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BUREAU DIRECTIVE:

The Probation & Parole Bureau requires all empleyeewly hired to state government to serve a
probationary period for the purpose of evaluating employee's potential for satisfactory job
performance.

. DEFINITION:

Department of Corrections Internal Reduction indéoReqistry— A registry of Reduction in Force
(RIF) employees who will be given an opportunity apply as an internal applicant for vacant
Department positions.

Permanent Status The status an employee attains after satisibctoompleting an appropriate
probationary period.

Probationary Period A trial period established by an agency wheremployee is newly hired to
state government into permanent or seasonal emplayno assess the employee’s abilities to
perform job duties; to assess the employee’s cdnoluche job; and to determine if the employee
should be retained beyond the probationary penatadtain permanent status.

Reduction in Work Force (RIF) A management action taken for non-disciplinagsons in which
an employee is laid off from employment. Reasaomdude, but are not limited to, elimination of
programs; reduction in full-time employees by tbgislature; lack of work; lack of funds; expiration
of grants; reorganization of agency; or privatiaatof a service normally or traditionally provideg
an employee of a department.

.PROCEDURES:

A. Employees Newly Hired to State Government

The Probation & Parole Bureau (Bureau) shall rexual employees newly hired to state
government to serve a 12-month probationary pepia to receiving permanent status in their
position.

1. Employee will be informed in writing of the lengtf the probationary period at the time of
employment.

2. Pre-appraisals and probationary performance agbfsiswvill be completed pursuant R&P
20-11 Performance Appraisals.
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3. Unless the employee receives written notificatioat the/she has not satisfactorily completed
the established probationary period on or befoee ¢hd of the probationary period, the
employee attains permanent status.

4. The probationary period may be extended pursua@@€ 1.3.9 Employee Probationary
Satus.

5. An employee who has not attained permanent stafiysha discharged at any time during the
probationary period pursuant BOC 1.3.9.

B. Employees with Permanent Status

1. Employees who have attained permanent status inageacy and voluntarily transfer to
anotheragency retain permanent status.

2. Employees who have attained permanent statusreli@th permanent status if their position is
reclassified.

3. Employees who have attained permanent status anohternally promoted or reassigned, or
are newly hired to the Bureau, wiktceive a job performance pre-appraisal and pedoom
appraisals at six (6) months and 12 months, andaiynthereafter, pursuant &P 20-11
Performance Appraisals.

4. Reduction-in-Force (RIF)

An employee who has been laid off will be placedtioa Department of Corrections Internal
RIF Registry and is entitled to benefits provideg the Employee Protection Act (82-18-
Chapter 12, MCA).

IV.CLOSING:

Questions concerning this procedure shall be diced¢db the Bureau Chief or the Department’'s
Human Resources Bureau.



