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RULE 10   
 

PROBATION 
 
SECTION 1:  PERIOD OF PROBATION 
  
A. New Employee 
 

New employees serving in a full-time classified position shall complete an initial 
probationary period of twelve (12) consecutive months.  Upon completion of six (6) 
months, the employee will receive an intermediate evaluation to provide the employee a 
status on his/her performance.  Time worked on temporary detail shall be credited to the 
initial probationary period.  
 
One extension of the initial probationary period, not to exceed twelve (12) months, may 
be required by the Department Director with the approval of the City Manager. 
 
During the initial probationary period, a new employee may be demoted, suspended or 
dismissed, upon the recommendation of the Department Director and with the approval 
of the City Manager.  An employee serving the initial probationary period has no right to 
an administrative hearing with the City Manager or appeal to the duly appointed Hearing 
Officer under the provisions of Rule 14.    

 
B. Promoted Employee 
 

An employee who is promoted shall serve a six (6) month conditional probationary 
period in the new position.  Upon completion of three (3) months, the employee will 
receive an intermediate evaluation to provide the employee with a status on his/her 
performance.  A probationary employee who is promoted shall continue to complete the 
initial twelve (12) month probation period as well as serve the six (6) month conditional 
probationary period.  The two probationary periods may overlap and/or run concurrently. 
 
One extension of the conditional probationary period, not to exceed six (6) months, may 
be required by the Department Director with the approval of the City Manager. 
 

 Unsatisfactory Performance.  A promoted employee who fails to complete the 
conditional probationary period because of unsatisfactory job performance or inability to 
perform, shall be entitled to return to that position and classification in which the 
employee completed a probationary period if a vacancy exists (see Rule 9, Voluntary 
Demotion) or be placed on the reinstatement list (see Rule 8, Reinstatement List).  
Promoted employees demoted and returned to their former position and classification 
under the provisions of this paragraph shall have the right to an administrative hearing 
with the City Manager and appeal to the Hearing Officer under the provisions of Rule 14. 

 
 Suspension or Dismissal for Cause.  A promoted employee, who has completed the 

initial twelve (12) month probation period in a former position and classification, serving 
a conditional probationary period, has the right to an administrative hearing with the City 
Manager and appeal to the Hearing Officer, for a suspension or dismissal for cause.  
Written notification of the recommendation for suspension or dismissal, including 
reasons(s) and violations, shall be provided to the employee. 
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C. Performance Probation 
 

Classified employees, not serving an initial or conditional probation period, who receive 
an overall performance rating below the level of acceptance (defined by Administrative 
Directive) shall serve a six (6) month performance probation.  Upon completion of three 
(3) months, the employee will receive an intermediate evaluation to provide the 
employee with a status of his/her performance.  
 
An employee who fails to complete the required probationary period because of 
performance below the level of acceptance may be demoted or dismissed upon the 
recommendation of the Department Director and with the approval of the City Manager. 
The classified employee has the right to an administrative hearing with the City Manager 
and appeal to the Hearing Officer under the provisions of Rule 14.  

 
One extension of the performance probation period, not to exceed six (6) months, may 
be required by the Department Director with the approval of the City Manager. 

 
Time covered by worker’s compensation for illness or injury, not in excess of thirty (30) working 
days, shall be credited to the probationary period.  
 
SECTION 2:  EVALUATION FOLLOWING PROBATIONARY PERIOD 
  
Within thirty (30) days following the probationary period, the supervisor shall submit a 
performance appraisal to the City Manager through his Department Director recommending 
completion or extension of the probation period, demotion, or dismissal.  Completion of 
probationary period and confirmation of classified employee status requires approval by the City 
Manager.   
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