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Purpose – To define the (Agency Name) standards and processes for employees serving probationary and trial service periods. 


Definitions
Elevation – An employer initiated action that moves an employee to a position in either:
1. A higher class in which the employee held permanent status prior to a demotion.
2. A class in the same class series which is between the current class and the class from which the employee was demoted. 
Probationary period – The (six month or twelve month) initial period served by an employee following certification and appointment to or reemployment in the classified service.
Promotion – The appointment to a class with a higher salary range maximum that results in a salary increase.
Reassignment – An employer-initiated move of an employee within the agency from one position to another position in the same class. 
Reversion – The voluntary or involuntary movement of an employee during the trial service period that results in the employee’s placement in a position or on the agency’s internal layoff list.
Trial service – The (six month or twelve month) initial period served by a permanent employee who has been promoted into a position in a new class within state government or the initial period of employment following a transfer, voluntary demotion, elevation or reversion when required by the agency.
Policy Statement 
Supervisors within the (Agency Name) will use the employee probationary or trial service period to assess the employee’s ability to perform assigned job duties. Supervisors will provide coaching and regular feedback to employees during their probationary or trial service period to increase chances for success.  
Employees who accept a transfer, voluntary demotion or who are elevated after a demotion, may also be required to successfully complete a trial service period prior to gaining permanent status in the new job class. This requirement will not apply to employees who accept a demotion in lieu of layoff. Employees accepting a demotion in lieu of layoff will carry permanent status with them to the new position. When an employee successfully completes their probationary or trial service period, they attain permanent status in that classification. 
Probationary Period
Failure to meet expectations – If an employee fails to meet expectations during their probationary period, they may be separated from employment with one calendar day’s written notice. However, if the supervisor and employee agree that an extension of the probationary period is mutually beneficial to the employee’s and agency’s success, an extension may be granted as long as the overall length of the probationary period is no longer than twelve months.
Extension – The supervisor may decide to extend an employee’s probationary or trial service period beyond six months, but not more than twelve months.
If an employee uses leave without pay or shared leave during their probationary or trial service period, the employee’s probationary or trial service period will be extended by the number of days the employee is on leave without pay or shared leave.  
Trial Service Period
Failure to meet expectations – If the employee fails to meet expectations during their trial service period, they may revert the employee with seven calendar day’s written notice to the employee. If during the last seven days of a trial service period, an employee commits an egregious act which warrants reversion, the agency may immediately revert that employee without the seven calendar days’ notice. However, if the supervisor and employee agree that an extension of the trial service period is mutually beneficial to the employee’s and agency’s success, an extension may be granted as long as the overall length of the trial service period is no longer than twelve months.
Reversion within the agency – During the first 30 calendar days of the appointment, the employee has the right to decide whether or not they would like to revert. If the employee chooses to revert, they must provide seven calendar day’s written notice to their current supervisor to express their intention to do so.
If the employee wishes to revert after the first 30 calendar days of the appointment, it will be up to the agency to decide what reversion rights the employee might have. 
An employee reverting following a promotion, transfer or elevation must meet position competencies and requirements in order to revert to one of the following:
1. A vacant position allocated at the same class in which the employee last held permanent status.
2. A position filled by a non-permanent employee that is allocated at the same class in which the employee last held permanent status.
3. Another vacant position allocated to a class with the same or lower salary range maximum.
4. The agency’s internal layoff list.
An employee reverting following a voluntary demotion must meet position competencies and requirements in order to revert to one of the following:
1. A vacant position allocated at the same or lower salary range maximum as the class from which the employee is reverting.
2. A position filled by a non-permanent employee that is allocated at the same or lower salary range maximum as the class from which the employee is reverting. 
3. The agency’s internal layoff list.
An employee may negotiate additional reversion rights with their supervisor prior to accepting the position which will place the employee in trial service. Agreements should be documented with copies forwarded to the Department of Enterprise Services (DES) Small Agency HR Consultant Services.
Reversion to another agency – Employees may only revert to previous state employers if they have negotiated additional reversion rights with that employer prior to accepting the trial service appointment with the (Agency Name).
Accepting a new position – If an employee accepts a permanent appointment within the (Agency Name) while serving a probationary or trail service period, and if the jobs are closely related, time served in a probationary or trial service period may be applied toward completion of the period for the new position. The DES Small Agency HR Consultant will be responsible for determining if the jobs are closely related. If the jobs are not closely related, the probationary or trial service period will start over.
If an employee accepts a non-permanent position with another agency prior to accepting the appointment, the employee should discuss with their supervisor how the non-permanent appointment may impact the probationary or trial service period.  
If the agency has agreed to allow an employee to return to the (Agency Name) after accepting and completing a nonpermanent appointment outside of the agency, the employee’s supervisor in consultation with the DES Small Agency HR Consultant will decide whether or not to:
1. Suspend and then continue the same probationary or trial service time when the employee returns.
2. Require the employee to start a new probationary or trial service period upon return.
3. Count time worked in the nonpermanent appointment toward the completion of the probationary or trial service period.
Reassignment - If an employee is reassigned during a probationary or trial service period, time served in the position will be applied toward completion of the period for the new position.  
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