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POLI CY:  

 

It is the policy of Serenity Behavi oral Healt h Syste ms ( SBHS) t hat classified e mpl oyees who are 

on wor ki ng tests due t o promoti ons or i nterdepartment al transfers are t o be revi ewed on t heir 

perfor mance and adherence t o t he ter ms and condi tions of e mpl oyment.  

 

WORKI NG TEST AND PERMANENT STATUS:  

Rul es under t his policy are applicabl e onl y t o e mployees in t he classified service.  The 

wor ki ng test shall be an essential part of t he exa mi nati on process, and shall appl y t o promoti on 

and i nterdepart ment al transfer.  

ADVERSE ACTI ON APPEALS:  

As part of a consent agree ment t o dispose of an adverse action appeal ent ered i nt o in 

accordance wit h the provisions of 478-1-. 24(9)(d)11 a classified e mpl oyee may be pl aced on 

wor ki ng test stat us. The lengt h of t he wor ki ng test peri od and t he consequences of fail ure t o 

satisfact oril y compl et e such wor ki ng test shall be clearl y i ndi cat ed i n t he terms of t he 

agree ment.  

LENGTH OF WORKI NG TEST:  

The Chi ef Executi ve Officer ( CEO) may fi x t he lengt h of t he wor ki ng test peri od for any class 

at not less t han si x (6) nor more t han ei ghteen (18) mont hs. The wor ki ng test peri od will be t he 

first six mont hs i n a position unl ess t he CEO desi gnat es a different lengt h. Such wor ki ng test 

peri od shall be excl usi ve of any ti me spent i n non-pay stat us, or leave wit h pay i n an 

uncl assified positi on; provi ded, however, that the lengt h of t he wor ki ng test peri od shall appl y 

to all positi ons i n t he class affect ed, but if the period is i ncreased i n durati on, e mpl oyees 

e mpl oyed under t he shorter peri od will acquire permanent stat us as if the lengt h had not been 

increased, unl ess ot her wi se specified by t he CEO.  

A.  The wor ki ng test peri od shall begi n wit h the first day on whi ch t he e mpl oyee 

act uall y reports for wor k except i n i nstances where t he first day of t he month is a 

regul arl y schedul ed non-wor kday for t he positi on. In such case, if the e mpl oyee 

reports to wor k on t he first wor kday of t he mont h, the wor ki ng test peri od shall be 

dee med t o have begun on the first day of t he month, alt hough t he e mpl oyee cannot 

be pl aced i n pay stat us until the e mpl oyee act ually reports for wor k.  
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GRANTI NG PERMANENT STATUS:  

It shall be t he responsi bility of t he Chi ef Executi ve Officer ( CEO) al ong wi th the Progra m 

Ma nager t o det er mi ne whet her a wor ki ng test empl oyee is t o be granted per manent stat us. If it 

is deter mi ned t hat the e mpl oyee is not t o be granted per manent stat us, the Progra m Manager 

shall transfer, de mot e or separat e t he e mpl oyee as pr ovi ded i n ot her provisions of t his policy.  

PERMANENT STATUS: 

I. Per manent stat us of a classified e mpl oyee compl eting a wor ki ng test peri od shall be 

effecti ve at the begi nni ng of t he dat e foll owi ng compl eti on of t he wor ki ng test peri od 

pr ovi ded t he e mpl oyee is in wor k stat us on t hat date.  

II. Per manent stat us shall not be granted t o a classified e mpl oyee promot ed prior t o t he 

acquisiti on and submi ssion t o t he Hu man Resources Depart ment of t he required license 

or certificate. An e mpl oyee who is not separated prior t o eli gi bility for permanent 

stat us shall acquire per manent stat us.  

 

TI ME FRAMES/ RESPONSI BI LI TI ES:  

 

I. St at e law requires t hat eval uati ng supervisors compl ete wor ki ng test manage ment revi ews 

wi t hi n ten (10) calendar days of t he wor ki ng test mi dpoi nts or as near t o such dat es as is 

practicabl e. 

 

A.  Eval uati ng supervisors are responsi bl e and accountable for conducti ng worki ng test 

manage ment revi ews.  Eval uati ng supervisors who do not conduct t hese revi ews as 

prescri bed i n t his policy are subj ect to disci pli nary acti on up t o and i ncl uding 

separati on.  

 

B.  Revi ewi ng managers are to assume responsi bility if: 

 

1.  Eval uati ng supervisors are absent for an ext ended peri od of ti me;  

2.  Eval uati ng supervisors positi ons are vacant; or,  

3.  Ne w supervisors have not had sufficient ti me t o eval uat e e mpl oyees’ perfor mance 

and adherence t o t he terms and conditi ons of e mpl oyment.  

 

C.  Empl oyees who do not have wor ki ng test management revi ews are not entitled by law 

to additi onal e mpl oyment rights (e. g., per manent stat us i n positi ons).  

  

PROCEDURES:  

 

I. The Manage ment  Revi ew For m – MS #10- 61 (MRF)  i s  t o be co mpl eted i n or der  t o 

record wor ki ng test manage ment revi ews.  

              

II. Eval uati ng supervisors are t o discuss proposed MRFs wit h revi ewi ng managers and 

recei ve approval pri or t o meeti ng wit h e mpl oyees or provi di ng copi es of t he MRFs t o 

e mpl oyees. 
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III. Foll owi ng approval from reviewi ng managers, evaluati ng supervisors are t o meet wit h 

e mpl oyees to conduct worki ng test manage ment revi ews.  

 

A.  Empl oyees and eval uati ng supervisors shoul d si gn the MRFs.  

 

B.  Empl oyees may be gi ven a specified peri od of ti me t o revi ew t he MRFs prior t o 

si gni ng and ret urni ng t o eval uati ng supervisors. 

 

C.  Aft er t he specified peri od of ti me or if empl oyees ot her wi se do not si gn t he MRFs, 

eval uati ng supervisors are t o note on t he MRFs t hat wor ki ng test manage ment revi ew 

meeti ngs were hel d and that t he e mpl oyees chose not t o si gn t he MRFs.  

 

I V.  Foll owi ng t he wor ki ng test manage ment revi ews, eval uati ng supervisors are t o for war d 

the MRFs t o t he revi ewi ng managers for si gnat ures.   

 

REVI E W NOT RECEI VED:  

 

I. Cl assified e mpl oyees on wor ki ng test who have not recei ved t heir wor ki ng test 

manage ment revi ews withi n fifteen (15) calendar days of t heir wor ki ng test mi dpoi nts 

shoul d cont act their evaluati ng supervisors t o discuss t he stat us of t he revi ews.  

 

II. If no resol uti on is reached after fi ve (5) calendar days, empl oyees shoul d cont act  Hu man 

Resources. 

 

III. The Hu man Resource Manager will take appropriat e steps t o ensure t hat eligi bl e 

e mpl oyees recei ve wor king test manage ment revie ws.  

 

DI STRI BUTI ON & RECORD KEEPI NG:  

 

I. Co mpl et ed MRFs are t o be distri buted as follows:  

 

A.  The ori gi nals are t o be for warded t o Hu man Resources for place ment i n empl oyees’ 

official SBHS files. 

B.  Copi es are t o be provi ded t o t he e mpl oyees.  

C.  Copi es are t o be mai nt ai ned by eval uati ng supervisors and gi ven t o ot hers as 

specificall y directed.  
 

 

REFERENCES:  

 

I. Rul es of t he St ate Personnel Board – Rul e 24 —Wor ki ng Test and Per manent St at us 
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