EFCMHC – MEMORANDUM

To:

From:       Sherry Eitzmann, HR/Payroll Coordinator
Date:

Subject:    60-DAY PROBATIONARY PERIOD POLICY

Per our policy, _____________________________________, hire date____________________, has reached the 60-day mark on his/her probationary period. Please discuss with the employee and respond to the Executive Director within 10 days.  Leave time does not begin to accrue until employee reaches regular employment status.
Personnel file needs:

	

	


RESPONSE

To:
   Executive Director

From:


Date:

I have met with the employee to discuss the responsibilities and expectations of regular status employment.  

· I recommend ________________________ for regular status as an Edwin Fair employee.
· I do not recommend ______________________for regular status as an EFC employee. 
I would recommend:  Continue Probation for ___Months or other corrective action.

Probation will be reviewed again on​​​​​​​​​​​​ _____________________.

 




_____________________________________________
Supervisor / Date

__________________________________________
Executive Director / Date
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