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County of San Bernardino

WORK PERFORMANCE EVALUATION (WPE)


A Work Performance Evaluation (WPE) is a form completed by the supervisor to evaluate an employee’s work performance at periodic intervals to end or extend probation or trainee period, to grant merit (step) advancements or rate the individual on an annual basis.

REFERENCES

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

FORMS REQUIRED

MANDATORY FIELDS

Work Performance Evaluation (WPE)(

All

General Information

All WPEs are to be completed in accordance with the appropriate MOU.

Types of WPEs
4th Pay Period - Probationary:  Intended to clarify the job requirements and expectations and is a report of job performance to date.  It is not intended to qualify an employee for step advancement or grant active status.  (Prepare WPE at 320 hours worked)
10th Pay Period - Probationary:  Intended to grant an employee who is required to serve 1,600 or 2,080 service hours of probation, the first step advancement, not active status.  (Prepare WPE at 800 hours worked)

11th Pay Period - Probationary:  Intended to grant active status and a step advancement to an employee who is required to serve 1,040 service hours of probation.  May also be used to extend probation.  (Prepare WPE at 880 hours worked)

18th and 24th Pay Period - Probationary:  Intended to grant active status, not step advancement to an employee who is required to serve 1,600 or 2,080 service hours of probation.  May also be used to extend probation.  (Prepare WPE at 1,440 or 1,920 hours worked)

4th, 10th, 11th, 18th Pay Period - Trainee:  Used for an employee in a Trainee position and is intended to give a progress report at appropriate intervals.  It is also intended to grant a promotion to the next level and step advancement, as appropriate for the training program the employee is assigned.  Refer to specific job announcement for additional information regarding completion of training programs
Annual:  Evaluates an employee’s work performance and may grant a step advancement.  (Prepare WPE at 1,920 hours worked)

Special: A supervisor may evaluate an employee at any unscheduled interval (i.e., disciplinary action, commendation, etc.).
Open Work Performance Evaluation Report (SBBEN019)

Payroll specialists 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, whether it be probation, trainee or annual.  The report is a management tool for supervisors, detailing pertinent information about an employee who will soon be due a WPE.  Refer to department guidelines for individual procedures

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

Employees may receive a step advancement provided they receive a WPE with an overall rating of at least Meets Job Standards (MJS), within two (2) pay periods of the employee’s step advancement eligibility date.  Refer to Step Advancements procedure
Supervisors should refer to this report to prepare upcoming WPEs for their employees.

Customer Service

As part of the County’s efforts to provide Service FIRST (Friendly, Interested, Responsive, Service-oriented, Trustworthy), supervisors will be required to rate their employees on the customer service that they provide in the first justification box on the WPE.  

Customer Service standards shall be rated as follows:

Exceeds Standards - Consistently keeps the most difficult of customers positive and happy, while following-up with all clients to ensure needs are addressed, including maintaining an in-depth knowledge of the organization to ensure referrals are made to appropriate service resources of other departments and agencies as well as providing insights and recommendations that emphasize and support the County’s Mission, Vision and Values and customer service strategies.

Meets Standards - Provides courteous treatment and appropriate levels of friendly service to all customers, while maintaining professional interest in a manner appropriate to the service situation, affording the customer full information and appropriate alternatives as consistent with the Mission, Vision and Values of the County.

Below Standards - Occasionally discourteous and/or plays “favorites” with customers, losing interest in all client needs, resulting in customers not being fully informed and served in keeping with the Mission, Vision and Values of the County.

Unsatisfactory - Frequently discourteous, unfriendly, abrupt, rude and uncaring while disregarding customer service needs and maintaining an on-going posture of non-professionalism.

Non-Discrimination/Harassment Policy 06-01

As part of the County’s efforts to promote a harassment and discrimination-free workplace, supervisors will be required to provide a copy of the Non-Discrimination/Harassment Policy to their employees as part of the WPE process.  The policy will be attached to the WPE when printed.

Note: The Non-Discrimination/Harassment Policy is to be given to the employee.  Do not send with the WPE to EMACS-HR.

PROBATIONARY EMPLOYEES

Employees hired into a regular position will serve a probationary period for a designated number of hours based on their bargaining unit.

Employees promoted will be required to serve a probationary period for a designated number of hours based on their bargaining unit.  

Employees demoted who held prior regular status in the demoted Job Code Title shall resume said status.  If the employee did not have prior regular status in the Job Code Title, the employee shall be required to serve a probationary period, unless waived by the Director of Human Resources (HR).
Refer to Probationary Period procedure and Exhibit
TRAINEES

Employees hired into a regular position as a trainee underfill will serve a trainee period and shall be considered to have probationary status for a designated number of hours.  Refer to department guidelines for individual procedures or Human Resources Officer (HRO) for specifics on required intervals

EXTRA-HELP/RECURRENT

Extra-Help/Recurrent employees do not serve a probationary period, however, are to be evaluated when they are recommended for step advancement by their supervisor after completion of the required number of service hours based on their bargaining unit.  Refer to the appropriate MOU and County Policy 06-12

PUBLIC SERVICE EMPLOYEE (PSE)

PSEs do not serve a probationary period, however, should be evaluated after completion of 1,040 service hours whether or not step advancements are to apply.  PSEs should be evaluated in accordance with performance standards established for the Job Code Title performing comparable duties.  If step advancements are to be granted, departments should ensure that PSEs receive a WPE in advance of their step advancement eligible date.  A memo requesting a pay increase of $. 25 per hour must accompany the WPE.  Refer to Step Advancements procedure
Note: No retroactive step advancements will be granted.  Refer to appropriate MOU, Salary Adjustments article and County Policy 06-12SP
REGULAR EMPLOYEES WITH ACTIVE STATUS

Regular employees with active status must be evaluated annually.  These evaluations may also be used to grant annual step advancements.
ELIGIBILITY FOR STEP
Employees receiving an overall rating of at least MJS shall receive a step advancement within their base salary range.  Approval for step advancement shall be based upon three criteria:

· Completion of 1,040 or 2,080 service hours for the Job Code Title

· Satisfactory work performance (Meets or Exceeds Job Standards)

· Appointing authority recommendation

In the event an employee is out on an extended leave of absence, on modified duty or is absent for 80 or more consecutive hours because of occupational or non-occupational injury/illness the step may be postponed (or probation extended) until the employee has worked a sufficient amount of time to be evaluated.  If employee receives a MJS, the step would be granted retroactively to the original eligibility date.
Completed service hours are defined as regularly scheduled hours in a paid status, up to 80 hours per pay period. Overtime hours, disability payments, Medical Emergency Leave (MEL) and time without pay do not count toward step advancements.  Step advancement within a base salary range is based upon two (2) step increments (one [1] step increment for Nurses Unit employees).  The employee is eligible for the first step advancement after completing 1,040 service hours, and subsequent step advancements after completing the next 2,080 service hours.

Refer to Step Advancements procedure
EXTENSION OF PROBATION
The probationary period will be automatically extended for each hour during which the employee is on military leave or is on leave without pay.  In situations where the employee is temporarily performing the duties of a higher-level Job Code Title, is on modified duty or is absent for 80 or more consecutive hours because of occupational or non-occupational injury/illness, the probationary period may be extended at the discretion of the appointing authority.  The probationary period may be extended in three (3) pay period increments with a maximum extension of 15 pay periods.  The appointing authority shall inform the employee and the Director of HR of the extension prior to the end of the probationary period.  

Refer to Probationary Period procedure
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 the Merit Advancements Article of the appropriate MOU 

· 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 Below Job Standards (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 Safety/Safety Management & Supervisory and Specialized Peace Officers & 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

Safety/Safety Management & Supervisory and Specialized Peace Officers & 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 of the Specialized Peace Officers and Specialized Peace Officers-Supervisory MOU

SUPERVISOR RESPONSIBILITIES

Refer to department guidelines for individual procedures

· Obtain WPE and Open WPE Report

· Guidelines for completing WPE

· Select appropriate WPE

· Provide rating for each category evaluated (exceeds, meets, below, unsatisfactory)

· Provide justification for each category

Note: If justification is attached indicate See Attached in each box

· Provide overall evaluation

· Select appropriate action

· Provide Non-Discrimination/Harassment Policy 06-01 to the employee at time of WPE

Note: Employee signature is required for both receipt of the Policy and WPE

· Retain copy of WPE for file

Note: The Non-Discrimination/Harassment Policy is to be given to the employee.  Do not send with the WPE to payroll specialist.

· Submit original WPE to department payroll specialist
PAYROLL SPECIALIST RESPONSIBILITIES

Refer to department guidelines for individual procedures

· Provide supervisor with Open WPE Report

· Verify employee information

· Audit for completeness

· Obtain Reviewing Official Signature

· Send copy of WPE to employee in a sealed envelope marked personal and confidential
· Retain copy for department file

· Forward original to EMACS-HR (0030)
DEADLINES

Refer to Master Calendar for EMACS Processing

RELATED FORMS/PROCEDURES

Demotions

Disciplinary Action

Promotions

Work Performance Improvement Plan (WPIP) Cover Page(
WORK PERFORMANCE IMPROVEMENT PLAN (WPIP)

Note: This procedure is to be coordinated with the department HRO and in accordance with department procedures

Supervisors are expected to monitor the performance and progress of their employees on a continuing basis. If at any time it becomes apparent that an employee is having difficultly in meeting standards in any area of performance a WPIP may be initiated as follows:

I. Immediate supervisor, in consultation with next level supervisor and HRO, as applicable, prepares a WPIP in the form of a memo.  The memo shall include:

A. Identify the specific area(s) needing improvement.  Give concrete examples which illustrate the problems.

B. Define the standard for satisfactory performance; clarify expectations

C. Specify actions the employee is expected to take to improve his/her performance (i.e. reading regulations, proofreading material, etc.)

D. Specify actions the supervisor will take to help the employee meet standards (i.e., training, conferences, checking work in progress, etc.)

E. Set a date by which it is expected the employee should be meeting standards.  Set dates for progress reports at not more than 30-day intervals.

II. Discuss problems and the WPIP with the employee

III. Original memo is given to the employee.  Supervisor retains a copy and a copy is sent to the employee’s personnel (OPF) file.

IV. Follow-up as indicated in the WPIP with a written progress report, copy to personnel (OPF) file, until performance standard is met or alternative action is recommended

V. When standards are met, notify employee and send a copy of the notification to the employee’s personnel (OPF) file

SUPERVISOR RESPONSIBILITIES

Refer to department guidelines for individual procedures

· Work in conjunction with HRO

· Submit original WPE to department payroll specialist
PAYROLL SPECIALIST RESPONSIBILITIES

Refer to department guidelines for individual procedures

· Verify employee information

· Audit for completeness

· Obtain Reviewing Official Signature

· Send copy of WPE to employee in a sealed envelope marked personal and confidential
· Retain copy for department file

· Forward original to EMACS-HR (0030)
DEADLINES

Refer to Master Calendar for EMACS Processing

RELATED FORMS/PROCEDURES

Work Performance Improvement Plan (WPIP) Cover Page(
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