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I. POLICY STATEMENT 

A probationary period of three months duration is required of all new, non-contract staff 

employees. This period allows the manager and the new staff member the opportunity to 
determine the suitability of continued employment for the employee in the position he or 
she was hired in. 
 
The manager should utilize this time period to assist the new staff member to adjust as 
quickly and efficiently to the work environment and position and observe the quality of 
the employees work performance in relation to the standards of the position. The new 
employee is encouraged to ascertain if the position is a proper fit for him or her. 
 
The probationary period may be extended by the employee’s manager an additional three 
months with the approval of the department head and Human Resources if the employee 
is not meeting the performance expectations and the manager would like additional time 

to assess the employee’s suitability for continued employment. 

II. ENTITIES AFFECTED 

Staff 

IV. DEFINITIONS 

Probation is defined as the first three months of employment for new staff employees or 
the first three months in a new position for existing staff employees. This probationary 
period may be extended an additional three months if the employee is not meeting 
performance expectations and the manager would like additional time to assess the 

employees suitability for continued employment. 
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