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 Probationary Evaluation 
Process/Requirements 

 
Purpose: 
 To outline the requirements and expectations of a member hired by the Department and 
serving during the recruit school and probationary period. Each member is encouraged to 
become completely familiar with this procedure utilizing its provisions and objectives to learn 
his or her responsibilities as a measure of personal growth with the Department. 
 
Procedure: 

I. Definitions- For purposes of this procedure, the following definitions are 
established. 
A. Applicant/Candidate- Any person  who is seeking employment as a paid, 

paid-on-call, or volunteer firefighter during the selection process 
B. Recruit Member- Any person selected by the Department for employment 

and assigned to the Department recruit school having been appointed by the 
fire chief and taken the probationary oath. 

C. Probationary Firefighter, Volunteer Firefighter- Any new member under 
review who performs basic functions while learning, having satisfactorily met 
the requirements of recruit member, and assigned to station response for a 
period of 12 months. This shall be known as the probationary period. 

D. Probationary Firefighter, Volunteer Firefighter Review- The final process of 
review and evaluation conducted at the end of the 12-month probationary 
period prior to the recommendation for promotion to the rank of Firefighter, 
or Volunteer Firefighter. 

II. Evaluation process 
A. Recruit and probationary members of the Department shall be evaluated at 

annual evaluation. 
B. Evaluations shall be completed by the Platoon Chief to which shift they are 

assigned to by utilizing the appropriate Departmental forms and shall be 
submitted to the Fire Chief for approval and filing with the member’s 
employment records. More frequent evaluations should be conducted with 
employees whose performance is below an acceptable level. This is 
particularly important if you contemplate releasing a probationary Firefighter 
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for unsatisfactory performance. It is necessary that releases of this type be 
fully documented with performance ratings, which show written evidence of 
attempts to motivate the employee to perform satisfactorily. Please contact 
the Fire Chief’s office should you desire to make such a review. 

C. The officer from the probationer’s shift shall complete the annual 
evaluations on the appropriate Annual Employee Performance Review Form.  
After the review form has been prepared, it should be signed by the Platoon 
Chief and submitted to the Fire Chief for review and approval prior to 
discussion with the employee. 

D. Following the Fire Chief’s approval, an interview shall be conducted in private 
with the Probationary Firefighter and their Platoon Chief. This interview 
should be more of a counseling session whereby strengths and weaknesses 
can openly be discussed and satisfactorily agreed upon course of 
improvement established. Schedule the interview in advance. The member 
should be told that the purpose of the meeting will be to discuss his/her 
performance. The meeting should be held in private, and it should not be 
interrupted, barring emergency response.  

E. After the interview, the employee should read over the review form, write 
his/her comments, if any, and sign the form. 

F. The completed evaluation shall then be forwarded to the Fire Chief’s office 
by the established due date. 

 

 


