Appendix 7B

Template Letter

Requesting an extension of a six-month original or promotional probationary period under ER-MRS 13.02 (2) (b) “…substantial change in performance.
NOTE: If the extension is approved, and the employee who is to serve the extended promotional probation was promoted from another campus employing unit, the HR Representative who requested the extension should inform the former employing unit HR Rep so the former HR Rep knows the employee still has a right to return to the previous employing unit for up to another three months if the probation is not successfully completed.  

Refer to Chapter 7 Probationary Evaluation Periods for complete information. 

DATE:

To: Classified Human Resources Specialist and Employee Relations Coordinator

      OHR - Classified Human Resources

From: (Name of HR Representative) (Employing Unit) 

Subject: Extension of Probationary Period

This is a request for a three-month extension of (insert Employee Name) probation under ER-MRS 13.02 (2) (b) “…substantial change in performance.” 

This employee’s current probationary end date is (insert date). 

The new requested extension date is (insert date three months from above date). 
Attached is a copy of an earlier probationary performance evaluation and a recent one that reflect the substantial change in performance.

OR
(If there is no copy of an earlier probationary performance evaluation, insert explanation of the substantial change between past and current performance.) Attach a current probationary evaluation that reflects current performance. 

Attached is a draft letter to the employee from the supervisor.  This letter addresses these points:

a. the specific performance outcome(s) that must be achieved or maintained in order to pass probation.

b. strategies the employer will take to improve the employee’s performance or to provide the employee the necessary training.

c. a proposed schedule of meetings (preferably weekly or biweekly) to share feedback and expectations to keep the employee fairly informed of his or her status and progress.

Attachments: (choose appropriate number: 2 or 3)

CC: (employing unit internal as necessary)

