Employment and Emploi et ‘ E d
I*l Social Development Canada Développement social Canada alla a.

Now and Tomorrow, Excellence in Everything We Do

PERFORMANCE MANAGEMENT QUICK REFERENCE: THE PROBATION PERIOD

A probation period of 1 year normally begins when a person is initially appointed for a specified period (term) or
indeterminately to the Federal Public Service. The probation period does not apply to persons employed on a casual basis
or under a student employment program.

Under the Performance Management Directive, the manager needs to attest in the performance agreement whether the
employee has met expectations before the end of the probation period. A record of attestation will indicate whether the
employee has passed the probation period in the Public Service Performance Management Application (PSPM app).

To enable this process, the manager has to indicate in section A of the performance agreement that the employee is on
probation. This will open up Section I, which has to be completed a few months before the probation period ends.

Which periods of time are included in the probation period?
The probation period does not include:

e any period of leave without pay;

e any period of full-time language training;

e |eave with pay of more than 30 consecutive days;

e orany period during which a seasonal employee is not required to perform the duties of the position because of
the seasonal nature of the duties;

e the probation period for an employee who is disabled and requires job accommodation begins on the day on
which the necessary accommodation is made.

How can I find out if an employee is on probation, including the end-date? For example, the employee may have
deployed or is on assignment to a new unit during his/her probation period.
If you suspect that an employee may be on probation, you should:

e  Check the Employee Personal Information in MyEMS (Peoplesoft), under the First Start Date field (see step-by-
step below);

e Validate the date with the employee;

e If uncertain, request the employee’s previous letter of offer.

The information in MyEMS (Peoplesoft), may not be up to date upon the arrival of a new employee and may require
validation. New employees may provide their last letter of offer to confirm the information. The HRSC can be contacted to
make the modification, if required or guidance may be provided by HRSB-Staffing.

Want to know more? Additional Tools and Information on Probation periods are available:

e TBS Performance Management for Employees on Probation

e iService Labour Relations Tools Section #3
e TBS Probation Frequently Asked Questions (FAQs)
e TBS Regulations Establishing Periods of Probation and Periods of Notice of Termination of Employment During

Probation

WhitdiaadthAtatas


http://masge-myems-upk.service.gc.ca/ENG/data/toc.html?treeindex=46
http://www.tbs-sct.gc.ca/psm-fpfm/learning-apprentissage/ptm-grt/pmc-dgr/prob-stag-eng.asp
http://iservice.prv/eng/hr/labour_relations/managers_corner/labour_relations_tools.shtml
http://iservice.prv/eng/hr/labour_relations/managers_corner/labour_relations_tools.shtml
https://www.tbs-sct.gc.ca/faq/prob-stag-eng.asp
https://www.tbs-sct.gc.ca/hrh/prob-eng.asp
https://www.tbs-sct.gc.ca/hrh/prob-eng.asp

MyYEMS step-by-step

The employee’s start date can be found in MyEMS (Peoplesoft) in section “Manager Self Service” under “View Employee
Personal Information”, as follows:

In MyEMS, click the Main Menu drop down button to activate the menu.
Main Menu

Click the Manager Self-service menu.

3 Manager Self Service k

Click the Job and Personal Information menu.

3 Job and Personzal Information k

Click the View Employee Personal Info menu.

D View Employee Personal Info

To view additional information for an employee, such as appointment date, click Select ! beside the
employee’s name.
On the screen, find the First Start Date field.
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Currie Roden

Personal Information

EmplID pagg17 _
Position o Planning Officer 00030002 Department Engingering and Land Survey 00053
Job Cote  oc Planning Officer 500024 Location gttawa OTTAWA
Company  aantic Pilotage Authority PAA RegularTemporary pegyjar
Business Unit canaga Administration CNADM FullPartTime  fy.Time
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