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______________________________________________
Each and every employee receiving an appointment or a promotion to a position in the classified service must complete a minimum twelve (12) month probationary period. Each and every employee in the classified service must complete his probationary period and receive the affirmative approval of the appointing authority before appointment or promotion shall be considered regular. During the employee’s probationary period, the employee’s work habits, abilities, promptness, and other pertinent characteristics will be observed and evaluated by a supervisor and/or the President. If the probationary employee fails to meet required performance standards, employment will be terminated, or if the individual is a promoted regular employee, the individual may be restored to the classification and position from which he was promoted or to a comparable position if available. 
· Termination during the probationary period
If the President determines that the employee's service has been unsatisfactory at any time during the probationary period, the employee may be immediately terminated from his position.  
· Probationary reports
Probationary employees are to be evaluated on a semester basis. At each evaluation, the employee will be evaluated as to his/her job performance and, if needed, points for improvement so that the probationary employee can successfully complete his probationary period. Upon completion of the 12-month probationary period, the Supervisor shall complete a probationary report and notify the President in writing that either:
· The employee has successfully completed his probationary period and shall henceforth be considered a regular employee with all rights and privileges due him or her.  The employee will then be converted from probationary to regular status.  
· The employee has not demonstrated the ability to perform satisfactorily the position's duties and is to be terminated from employment or, if promoted from another position, returned to the previous or a similar classification.
Notwithstanding anything contained to the contrary herein, no employee shall move from a probationary status to a regular status without the written affirmative approval of the President; regardless of the length of time served by the said probationary employee, the probationary status shall be deemed to be automatically extended to afford sufficient time to the President to comply with any time or percentage requirement herein. 
· The time, portions, and numbers specified in the paragraphs above are guidelines only. The failure of a supervisor, President, Director of Human Resources, or Kingdom College to comply with any specified or implied deadline shall not be deemed to be a violation of an employee’s rights and shall be correctable at any time during said probationary period by complying with said times, portions, and numbers within a reasonable time.  




image1.jpeg




