SOUTHEAST ARKANSAS COLLEGE POLICY

2.06

Probationary Periods

General information about Southeast Arkansas College will be provided during new employee
onboarding. Supervisors should explain specific job duties and expectations required of each new
employee during the first week of employment,
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Effective October 1, 2021, all new SEARK employees are on probationary status for the
first 6 months of their employment.

During this time, both the employee and the supervisor should consider and evaluate the
suitability of the placement.

Supervisors are encouraged to use this period to review and discuss progress with the
employee in meeting the requirements of the position and in adapting to the work
environment.

If the new hire is not performing at a satisfactory level after 3 months, the supervisor may
opt to place the employee on a Performance Improvement Plan (PIP) and submit a copy
of the PIP to the Office of Human Resources (OHR).

In some cases, 6 months may not be sufficient to evaluate the suitability of a placement
due to the complexity of the position or other departmental staffing and/or operational
considerations and may require an extension of the probationary period of up to 6 months
to fully assess the suitability of the placement.

A supervisor requesting an extension of the probationary period must do so in writing
prior to the end of the original 6-month period, specifying the reason for the request, and
submit the request to the OHR.

If for any reason, at or before the end of this period, the employee is dissatisfied with the
job they may resign. If the supervisor determines the employee is not suited for the work,
the employee may be terminated.

If at any time after the initial probation period a supervisor determines that an employee’s
performance has fallen below the standards for the position (so that the employee’s
overall performance is unsatisfactory), the supervisor may place the employee on
probation.
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The supervisor must document the unsatisfactory performance and inform the employee
that they have been placed on probation and counsel with the employee on ways the
employee can improve.

The length of the probationary period for unacceptable performance will be no less than 3
months and no more than 6 months.

During the probationary period, the supervisor will counsel the employee about progress
or lack of progress and document these sessions.

At the end of the probationary period, the supervisor will conduct a formal evaluation.

If the employee has met the standards of performance (completely satisfactory), the
supervisor will remove the employee from probationary status.

If the employee fails to meet the standards of performance, the supervisor may extend the
probationary period and give the employee additional counseling or the supervisor may
terminate employment.

If an employee’s performance drops below satisfactory during an evaluation year but
improves before the annual evaluation, the unsatisfactory evaluation will not go into the
employee’s personnel file.

If the annual evaluation score is unsatisfactory, that evaluation will become part of the
employee’s permanent file.

Any employee who transitions to a new position on campus is subject to a 6-month
probationary period in the new position.

The employee’s new supervisor will assess performance during this period and provide a
formal evaluation to Human Resources.
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