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· Consulted with the Constructive Intervention Unit

In all cases where a rejection is contemplated, the process should be initiated NO later than “30 days” prior to the end of the probationary period so time limits can be met.  Once the probationary period has expired, the employee automatically gains permanent status and cannot be dismissed except for cause.  

Questions regarding the extension of the probationary period should be directed to your assigned Classification & Pay (C&P) Consultant.

The request package should include 3 copies of the following documentation: 

· GS 1000 Adverse Action Information Summary with appropriate signatures
· Employee’s Duty Statement
· Detailed Chronology of specific acts and/or omissions including impact on the job
· All Reports of Performance for Probationary Employee STD 636

Please include the following supporting document if applicable (3 copies)

· Corrective Discussion Memos
· Department and/or Program Rules, Policies, Directives and Procedures that were violated by the employee
· Letter of Expectations
· Documentation of verbal warnings/e-mail warnings
· Documentation of corrective counseling sessions
· Letters of warning
· Other counseling memos
· Individual Development Plans, Interim Performance Evaluation, Performance Monitoring Tool
· New Employee Orientation checklist
· Training records
· Safety meeting minutes
· Timesheets
· Witness statements, dated and signed
· E-mails
· Investigation reports
· Photographs
· Meeting notes
· Handwritten or typed notes
· Copy of computer hard drive – CD/DVD
· Printed copies of images
· Program administrative policies, rules, or procedures
· Audio/Video tapes
· Other  physical evidence

Submit requests through your chain of command for review and required signatures.  Forward the completed request to your assigned CIU Performance Consultant.
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