Probation: Probationary Period

Help/Forms/Resources

After On-Boarding:
Send the supervisor the
Appointment and
Probationary Information
via e-mail, and attach the
Supervisor Checklist for
New Employees via e-mail.

If Employee is in Critical Position:
Track Background Check/LiveScan
investigations via a tickler file
created at the time of On-Boarding.
Follow up with Employment until
results have been received.
PPS OEU: Update EBCC Screen
with the date results are received.

During On-Boarding:
Review probationary
period requirements with
career employees
(See New Employee
Information handout).

*

Enter Probationary period mid-

point date and end-date onto

the Supervisor's and your own
CruzTime calendars.

Check your calendar weekly for
mid-point dates, and send reminders to
the supervisor
(See Mid-point Reminder &

Five Month Reminder Templates).

HR Service Team Representative (HRSTR)

Start

Send letter to employee
indicating they have
successfully passed probation
once the probationary period
has ended, and cc the
supervisor
(see Successful Completion of
Probation Template.)

YES

performance satisfactory or
above, and have successful
background check results
been received?

EXTEND

Extension of Probation
Consult with Supervisor to ensure
extension is appropriate.

. PPS OEU: update EPER screen to reflect |

new probation period end date.

. Follow up with Supervisor to ensure final
performance appraisal is completed prior
to extension end date.

Release During Probation
Consult with the Supervisor and Labor
Relations to determine if release from
probation is appropriate. If release takes place,
proceed with separation process.

O RELEASE
Qo Receive reminder e-mails from HRSTR at Provide the employee with a
= mid-point Written Notice of Rel
o p NO ritten Notice of Release .
% Receive Appoint t and Provide th +I ith
o eceive Appointment an . rovide the employee with a
K2 Probationary Information, and Complete Performance Appraisal. Deliver Consult_ W't.h your HRS’.TR to Written Notice to Extend Probation Period
S g ; . . determine if an extension or . |
c the Supervisor Checklist for ¢ and review with employee. Send the , seven (7) calendar days in advance of an
i i release of the employee’s I . .

8_ New Employees original signed copy to your HRSTR. robationary period is desired extension, including the reason and duration of
5 from the HRSTR, via e-mail. P v ' the extension.
’ l

During On-Boarding:
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You will receive a written notice seven (7)
calendar days in advance of an extension,
including the reason for and
duration of the extension.

http://shr.ucsc.edu/shr-procedures/process map/probation.pdf
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