








Only the Final Probationary Review can be extended:
• FML or Limited Duty
• Employees with 6th month Probationary Period

Contact:
• Sworn: Career Path Sgt.
• Professional Staff: DHRO

Probationary Extensions





Discuss with:
• Sworn – Personnel Lt. 
• Pro-Staff - ER/DHRO or HR Manager

Non-Retention/Failure on Probation



Non-Retention Review 
Were job expectations provided to the employee?
Was proper training provided to the employee?
Were all required training completed on time?

Were monthlies completed on time?
 Review all monthlies, evaluations, and any documentation for 

the probationary period











Some Guidelines:
• Know when the evaluation is due

• Gather all documentation

• Station file

• Log Events/MODs

• Emails/Kudos

• Solicit input from previous supervisor/employee

• Review assignments, achievements, and/or trainings taken

• Review status of previous goals

• Were they met? 

• Were they not met?



Tips: Writing the Draft

No Suprises to the employee

Evaluate for the entire rating period

Be sure that any “ Need Improvement” categories were:
• Discussed with employee 

• Documentation justifies the “Need Improvement”

Rate appropriately

DO NOT

• Do not add your personal opinion

• Do not add medical information

   Book: Perfect Phrases


























