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POLICY: It is the policy of the Department of Conservation and Energy (C&E) to comply with Chapter 9 of the
State Civil Service (SCS) Rules regarding probationary periods applicable to employees. A probationary period
shall be no less than six (6) months and no more than twenty-four (24) months, as provided by the SCS Rules.

To provide sufficient time to evaluate an employee's performance and suitability for the position, C&E requires
a minimum probationary period of twelve (12) months, unless otherwise approved by the Secretary or
designee. In no event shall a probationary period be less than six (6) months.

PURPOSE: The purpose of a probationary period is to provide C&E with an opportunity to evaluate an
employee's skills, conduct, work ethic, and overall performance to determine whether the employee has
demonstrated the ability to successfully perform the duties and responsibilities of the position.

The probationary period also provides the employee with an established period of time to become familiar
with the position, workplace expectations, policies, procedures, and applicable performance standards.

APPLICABILITY: A probationary period is applicable to an employee appointed to a permanent, classified
position by any of the following means:

1. Appointment from an open competitive eligible list, in accordance with SCS Rule 23.2;

2. Noncompetitive appointment under SCS Rule 23.3, including appointments for individuals eligible for
Vocational Rehabilitation services, out of state positions, and candidates meeting the applicable 3.5
GPA requirements; and

3. Noncompetitive reemployment of an employee who held permanent status in a classified position
within the preceding ten (10) years, in accordance with SCS Rule 23.10(a).

Additionally, C&E may require an existing permanent status State employee who competes for and is selected
for a position with C&E to serve a probationary period. When a probationary appointment is required, the
employee must resign from their permanent status position prior to accepting the probationary appointment.
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For recordkeeping purposes, and based on the type of appointment, the employee also must sign either a
Conditional Offer of Employment or Promotional Offer of Employment acknowledging that they are accepting
a probationary appointment. The signed offer will be maintained in the employee’s official personnel file.

SPECIAL CONSIDERATIONS:

A. Job Appointments: An employee who has served C&E for at least twenty-four (24) months in a job
appointment with no break in service may be appointed to the same position or to a position in the same
job title without serving a probationary period, in accordance with SCS Rule 9.1(h).

B. Department Preferred Reemployment List: An applicant hired from a Department Preferred
Reemployment List (DPRL) may be appointed with permanent status, in accordance with SCS Rule 9.1(f).

C. Military Leave During Probation: A probationary employee who is absent from work for military training
or military active duty for more than thirty (30) consecutive calendar days shall return to duty in
probationary status at the point reached in the probationary period prior to the absence. An absence of
thirty (30) consecutive calendar days or less shall be counted as part of the probationary period, in
accordance with SCS Rule 9.3.

PROBATIONARY PERIOD REQUIREMENTS:
A. Notice of Probationary Status: To ensure applicants and employees understand whether a position
requires a probationary period, C&E shall:

1. Include the following statement in advertisements for permanent classified vacancies:

“This position requires the selected applicant to serve a minimum probationary period of twelve (12)
months. A current, permanent status State employee may be required to accept a probationary
appointment in lieu of promotion.”

2. Identify the appointment type as “Probational” on the Conditional Offer of Employment or other
applicable appointment documentation provided to the selected applicant.

B. Evaluation and Consideration for Permanent Status: The probationary employee's performance shall be
evaluated throughout the probationary period. Prior to the conclusion of the minimum twelve (12) month
probationary period, Human Resources shall initiate the process for determining whether the employee
should be certified for permanent status, whether the probationary period should be continued, or
whether the employee should be separated from probation.

The following process shall apply:

1. Human Resources shall route a Personnel Request Form (PRF) to the supervisor of the probationary
employee within thirty (30) days of the conclusion of the minimum twelve (12) month probationary
period.

2. The supervisor shall complete the PRF and indicate one of the following recommendations:

a. The employee has met the required standards of work and is recommended for permanent
status;

b. The employee has not met the required standards of work and the supervisor recommends
that:

i. The probationary period be continued and the employee's performance be reviewed
again by a specified date, provided the total probationary period does not exceed
twenty four (24) months; or
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ii. The employee be separated from probation.

Written justification shall be provided when an extension of the probationary period is
recommended.

3. Upon completion, the PRF shall be routed to the Division Director or Section Head for review and
approval.

4. Upon receipt of the completed PRF and recommendation, the Office Personnel Liaison shall create an
electronic Personnel Action Request (PAR) and route it for the required Undersecretary and Appointing
Authority approvals.

5. Upon approval of the PAR, Human Resources shall process the applicable personnel action.

NOTE: In accordance with SCS Rule 9.2, the transition from probationary to permanent status requires an
affirmative certification by the Appointing Authority that the employee has met the required standards
during the probationary period. A probationary employee who has not met the required standards shall
not be certified for permanent status and must be separated before expiration of the twenty fourth month
of the probationary period

CHANGES IN POSITION DURING PROBATION

A. Appointment Following Certification from an Open Competitive Eligible List: A probationary employee
who is appointed to another position following certification from an open competitive eligible list shall be
considered a new employee in the new position and shall serve a new probationary period separate from
the probationary period served in the previous position, in accordance with SCS Rule 9.1(c).

B. Transfer, Reassignment, or Demotion: A probationary employee who is permanently transferred,
reassigned, or demoted to another position shall continue the probationary period that began prior to the
change in position, in accordance with SCS Rule 9.1(b).

PROBATIONARY STATUS: Probationary employees do not possess property rights in their positions and serve
C&E as at will employees. Accordingly, a probationary employee may be separated by the Appointing Authority
at any time during the probationary period, subject to applicable law and State Civil Service Rules.

EXCEPTIONS: Only the Secretary or designee may approve an exception to the twelve (12) month minimum
probationary period established by this policy. Any approved exception must comply with Chapter 9 of the SCS

Rules. In no event shall an employee serve a probationary period of less than six (6) months.

QUESTIONS: Questions regarding this policy or the administration of probationary periods should be directed
to the Human Resources Division.

REVISION HISTORY:

Date Action

September 2015 Policy Established

August 2018 Policy Revised

October 2019 Policy Revised

August 2026 Policy Revised: Agency name and policy structure updated, Sections II-XI updated.
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