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PURPOSE 
 
1.1 To outline Department of Mental Health (DMH) supervisor's probation report requirements. 
 
POLICY 
 
2.1 A probation report of all DMH employees promoted to higher positions, or reinstated to the 

Department, shall be completed not later than the end of the last month of the six-month 
probation period. 

 
2.2 Supervisors are expected to review and assess progress of probationers during the entire 

course of the probation period.  All probationary employees shall be informed of their 
performance, particularly of those areas of performance in which improvement is needed.  
Probationary employees must be kept informed through both formal and informal means of 
communication, including two or more interim reports of performance. 

 
2.3 Supervisors will receive from the Personnel Bureau the official probation evaluation. 
 
2.4 Supervisors should file one or more formal interim report forms during the probationary period, 

especially if the probationer is not performing competently.  An annual performance evaluation 
form marked “Interim Probationer’s Report” is to be used as the interim report.  Only two ratings 
may be issued on the Interim Probationer’s Report, “Competent” or “Improvement Needed.”  
Managers at the level of Program Head or above must contact the Technical Services Section 
in the Personnel Bureau when there is a need to rate a probationer other than “Competent”. 

 
AUTHORITY 
 
Los Angeles County Civil Service Rules 
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