Probationary Period Guidelines
Each West Chester University employee must serve a probationary period during the initial period of employment.  During this “trial period”, the supervisor carefully considers whether the employee is able to or meets the job standards and expectations, and possesses or can acquire the required knowledge and skills.  This critical information is used to determine if that employee should be retained by West Chester University as a “regular” employee (the probationary period also applies for promotions but not transfers.) Especially during the probationary period, supervisors are expected to work closely with new employees; conduct frequent discussions on employee progress; and document the employee's performance and conduct. Supervisors should identify improvement needs as early as possible and contact Office of Organizational Development to establish a developmental plan to address deficiencies.
If employees are clearly not meeting the requirements of the job that have established and communicated to them in the first two weeks on the job, they may be released at any time during the probationary period. The probationary period is intended to be used to determine whether the right employee has been hired for the job. Once the probationary period ends, the process for releasing an employee generally requires further documentation. 
Probationary Periods for Each Group 

The probationary period for each group is different:

	Group
	Probationary Period
	Form Used

	AFSCME, Police/Security, Nurses
	180 days from date of hire/promotion
	Employee Performance Review

	SCUPA
	One year from date of hire, with regular assessments at three, six and nine month periods
	Performance Development Report

	Managers
	180 days from date of hire/promotion
	Manager Performance Mgmt. & Development Instrument




Note (for all groups): If a full-time temporary employee becomes a full-time regular employee in the same position for which he or she was originally hired, the time worked as a temporary employee is credited toward the completion of the probationary period. 

Extension of Probation 

Under special circumstances a probationary period may be extended if the supervisor needs more time to appraise the employee. An extension must be requested at least three weeks in advance of the end of the probationary period, and must be supported by documentation to justify the additional assessment period.  All extensions must be requested through the Office of Labor Relations. 

Determining If the Employee Passes the Probationary Period 

If a supervisor decides to keep the employee beyond the probationary period, he or she must complete the evaluation process, which includes completion of the appropriate evaluation form (see above); the evaluation should be noted as “Probationary”. Completed forms should be returned to the Office of Organizational Development, 201 Carter Drive.  No department should retain an employee beyond the last day of the probationary period unless they have an official extension or they intend for the employee to pass probation. 

Documenting Performance Problems or Misconduct 

Performance problems and how they were addressed should be documented for all employees.  This is especially important throughout the probationary period since progressive discipline may not be required to terminate a probationary period employee. Consult with your Offices of Labor Relations or Organizational Development for further assistance in these matters. 

Terminating an Employee After the Probationary Period 

If a supervisor decides to terminate an employee after he or she has passed the probationary period, the supervisor should consult with the Offices of Labor Relations or Organizational Development discuss the relevant performance issues. Since most employees have access to a grievance and arbitration procedure, documentation will be requested for further review. 

