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I. Purpose: 
 
To establish a system for ensuring that probationary employees are properly 
reviewed by their immediate supervisors prior to the completion of their 
probationary periods 
 

II. Procedure: 
 
A. The Office of Human Resources will notify the immediate supervisor once an 

employee has been in probationary status for approximately 60 days. 
 
B. A copy of the Employee Probationary Review form will be sent to the 

immediate supervisor of the employee. 
 

1. The immediate supervisor shall return the completed and approved form 
to the Office of Human Resources before the date indicated on the bottom 
of the form. 

 
2. The date indicated on the form will be the 90th day from the beginning 

date of employment at the College. 
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