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NOTIFICATION

The Commission had reviewed the rules and regulation on the probation period with the purpose

to ensure that the period of one year is used for grooming and developing the civilsennnt to make

him/her work-ready for civil service from a personal conduct, attitude, values and professionalism

perspective. The effort is to identify the potential in the candidates and further develop them while

at the same time work on their weak areas.' lt is to bring out the best in probationers and

strengthen the accountability system by delineating and clarifying the Agency responsibility and the

probationert responsibility. However, should all efforts of management and the individual failto

groom the'probationer to satlsfuctory standard, the Agency can opt not to regularize the service of

the probationer.

The 132rd Commission meeting held on 29-March-2022 approved to strengthen the onboarding

process, introduced biannual assessment of the probationers, developed the criteria for assessment

and laid down the procedure for separating non-performers.

Accordingly, the following rules and regulation are amended and shall replace the relevant sections

of probation period in Chapter 4 and Chapter 7 of BCSR 2018 fAnnexure $:

Thts notlflcation shalt be appllcobte for those oppotnted lrom l'tanuary'ZAa2 onnaards.
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Chalrperson

Heads, AllAgencies for kind information and nece-ssary action.

Cniiiff nOlHROt, All Agencies fior information and necessary action'
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Annexure 7

BCSR 2018

Probation

A candidate selected for appointment shall initially be placed on probation for a period of one
year during which the employee's performance and suitability shall be assessed.

An in-service candidate shall not be required to serve probation provided he has already
completed one-year probation in his earlier position and his service has been regularized.
The Head of the Agency shall ensure that the probationer is engaged on probation and that
processes are in place to assess the suitability of the probationer to perform those duties as

set out in the HR Manual.
During the probation period, the first assessment shall be conducted in 6 months and the
final in the 12 months based on the key competencies outlined in Form 4/4a and Form 4l4b
and the confidential report from the supervisor/mentor.
The result of the final assessment shall be submitted to the HRC of the Agency and based on
the recommendation of the supervisor, office order shall be issued for regularizing the service
of successful probationers and rejecting the unsuccessful probationers at least one month
before the completion of the probationary period.

5. The unsuccessful probationers shall not be entitled to any separation benefit and are liable to
refund the study obligation if applicable.

7. A probationer may be dismissed at any time during the probation period without the right of
appeal; however, one month's notice will be provided.

8. Post-regularization, if the employee is found to be non-performing within the one year of
service, the accountability shall be fixed and traced back to the management responsible fur
regularization.

9. The probation period shall not be considered as part of active service fur the purpose of
promotion and long-term study leave.

10. A civil servant shall be.eligible for mandatory competency in-country STT. Howeve6 he shall
not be eligible for any ex-country travel/training while on probation.

11. Entitlement for Leave shall be as per Chapter 10.

HR MANUAL

Probatlon

1. A candidate.selected for appointment shall initially be placed on probation fora period ofone year' The probationer will be groomed and developed into , *orr*oy civil seruantboth in persohal conduct, attltude, values and professlonalism.
2. Agency shall ensure that a vigorous onboarding exercise is carried out at the beginning ofthe probatlon perlod inclusive of the followlng:
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i. Set clear expectations and standards of performance,
and punctuality.

conduct, attendance

ii. Share organizationt core values and annual targets.
iii' set targets and measure the performance of new employees.
iv, Relevant skills transfer programs will be given to the new appointees, where

applicable,
v. Assign supervisor with clear line of reporting.
vi. Continuous review of performance and progress of the probationers by the

supervisor through regular meetings.
3. A mentor shall be assigned for new appointees. The mentor is to guide, coach and handhold

and provide 6 monthly confidential reports to the management.
4. A probationer should be notified and made aware that the probation period provides a

platform to demonstrate on the job why the Agency should accept the probationer as
regular employees.

5. During the probation period, assessments shall be conducted every six months based on the
key competencies outlined in Form 4/4a ond Form 4/4b with the confidential report from
the mentor/supervisor. The final assessment will be done towards the end of the 12th
month based on recommendations made by the management following the 1st assessment.

6. The Agency based on the performance of the probationer has the right to not regulari:e the
probationer based on the assessment and confidential report.

7. The non-regularization of the probationer need to be submitted to HRC based on the
recommendation of the supervisor and the following procedures shall be followed:

i. At least one month's notice shall be provided within the probationary period.
ii. Not entitled to any separatlon benefit and ensure refunding of the study

obligations if applicable.
8. Post-regularization, if the employee is found to be non-performing within the one year of

service, the accountability will be fixed and traced back to the management responsible for
regularization.

9. Upon successful completion of the probation, the HRC of the Agengy shall issue the office
order regularizing the service.

10. The probation peribd shall not be considered as part of active service for the purpose of
promotion and long-term study leave.

11. A civil servant shall be eligible for mandatory competency in-country Sfi. However, he shall
not be eligible for any ex-country travel/training while on probation.

12. Entitlement for Leave shall be as per Chapter 10.

13. An in-service candidate shall not be required to serue probation provided he has already

completed one-year probation in his earlier position and his service has been regularized.
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