Human Resources Division		October 1, 2013

RECENT PERSONNEL POLICY CHANGE

Policy 2600, “Performance/Conduct Intervention”


EFFECTIVE DATE:  October 1, 2013

CHANGES MADE:  
· Added language stating the supervisor of an employee on disciplinary probation should consult with an HR representative prior to the end of the probationary period to discuss the employee's progress.  
· Added language stating a letter should be issued to an employee on disciplinary probation prior to the end of the probationary period regarding his/her employment status (e.g., successfully completed, probation extended, or employment terminated).  
· Added language that a letter stating an employee's probation has been extended or successfully completed should be maintained in his/her personnel file.  
· Eliminated the Disciplinary Intervention Flow Chart previously included as an attachment to this policy.

WHY CHANGES WERE MADE:  The changes were made to improve communication with an employee on disciplinary probation, specifically regarding his/her status prior to the completion of the probationary period.  

FREQUENTLY ASKED QUESTIONS:

· [bookmark: _GoBack]If I complete my disciplinary probation period and don’t receive a letter, does that mean I have completed my probation successfully?  No, you should not assume you have successfully completed your probation until you have been notified of your employment status, which may include your probation being extended.   

· Why is the Disciplinary Intervention Flow Chart being eliminated?  This flow chart is being eliminated because a diagram is not the most effective way to communicate all the steps and decision points involved with the discipline/conduct intervention process.   
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