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King County




	PROBATIONARY STEP INCREASE REQUEST FORM*
Human Resources Division


		The Supervisor making the request completes this form and forwards to the Human Resources Representative.


	


* Use this form when requesting a probationary step increase above Step 2 as outlined in King County Code 3.15.  When a collective bargaining agreement establishes a procedure for determining a step increase that conflicts with a procedure established by King County Code, Personnel Guidelines or otherwise by ordinance, the collective bargaining agreement shall take precedence with respect to those employees covered by the agreement.  

Employee Name:
Requesting Department:      
Division:      
	Select one appropriate Action:
	

	       Action
	Approval Level Required

	 FORMCHECKBOX 
  Increase is between Steps 3-5
	Appointing Authority

	 FORMCHECKBOX 
  Increase is between Steps 6-10
	DES/Human Resources Division Manager


NOTE: Attach a copy of the completed Performance Appraisal document to this request. 
Additional Comments:       
	To be completed by the Supervisor and verified by Department HR or Payroll staff:

	Payroll ID Number: 

     
	Class Code:

     
	Classification Title:

     
	

	Represented position*:    FORMCHECKBOX 
 YES   FORMCHECKBOX 
 NO 

Union:      
	
	Initial Hire Range / Step

      /          Hourly Rate:  $     /hr
	

	Date Probation Ends:      
	Increase %:   
	Requested Step and amount:

Step               Hourly Rate:  $     /hr
	

	Additional Comments:      
	

	HR Reviewer initials / Date & Comments       
	


Approval Signatures

Supervisor 



Date
    FORMCHECKBOX 

   FORMCHECKBOX 











Approved
Denied
Division Manager or Designee 


Date

    FORMCHECKBOX 

   FORMCHECKBOX 










Approved
Denied
Department Director or Designee

Date
    FORMCHECKBOX 

   FORMCHECKBOX 










Approved
Denied
HRD Approving Authority


Date

cc:
Employee Personnel File
Required Attachment:
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Completed Performance Appraisal [image: image3.png]
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