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SANTA CRUZ, CALIFORNIA  95064
 

[Appointment and Probationary Information Template (Critical Positions)]

[This letter template is to be used in consultation with Staff Human Resources.]

[Date]
Dear [Supervisor Name],
Re: Appointment and Probationary Information for [Employee Name]

[Employee Name] has recently been hired into a career position. The following information will be useful to you in monitoring and assessing performance for your employee during the probationary period.

The probationary end date for your employee is [date]. UC policy and collective bargaining agreements require that at least one written performance appraisal be completed during the probationary period, although you may prepare additional appraisals at any time to document your employee’s progress.

I will send you a reminder to complete a performance appraisal at approximately the
mid-point of your new employee’s probationary period. I have also placed reminder notes of the probationary mid-point and end dates on your CruzTime Calendar for your convenience.

Performance management guidelines and forms, including instructions on how to complete the appraisal forms can be found on-line at:

http://shr.ucsc.edu/shr-procedures/manage-performance/index.htm
Policy regarding probationary period reviews can be found at:

http://shr.ucsc.edu/shr-procedures/probation/index.htm


Please Note: 
[Employee Name] has been hired into a critical position, and shall not be released to perform critical duties until the university receives evidence of successful completion of the background check investigation. If the background check investigation results have not been received, you are required to extend the employee’s probationary period up to a maximum of three months.  Background checks must be completed before the employee’s probationary period ends. Employees in critical positions should never pass probation without the successful completion of a background check investigation. We will notify you once we receive the results of the background check investigation.

Should you decide to extend or release an employee during the probationary period, please contact your HR Partner.

Sincerely, 

[HR Service Team Representative Name]

[HR Service Team Representative Title]
cc: Personnel File
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