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SECTION 204  PROBATIONARY PERIOD FOLLOW-UP

1.  Purpose.  To provide procedures for evaluating the following employees during the probationary period: 

    a.  Employees entering the Federal service by competitive appointment.

    b.  Newly appointed supervisors and managers, as described in CPI 315.9, in the competitive service except for appointments to the Senior Executive Service (SES).

    c.  Employees in the competitive service except SES appointments who are temporarily appointed, promoted or assigned for a period scheduled to exceed six months to a supervisory or managerial position.

2.  Information
    a.  An employee entering the Federal service by competitive appointment must serve a one-year probationary period that is used to observe their conduct and performance of actual duties.  During the probationary period, employees may be separated from the service without extensive administrative proceedings if circumstances warrant.  Thus, when properly employed, the probationary period provides protection against the retention of any person who, in spite of having passed any preliminary tests, is found in actual practice to be lacking in fitness and capacity to acquire permanent Federal government status.  (Refer to Section 410 for additional information.)

    b.  Newly appointed supervisors and managers are required to satisfactorily complete a one-year probationary period.  The probationary period is a part of the selection process and is intended to bridge the gap between perceived potential and actual performance.  It provides an opportunity to assess the new supervisor’s or manager’s development on the job and to return the employee to a non-supervisory or non-managerial position without undue formality and extensive procedures, should circumstances warrant.  Although the probationary period is for one year, an employee may be returned to a non-supervisory or non-managerial position at any time during the probationary period when an evaluation of the employee’s performance reveals supervisory or managerial deficiencies which 

make him or her unsuitable for continued employment in the position.  Employee may be assigned or changed to lower grade to any position for which qualified and at a grade level no lower than that left to accept the supervisory or managerial position.

    c.  If, upon initial appointment, an employee is required to serve both a supervisory or managerial probationary period and a one-year probationary period as an extension of the examining process following initial appointment into the Federal service, the latter takes precedence and completion of the probationary period for competitive appointment fulfills the requirements of CPI 315.9.

    d.  Employees who are temporarily appointed, promoted or assigned to a supervisory or managerial position, which is scheduled to exceed six months, are required to serve a probationary period.

3.  Procedures for Employees Entering the Federal Service by Competitive Appointment

    a.  Human Resources Office, Commander Navy Region Hawaii (HRO CNR) will submit to supervisors Trial or Probationary Service Form for completion no earlier than the beginning of the ninth month of the probationary period.

    b.  Supervisors

        (1) Supervisors will:

            (a) Observe closely the employee’s conduct, general character traits, and job performance.

            (b) Provide guidance and understanding if the employee has problems adjusting to the work situation.

            (c) Try to determine the employee’s potential for successful government work.

            (d) Initiate action to separate the employee if it becomes apparent after a full and fair trial, that the employee’s conduct, general character traits, or capacity are 

not fit for satisfactory service.  Such action will be taken as soon as these facts become apparent and, in any event, in 

sufficient time for the employee to be notified prior to the expiration of the probationary period that he/she would not be retained.

            (e) Return to HRO CNR, through channels, the completed Trial or Probationary Service form no later than the end of the tenth month of the probationary period.

        (2) The requirement for written certification does not restrict a supervisor’s authority and responsibility to initiate separation or reassignment action earlier than the ninth month if the circumstances so warrant.  (See Chapter 4, Section 410, for procedures to separate an employee prior to completion of the one year probationary period.)

4.  Procedures for Newly Appointed Supervisors and Managers

    a.  HRO CNR will:

        (1) Advise employees of requirement for a probationary period, its duration, and entitlement to placement if the probationary period is not successfully completed.

        (2) Attempt to ensure that responsible activity officials develop performance standards.

        (3) Review official training records to determine the extent of past supervisory/managerial training and education.  Forward the results of this review to the activity with a worksheet and instructions on the preparation of an Individual Development Plan (IDP).

        (4) File approved IDP in employee’s Official Personnel Folder.

        (5) Appropriately document information pertaining to the probationary period on the Standard Form (SF) 50.

        (6) Forward to supervisors, through channels, supervisor’s recommendation form for completion during the ninth month of the probationary period.

        (7) If recommendation is that the employee be removed from the position because of managerial or supervisory deficiencies:

           (a) Discuss the employee’s placement alternatives with the department head.

           (b) Review before issuance, department head’s letter of employee’s removal from the position.

           (c) Issue the required SF-50 effective no later than the last day of the probationary period.

    b.  Supervisors will:

        (1) Develop written performance standards and make them known to probationers upon initial appointment, promotion or assignment to the supervisory or managerial position.

        (2) Consider preparation of an IDP specifying the kind and duration of supervisory/managerial training needed.  Forward a copy of the approved IDP to HRO CNR.  

        (3) Provide training in managerial/supervisory skills as soon after the appointment as possible to assist probationers in achieving an acceptable level of performance prior to the expiration of the probationary period.  Such training must emphasize elements upon which the new supervisor or manager will be evaluated for retention in the position.

        (4) Observe closely the employee’s progress and job performance. 

        (5) Keep probationers advised of their progress during probationary period based on written performance standards.

        (6) Complete the supervisor’s recommendation form no later than the beginning of the ninth month of the probationary period and return to HRO CNR.

        (7) If the employee’s performance evaluation reveals supervisory or managerial deficiencies which make him or her 

unsuited for continued employment in the position, recommend action to return employee to a non-supervisory or non-managerial 

position at any time during, but no later than, the beginning of the ninth month of the probationary period.

    c.  Department heads or organizational equivalents will (if employee is to be removed from position):

        (1) Determine/recommend through chain of command position at the employee’s former grade to which employee should be assigned.

        (2) Issue letter, after HRO CNR review, notifying employee of removal from the position, the reasons, and his/her placement.

        (3) Submit SF-52 for return placement.

5.  Pay of an employee who is returned from a supervisory/ managerial position to his/her former grade will be set to match as closely as possible what the employee would have been paid had he/she not been promoted.

6.  Appeals and Grievances 

    a.  The return of an employee for reasons related to supervisory or managerial performance is not considered an adverse action, is not appealable, and is not grievable under the DON grievance procedures.  Demotions for other reasons, such as acts of misconduct, are adverse actions and are processed accordingly.

    b.  Allegations of prohibited discrimination for any non-merit reasons are processed under discrimination complaint procedures with final action appealable to the Equal Employment Opportunity Commission.  Allegations of discrimination due to marital status or political affiliation made by an employee discharged during an initial probationary period are appealable to the Merit Systems Protection Board.
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