PS Procedures for Notice of Personnel Action - Probation Memos
1. After Keying a new permanent employee, you will receive a NOPA from SCO that outlines the probation dates.  See highlighted area below
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2. Please draft a memo using this template.  And adding the dates from the highlighted NOPA section of the EE when received.
3. Once the memo is drafted, PDF it and email to the supervisor.
a. To find the supervisor you can search HRMS by employee, employee dashboard, search EE name, then you will see supervisor spot
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4. Drag and drop the email to the supervisor with the attached memo into the OPF filing folder on the shared drive under the folder of the EE last name, see example below.
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Any additional questions please contact the trainer. 
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YOU WILL BE ELIGIBLE FOR A SALARY INCREASE EFFECTIVE 03/22 PAY PERIOD.

VOUR SAUARY RATE INCLUDES 9.25% FOR PERSONAL LEAVE PROGRAN.

VOU_ARE A FULL TIME ENPLOYEE WHICH REQUIRES COMPLETION OF THE WORK WEEK AS
SPECIFIED IN THE WORK WEEK GROUP REGULATIONS.

VOUR APPOINTHENT IS FROW THE OPEN LIST. YOUR NAME WILL BE RENOVED FRON THIS
LIST. I YOU HAVE OTHER LIST ELIGIBILITIES FOR WHICH YOU ARE NO LONGER
INTERESTED IN ACCEPTING APPOINTHENT, YOU CAN INACTIVATE YOUR LIST ELIGIBILITY
FROM YOUR CALCAREER ACCOUNT UNDER THE EXAN/ASSESSHENT RECORDS TAB. PLEASE
CONTACT THE CALIFORNIA DEPARTMENT OF HUMAN RESOURCES AT 1-866-844-8671 IF YOU
NEED ASSISTANCE .

FOR COLLECTIVE BARGAINING PURPOSES, YOU HAVE BEEN DESIGNATED AS RANK AND FILE IN
BARGAINING UNIT 10,

YOU WAVE RETIRENENT COVERAGE AS A STATE WISCELLANEOUS WEMBER.

VOU ARE SUBJECT TO OPEB CONTRIBUTIONS TO PRE-FUND RETIREE HEALTH BENEFITS.
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