Appendix 7C

Template Letter

Requesting an extension of probation under ER-MRS 13.05 extensions due to absences. 

The Wisconsin Administrative Code grants the authority to approve an extension
under this provision to the employing unit’s appointing authority, who is typically the employing unit’s Human Resources Representative.

Refer to Chapter 7 Probationary Evaluation Periods for complete information
DATE:

To: (Employee’s Name) 
From: (Name of HR Representative) (Employing Unit) 

Subject: Extension of Probationary Period

Your current probationary end date is (insert date). 

Your probation has been extended through (insert new date). 

According the Wisconsin Administrative Code ER-MRS 13.015, during the probationary period the work of an employee is to be closely observed to determine if the employee is effectively able to carry out the assigned duties and responsibilities on a continuing basis.   When an employee is absent for a significant time during the probationary period, the above-stated purpose cannot be achieved.

Wisconsin Administrative Code ER-MRS 13.05 allows the employer to extend the probation for all absences for any reasons that were approved by the appointing authority and requires the employer to extend the probation for such absences that exceed 174 hours.
CC:  Classified Human Resources personnel file

