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County of San Bernardino

STEP ADVANCEMENTS


A step advancement (merit advancement) is an increase in pay granted to an employee based upon completion of the required number of service hours to advance to the next step, completion of a Work Performance Evaluation (WPE) with an overall rating of at least Meets Job Standards (MJS), and an appointing authority recommendation.

REFERENCES

Current County Memoranda of Understanding (MOU); Exempt Compensation Plan; Personnel Rules

FORMS REQUIRED




MANDATORY FIELDS

Work Performance Evaluation (WPE)(


All

Pay Step Advance Notice Report or


All


 Pay Step Advance Notice Form(


All

GENERAL INFORMATION

The payroll specialist is responsible to ensure that once a WPE has been completed, the employee receives a step advancement when due.  Refer to Work Performance Evaluation (WPE) procedure
If an employee is due for a step and a promotion in the same pay period, indicate this in the Action Requested section on the Job Action Request (JAR). This will ensure that the step is processed before the promotion is processed in EMACS, and the employee is placed on the correct step.

Overtime hours and time without pay shall not count toward step advancements. 

REPORTS USED TO ASSIST IN PROCESSING STEPS

Open Work Performance Evaluations (SBBEN019)

Payroll specialists will receive this report on a bi-weekly basis from Information Services Department (ISD). The report identifies all employees who are scheduled to receive a WPE and should be used to advise supervisors when WPEs are due. The 10th or 11th pay period probationary or trainee WPE will be used to process step advancements that are due after completion of 1,040 service hours.

This report includes:

· Department and Department ID

· Employee ID and Name

· Notification Date (approximately six [6] pay periods prior to due date)

· Due Date

· Job Code

· Step

· Review Type

· Evaluation Type

· Job Status/End Date

Refer to department guidelines for individual procedures

Pay Step Advance Notice Report (SBW9002)

Payroll specialists will receive this report on a bi-weekly basis from ISD.  The report identifies employees who are due a step advancement.   Employees will appear on the report approximately five (5) pay periods prior to the step advancement due date.  Notify the supervisor, according to department procedure, several pay periods in advance to complete the WPE.  The employee’s name will continue to appear on the report until the WPE has been completed and the step advancement is granted.

Note: No step advancement will be granted without a WPE with an overall rating of at least MJS

This report includes, but is not limited to:

· Department and Department ID

· Employee ID and Name

· Job Code

· Current – Grade, Step, Rate

· Future – Step, Rate

· Pay Period – Notified, Calculation Date

· Hours To – Qualify, Worked

· Date of Evaluation

· Meets Standards – Yes, No

· Effective Date of Step

Refer to department guidelines for individual procedures

PAYROLL SPECIALIST RESPONSIBILITIES

· Verify employee data on reports is accurate.  Update any information that is incorrect.

· Verify in EMACS that the employee has worked the required number of service hours to qualify for the step.  Circle and initial that hours have been completed.  If there is a discrepancy in EMACS in the number of service hours, research the hours pay period by pay period.  Attach an adding machine tape or query to the front of the Pay Step Advance Notice Report with the employee ID number and total number of service hours worked.  Indicate the pay period by each entry on the tape.

· Write the date the employee signed the WPE and circle that the overall rating is MJS.  Send the original completed WPE to EMACS-HR as soon as it is received.  It is not necessary to hold the original WPE to send with the Pay Step Advance Notice Report unless the step is to be processed at the same time.  

Note: Under no circumstances may a verbal confirmation be accepted that a WPE has been completed. The WPE must be received in order to submit the step request.  If the WPE is not received in time to process in the pay period the step advancement is due, refer to the Retroactive Step Advancements section.

· Write the effective date of the step, which must be the first day of the pay period, on the report

· Obtain signature of department head or authorized representative

· Verify that the WPE has been submitted to and processed by EMACS-HR.  If the WPE has not been submitted to EMACS-HR, attach the original to the back of the report.  If the WPE has been submitted but not processed in EMACS, attach a copy to the back of the report.

· If an employee is listed on the report, but is not due for a step advancement that pay period, draw a line through the employee’s name and write an explanation on the report stating the reason the employee is not due

· Payroll specialists must print their name and telephone number on the bottom of each page submitted

· Retain copies for department file

· Forward the original completed report to EMACS-HR immediately to allow time to resolve any discrepancies.  Send only those pages that include step advancements being granted for that pay period. 

· Verify the step has been processed in EMACS prior to the keying deadline for that pay period

· If the step has not been processed in EMACS, contact the EMACS-HR representative responsible for processing step advancements

Pay Step Advance Notice Form

This form may be completed in lieu of the Pay Step Advance Notice Report, or for employees who do not appear on the report.  All instructions above apply to completion of this form, with the exception of verification and updating of employee information.  Payroll specialists must add all employee information to the form based on the report or data in EMACS.

Note: Do not submit a JAR to request a step advancement.  JARs are only accepted to process a correction to a previously processed step.

Refer to department guidelines for individual procedures

DEADLINES

Refer to Master Calendar for EMACS Processing

SERVICE HOURS REQUIRED TO ADVANCE IN STEP

All units except Attorney, Nurses, and Safety/Safety Management & Supervisory 

In order to qualify for a step increase, an employee in a regular position must complete the required number of service hours (1,040 hours for the first step and 2,080 hours for subsequent steps) to advance to the next step in the salary range. This also applies to employees who are hired at an advanced step. The step advancement will be made at the beginning of the pay period following the pay period in which the employee completes the required number of service hours.  In addition to working the required number of hours an employee with regular status must receive a WPE with an overall rating of at least MJS within six (6) pay periods prior to the employee’s step advancement due date.  Probationary and other employees without regular status must receive a WPE with an overall rating of at least MJS within two (2) pay periods of the employee’s step advancement due date.  Refer to Work Performance Evaluation (WPE) procedure
Attorney Unit

Step advancements shall be based upon two (2) step increments.  Except for Attorney I’s, the employee shall receive a step advancement after a period not less than 1,040 service hours nor more than 2,080 service hours, provided the employee has received a WPE with an overall rating of at least MJS.

Attorney I’s shall receive a step advancement after a period of 1,040 service hours provided the employee has received a WPE with an overall rating of at least MJS.  Refer to Salary Administration article

Nurses

Within the base salary range of each Group designation, all step advancements will be made at the beginning of the pay period following the pay period in which the employee completes the required number of service hours.  In addition to working the required number of hours an employee with regular status must receive a WPE with an overall rating of at least MJS within six (6) pay periods prior to the employee’s step advancement due date.  Approval for advancement shall be based upon completion of required service hours in the Job Code Title and a satisfactory WPE (i.e., a “meets standards” WPE).  An employee whose step advancement is denied shall not be eligible for reconsideration for step advancement except as provided in the Merit Advancements article.  Refer to Salary Rates and Step Advancements article and Work Performance Evaluation (WPE) procedure
Service hours shall be defined as regularly scheduled hours as a nurse in a paid status, up to 80 hours per pay period.  Overtime hours and time without pay shall not count toward step advancements.  Step advancements within a base salary range shall be based upon one (1) step increment.

Safety/Safety Management & Supervisory

Step advancements shall be based upon two (2) step increments for steps 1 through 9, and one (1) step increment from step 9 to 10.  In addition to working the required number of hours, a WPE with an overall rating of at least MJS must have been completed within 60 workdays for a regular status employee prior to the employee’s step advancement due date.  Refer to Work Performance Evaluation (WPE) procedure
Safety/Safety Management & Supervisory employees who are hired or promoted to step 9 of the salary range must work 2,080 service hours to advance to the top of the range.

Examples of Service Hours Required to Advance in Step

1. General and Safety/Safety Management & Supervisory – An employee who has worked 80 hours in each pay period will meet the requirement of 1,040 or 2,080 service hours at the end of the 13th or 26th pay period, and the step will be effective the first day of the following pay period.

2. A general employee has only completed 1,032 service hours at the end of the 13th pay period due to having eight (8) hours of unpaid time within a previous pay period.  If the required number of service hours are completed in the 14th pay period the step will be granted at the beginning of the 15th pay period.

3. A Safety/Safety Management & Supervisory employee has only completed 1,032 service hours at the end of the 13th pay period due to having eight (8) hours of unpaid time within a previous pay period.  The step will be granted at the beginning of the 14th pay period, provided the employee has eight (8) hours of paid time during that pay period.

SALARY RATES

Employees are generally hired at step 1 of the established base salary range for their Job Code Title, unless otherwise approved for an advanced step.  This includes Exempt employees who are assigned a salary range, new hires, promotions, Job Code Title upgrades and Assignments to Vacant Higher Position. Refer to Advanced Step Hiring procedure
Step advancements within a base salary range shall be based upon two (2) step increments.  Refer to appropriate MOU, Salary Rates and Step Advancements article 

Advanced Step

All units except Nurses and Safety/Safety Management & Supervisory

An advanced step may be approved in accordance with the MOU through step 5 with the approval of the appointing authority and through step 11 with the approval of the Director of Human Resources (HR). 

Nurses

Nurses Unit employees cannot be hired above Step 6.  Director of HR approval is not required for up to Step 6.

Safety/Safety Management & Supervisory

An advanced step may be approved in accordance with the MOU through step 5 with the approval of the appointing authority and through step 10 with the approval of the Director of HR.  

Extended Ranges

Refer to appropriate MOU, Salary Rates and Step Advancements article for special provisions for Job Code Titles that have been approved for extended salary ranges

RETROACTIVE (RETRO) STEP ADVANCEMENTS

To determine if an employee is due a retro step advancement, refer to appropriate MOU, Merit Advancements article

Examples of Circumstances Requiring Retro Step Advancement

1. Employee was originally due a step advancement in pay period 8/05.  The WPE was not completed until pay period 9/05.  A Retro Pay Step Advance Notice form must be submitted with the original step due date of pay period 8/05.

2. An employee did not appear on the Pay Step Advance Notice Report; therefore, the step was not requested

3. The employee was originally due a step advancement in pay period 10/05, however, the submission deadline for processing was missed

4. An employee with active job status was originally due a step advancement in pay period 8/05.  Employee was not given the required notice that their work performance was below job standards.  A WPE with an overall rating of BJS was completed in pay period 11/05.  Employee received a MJS rating in pay period 14/05.  Step advancement will be given retroactively to pay period 8/05.  

Note: EMACS will automatically calculate the retroactive pay due the employee.  Retroactive pay amount will generally be added to employee’s paycheck (warrant) within two pay periods from the date the retro step advancement was processed.  On Demand Pays will not be processed for retroactive step advancements.

PAYROLL SPECIALIST RESPONSIBILITIES

· Verify in EMACS the original pay period that the step advancement was due

· Complete a Retro Pay Step Advance Notice form

· For step advancements due prior to pay period 1/99 complete a Payroll Adjustments - Base Rate of Pay Change form and a Payroll Adjustments Approval form.  Refer to the Payroll Adjustments procedure 

· Verify the WPE has been submitted to and processed by EMACS-HR.  If the WPE has not been submitted to EMACS-HR, attach the original to the back of the form.  If the WPE has been submitted but not processed in EMACS, attach a copy to the form.

· Retain copies for department file

· Forward to EMACS-HR (0030)   

· Verify that EMACS has been updated to reflect the requested action

Refer to department guidelines for individual procedures

DEADLINES

Refer to Master Calendar for EMACS Processing

EMPLOYEES NOT IN A REGULAR POSITION

Contract Employees

Contract employees are governed by what the contract specifies as to eligibility for receiving step advancements. Payroll specialists should refer to the employee’s contract to determine eligibility, and monitor the hours worked by the employee to determine when a step advancement is due.  

Note: Contract employees will not appear on the Pay Step Advance Notice Report

PAYROLL SPECIALIST RESPONSIBILITIES

· Verify the employee has completed the contract requirements to qualify for the step advancement

· Verify in EMACS that the employee has worked the required number of service hours, if applicable

· Notify the supervisor to complete a WPE.  The WPE must have an overall rating of at least MJS.

· Complete the Pay Step Advance Notice form

· If the step advancement is retro, complete the Retro Pay Step Advance Notice form.  Refer to Retroactive Step Advancements section
· Verify that the WPE has been submitted to and processed by EMACS-HR.  If the WPE has not been submitted to EMACS-HR, attach the original to the back of the Pay Step Advance Notice form, or the Retro Pay Step Advance Notice form.  If the WPE has been submitted but not processed in EMACS, attach a copy to the appropriate form.

· Attach copy of current contract (face page and page pertaining to step advancements)

· Retain copies for department file

· Forward to EMACS-HR (0030)
· Verify that EMACS has been updated to reflect the requested action

Refer to department guidelines for individual procedures

DEADLINES

Refer to Master Calendar for EMACS Processing

Extra-Help/Recurrent Employees
Extra-help and recurrent employees are eligible for step advancements based upon completion of the required number of service hours and an overall rating on the WPE of at least MJS.  The employee’s name will appear on the Pay Step Advance Notice Report approximately five (5) pay periods prior to completing the required number of service hours in order to allow the supervisor time to complete a WPE. Not all extra-help/recurrent employees work regular hours, therefore, their names may appear on the Pay Step Advance Notice Report, even though the required number of service hours have not been completed.  Refer to appropriate MOU, Extra-Help or Recurrent Employment article

PAYROLL SPECIALIST RESPONSIBILITIES

· Verify in EMACS that the employee has worked the required number of service hours

· Verify that a WPE with an overall rating of at least MJS has been completed

· Complete the Pay Step Advance Notice Report or Form 

· If the step advancement is retro, complete the Retro Pay Step Advance Notice form.  Refer to Retroactive Step Advancements section

· Verify the WPE has been submitted to and processed by EMACS-HR.  If the WPE has not been submitted to EMACS-HR, attach the original to the back of the Pay Step Advance Notice Report or Form, or the Retro Pay Step Advance Notice form.  If the WPE has been submitted but not processed in EMACS, attach a copy to the appropriate Report or Form.
· Retain copies for department file

· Forward to EMACS-HR (0030)
· Verify that EMACS has been updated to reflect the requested action

DEADLINES

Refer to Master Calendar for EMACS Processing

Public Service Employees (PSE)

Step advancements are not automatic, nor a right of a PSE; however, a step advancement may be granted after completion of at least 1,040 hours worked, completion of a WPE with an overall rating of at least MJS, and approval of the appointing authority/designee.

Supervisors shall submit a memo to the payroll specialist requesting a step advancement, with appointing authority/designee approval.

Generally, step advancements are limited to one (1) step ($0.25) per occurrence; however, under special circumstances, requests for an increase of more than one (1) step may be granted after approval by the appointing authority/designee and Human Resources Officer (HRO).  Refer to Public Service Employee (PSE) Salary Exhibit
Note: If a pay increase of more than one (1) step is requested and the job duties change the PSE must be moved to a new position number.  Approval by the appointing authority/designee and HRO are required.

The request, along with the Pay Step Advance Notice Report or Form, must be submitted to EMACS-HR immediately, as the step advancement will be effective the pay period in which the request is received.  

Note: No retro step advancements will be granted.  Refer to appropriate MOU, Salary Adjustments article and County Policy 06-12SP
PAYROLL SPECIALIST RESPONSIBILITIES

· Verify in EMACS that the employee has worked the required number of service hours to qualify for the step advancement

· Verify that a WPE with an overall rating of at least MJS has been completed and the memo has been approved by the appointing authority/designee

· Complete the Pay Step Advance Notice Report or Form 

· Verify the WPE has been submitted to and processed by EMACS-HR.  If the WPE has not been submitted to EMACS-HR, attach the original to the back of the Pay Step Advance Notice Report or Form. If the WPE has been submitted but not processed in EMACS, attach a copy to the back of the Pay Step Advance Notice Report or Form.

· Retain copies for department file

· Forward to EMACS-HR (0030)
· Verify that EMACS has been updated to reflect the requested action

Refer to department guidelines for individual procedures

DEADLINES

Refer to Master Calendar for EMACS Processing

Returning Retirees

Step advancements are not automatic, nor a right of a returning retiree; however, a step advancement may be granted after completion of at least 1,040 hours worked (for employees not at the top step of the salary range), completion of a WPE with an overall rating of at least MJS, and approval of the appointing authority/designee.

The Pay Step Advance Notice Report or Form must be submitted to EMACS-HR immediately, as the step advancement will be effective the pay period in which the request is received.

Returning retirees are only allowed to work a maximum of 960 hours per fiscal year; however, the hours worked will carry over into the next fiscal year for purposes of step advancements.  This will enable the returning retiree to complete the 1,040 hours to be eligible for a step advancement.

Note: No retro step advancements will be granted.  Refer to appropriate MOU, Salary Adjustments article 
PAYROLL SPECIALIST RESPONSIBILITIES

· Verify in EMACS that the employee has worked the required number of service hours to qualify for the step advancement

· Verify that a WPE with an overall rating of at least MJS has been completed 

· Complete the Pay Step Advance Notice Report or Form 

· Verify the WPE has been submitted to and processed by EMACS-HR.  If the WPE has not been submitted to EMACS-HR, attach the original to the back of the Pay Step Advance Notice Report or Form.  If the WPE has been submitted but not processed in EMACS, attach a copy to the back of the Pay Step Advance Notice Report or Form.

· Retain copies for department file

· Forward to EMACS-HR (0030)
· Verify that EMACS has been updated to reflect the requested action

Refer to department guidelines for individual procedures

DEADLINES

Refer to Master Calendar for EMACS Processing

TRANSACTIONS THAT AFFECT STEP ADVANCEMENTS

All of the transactions below require the completion of a WPE with an overall rating of at least MJS, and approval of the appointing authority/designee.

Extra-Help/Recurrent to Regular

Employees transitioning from an extra-help/recurrent position (not a PSE) to a regular position in the same Job Code Title will receive credit for the number of hours worked in an extra-help/recurrent capacity toward step advancements, whether or not the regular position is in the same department.  The extra-help/recurrent hours must be included when verifying step hours.  Specifically, the EMACS-HR representative will transfer over the extra-help/recurrent hours worked in the same Job Code Title when the JAR is received. It is the payroll specialist’s responsibility to verify in EMACS those hours have been credited toward step hours worked.
Job Change

An employee who moves from a position in one Job Code Title to a position in another Job Code Title having the same salary range shall receive a step advancement after completion of 1,040 service hours in the new Job Code Title and subsequent step advancements after 2,080 service hours.

Promotions

Promoted employees shall receive a step advancement after completion of 1,040 service hours regardless of which step they were placed on when promoted into the Job Code Title, provided the salary rate does not exceed the top step of the higher base salary range.  Refer to appropriate MOU, Promotions article

Note: Safety/Safety Management & Supervisory employees must complete 2,080 service hours at step 9 prior to advancing to step 10.  Deputy District Attorney IV’s must complete 2,080 service hours at step 9 prior to advancing to step 11.

Reclassification (Upgrading and Downgrading)

Upgrading - An employee whose position has been reclassified to another Job Code Title with a higher base salary range shall receive a step advancement after completion of 1,040 service hours and subsequent step advancements after 2,080 service hours, provided the new salary rate is within the new base salary range.  Refer to appropriate MOU, Classification and Promotions articles

Downgrading - An employee whose position has been reclassified from one Job Code Title to another Job Code Title with a lower base salary range shall receive a step advancement after completion of 1,040 service hours, provided the new salary rate is within the new base salary range.  If the new base salary is at the top step of the new range, or the employee is placed on the “X” Step, no step advancement will be granted until the base salary falls below the top step of the range.  Refer to appropriate MOU, Classification and Demotion articles and X Step procedure

Reemployment (Rehire)

A regular employee who has terminated County employment, and who is subsequently rehired in the same Job Code Title in a regular position within one (1) year may receive restoration of the salary step, subject to the approval of the appointing authority and the Director of HR.  The employee will be eligible to receive a step advancement after completion of 1,040 service hours and receipt of a WPE with an overall rating of at least MJS.

A regular employee who has terminated County employment, and who is subsequently rehired in a regular position in another job family within a 90 calendar day period, may receive restoration of salary step if rehired in a classification at the same pay range as the position originally held, subject to the approval of the appointing authority and the Director of HR.  

Refer to appropriate MOU, Reemployment article, Reemployment (Rehire) and Restoration of Benefits procedures
Return to Former Job Code Title

A promoted employee who returns to the former Job Code Title during the probationary period shall be placed on the same step within the base salary range of the former Job Code Title that the employee was on at time of promotion.  No credit shall be granted for time spent at the promoted level for the next step advancement due date.  Refer to appropriate MOU, Demotions article 

Return to Former Job Code Title from Temporary Performance of Higher Level Duties

Upon assignment to the higher-level position, the employee’s service hours for determining salary step in the pre-assignment position shall continue to accrue.  Upon completion of the assignment, the employee shall be returned to the former position and Job Code Title.  If, while on temporary assignment, the employee’s step advancement due date occurs, the employee shall receive the step advancement effective the pay period of the return to the former Job Code Title, provided the employee received a WPE with an overall rating of at least MJS while on the temporary assignment.  

If the employee was due a step advancement while on the temporary assignment and no WPE was completed or if the employee was not given a WPE with an overall rating of at least MJS, the employee shall be evaluated within three (3) pay periods of return to the former Job Code Title. Subsequently, if the employee receives an overall rating of at least MJS, the step advancement will be granted retroactively to the date of return to the former Job Code Title. 

Note: Under no circumstances will the step advancement be retroactive prior to the date of return to the former Job Code Title

Refer to appropriate MOU, Temporary Performance of Higher Level Duties article and the Temporary Performance of Higher Level Duties procedure
Promotion From Assignment To Vacant Higher Position (AVHP)

Step placement upon promotion to the same or other higher-level position following the temporary assignment will be determined based upon salary rate in the pre-assignment position. Refer to appropriate MOU, Promotions article

The employee will be given credit for service hours worked toward the next step advancement as if the employee had originally been promoted into the position.

Examples of Service Hours Required to Advance in Step

1. Employee was placed in the AVHP effective pay period one (1).  Employee completed 1,040 service hours and received step advancement effective pay period 14.

Subsequently, employee promoted into the higher level position in pay period 15.  Employee will be eligible for a step advancement after completion of 2,080 service hours at the new step.
2. Employee was placed in the AVHP effective pay period one (1).  Effective pay period 11, after completion of 880 service hours, the employee was promoted into the higher level position.  Employee will be eligible for a step advancement pay period 14 after completion of 1,040 service hours (880 hours previously completed in the AVHP plus 160 hours completed in the promoted position).  Subsequent steps will be granted after completion of 2,080 service hours.

Voluntary Demotion
An employee who has requested, or has agreed in writing, to demote to a position in another Job Code Title for which the maximum rate of pay is lower, shall receive a step advancement after completion of 1,040 service hours and subsequent steps after 2,080 service hours. Refer to appropriate MOU, Demotions article
DENIED STEP ADVANCEMENT

There are strict guidelines to follow when an employee is not meeting job requirements and it is anticipated a step advancement will not be granted.  Refer to appropriate MOU, Merit Advancements article
· Payroll specialists should ensure that an employee was properly notified of a step denial and monitor the deadlines for re-evaluating the employee

· Refer to individual department procedures for notifying department management and/or the HRO when employees:

· Receive a WPE with an overall rating of BJS

· Are not given proper notification of step denial

· Supervisor fails to complete a WPE

Probationary Employees

Probationary employees will not be granted their first step advancement after completion of 1,040 service hours if the employee has received a WPE with an overall rating of BJS.  The step advancement will be effective at the beginning of the pay period in which the employee receives a WPE with an overall rating of at least MJS.

General Employees (Except Specialized Peace Officers and Specialized Peace Officers – Supervisory)

The supervisor must notify the employee in writing of inadequate work performance no less than three (3) pay periods prior to the employee’s receipt of the WPE with an overall rating of BJS.  If this requirement is met, the step advancement will not be granted on the original due date.

Subsequently, the denied step advancement can be granted following any sequence of a three (3) pay period review period of the employee’s work performance.  The step advancement will be effective at the beginning of the pay period in which the employee receives a WPE with an overall rating of at least MJS.

If the employee was not meeting job standards and was not notified in writing three (3) pay periods in advance of the step advancement due date, the step advancement will be made retroactive to the original step advancement due date once the employee receives a WPE with an overall rating of at least MJS.

Note:  If the subsequent WPE is not completed within three (3) pay periods after the step advancement due date, the employee shall be deemed to be evaluated as MJS, and will receive the step advancement retroactive to the original due date.

Specialized Peace Officers and Specialized Peace Officers – Supervisory

There are no notification requirements for a denied step.  A previously denied step can be granted following any sequence of a three (3) pay period review period of the employee’s performance.  The step advancement will be effective at the beginning of the pay period in which the employee receives a WPE with an overall rating of at least MJS.  Refer to Merit Advancements article
RELATED REPORT

Job Status Update Notice (SBWP003)

Payroll specialists will receive this report (see attached sample) on a bi-weekly basis from ISD.  This report identifies the number of service hours an employee has worked toward completion of the probation or training period.  Employees will appear on the report approximately five (5) pay periods in advance.  This will allow supervisors the necessary time to complete the WPE.  Employees will continue to appear on the report until the update occurs.

Note: No action is required on this report if the employee’s job status is training.  Refer to Promotions procedure
PAYROLL SPECIALIST RESPONSIBILITIES

· Review the report to determine whether job status should be updated from probationary to active, if probation or training status should be extended or corrected, or if employee should be promoted from one level in a training status to the next

· Verify job status hours worked and the estimated job status end date

· If employee is being granted regular status, circle yes and initial on the report

· If report does not reflect the most recent WPE, attach a copy of the WPE to the report and forward to EMACS-HR to update the information

· Obtain department head/designee signature

· Retain copies for department file

· Forward report and original WPEs (if not already forwarded) to EMACS-HR for processing

· Verify that EMACS has been updated to reflect the requested action

Note: Updating an employee's job status is critical to ensure future notification (i.e. step advancements and WPE due dates) will be generated on various reports
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