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POLI CY-

It isthe pdicy of Serenity Behavioral Health Syste ns (SBHS) that dassified e npl oyees who are
on wor ki ng tests due to pronotions or irterdepartmental transfers areto be reMewed ontheir
perfor mance and adherence tothe ter ns and conditions of e npl oy nent.

WORKI NG TEST AND PERMANENT STATUS:

Rul es under this palicy are applicable onlyto enployees inthe classified service. The
wor ki ng test shall be an essentia part of the examnation process, and shall applyto pronotion
and interdepart nental transfer.

ADVERSE ACTI ON APPEALS:

As part of a consent agree ment to dspose of an adverse action appeal erteredirntoin
accordance wththe provisions of 478-1-.24(9)(d)11 a dassified e npl oyee may be placed on
wor ki ng test status. The length of the working test period and the consequences of failureto
satisfactorily conpl ete such workingtest shall be clearlyindicatedinthe terms of the

agree nent.

LENGTH OF WORKI NG TEST:

The Chief Executive Gficer (CEQ may fixthe length of the working test period for any dass
at nat less than six (6) nor more than eighteen (18) nonths. The workingtest period wll be the
first six months ina position unless the CEO designates a dfferent length Such wor ki ng test
period shall be excl usive of any ti me spent in non-pay status, or leave wthpayinan

uncl assified position; provided however, that the length of the worki ngtest period shall apply
toal positions inthe dass affected but if the period isincreasedin duration, enployees

e pl oyed under the shorter period wll acquire permanent status as if the length had nat been
increased, unless aherwse specified by the CEQ

A The workingtest period shall begin wththe first day on which the e npl oyee
actually reports for work except ininstances where the first day of the nonthis a
regul arly schedul ed non-wor kday for the position Insuch case, if the e npl oyee
reportsto work onthe first workday of the nonth the workingtest period shall be
dee med to have begun on the first day of the nonth, athough the e npl oyee cannat
be placed in pay status until the e npl oyee actually reports for work
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GRANTI NG PERMANENT STATUS:

It shall be the responsihility of the Chief Executive Gficer (CEQ along wththe Program
Manager to deter mne whether a wor ki ng test enpl oyee isto be granted per manent staus. If it
is deter mnedthat the e npl oyee is nat to be granted per nanent status, the Program Minager
shall transfer, denote or separate the e npl oyee as provided in aher provisions of this pdicy.

PERMANENT STATUS:

Per manent status of a dassified e npl oyee conpl eting a wor ki ngtest period shall be
effective a the beginning of the date fdlow ng conpl etion of the wor ki ng test period
provi ded the enpl oyee isin work status onthat date.

Per manent stat us shall not be grantedto a classified e npl oyee pronoted prior tothe
acquisition and submssiontothe Himan Resources Depart nent of the required license
or certificate. An enpl oyee who is nat separated prior to dighility for permanent
sta us shall acquire per manent status.

TI ME FRAMES/ RESPONSI Bl LI TI ES:

State lawrequires that eval uating supervisors conmplete workingtest nanage nent revievs
withinten (10) calendar days of the workingtest m dpoints or as near tosuch dates as is
practicabl e.

A Eval uating supervisors are responsi b e and accountabl e for conducting worki ng test
manage ment reviews. EBval uating supervisors who do nat conduct these reviews as
prescribedinthis policy are subject to dsciplinary action up to and incl uding
separation

B Reviewng nanagers are to assune responsibilityif:

1 Eval uating supervisars are absent for an extended period of ti ng;

2 Eval uating supervisors positions are vacart; o,

3. Ne wsupervisors have not had sufficient ti ne to eval uate e npl oyees’ perfor nance
and adherence tothe terms and conditions of e npl oy ment.

C Enpl oyees who do nat have workingtest nanagement revMews are nat ertitled by law
to additional enploynent rights (e g, per nanent sta us in positions).

PROCEDURES:

The Mnagenent Review Form— M5 #10-61 (MRF) is to be conpleted in order to
record workingtest nanage nent reviews.

Eval uati ng supervisors are to discuss proposed MRFs wthreviewng managers and
recei ve approval prior tomeeting wth enpl oyees or providing copies of the MRFs to
e npl oyees.
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1. Follow ng approval fromrevewng nmanagers, eval uating supervisors areto neet wth
e npl oyees to conduct workingtest nanage nent reviews.

A Enpl oyees and eval uati ng supervisors shoul d sign the MRFs.

B Enployees may be gven aspecified period of ti netorevewthe \VRFs prior to
signing and returning to eval uati ng supervisors.

C After the specified period of ti ne or if enpl oyees aher wse do nat signthe IMRFs,
eval uating supervisars are to note onthe MRFs that workingtest manage ment reMew
meetings were held and that the e npl oyees chose nat tosignthe MRFs.

IV Followngthe workingtest nanage nent reviews, eval uating supervisars are toforward
the IMRFs tothe reMewng nanagers for signat ures.

REM EWNOT RECEI VED.

l. Q assified e npl oyees onwor ki ng test who have nat recei ved their wor ki ng test
manage ment reviews wthin fifteen (15) calendar days of their workingtest nndpoi nts
shoul d contact their evaluating supervisors to dscuss the status of the reviews.

. If noresd uionis reached after five (5 calendar days, enployees should contact Hinman
Resources.

1. The Human Resource Nanager wil take appropriate stepstoensurethat elighbe
e pl oyees recei ve working test nanage nent revie ws.

DI STRI BUTI ON & RECORD KEEPI NG
l. Conpleted MRFs aretobe distributed as fdlows:
A The orignals areto be forwardedto Hinan Resources for pace nent in empl oyees’
offida SBHS files.
B Copies areto be provided tothe e npl oyees.

C Copies areto be maintained by eval uating supervisors and gvento ahers as
specifically drected

REFERENCES:

l. Rules of the Sate Personnel Board — Rule 24 —Working Test and Per manent Satus
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