New York State Correctional Officers

& Police Benevolent Association, Inc.
102 Hackett Blvd., Albany, NY 12209
(518) 427-1551 www.nyscopba.org nyscopba@nyscopba.org

To: All Probationary Sergeants
From: Dave Viddivo - Sergeant Liaison
Subiject: Probationary Info — Guidelines

Date: 8/15/08

All,

Congratulations on your promotion to Sergeant! [ hope your decision to move up the ranks is
one of success and personal achievement. | am your Sergeant Representative for NYSCOPBA, and look
forward to assisting you in any way that | can, while performing your duties as a Sergeant for the
Department of Corrections.

This page will have various informational needs, which | hope will assist you, as you work to
become a permanent non-probationary Sergeant. It is my objective to help you successfully meet that
goal as smoothly and as timely as possible.

If you have any questions or concerns, or would like fo have any additional information on this
page, please feel free to contact me. Good fuck in your new position and all future endeavors.

In Solidarity,
(‘\y j

Dave Viddivo — Sergeant Liaison
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Probationary Information - These are guidelines directly from the State Personnel Management
manual and Directive 2219 — Employee Probation

] would like to point out a few of the sections and guidelines that will be important to you as a
probationary Sergeant.

Section 63.1 of the Civil Service Law requires that original appointment to positions in the competitive
class and interdepartmental promotions shall be for a probationary term. However, the Civil Service
Commission may exercise jurisdiction in matters alleging procedural defects in the administration of the
probationary process.

State Civil Service Commission does not review the merits of an agency’s decision to terminate a
probationer. The only process of appeal is through Section 4.5 of the Classified Service Rules. | will
request a re-instatement hearing for anyone who is terminated during their probationary period.

You have the right o receive a written notice at least one week prior to termination.

If you are terminated before completing your probationary term you may request to have your name
restored fo the eligible list from which you were appointed, if still in existence.

The appointing authority may, at its discretion, offer a probationer who would otherwise be terminated,
an opportunity to serve a second probationary term of not less then 12 nor more than 26 weeks in a
different assignment and under a different supervisor.

Authorized or unauthorized absences may, in the discretion of the appointing authority, be considered
as time served in the probationary term with the following limits and conditions: A. Up to 20 workdays
may be considered as time served. B. Any absences in excess of those allowed in A. shall be added
to the min. and max. periods of the probationary term.

Military time under Sec. 242 of the Military Law wilt be treated the same way as any other authorized ov
unauthorized absence.

Time spent on military duty as defined under Sec. 243 of the Military Law must be credited as
completed satisfactory service for purposes of probation.

Your formal probationary period does not begin until you attain permanent status.

The Superintendent may approve that the probationary term of employees absent in excess of 20 days
be extended only by the total number of days absent in excess of those days.

During the course of your probation you must receive from your supervisor formal evaluations of your
progress and performance. ALWAYS MAKE A COPY OF YOUR EVALUATIONS FOR YOUR
RECORDS

You should have an interview with your immediate supervisor to discuss your evaluation.

You should receive 6 evaluations within your 52 week evaluation period.

It is very important that you MAKE COPIES OF ALL INCIDENTS THAT YOU ARE INVOLVED IN.
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employee on those knowledges, skills and abihities not
evaluated by other parts of the selection process.
Permanent and permanent "contingent" appointments,
reinstatements, promotions and transfers require
satisfactory completion of a probaticnary term which
includes a minimum and maximum period of
probation. Probation begins on the date of such
appointment. Probation continues until satisfactory
completion of at least the minimum period and may
require satisfactory completion of the maximum period
of probation.

120 Legal Basis

121 Section 63.1 of the Civil Service Law requires
that original appointment to positions in the
competitive class and interdepartmental promotions
shall be for a probationary term. This section also
authorizes the Civil Service Commission to provide, by
rule, for probation upon intradepartmental promotion
{competitive) and upon appointment to positions in the-
non-competitive, exempt or labor class.

122 Rule 4.5 of Chapter I of the Classified Service
Rules was developed to implement §63.1 of the Civil
Service Law and sets forth the conditions and extent of
probationary service.

3000 Appendix .2 Policy

Disclaimer' o ) ] )
210 Mintmum-Maximum Probation Periods

General Statement - All permanent and contingent permanent
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appointments to positions in the classified service require a
probationary period of 26 to 52 weeks unless otherwise specified
below. [Note: No probationary period is required or may be
imposed if the appointment is temporary or provisional.] The
exceptions are as follows:

1. Promotions (defined as appointments of competitive, non-
competitive or labor class employees from promotion lists)
and appointments from transition lists to positions at G-13
and below -- 8 to 26 weeks, and to positions at G-14 and
above - 12 to 52 weeks, {except see #7 below).

2. Certain appointments in the non-competitive class defined
as promotions by Rule 4.5 (b)(2) wherein permanent non-
competitive employees are appointed to a higher salary grade
non-competitive class position at G-13 and below -- 8 to 26
weeks, to a higher salary grade non-competitive class
position G-14 and above -- 12 to 52 weeks.

3. Appointments of currently permanent non-competitive or
Iabor class employees to another position in their same
jurisdictional class in their same appointing authority to a
position at G-13 and below -- 8 to 26 weeks, to a position G-
14 and above - 12 to 52 weeks. Where the appointment is to
a position at the same or a lower salary grade, probation may
be waived.

4. Transfers (pursuant to §§70.1, 70.4, 52.6) to positions at G-
13 and below -- 8 to 26 weeks, and to positions at G-14 and
above —- 12 to 52 weeks, unless waived at the time of
transfer, (except see #7 below). (Probationers who transfer
may not have their probationary period waived and must
serve a complete probationary period as specified in .231
below).

5. Preferred list reinstatements do not require or permit any
probation period EXCEPT if the individual was a probationer
at the time of layoff, in which case he/she must complete the
remainder of the probationary period (except see #7 below).

6. Appointments from redeployment lists or agency reduction
transfer lists to a position in the same title - no probationary
period is served EXCEPT if the individual is a probationer,
in which case he/she must serve the remainder of the
probationary period (except see #7. below).

7. Appointments from any list or by any means to traineeships
require that the probationary period will be for the duration
of the trainee appointment except in the case of an
appointment from an open-competitive list, the probationary
period shall be 26 to 52 weeks, or the length of the training
period, whichever is greater, (Rule 4.5 (c)). (However,
see .235 Trainee Appointments - Exceptional Circumstances,
below.).

8. Appointments to titles specified in Rule 4.5 are for the
period delineated in that rule.

http://www.cs.state. ny.us/ssd/Manuals/SPMM/2000Probation/2010Probation.htm 7/29/2008
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Disciplinary demotion - no probation period is required or
allowed unless specified in the terms of the disciplinary
proceeding.

Reassignment - no probationary period is required or
allowed.

Acquisition pursuant to §45 - no probationary period is
required or allowed.

Certain reclassifications - no probationary period is
required or allowed where positions in the non-competitive
or labor class are reclassified to positions in their same
jurisdictional class in the same occupational category and
within two salary grades, and where the incumbents of the
positions who have completed probation are found to be
qualified upon review of their education and/or experience.
Those incumbents who have not completed their probation
will serve the remainder in their new title.

Reinstatement after separation for disability (§§71 and
73) - no probationary period is required or allowed, except
that individuals who have not completed their probation will
serve the remainder in their new position.

Part Time - Part-time employment shall generally be
equated to full time for purposes of completing probationary
service. However, where the agency believes there will not
be a sufficient opportunity to evaluate a part-time employee,
an agency may, at the time of appointment, inform the
employee that the probationary period will be equated to the
actual amount of time worked.

Seasonal - The probationary term for seasonal positions will
be the same as for non-seasonal positions. If the probationary
term is not completed during the initial employment season,
it will be continued upon reappointment from the seasonal
reemployment list.

Yoluntary Demotions - (See also 1845, Voluntary
Demotions) {Note: This should be 1850(F)![Probationary
periods for voluntary demotions are those required by the
type of appointment under which they occur, i.e.,
reinstatement or fransfer.

Transfer of Function (§70.2) - When an employee is
transferred from one appointing authority to another pursuant
to §70.2, no probationary period 1s required or allowed. A
probationer so transferred must complete the remainder of
the original probationary period.

Commission Cover-ins to the Competitive Class - No
probation is required or allowed when the Civil Service
Commission removes positions from the exempt or non-
competitive class and covers in incumbents on a permanent
basis to their competitive class positions, except that those
incumbents who have not completed probation at the time
must serve their remainder.

http://www.cs.state.ny.us/ssd/Manuals/SPMM/2000Probation/2010Probation.htm 7/29/2008
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[Note: When employees are retroactively permanently appoiuted as
a result of arbitration they must serve a probationary period which
begins on the date they actually begin working, not on the date of
their appointment. |

220 Probationary Termination

The State Civil Service Commission does not review the merits of
an agency's decision to terminate a probationer and therefore, does
not accept appeals challenging the accuracy of evaluations of a
probationer's performance. However, the Civil Service Commission
may exercise jurisdiction in matters alleging procedural defects in
the administration of the probationary process. Where procedural
deficiencies are found the Commission may order the appellant's
reinstatement subject to an appropriate additional probationary
term. The ultimate remedy of tenured status may be imposed where
bad faith in the termination is sufficiently demonstrated.

Therefore, agencies should establish procedures and internal
controls for the administration of the probationary process by
supervisors. It is suggested that these include:

o procedures to ensure probationers are given sufficient notice
of what is expected of them.

¢ aschedule for regular meetings between supervisors and
probationers to discuss the employee's performance.

o procedures for documenting the employee's progress and/or
deficiencies, and for providing feedback to the employee.

221 An unsatisfactory probationer may be terminated
without a formal hearing, pursuant to Rule 4.5 (a), any
time after eight weeks and before completion of the
maximum period of probationary service.

Probationary employees may be terminated prior to the
eight week minimum:

a. pursuant to §75 of the Civil Service Law; or
b. pursuant to the disciplinary procedures of a
relevant collective bargaining agreement

.222 The following circumstances can result in the
termination of a probationary employee any time
during probation, including prior to completion of the
eight week minimum:

I. Rule 4.5 (c), Trainee Appointment or Promotion,
(see .235 d); or

2. being placed on involuntary medical leave
pursuant to Civil Service Law §72, with eventuoal

http://www.cs.state.ny.us/ ssd/Manuals/SPMM/2000Probation/2010Probation htm 7/29/2008
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termination pursuant to Civil Service Law §73
(see SPMM 2234 [Note: Should be Policy
Bulletin 84-03 in 2200] and item 21.3, p. State
Attendance & Leave Manual); or

3. mnvoluntary retention on work related disability
leave pursuant to Civil Service Law §71 and
Rule 5.9 (see SPMM 2200, and item 21.8 State
Attendance & Leave Manual); or

4. proceedings pursuant to Civil Service Law §50
(4) relating to any of the standards enumerated
under that section.

223 Written Recommendations - The supervisor
shall report in writing to the proper appointing
authority, his/her recommendation either to retain a
satisfactory probationer, or to terminate a probationer
for unsatisfactory performance, at least two weeks
prior to the end of the probationary term.

.224 Rights of Probationer - A probationer who is to
be terminated for unsatisfactory service is entitled to
receive written notice at least one week prior to such
termination, and upon request, shall be granted an
interview with the appointing authority or his or her
representative. Unless the employer fails to comply
with required procedures there is no appeal to the Civil
Service Commission from this discretionary decision.
Similarly the courts will not review an appointing
authority's judgment of a probationer's merit and
fitness.

Probationers who are terminated or who resign before
completing their probationary terms may request the
Civil Service Department to restore their names to the
eligible list from which appointed, if still in existence.
The name may be restored, if after due inquiry the
Civil Service Department determines that the
probationer's service warrants a second opportunity.

.225 Extension Instead of Termination - The
appointing authority may, at its discretion, offer a
probationer who would otherwise be terminated, an
opportunity to serve a second probationary term of not
less than 12 nor more than 26 weeks in a different
assignment and under a different supervisor. In this
case, the appointment may be made permanent any -
time after 12 weeks, or the employment may be
terminated any time after 8 weeks and before 26
weeks. However, except for the circumstances
described in .235 below, employees in traineeships

http://www.cs.state.ny.us/ssd/Manuals/SPMM/2000Probation/2010Probation.htm 7/29/2008
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may not have their probationary periods extended
beyond the date on which they complete their
traineeships.

.230 Specific Circumstances, Considerations, Limitations and/or
Benefits.

231 Transfers for Probationers - A probationer is
eligible for transfer. However, a complete probationary
term must be served in the new position in the same
manner and subject to the same conditions as was
required in the position from which transfer was made.
Therefore, for example, a probationer serving a one
year probationary period who transfers during that
period must serve a complete one year probationary
period in their new position even though they are
transferring at or below grade 13. This probation may
not be waived.

.232 Leave for Probationers - A permanent employee
who is promoted or transferred (or appointed from an
open competitive list as provided for by negotiated
agreement) and is therefore required to serve a
probationary term, is entitled to a leave of absence
until completion of the probationary term. The
probationer is entitled to return if he or she so chooses,
and shall be returned prior to the completion of the
probationary term if the service is unsatisfactory.
Probationers on leave from a position/agency (A) to
serve in another position/agency (B) who accept
appointment or transfer and who must serve a new
probationary term tn a third position/agency (C) shall
be continued on leave of absence both from their
original position/agency (A) and from position/agency
(B) for the duration of the probationary period in
position/agency (C). ;

.233 Absence During Probationary Term -
Authorized or unauthorized absences may, in the
discretion of the appointing authority, be considered as
time served in the probationary term with the following
limits and conditions:

a. Up to 10 workdays if the maximum probationary
term is 26 weeks or less and up to 20 workdays
if the maximum term exceeds 26 weeks may be
considered as time served;

b. Inthe case of a trainee appointment or trainee
promotion that requires a probationary term that

http://www.cs.state.ny.us/ssd/Manuals/SPMM/2000Probation/2010Probation.htm 7/29/2008
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exceeds one year, 20 workdays per year
multiplied by the number of years may be
considered as time served;

¢. Any absences in excess of those allowed in (a)
and (b) above and any absences not counted by
the appointing authority as time served in the
probationary term shall be added to the
minimum and maximum periods of the
probationary term;

d. Time spent on military duty as defined in §242
of the Military Law is treated the same as any
other authorized or unauthorized absence if the
agency has established fixed objective
performance standards for satisfying the
probation, and has a program of periodic review
of each probationer against fixed objective
standards. If not, the time must be credited as
completed satisfactory service for purposes of
probation

e. Time spent on military duty as defined in §243
of the Military Law must be credited as
completed satisfactory service for purposes of
probation.

234 Service in Higher Level Positions |

[Note: the draft revision to this TM permits service in
ofhier positions, and is not necessarily restricted to
those at a higher level

a. When a probationer is appointed on a
provisional, temporary, permanent or
"contingent" permanent basis to a higher level
position, the appointing authority, in its
discretion, may count the higher level service
toward satisfactory completion of the
probationary term required for the lower level
position, and shall inform the employee in
writing upon appointment, of whether or not
such service will be counted.

b. When the service in the higher level position will
be counted toward completion of the
probationary period required for the lower level
position, probationers must be periodically
advised of whether or not their service has been
satisfactory.

c. If the probationer returns or is returned to the
lower level position, the probationer may not be
terminated from the lower level position prior to

7/29/2008
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the completion of at least § weeks of actual
service in that position, except as specified
under .221 or .222 above.

.235 Trainee Appointments - Exceptional
Circumstances

a. Trainees who are first appointed temporarily or
provisionally, and then become permanent, must
serve at least the minimum called for
probationary period or until completion of the
traineeship, whichever is longer. Because
probation cannot start until a permanent
appointment has been made, there may be some
cases where an employee may continue to be on
probation although the traineeship has been
completed;

b. Trainees who transfer will serve the remainder of
their probationary period or the normal transfer
probationary period depending on the
circumstances. Agencies should discuss the
probationary period required for trainees with
their Staffing Services Representative;

¢. Appointees to positions not under the regular
supervision of the appointing authority, because
of prescribed schooling or off-the-job training,
shall serve a regular probationary term which
shall commence after completion of the
schooling or off-the-job training;

d. In exceptional cases, a probationer-trainee may
be terminated for cause in less than 8 weeks,
provided this information has appeared on the
examination announcement.

.3 Interpretation

Because §63.1 requires that every original [permanent]
appointment in the competitive class, and Rule 4.5(b)(1) that every
original permanent appointment in the non-competitive, exempt
and labor classes, include a probationary period prior to the
achievement of permanent {i.e. tenured ) status, this probationary
period upon original appointment can not be waived even by
operation of an otherwise valid exception.

For example, although Rule 4.5(b)(4)(1) provides that the
appointing authority may waive probation upon transfer,
probationers, since they are not yet tenured, must be specifically
provided with the right to transfer in subsection (d) of the same
rule, which also specifically prohibits waiver of probation by

http://www.cs.state.ny.us/ssd/Manuals/SPMM/2000Probation/2010Probation.htm 7/29/2008
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requiring that they shall serve a complete probationary period in
their new position.

TM-49; August, 1999

Return to Top *
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DESCRIPT_ION. The final and most important st‘ep'iﬁ the examination and sé]éctibh process for appointing

and promoting employees within State service is the probationary period. During this time period, a supervisor
has an opportunity to train the employee and evaluate his or her job performance. The supervisor must also
determine whether to retain the individual or, when it is in the best interest of the Department, recommend
termination,

Additional information is available to supervisars responsible for completing evaluations in the booklet,
"Supervisors' Guide to Evaluations of Probationary Employees", which is available in your Personnel Office.

Since the Courts, the Division of Human Rights, et. al., are becoming increasingly involved in the probationary
process, eachi facility and office must ensure that an evaluation program is implemented fairly and in strict
accordance with Civil Service Rules 4.5 and the policies and procedures established by this Department, The
Bureau of Personnel has the responsibility of making decisions based on each supervisor's recommendations
regarding an employee's probation; therefore, any questions or problems that occur must be referred to them. .

POLICY

A.  Duralion of Probationary Periods (See Table #1)

L. Permanent full-time appointments from an open-competitive list or an original appointment to a
-~ position in the non-competitive, exempt or labor class require that a probationary period consist of
no less than twenty-six nor mare than fifty-two weeks,

Exceptions to the normal probationary period for facility employees are:

a.  Traineeship appointments for Correction Counselors, who are required to serve a probationary
term of two years for Trainee I and a one year for Trainee II appointees.

b.  Teachers, who are required to serve a probationary term of not less than one year nor more
than three years. - :

c..  Vocational instructors - see examination announcement for detailed description.

d.  Less than full-time permanent appointments must serve the maximum probationary period.
- Thercfore, these employees are required to be on probation until the actual amount of time
worked is equal to the time set for a full-time employee.

2. Any appointments obtained by promiotion or an inter-departmental transfer requiré that an employee
serve a probationary term as follows: Lo :

Grade 13 and below - not less than eight nor more than twenty-six woiks. o

Grade 14 and above - not less than twelve nor more than fifty-two weeks, . ..

For purposes of probation, the term promotion includes the appointmerit of an employee to a higher
grade position in the nen-competitive class.

3. The Bureau of Personnel may approve a superintendent's or division head's (for main office
employees) recommendation for permanent retention of an employee before their maximum




NO. 2219, Employee Probation
DATE  FFR 99 2007 Page 2 of §

probationary period is completed if they had previous satisfactory service with the Dépaxﬁheﬁt ona
temporary or provisional basis in that title. The minimum period must be completed before any
request for retention can be considered, - :

4. When a pormanent employee is reinstated to his previous agency following his resignation from
State service, he or she must serve a new probationary term of the same duration as the time period
served when the original title was obtained (see Section 5.4 of the Rules for the Classified Service).

3. Any employee appointed or promoted on a temporary or provisional basis should be evaluated at the
same time intervals as a permanent employee. Nofe on the evaluation form that the employee is
serving in either temporary or provisional status, Should the temporary ot provisional employee
aftain permanent status, his or her formal probationary period begins anew pursuant to Section 4.5
of the Classified Service Rules and Regulations. E

Extension of Probationary Terms

1. Ttis required that all new employees serve the maximum probationary period associated with their
position before acquiring full tenure.

2. Section 4.5 {f) of the Civil Service Classified Rules requires that any probationer's absence of more
than the number of workdays specified below shall have their minimum and maximum probationary
periods extended. It is our Department's policy that all absences whether authorized or upautherized
with the exception of military and holiday leave, are to be counted in the extension.

Maximum Period Workdays Absent
26 weeks 10
52 weeks . 20

For traineeships exceeding one year, multiply the number of years of the traineeship by 26 work days.

Probationary periods may be extended for absences of less than the number of days specified above,
subject to the discretion of the Director of Personnel.

3. For promotional probationary periods only, the supervisor may recommend and the Superintendent
(for facility employees) or Bureau Head (for Central Office employees) may approve that the
probationary term of employees absent in excess of the above stated workdays be extended only by
the total number of days absent in excess of those days 6.g., A Correction Sergeant who is absent 23
work days may, subject to the approval of his Superintendent, have his probation extended by only
three work days. Co

Termination

1. Ifthe conduct or performance of a probationer is not satisfactory, his or her services may be
- terminated solely by and with the written approval of the Burcau of Personnel, in accordance with
Section 4.5 of the Civil Service Rules, anytime after eight weeks and before completion of the
maximum peried of probation. :

2. A probationer serving a traineeship may be terminated at any time after a specifiod minimuny period
of service. Unless otherwise prescribed in the exam announcement, the minimum petiod of service
shall be eight weeks, : '
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The superintendent or division head (for main office) should notify the Bureau of Personnel no later
than three weeks prior to the expiration of the probationary term of the decision to recommend
termination of an employee. This wilt allow ample time for thorough review at various levels
within Central Office, and for submission of additional mformatlon if needed.

An employee shall receive written notice one week prior to probationary termination. The Courts
have determined that the date of mailing constitutes the start of that one week notice. Upon request,
employee shall be granted an interview with the appointing authority or his or her designee.

The Central Office Burean of Personnel may offer a probationer who receives an unsatisfactory
evaluation a notification in writing of an option to serve a second probationary term in a different
assignment ander another supervisor for an additional period of no less than twelve weeks nor more
than twenty-six weeks. This option cannot be considered for employees serving a traineeship, ¢.g,
Correction Officer Trainee, Correction Counselor Trainee,

. EMPLOYEE EVALUATION DURING PROBATION

A, Wriften Report

L

During the coutse of a probatlonary penod the probatloner S supervasor(s) must prepare formal
evaluations of the employee's progress and performance by using one of the following forms
entitled, "Probationary Period - Evaluation Report™;

a.  Form #1246, designed to evaluate personnel employed in entrance level security or clerical
~ positions. (Attachment #1)

b.  Form #1247, designed to evaluate personnel employed in supervisory security positions and
professional or administrative positions. {Attachment #2)

These forms are prepared in duplicate and distributed as follows: a copy to the employee and the
original to the personnel folder.

All evaluations are signed by the probationer's supervisor and then forwarded for review by either a
member of the facility executive staff or Central Office division director.

The immediate supervisor arranges an interview with the probationer in order to review the
evaluation report, requests the probationer to sign the report which acknowledges the review and
discussion, and then ptesents a copy of the repori to the employee If the employee declines to sign
the form, it should be 5o noted on the form by the supervisor.

The employee's personnel unit retains the original copy of the evaluation report for addition to the
employee's file.

In cases of questionable retention, reports are to be prepared more fr’equent!yfﬁzin shown on the
aftached schedule. {Every six weeks, four weeks or if necessary every two weeks). -

" B. Probationary Evaluation Tracking System .

L

The Central Office Buréau of Personnel maintains a system that racks all employees serving
probation in Main Office. Records are kept by the date evaluations are due.

Each facility is responsible for maintaining their own tracking system, either through use of a
computerized system or a manual file card system.
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2. The tracking system should be reviewed every week by the Personnel Unit to determine whose
evaluations are due three weeks hence. If an evaluation is due, the following steps should be taken:

a.  Prepares appropriate Form 1246 or 1247 in duplicate and forwards it to the appropriate
supervisor,

b.  Updates the follow up records as the evaluation reports are returned.

3. Ifevaluations are not refurned to the personnel unit within one week of the due date, the second line
supervisor should be advised.

Iv. EMPLOYEE APPOINTED TO HIGHER LEVEL POSITIONS -
A. Restoration ' '

1. During a probationary period, a permarient émployée who accepted an intradepartmental or
interdepartmental promotion has the right to return to his former title after providing the Jocal
Personnel Offico with an adequate notice of at least two weeks. '

2. An unsatisfactory probationary evaluation resulting in termination during a probationary term by an
employee in a higher level position will restore that employee to his or her former position,

B. Promotion of a Probationer

1. Ifanemployee is appointed to a higher level promotionéi line position on a temporary or
provisional basis during his or her probationary term, the appointing authority may allow credit for
satisfactory probationary service toward the completion of the lower level position's probationary
term. . :

2. Inthe event the appointing authority determines that the probationer is not performing satisfactorily
in the higher level position, the probationer will be returned to the lower grade position and continue
there until the completion of his probationary term.

V. GENERAL

A. Ifan employee is terminated or resigns before the conipletion of probation and if the employee merits
another employment opportunity, the employee may request that the Department of Civil Service restore
his or her name to the ¢ligible list from which he or she was appointed, provided the eligible list still
exists. :

B.  During the probationary period, a supervisor should prepare detailed narratives which contain specific
examples of both strong and weak points of the employee's performance based on the duties and
responsibilities of the position held. The employse may submit for the record any written response to his
or her written evaluation.

C.  Under the direct supervision of facility Deputy Superintendent for Administration, each Petsonnel Unit is
responsible for ¢nsuring that the probationary evaluation reports are completed according to Section Il of
this directive without exception. ' :

D.  Positions that are left vacant as a result of a perimanent promotion may be filled tempararily orona
4.11/4.12 permanent basis pending the successful completion of the incumbent's probation.

4
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Table 1,
TYPE OF EMPLOYEE AND LENGTH OF IstBval, | 2ndEval | 3rdEval | 4thBval. | SthEval | 6thBval,
PROBATION il
Compelitive Non Competitive, and 8 weeks 20 weeks 30 weeks 40 weeks 49 weeks
Labor Class (26-52 weeks)

B weeks 11 weeks 20 weeks 30 weeks 40 weeks | 49 weeks

Correction Officers (52 weeks)
Trng. Acad.i OJT (Fac.)

Inter and Intra . 5G-13 and below & weeks 15 weeks 23 weeks
Departmental Prometion (8-26 weeks) ’
8G-14 and above 6 weeks 10 wecks 20 weeks 30 weeks 40 weeks 49 weeks
(12-52 weeks)
. 12 weeks 24 weeks 1 year lyr,6mos.§ 2years 2yrs 11
Teachers (1yr.-3yrs) L : mos.
Correction Counselor Trainee I 8 weeks - | 20 weeks 30 weeks 40 weeks 49 weeks
(52 weeks) . ) _ _
Correction Counselor Trainee I n 6 weeks 16 weeks 32 weeks 48 weeks 76 weeks | 98 weeks
(104 wecks)
/1 When an employee reassigns to another facility during the probationary period, the releasing facility should

complete a probationary evaluation covering the period from the date of the last evaluation to the date of
reassignment. This evaluation should be forwarded immediately to the receiving facility along with the employees’
other personnel records, including the probationers’ attendance record. '

/2__When an employee is advanced from Trainee I to Traines I (one year after initial employment), the two year
probation period is continued. Those employees who have completed a "full" traineeship probation period are not
required to serve an additional probation penod upon being advanced to full title. In cases where a Trainee is bemg
advanced to a different salary, Form 1230 is required in addition to the evaluation report.

NOTE: Any employee appointed or promoted on a temporary or provisional basis should be evaluated at the same
time intervals as a permanent employee. Note on the evaluation form that the employee is serving in either
temporary or provisional status. Should the temporary or provisional employee attain permanent status, his or her-
formal probationary period begins anew pursuant to Section 4.5 of the Classified Service Rules and Regulations.
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FORM 1248 {REV 01IT}

DATE __FER 99 2007

STATE OF NEW YORK - DEPARTMENT OF CORRECTIONAL SERVICES
PROBATIONARY PERIOD - EVALUATION REPORT
{CORRECTION OFFICER AND NON-PROFESSIONAL CIVILIAN POSITIONS)

INSTRUCTIONS. Submit in duplicate and distribuie as follows: oviginal to Pevsonwel folder, copy to enplovee

ENIPLOYEE TTLE

FACTLITYOFFICE TIMEDIATE supmm

DATY ('Jb FPERNVANENT AFFOINTMENT DL‘RATIONm;IﬁUD

REPORT FOR PERIOD OF sasweers [ %652 wERKS L]
T, I 12.52 WEEKS []

NOTE TO EVALUATOR: Please check all applicable choices

RESOURCEFULNESS

1 Lacks wnderstanding of the overall job

1 Suggests changes to Improve procedures

] Usually effective in zesting differenzes

[] Urually finds waye and means of dealing with smergencies

Dﬁﬁm

DUmvil]iug 10 aceept responsibility
[JLacks self-confidence
[CJskiiful in handling difficult sitiations

QUANTITY OF WORK

] Must be prodded 1o mest goals

{ | Exceeds projected gouls .

[ Completed work shows care and good judgm:nt

Clomer

Dh'en;uenﬂy falls belind schedule
DKeeps work up io schedule -

WORK HABITS .

[ ] Work nwst e carefully checked needs constant direction -

[ 1 Willing worker at all timey

[ 1 Can always be depended upon to complete assipnmens properly

DDﬂm’

!:]Has difficulty foﬁowmg prescribed procedurﬁ '
[ Adapis easlly to diffevent job assignments

RELATIONSHIP WiTH OTHERS
(] Lacks confidente when confronted by immates

[ Recerves constructive crificism well

[} Works well with others

] Effectively handies sitwations with innates

] Tactfal in dealing with peers, supervisors, and subordinates

L—_l()ﬂur

[Toften smtagonizes other with whom he/she comes incoutact -

Ll Overly aggressive when confronted by invmates
D Should be more considerate of others

| QUALITY OF WORK
[ work is generally unaceeptable
[work is comsistently of high quality

DO!&“

0 Completed work shows need for improvement
Clwork s generally acceplable

" CONTENUED ON THE BACK
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FORVE 4240 (Sids o

ATTENDANCE AND PUNCTUALITY {Supervisor: Pleast reviaw “Tima Use Sunmiry” ou hottom of this page priot fo completion of this sectlon)

[ ] Frequently absent from work without prior approval 0 Frequenily tardy 1eporting for work essignments
|| is razely absent from wosk : . s rarely tardy
1 Occasionally absent or tardy C : D Other
OVERALL RATING :
[ ] Excellent . [ RS ) DUuspﬁsfactory

ADDITIONAL COMMENTS BY SUPERVISOR, __
Please provide any other information regarding this eﬁployee which i3 partivent.. Atwach any relevant reports or documents.

RECOMMENDATION
(INot final until spproved [:} Confinmation of . D Termimation {:] Permanent B etantion

by Main Qffice Personnel) Probationary Status {Final Repors Only)
PROBATIONARY PERIODS WILL BE EXTENDED TO THE MAXIMUM ‘

1HAVE DISCUSSED THIS REPORT IN DETAIL WITH THE EMPLOYEE AND GIVEN THE EMPLOYEE & COPY

imntediate SUpEIVIsor's Signatire Title Dita
COMMENTS BY REVIEWER
REVIEWED
Facibity or T5Tee Meod = — Title Data
COMMENTS BY EMPLOYEE
Binpioyre Jrguahure ) " ‘ “Date
TIME USE SUMMARY DAYS USED THIS PERIOD TOTAL
The probationary period will he extended by all absences  © ANNUALLEAVE
(exvept enlitted mulitary leave and holidays) if absent
N 0N AVE
more than 20 days for 26-5 week probationary peciods or FERSONAL LE
10 days for 8-26 week probationary periods. . SICK LEAVE
Probatiousry periods may be extended for absentes of o WORKERS COMP.
less tha the number of days specified above ar the ditcretion TARDYHR)

of the appoiuting authority.

OTHER(SPECIFY)
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FORM 1247 (Rev. 01407}

STATE OF NEW YORK - DEPARTMENT OF CORRECTIOMAL SERVICES

PROBATIONARY PERIOD - EVALUATION REPORT o

{Supervisory Secursty Positions, Professional and Admimstrative)

INSTRUCTIONS: Prepare in duplicate and distribute as foljows: original to Personnel Jolder, copy io?mployee.

Employes Title

Cffice ) Imnjediate Supervisor

Date of Permanent Duratlon of Probationary Petlod

Appointment 26-52 Wks 12-52 Wks Other

Report for Period of S R I L]
To

Evaluation: Include in the attached remarks the fype of trining given, the guantitative performance, and the quality of probationer’s .
work. Submit your evaluation of the probationer’s demeanor, ability to use authority acceptably, and relation to clicats and coworkers,
| Attach additional sheets fo this foerm. .

Recommendation: D Continuation of Probation D Permanent Retention D'(ennination
{Not final untll approved by Main Office } (Fmal report onfy)
Pgrsonnell

Probationary periods will be extended to the maxhmum

Supervisor's Signature L Title Date
” ) g ) - . Date
Facility/Office Head Title
Einp!cyee 's Signature . Title .Date
Days Used This Period Total
Time Use Summary Annual Leave : ,

- iod wi Parsonal L
The probationary period will be extended by all absences arsonal Leave

(except military leave and holidays) if absent for more than 20] 5%k Leave
days for 26-52 week probationary pefiods or 10 days for 826 oiars Comp.
week probationary periods. Probationary periods may be
extended -for absences of less than the number of days|12dy(Hrs)
specified above at the discretion of the appointin g autherity. [ Other bpecify)




