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(600) 70.10  
Probationary Periods for Initial Appointment to a Supervisory or Managerial Position
70.10.1  Nature and Purpose.  This section applies to all new supervisory and managerial employees, without time limitation, unless the employee has previously successfully completed a managerial or supervisory probationary period.  Members of the Senior Executive Service are exempt from this provision. 

The purpose of the probationary period is to develop supervisory and managerial skills and abilities, which cannot be developed in other kinds of positions.  The probationary period is also used to assess the performance of a new supervisor or manager.  

70.10.2   Authorities. 


· 5 U.S.C. 3321

· 5 CFR 315.901 through 315.909

· Office of Personnel Management’s (OPM) General Schedule Supervisory Guide 

70.10.3   Definition.   A supervisory or managerial position is defined in OPM’s General Schedule Supervisory Guide and generally:

· Accomplishes work through the direction of other people;

· Directs the work of an organizational unit;

· Accounts for specific line or staff function;

· Monitors and evaluates the progress of the organization toward meeting goals; and 

· Makes adjustments in objectives, work plans, schedules, and commitment of resources.

The people directed may be Federal employees, non-Federal workers, volunteers, students, or others.  Managerial positions may serve as the head or assistant head of a major organization or organizational component, or direct a specialized program of marked difficulty.  For purposes of this policy, both “supervisory” and “managerial” have the same meaning.

70.10.4   Responsibilities.    The Treasury Inspector General for Tax Administration (TIGTA) Director, Human Capital and Support Services, ensures the supervisory and managerial probationary procedures are established and followed.

The Bureau of the Public Debt/Administrative Resource Center (BPD/ARC):

· Ensures positions are clearly identified (through Position Classification guidelines) as supervisory/managerial or non-supervisory/non-managerial;

· Ensures vacancy announcements for supervisory and managerial positions include the statement, “Satisfactory completion of a one year supervisory or managerial probationary period is required, unless previously completed.”

· Determines if person selected for the managerial or supervisory position has previously completed the appropriate probationary period and documents the SF-50 appropriately;

· If the person selected has not served or does not provide documentation supporting the prior completion of the probationary period, monitors the one year period and issues the certification form to the appropriate manager at the end of the probationary period;

· Files the form certifying the satisfactory completion of the probationary period in the Official Personnel Folder (OPF).

The employee’s immediate supervisor:

· Discusses the performance requirements of the new position and clearly communicates the standards to the selectee;

· Provides opportunities for new supervisors and managers to develop supervisory and managerial skills;

· Communicates frequently and has periodic performance discussions with the employee during the probationary period;

· Ensures performance discussions are documented in writing;

· Certifies successful completion of the employee’s probationary period or initiates appropriate action to remove the employee from a supervisory or managerial position for performance deficiencies.

70.10.5   Requirements.  Employees must complete a one-year probationary period upon initial permanent assignment to a supervisory or managerial position.  The following employees are excluded from this requirement:
· Employees serving on temporary appointment, temporary promotion, or detail to a supervisory or managerial position;

· Employees who have satisfactorily completed the probationary period in another agency, occupation, or position;

· Employees who, as of August 11, 1979, were serving in or had served in a supervisory or managerial position.

70.10.6  Creditable Service.  If an employee serving in a managerial or supervisory probationary period is reassigned, transferred, promoted or detailed to another supervisory or managerial position, the time spent in the prior supervisory or managerial position counts toward the completion of the probationary period, unless the employee was removed from the prior position due to unsatisfactory performance.

Employees who transfer to TIGTA before completion of a one-year managerial or supervisory probationary period began in their previous agency will receive credit for the time served on the probationary period provided they provide sufficient documentation of satisfactory performance in the previous position.  BPD/ARC will secure this documentation during the hiring process, if applicable.

Service in a supervisory or managerial position under a temporary promotion, appointment, or detail is creditable only when the position is made permanent without a break in service and the employee has been temporarily serving as a manager or supervisor for a period of not less than 90 days.

Absence in non-pay status while on TIGTA rolls (for other than military duty or compensable injury) in excess of 22 workdays requires the probationary period to be extended by an equal amount of time.   Absence in non-pay status up to 22 workdays (or if absence is due to compensable injury or military duty) is creditable in full upon returning to Federal service.  

An employee who is removed for unsatisfactory performance from a managerial or supervisory position prior to completion of the probationary period will not have the time spent in the probationary period count toward the completion of a supervisory or managerial probationary period under a subsequent appointment.

If an employee fails to provide proof of completion of previous service, the employee will be required to serve a new probationary period.

70.10.7  Relationship to Other Actions.  Serving in a supervisory or managerial probationary period does not affect the employee’s tenure group for Reduction-in-Force (RIF) purposes.  Employees can fulfill the probationary requirements for both an initial appointment and a managerial/supervisory appointment at the same time.  There is no requirement to complete separate probationary periods if the managerial/supervisory position coincides with the initial appointment.  

Nothing in this policy prohibits taking action against an employee for reasons other than supervisory or managerial performance.

70.10.8   Failure to Complete the Probationary Period.  Satisfactory completion of the required probationary period is a prerequisite to continued service in the position.  An employee who, for reasons of supervisory or managerial performance, does not satisfactorily complete the required probationary period is entitled to be assigned to a position of no lower grade and pay than the one the employee left to accept the supervisory or managerial position.  An employee, who is demoted into a position for which a probationary period (under this authority) is required, and for reasons of supervisory or managerial performance does not satisfactorily complete the probationary period, is entitled to be reassigned to a position of the same or equal grade and pay of the position in which he/she was serving probation.  RIF procedures are not applicable under this authority.

Unsatisfactory completion of the supervisory probationary period cannot be the reason for denying future consideration for other supervisory or managerial positions.

70.10.8.1  Submission of Documentation.   The employee’s immediate supervisor should initiate the action to return the employee to a non-supervisory/managerial position.  The second level supervisor must concur with the decision and approve the action being taken.  A request for personnel action must be initiated to return the employee to the proper grade.  The effective date of this action must be no later than the day prior to the end of the probationary period.

The employee must be given a written notice that she/he will be returned to a non-supervisory position and the reason(s) why.  The employee’s manager will work with TIGTA Counsel and TIGTA Human Capital to draft this letter.

70.10.8.2  Appeals.   An action to return an employee to a non-supervisory position for failure to complete the requisite probationary period may be grieved under TIGTA grievance procedures.  

An employee who is made to serve a probationary period and does not believe a probationary period is necessary may also file a grievance under TIGTA grievance procedures.

These actions may not be appealed to the Merit Systems Protection Board (MSPB) unless the employee has asserted an allegation that the action was based on partisan political affiliation or marital status.  Allegations of discrimination are processed as discrimination complaints and are appealable through Equal Employment Opportunity (EEO) procedures.
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