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[Insert your organization’s name here]
PROBATION-STAGES AND EXPECTATIONS
The following outline is intended to assist new employees in understanding the expectations of their probation period as well as outlining what they can expect to receive in way of support and direction.  The probation period is a time for coaching and sets the stage for future performance expectations.  It is a time for all parties to pursue the question “Is this the best fit at this time”.   Length of probation is outlined in the collective agreement, and childcare employees moving to new positions with Child Care Services are also considered on probation.
Stage I - Welcoming 

The first couple of weeks of a new position are spent in welcoming the new employee and ensuring they understand what their role will be within the centre.  

New employees are expected to:

· Read the orientation binder.

· Get to know children, families and colleagues.

· Ask questions.

Supervisors are expected to:

· Ensure the new employee is welcomed.

· Show the employee around, personal space, lunchroom, introductions etc.

· Provide direction and time to answer questions.

· Share the evaluation tool and process that will be used at the end of the probation period.

Stage II – Investing Time

After the welcoming stage it is time to be clear on the job expectations.  This is the time to share information regarding philosophy, “culture” of the centre, and general information on how to be successful in this position.

New employees are expected to:

· Seek clarification if they are confused or unsure about expectations.

· Seek clarification if they are feeling they are getting “mixed messages” or have questions about the program’s operations.  

· Continue to familiarize themselves with job expectations, policies, etc.

Supervisors are expected to:

· Ask questions of the new employee regarding what they are observing and what the employee understands about the job expectations.

· Continue to share information and provide direction to the new employee.

· Provide on-going support to the new employee.

Stage III – Reviewing

During this stage the new employee is receiving clear information on strengths and weaknesses.  Areas needing improvement are identified and goals may be set.  The employee is encouraged to “take risks”, show their style and interests.  

New employees are expected to:

· Demonstrate how they are integrating direction from their supervisor into their work performance.

· Continue to ask questions about expectations that remain unclear.

· Be comfortable enough to try new things and question their colleagues on what they see.

Supervisors are expected to:

· Provide clear information to the employee regarding strengths and areas needing improvement.

· Set goals as necessary.

· Continue to provide support and answer questions.

· Allow the new employee to “spread their wings” as a caregiver and team member.

Stage IV – Evaluation

Prior to the end of the evaluation period the supervisor will meet with the new employee to complete an evaluation and a decision will be made regarding the completion or extension of the probation period.  Decisions to extend the probation period will be made by the director in consultation with the supervisor.  The intention of an extended probation period is to provide more opportunities for coaching, learning and evaluating.  

New employees are expected to:

· Provide honest self-reflection on their skills and comfort in the environment.

· Review any goals that have been set and be prepared to demonstrate how they feel the goals have been met.  

· Take part in the process of setting on-going goals.

Supervisors are expected to:

· Provide feedback on overall job performance including strengths and weaknesses.

· Ensure there are no surprises at the evaluation meeting.

· Be able to clearly articulate if they are unsatisfied with the work performance to date by providing examples and demonstrating that sufficient information was provided to the new employee in assisting them to be successful.

· Make a recommendation to the Director regarding the completion or extension of the probation period.

Stage V – Dedication

Moving forward!  The new team is still forming and everyone continues to learn from one another.  “New” employees are expected to inspire others with new energy, ideas and passion for their work. Supervisors and the whole organization is expected to inspire and motivate you to be the best Early Childhood Educator you can be so you can contribute to the success of ________________.

Congratulations:  You have been W.I.R.E.D!
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