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LESSON 6

PROBATION

OVERVIEW_______________________________________________________ 

Introduction
An employee must serve a probationary or trial period during the first year of his/her first permanent Federal appointment to determine fitness for continued employment.  An employee must also serve a probationary period before initial assignment as either a supervisor or manager becomes final.  The supervisory or managerial probationary period applies when an employee is assigned to their first supervisory or managerial position. 

_____________________________________________________________________________

Purpose

This lesson describes the various kinds of probationary periods in the federal civil service.  

_____________________________________________________________________________
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After completing this lesson you should be able to – 

· Identify the different kinds of probationary periods

· List the options available to supervisors in cases where the employee is failing to successfully complete the probationary period

_____________________________________________________________________________

In this Lesson

This lesson contains the following maps:

Map Title
See Page 

Probation Overview
       6-2

Initial Probationary or Trail Period
6-2

Management Options 
6-3

Supervisory or Managerial Probation
6-3

Management Options
6-4

Practical Exercise #6
6-4

_____________________________________________________________________________

Probation Overview 
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Introduction 
The Office of Personnel Management regards the probationary period as a final step in the examining process.  It provides the final test, that of actual performance on the job, which no preliminary testing methods can approach in validity.  During the probationary period, the employee’s conduct and performance in the actual duties of his/her position may be observed; and for new supervisors or managers the employee may be reassigned or returned to a non-supervisory or non-managerial position.  For new employees, they may be separated from the civil service without undue formality if circumstances warrant. 

__________________________________________________________________
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An employee must serve a probationary period during the first year of their first permanent federal appointment.  The probationary period is designed to evaluate fitness for continued employment. This probation is an extension and continuation of the merit system competitive examination process required for initial entry into federal civilian service.  This probationary period is 1-year in length and may not be extended.  During this probationary period, the supervisor must continually evaluate the employee’s job performance and work behavior as well as his/her character, conduct, and attitude that directly effects job performance.  Throughout the period, the supervisor should document the employee’s performance and conduct.

______________________________________________________________________________

Management Options 
If an employee is failing to successfully complete the probationary period, then management must take action early and consult with the Civilian Personnel Advisory Center (CPAC) on options available.  

Options may include: 

· Reassignment - it should be noted that a Reassignment or a Change to Lower Grade during the probationary period does not mean that an employee begins a whole new one year probationary period. 

· Change to Lower Grade

· Termination – Probationary/Trial Employees who are subject to administrative actions have very limited rights to have the action reviewed by outside third parties such as an arbitrator or the Merit Systems Protection Board.  It is also important to note that a probationary period employee whose performance and/or conduct are unsatisfactory may be removed anytime during the probationary period.  A supervisor does not have to wait until the end of the period to initiate appropriate action.

______________________________________________________________________________

Supervisory or Managerial Probation 

[image: image4.wmf]
An employee must serve a supervisory probationary period before initial assignment as either a supervisor or manager becomes final.  This probationary period applies when an employee is assigned to a supervisory or managerial position for the first time. The length of the supervisory probationary period is normally one year.  The selecting official may decide in advance not to require part or all of the one-year probation, based on the employee’s past experience as a supervisor or manager.  Such an exception must be coordinated with the CPAC.

__________________________________________________________________

__________________________________________________________________

Management Options 
If the employee does not satisfactorily complete the supervisory probation, he/she has a right to be returned to a non-supervisory or non-managerial position of no lower grade and pay than the previous non-supervisory position held.  In the Army, the employee will be returned to a position in the area serviced by the servicing CPAC or within the MACOM, if no vacancy exists in the serviced area.  

__________________________________________________________________

PRACTICAL EXERCISE #6  - PROBATION 

Review the statements listed below and then indicate whether the statement is true or false by placing a “T” or an “F” in the answer box on the right.

Statements

  



  True or False 


A manager who does not successfully complete the supervisory probationary period may be terminated. 







The initial probationary period for a new permanent federal employee is one year in length. 







During the probationary period both the employees’ conduct and performance are observed and evaluated. 







An employee who is failing his/her probationary period must be given a Performance Improvement Plan (PIP) before they can be removed. 







An employee who is failing the initial probationary period may be reassigned to another position in lieu of termination. 
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