	[image: image1.jpg]Ay,

DHSS
m





	
	ADMINISTRATIVE MANUAL



	SUBJECT:
PROBATION, PERFORMANCE APPRAISAL AND DISCIPLINE 
	Chapter:
10

	Probationary Periods
	Section:
10.1

	REFERENCES: 
State Personnel Division Rules Manual –


1 CSR 20-3.040, RSMO 36.250
	Page:
3 of 3

	
	Revised:  3-19-15



PROBATIONARY PERIODS

I.
PURPOSE:

To provide for the evaluation of employees work performance during the probationary period.

II.
SCOPE:

Departmentwide.

III.
POLICY:

All employees serving in classified positions are required to serve a probationary period following original appointment, reinstatement, reemployment, or promotion. The probationary period is to be utilized for closely observing the employee’s work performance, for securing the most effective adjustment of the employee to his/her position and for determining whether the employee should be retained in the position. The normal, maximum and minimum length of the probationary period is determined by the classification as follows:

A.
Employees in broadbanded management classes (Health and Senior Services Manager, Fiscal and Administrative Manager, etc.), and classes identified as having substantial supervisory or administrative responsibil​ity (have “*” before title on pay plan):

Normal length
- 
12 months

Maximum length
- 
18 months

Minimum length
- 
6 months

B.
Employees in all other classes:

Normal length
-
6 months

Maximum length
-
12 months

Minimum length
-
6 months

C.
Exceptions:

1.
Appointing Authorities may require certain classes/positions to serve a one-year probationary period that cannot be reduced or extended.  

2.
A probationary period is not required for a former employee reinstated within two (2) years of layoff or demotion in lieu of layoff in that same division of service; other reinstatements are normal six (6) or twelve (12) months, with a minimum of three (3) months.

3.
The probationary period for an employee re-employed or reinstated later than two (2) years after a layoff or demotion in lieu of layoff may be reduced to a minimum of three (3) months, at the discretion of the Appointing Authority.  
The probationary period may be extended or reduced at the request of the supervisor. The probationary period may be extended up to the maximum if additional time is needed to evaluate the employee’s performance or to allow the employee to demonstrate a pattern of successful attendance. It may be reduced to the minimum if the performance is at or above the successful level. Any interruption of service during the probationary period shall not be counted as a part of the total probationary service required.  A probationary employee may be terminated at any time during the probationary period.

If the employee is to be terminated or if the probationary period is to be extended to give additional time to evaluate the employee’s performance, the supervisor should notify the Office of Human Resources (OHR), preferably a minimum of thirty (30) days prior to the expiration of the probationary period. This notice should be sent via email and include approval from the chain of command.  OHR will assist the supervisor in preparing neces​sary documentation and will prepare written notification to the employee and the Office of Administration, Division of Personnel. Failure to notify the employee of the extension prior to the expiration of the probationary period requires that the employee attain regu​lar status by default. It is the responsibility of the su​pervisor to assure that all required forms are submitted to OHR when due.

When requesting an extension of probation, the supervisor shall state the reason(s) for the extension and, in most cases, develop a work plan for the affected employee. The proposed work plan, along with documentation (i.e., conference notes, memos, e-mails, etc.) outlining what steps the supervisor has previously taken to assist the employee in fulfilling expectations, shall be forwarded to OHR through the supervisory chain of command with the request for extension. See Policy 10.6 and Attachment 10.6A for more information on developing work plans. Exceptions to the Work Plan requirement will be evaluated by OHR on a case-by-case basis. 

Uninterrupted service under an emergency appointment in the same position immediately preceding an original appointment will be counted as a part of the probationary period except that the employee must serve in probationary status at least sixty (60) days following the original appointment. The period of time an employee is on official leave of absence is not counted as a part of the probationary period.

An employee who does not successfully complete a promotional probationary period shall be reinstated to a position in the class (or a comparable class) occupied immediately prior to the promotion in the same division of service unless there is cause other than inability to satisfactorily perform the duties of the new position, which warrants dismissal.

Prior to the expiration of the probationary period, the supervisor shall prepare the performance appraisal and ensure that the employee completes a Position Description. OHR will send the supervisor written notification stating when these forms are due. 

“Regular status” signifies that the employee has successfully passed the probationary period and that employment will continue so long as the work performance is at the successful level or above unless a shortage of funds or change in organization, programs, or activities requires a layoff. Upon attaining regular status, employees:

· Gain the right to appeal certain actions taken under the Merit System.
· Will be added to promotional certificates by the Office of Administration, Division of Personnel, if they are on the open register for a classification that would be a promotion for the employee. 
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