MILWAUKEE COUNTY
DEPARTMENT OF HUMAN RESOURCES
PERFORMANCE APPRAISAL NOTIFICATION FORM	                 22eo-1 R1

Name: ___________________________________    Employee No: ______________    Org. Unit: ________
Pay Range: _______    Rate Step: _______    Position: _____________________    Class Code: _________
Increment Effective Date: ________________________________    Probation Limit: ___________________
Hours toward Probation and/or Increment: ___________________    as of ____________________________

Annual
Appraisal
Salary
Increment
Appraisal
Final
Probation
Appraisal
Preliminary
Probation
Appraisal

Purpose of Rating: Other



GUIDELINES FOR PERFORMANCE APPRAISAL NOTIFICATION FORM
1. This document should be used in conjunction with the performance appraisal form #2261 which is available from stationery stores.
2. This document must be attached to the performance appraisal form and returned to the Department of Human Resources prior to the effective date of the salary increment or conclusion of the probationary period.
3. Implementation of salary increments will not be postponed unless this document and a payroll change voucher is submitted to the Department of Human Resources indicating that the salary increment is denied.
4. This document, a payroll change voucher, and the performance evaluation form must be submitted to the Department of Human Resources indicating that the employe was terminated prior to the conclusion of the probationary period, otherwise the employe will be considered to have successfully completed their probationary period.
5. If an employe is to be re-evaluated at a future date, (minimum of 3 months) for a salary increment, a payroll change voucher must be submitted and indicate "Increment denied. To be re-evaluated effective (specific date)". (Should be first day of a pay period.) A new evaluation notification form will then be sent to the department based on the new date.
6. If an employe is to be re-evaluated at a future date, (less than 3 months) for a salary increment, a payroll change voucher must be submitted and indicate "Increment denied. To be re-evaluated effective (specific date)". (Should be first day of a pay period.) A new evaluation notification form will not be sent .to the department. It will be the department's responsibility to return the notification form and performance evaluation form after the re-evaluation.
7. If a salary increment is approved but the implementation of the new rate is to be postponed, the payroll change voucher must indicate "Increment approved. Do not implement until (specific date)." (Should be first day of a pay period.)
8. If a salary increment is denied, departments should reference any appropriate memorandum of agreement for procedures to follow in notifying the employe.
9. The postponement of a salary increment will change the effective date of any future increments. Salary increments will be effective the first pay period following the completion of 2,080 straight time hours from the last increment.
10. If a salary increment is approved or the probationary period has been successfully completed, this form and the performance evaluation form must be submitted to the Department of Human Resources. Payroll change vouchers do not need to be prepared.
11. Departments should make sufficient copies, for internal distribution, of all forms prior to submitting them to the Department of Human Resources.



SECTION A: PERFORMANCE APPRAISAL FORM INSTRUCTIONS
	To be used with form 2261.





The purpose of the Performance Appraisal Form is to establish the Standards of Measurement or Factors Considered which will be used to evaluate the employee’s performance during the evaluation period. This form should be completed at the beginning of each evaluation period.

1. If the employee has been with your Department for less than one year, please contact employee’s previous department for assistance in your evaluation.
2. A current position description should be reviewed by the employee and the immediate supervisor to determine the special tasks of the position.
3. The immediate supervisor should determine what are the performance factors to be considered in evaluating the tasks of the position.
4. The immediate supervisor should develop standards of measurement or factors considered in evaluating performance.
5. The performance factors and standards of measurement must be discussed with and understood by the employee. The employee must understand on what basis their performance will be evaluated.
6. Employee is to be rated based on standards of measurement. Supporting examples of actual work performance must be cited.
7. The performance improvement plan should be completed by the Department. Any items listed should reference specific factors listed in the performance evaluation. (Section B)
8. After completed form has been reviewed with the employee, the employee should sign the form (Section E) indicating that they have seen and reviewed the form. This signature does not imply agreement with the evaluation results, only that the employee has seen the completed performance appraisal form.
9. The evaluator should complete the department's comments section. (Section F)
10. The attendance record section (Section D) must be completed by the department prior to conducting the evaluation. The Department of Human Resources will not complete the attendance sections.
11. [bookmark: _GoBack]After the current evaluation is completed, any changes in standards of measurement for the subsequent year should be understood by the employee. A new evaluation form listing the standards of measures for the subsequent year must be prepared by the department and reviewed with the employe. It is suggested that the employee initial the new form and be given a copy.2260-2

