Who Should Have a Performance Appraisal?
Employees deserve regular feedback.  Supervisors are obligated to provide performance feedback, including performance appraisal.  In general, if the employee has worked for you more than 6 months during the calendar year, you should complete an appraisal 
· [bookmark: _GoBack]New employees (including paid student interns) who have worked for the City for 6 months or more should have a performance appraisal.
· An employee has worked for the City less than 6 months may receive a performance appraisal at the supervisor’s discretion. The supervisor needs to be sufficiently familiar with the employee’s work and had opportunity to observe the employee’s work.
· Employees on an extended leave of absence or who intend to retire within the next 90 days do not require an appraisal.  
· Unpaid Student Interns should receive a performance appraisal at some time during their internship; they will, however, not be evaluated through the Halogen process.





