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6 WEEK MARK OF 
PROBATIONARY PERIOD: 

Complete Mid-Proba�on 
Feedback Form with new 
hire and provide copies to 
them and personnel file. 

 

FIRST WEEK OF 
ONBOARDING:  

Provide feedback and 
development process 

overview including showing 
Mid-Proba�on Feedback 
Form and clearly explain 
expecta�ons for success. 

END OF PROBATIONARY 
PERIOD (3 months from 

start date): 

Submit Proba�onary Period 
Comple�on Form to new 
hire and Personnel File. 

  

ONE YEAR ANNIVERSARY 
(and annually therea�er): 

Complete Employee 
Development Plan and 

provide copies to them and 
personnel file.  

 

SUPPLEMENTAL DOCUMENTS FOR SUPPORT: 

• Employee Development Plan Quarterly Check-in Form 
• Smart Goal Development Worksheet 


