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PHILOSOPHY

It is the philosophy of the Office of Lieutenant Governor (OLG) and Department of Culture,
Recregtion and Tourism (CRT) that dl persons involved in the hiring process will clearly
communicate to potentid gppointees the precise terms of the job offer, including the status and
sdary, a the time the job offer is made. This requirement insures that gpplicants are properly
informed prior to accepting a job offer. Specificaly, this policy addresses the procedure to be
followed when offering a permanent employee a probationary appointment.

APPLICABILITY
This policy shdl gpply to dl classfied employees of OLG and CRT.
POLICY

When a job offer with probational status is made to an applicant who aready has obtained
permanent status within the classified service, such goplicant will be informed of:

1) The garting sdary of the pogtion;

2) That the appointment will be probationary; and

3) That he will serve a probationary period of not less than Sx
nor more than twenty-four months.

Additiondly, any such gpplicant who accepts aprobationd gppointment job offer will sgn the Pre-
Employment Statement of Acceptance attached hereto confirming his understanding of the
positiorss sarting sdary and agreement to serve a probationary gppointment of not less than six nor
more than twenty-four months.

ASSIGNMENT OF RESPONSIBILITY
Manager s and supervisors involved in the hiring process must dearly communicate & the time

of ajob offer whether the gppointment will be permanent or probational and the amount of salary
being offered. In accordance with Civil Service Rules, a permanent state employee may accept a



probationary appointment without loss of promotiona pay. Other pay rules may dso be
gopropriately utilized, but must be gpproved by the Appointing Authority and Human Resources
Director prior to making an offer.

Managers must insure, after the job offer has been made and accepted, that a sgned Pre-
Employment Statement of Acceptance is completed and attached to the Form 301 before
submission to the Appointing Authority for approval.

Appointing Authorities must insure, prior to the hire date, that the applicant-s sgned Pre-
Employment Statement of Acceptance is complete and accurate before approving the Form 301
and forwarding both documents to Human Resources for input into the 1ISIS HR/Payroll system.

New-Hire Orientation staff, whether Human Resources or fidd office aff, must review the
hiring information with the new employee a the time of orientation to insure that thereis a dlear
understanding of the terms of employment.



JOB OFFERSTO PERMANENT STATUSEMPLOYEES

POLICY:

It isthe policy of the Office of the Lieutenant Governor (OLG) and the Department of Culture, Recregtion
and Tourism (CRT), when a job offer with probational status is made to an applicant who aready has
obtained permanent gatus within the classified service, that he Sgn the following Pre-Employment Statement
of Acceptance acknowledging:

1) The garting sdary of the position;

2) That the gppointment will be probationary; and
3) That he will serve aprobationary period of not less than six nor more than twenty-four months.

PRE-EMPLOYMENT STATEMENT OF ACCEPTANCE

[, , understand that | have accepted

the position of with probational

datus a agarting sdary of per month. | further understand that | must

serve a probationary period of not less than sx nor more than twenty-four months. |
further understand that, as a probationary employee, | may be separated, without cause,

a any time during the probationary period pursuant to Civil Service Rule 9.1(e).

Employee Signature Date

Witness Signature/Title Date



