1 How to Complete a Probation Report
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PROBATION REPORT INSTRUCTIONS - To view complete instructions, Click the “Instructions” Tab.

Form | Instructions || Aftachments

Probation Report

The online form and any attachments must be submitted to the Judiciary Human Resources Depariment on or before the probation period end date to be included in the
employee's personnel record. If the probation report is not completed end provided fo the employee on or before the specified probation expiration date the probation period wil
end by default sutomatically.

The following information is required in order to complete the probation report.
Employee ID: Managers can find the employee |D number for direct reports on the Manager Dashbosrd under Manager Expirstion Dates.

Probationary Period End Date: The probation period end date for the employee is located on the Manager Dashboard under Manager Expiration Dates.

Complete the following sections of the probation report.
Form Tab: Click on the Form Tab

1. Subject: The system will default this information using the employee's name and work location once the employee id is selected. The subject line will help fo track the
transaction.
2. Employee ID: Enter the employee ID

= Click on the search icon
» Look up employes 1D by entering employee name
» Click on the employee ID number to add

. Employee Name: The employes name will default once the employee id is selected.
Expiration Date: Enter the date the probationary period will expire.
. Recommendation: Select one of the items listed in the dropdown box

- n

+ Peripd Extended
» Period Unsuccessful
» Satisfactory Completion

& Extended Period: [f the probation period is being extended, select the number of days to extend from the dropdown box.

« 30 Days
« 60 Days
« 90 Days
« 120 Days
+ 150 Days
« 180 Days

9. Period Unsuccessful: if the probationary period is unsuccessful select one of the options listed.

= Demote/revert employee to original position if available, or comparable position
+ Terminzte employment effective immediately

10. Sawve: Click the save button
11. Submit: Click the submit button

Form | Instructions | Attachments
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Form | Ingfructions | Aftachments
Probation Report
*5ubject

Satus Iniia

I*Empluyee [ ‘.\l

After reviewing the “Instructions”:

__ 5. Enter Employee ID or
click the search icon to
find the Employee ID

Number.

ﬂk

tEmg\ngee Name

Expiration Date 3‘,

The shiowe named employes is presently senving a probation period that expires on the
date indieated above. As requined by poiy, | have manitored this employes’s
performanc and recommend the following:

*Recommendation hd

Satsfactory Compledon - Safisfactory Completion of Probationary Pariod: The
employee has perfomed in igher clzssication in a canfinugus, satisfsciory manner
and the emplayze should be removed from probationary status on the date indicated
shoue.

Perind Extended - Probationary Period Extended: The performance of the emplayes
g been lezs than eontinuausly sstisfactony; however, there has been improvement in
the duyperomanca and addiional ime s nesded to propery assess the employes |
request fhat the probationary perind be extendsd,

Eeonpeind______ V]

The employee has been advized of the shortcamings which have afected higher
dutylperfamance. | have suggested speeific method far improvement of
dutyfperformance and have attached 2 copy of the ftems neading improvement.

Period Uneuccessful - Prabafion Period Unsucezssful - Demofion or Temination
Recommended: The empluyez has not performed in hizther clazsication ina
cantinuaus, satsfactory manner, The employee has been advised of hisher
shortcomings which have affected dutylperformance. | have suggested specific method
(&) for improvemen howewer, performance of duty remain unsatisfactory.

U bemoteirevert emplayee to original position if available, or comparable posifion

OTerminate emplayment effective immediately

6. Hit the TAB button on the
keyboard. The Employee
Name will auto populate
along with the Subject
Line.

7. Expiration Date — This can
be found on the Manager’s
Dashboard under the
“Employment Related Exp
Dates” pagelet.

8. Recommendation - Click
the drop-down menu and
select the option that
applies:

A. Period Extended

B. Period Unsuccessful

C. Satisfactory
Completion

N

9. Extension Period - If
extending a probation
period, click on the drop-
down menu and select the
appropriate extension
period.

= 10. More Information -
Provide any necessary
details in this area.

11. Click “Save”.

Save =

Farm | Instructions | Atiachments
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il Probation Report Upon clicking the “Save” button, the top
*Subject [N of the Probation Form will show a
Sequence Number, a Preview Approval
Status Inia Preview Approval Submit button and Submit button.

The Preview Approval will show you the
approval path for the probation form.

Submit will submit the probation form
for Approval.

'

Eom || Ingtructions Jf Attachments

12. Before submitting for approval

Prabation Report click the Attachments tab to
et attach any supporting
N T T P documentation (i.e. extending
plates Personalize | Find | View all| = | B it ! L pr obatio n).

Deseription Htached File Open

13. Click “Attach” to open the File
Attachment box.

1 QOpen

\

Upload your attachments Persanalize | Find | View Al L".!| E Fist ‘4 10714

14. Click “Choose File” to search
your computer for the file you
saved for the probation report
(Save as a PDF).

*Description™ Atached Files Aitach

Open

\

1

Form | Instructions | Attachments

15. When you have located the file,
double click on the file name to

File Attachment attach it.
Help
- - 16. Click “Upload” to upload the
Choose File JNo file chosen )
PDF document to the probation
Upload || <€==mcel
form.
17. Click the “Form” tab to return to
p— Rfachments the main page
SeqNbr 5148 Probation Report
“Subject.
Download Templates Personalize | Find | View Al | @ | B First (4 10f1 0 Last
Description Attached File Open
1 Open
Upload your attachments Personalize | Find | View All | 2| B oAst @ 1or1 @ Last
*Description¥ Attached Filea Attach Open
1 Atach | Open H =

|ah Return to Search

Form | Instructions | Attachments

Page 4 | Revised November 2, 2020



How to Complete a Probation Report

You should now be back on the
Probation Report page.

18. Click “Submit” to send for

Form Instructions Aftachments
Seq Nbr 5148 Probation Report
*Subject, PROBPERIOD
Status Initial Preview Approval I Submit F
*Employee ID Q

*Employee Name/

*Expiration Date08/28/2017 _|[5

The above named employee is presently serving a probation period that expires on the date indicated above. As required
by policy, | have menitored this employee’s performance and recommend the following

*Recommendation Satisfactory Completion v

Satisfactory Completion - S ry Completion of Probationary Period: The employee has performed in his/her
classification in a continuous, satisfactory manner and the employee should be removed from probationary status on the
date indicated above.

Period E. ded - Probationary Period E: ded: The performance of the employee has been less than continuously
satisfactory; however, there has been improvement in the duty/performance and additicnal time is needed to propery
assess the employee. | request that the probationary period be extended.

Extension Period r

The employee has been advised of the shortcomings which have affected his/her duty/performance. | have sug
specific method for improvement of duty/performance and have attached a copy of the items needing improve,

Period Unsuccessful - Probation Period U ful - D ion or Termination R

however, performance of duty remains unsatisfactory.

Demotelrevert employee to original pesition if available, gff comparable position

Terminate employment effective immediately

Mere Information
Satisfactory Completion

Probation Report
Subject PROBPERIOD

Review.

Probation Report: 5148:Pending %;w::ﬁ:r;;;?mems

Probation Period

Skipped
Mary Abrams
-1 Admin Official
= 05/02/17 - 11:55 AM
Pending
Multiple Approvers
® Admin Official

Reviewer
Jeflery Qualey
63 Reviewer

Reviewer —

Kimberly Michael
&3 Reviewer

Reviewer ]
Karen Fary
£y Reviewer
Reviewer
Karen Kotschenreuther | —
6 Reviewer
Reviewer Not Routed
Mary Abrams BN~ Multiple Approvers
Reviewer = Employee Services Analyst
63 =)
Reviewer

Jeffery Qualey
£a Reviewer

approval.

19. Upon submitting, you will
see that the report is
pending approval, and
who it is routing to for
approval.
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