
EXTENSION OF PROBATIONARY PERIOD

GUIDELINES

Please read through prior to writing letter

· Consult with Labor and Employee Relations and next level of management before extending a probationary period.  Certain collective bargaining agreements have restrictions on extensions of probationary periods.  Some contracts may allow for an extension of the probationary period for up to three months.  Check with Labor Relations before proceeding.

· Extensions of probation are used for very limited reasons, usually involving circumstances where there has not been adequate opportunity to evaluate the employee in significant aspects of job performance.  For example, an employee underwent a change of supervisor during the probationary period and the new supervisor has not had enough time to evaluate the work.  
· Extensions are not intended for situations where a decision cannot be made.

· Written evaluations should be done during the employee's probationary period pursuant to collective bargaining agreements.  For CX employees, a probationary employee shall be evaluated in writing at least once during a full probationary period at approximately the mid-point.
· If an extension is applicable, the employee must be notified in writing at least seven (7) calendar days prior to the expiration of the probation period; otherwise the employee becomes a career employee by default.

EXTENSION OF PROBATIONARY PERIOD
(do NOT include title) Omit above title for final copy

print on Department Letterhead

If being mailed to employee, format as letter, using employee’s home mailing address

[Date]

To:

[Employee's Name & Title]

From:

[Supervisor’s Name & Title]

Re:

Extension of Probationary Period

This letter is to advise you that your probationary period has been extended up to [3 months from end of original probationary period].  [Check contract -- for CX/RX,TX, include: The reason(s) for the extension are: }
cc:
Employee Personnel File

