File: GDO


EVALUATION OF SUPPORT STAFF

Probationary Employees 

The purpose of the six-month probationary period is to permit the training and observation of the newly-hired employee in the new job setting and to determine the employee's suitability for the particular job and his fitness for permanent employment. 

The performance of each classified probationary employee shall be evaluated at least twice during the probationary period. A copy of the evaluation shall be signed by the employee and his supervisor and given to the employee. The supervisor shall discuss the standards of performance and behavior required of the new employee in the position to which he is appointed. 

Evaluations of classified probationary employees shall be sent to the Administration by the supervisor under whom the employee is serving. The evaluation shall be reviewed by the administrator in charge of the department and forwarded to the personnel office to be placed in the employee's permanent file. 

Regular Employees 

Each regular classified employee shall be evaluated at least once each year (no later than May 1) by his/her immediate supervisor as indicated on the organization chart. The evaluation shall be discussed by the immediate supervisor with the employee and a signed copy of the evaluation given to the employee at that time. 

The original copy of the fully signed report will be retained in the employee's file in the personnel office. 

Substitute Employees 

All substitute employees who are employed for 10 consecutive working days on any one assignment shall be evaluated by the immediate supervisor, using the procedure described above. 
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