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The College District shall routinely evaluate the performance of all 
College District employees. 

The purpose of the employee performance evaluation shall be to: 

1. Raise the quality of instruction and educational service to the 
college district’s students and citizens of the community. 

2. Raise the standards of the College District as a whole. 

3. AidFoster the an employee’s professional to growth and de-
velopment improve. 

4. Determine the employee’s future employment with the Col-
lege District. 

Evaluation of employees shall be a cooperative and continuing 
process with formal appraisal following established procedures for 
the evaluation process. 

College District administrators shall evaluate every full-time em-
ployee on a job-related basis according to the terms of the evalua-
tion instruments.  The employee has the option to submit com-
ments if, in the employee’s opinion, additional information pertinent 
to the evaluation is needed.  Comments are included in the em-
ployee’s formal personnel record with the evaluation.  Further ap-
peal of an evaluation shall be addressed through DGBA(LOCAL). 

The following words or phrases, for the purpose of this policy, are 
defined as follows: 

1. Annual review period shall be from September 1 to August 31. 

2. Increase is an increase in salary based on meeting or ex-
ceeding performance standards, consistent with the increase 
for all College District employees.  This is generally pro-
cessed annually, but is contingent upon approval of funding 
by the Board. 

3. Merit bonus is a performance-related compensation award 
that does not become part of the dean’s or executive’s base 
pay and is not included as income for retirement purposes.  
Such awards are contingent upon approval of funding by the 
Board. 

4.3. Performance indicatorfactor is a key accomplishment that is 
linked to the College District’s mission, core values, strategic 
plan, and goals. 

5.4. Performance goal is a planned project or level of perfor-
mance, the result of which is measured in terms of quality, 
quantity, and/or timeliness. 
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The following eligibility requirementsstipulations shall apply: 

1. Individuals with less than three months of service, as of Au-
gust 31, shall not be eligible to receive a salary increase. 

2. Individuals who have received a Level 2 performance warning 
during the annual review period shall not be eligible for a sala-
ry increase. 

3. Individuals who receive an overall performance appraisal rat-
ing of “Does not meet expectations” shall not be eligible for 
consideration for a salary increase or merit based compensa-
tion or for a merit bonus. 

Components of the evaluation for full-time teaching faculty shall 
include: 

1. Student Surveys of Instruction. 

2. Class Visit Evaluation. 

3. Self-evaluation. 

4. Dean’s Annual Evaluation of Faculty Performance. 

In addition, multi-year contract applications will also include:  

1. Council on Excellence Review of Multi-year Contract Applica-
tions. 

2. Faculty Board Reports (for multi-year contract applications). 

Detailed information regarding the faculty evaluation process is in 
the College District’s Faculty Handbook and on the Council on Ex-
cellence (COE) web siteprocedures and guidelines for faculty and 
staff. 

An important element of the instructional program at the College 
District is the associate faculty.  In a continual effort to improve the 
quality of the instructional process, all associate faculty shall be 
evaluated on a periodic basis by the dean, chair, or other assigned 
academic personnel.  Associate faculty members are employed on 
a semester-to-semester basis, as need dictates, and renewal of 
that employment is based in part on past evaluations. 

Components of the evaluation of associate faculty members shall 
include student surveys of instruction and class visits. 

Regular written supervisory evaluations of the College District em-
ployees in staff, and administrative and leadership positions shall 
also play a significant role in maintaining an excellent educational 
program.  By promoting the growth and development of employees 

STIPULATIONS 

ELIGIBILITY 

FULL-TIME FACULTY 
EVALUATION 

ASSOCIATE FACULTY 
EVALUATION 

EVALUATION OF 
STAFF AND 
ADMINISTRATORS 



Collin County Community College  
043500  
  
STATUS OF EMPLOYMENT DLA
EVALUATION (LOCAL) 

First Reading:  5/26/2015 3 of 7
  
DLA(LOCAL)-X   

through acknowledging strengths and developing action plans for 
improving skills, the College District continually strives to meet and 
exceed its standards for excellence. 

Components of the evaluation for full-time staff and administrators 
include the following items, which are measured/evaluated in rela-
tionship to accomplishment of objectives outlined in the district-
wide strategic plan: 

1. Goals 

2. Achievements 

3. Performance Indicators, such as Essential Job Functions and 
Demonstration of Core Values 

 

The purpose is to provide a performance appraisal and merit pro-
gram based on performance that exceeds standards of excellence.  
This policy is applicable for deans and members of the College 
District’s leadership team “executives.” 

Deans and executives covered by these guidelines shall be evalu-
ated by comparing performance with established performance fac-
tors and defined performance goals that are designed to measure 
significant aspects of their positions of leadership within the Col-
lege District. 

The established performance factors are: 

1. Core Values: 

a. Learning. 

b. Service and Involvement. 

c. Creativity and Innovation. 

d. Academic Excellence. 

e. Dignity and Respect. 

f. Integrity. 

2. Supervision: 

a. Leadership. 

b. Planning, Management, and Accountability. 

c. Teamwork and Collegiality. 
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Mutually agreed-upon goals shall be developed consistent with the 
College District’s strategic plan and/or other performance needs 
within the dean’s or executive’s areas of responsibility. 

A dean’s or executive’s performance is rated on the degree to 
which he or she demonstrates behaviors described within each 
performance factor and on the basis of attainment of performance 
goals.  For each performance factor, the appropriate vice president 
or the College President selects the level that most closely de-
scribes the dean’s or executive’s performance.  The levels of per-
formance used in ratings are: 

1. “Exceeds Expectations” is performance that has resulted in 
significant accomplishments beyond the meeting of perfor-
mance goals within the annual review period. 

2. “Meets Expectations” is performance that consistently meets 
job requirements and demonstrates productivity, effective-
ness, and competency. 

3. “Does Not Meet Expectations” is performance that does not 
consistently meet all job requirements; improvement is nec-
essary to attain expected level of performance. 

A dean’s or executive’s performance shall be formally evaluated at 
the end of the annual review period and as follows: 

1. New employee probationary ratings.  A new dean’s or execu-
tive’s performance on the performance factors shall be evalu-
ated prior to the completion of the approved probationary pe-
riod. 

2. Performance concerns.  If, at any time during the review peri-
od, a dean’s or executive’s performance diminishes and be-
comes overall “Does Not Meet Expectations”, the College Dis-
trict’s performance documentation process shall be followed. 

The appropriate vice president or the College President shall meet 
with the dean or executive to review performance factors, to dis-
cuss job expectations that are applicable to the position, and to 
jointly establish performance goals for the coming year. 

To measure progress toward the accomplishment of established 
performance goals and the performance of job requirements, accu-
rate and specific documentation of performance shall be noted 
throughout the evaluation review period. 
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Constructive feedback regarding performance shall be shared with 
the dean or executive, as appropriate, and progress toward ac-
complishing performance goals shall be provided by the dean or 
executive in a written mid-year update to the appropriate vice pres-
ident or to the College President. 

At the end of the annual review period, the appropriate vice presi-
dent or the College President shall complete the performance ap-
praisal form and meet with each dean or executive to discuss per-
formance ratings.  Completed appraisals shall be signed by the 
dean or executive and his or her immediate supervisor. 

Salary increases, when awarded, are generally effective Septem-
ber 1, but are contingent upon approval of funding by the Board. 

A merit bonus may be used to reward performance of a dean or 
executive that consistently exceeds performance standards and for 
which performance goals have been accomplished in the annual 
review period. 

A merit bonus, when awarded, is generally effective September 1, 
as approved by the College President, and is due and payable on 
a monthly basis, over a 12-month period.  A merit bonus is contin-
gent upon approval of funding by the Board. 

If a dean or executive terminates employment with the College Dis-
trict within the 12-month period, the merit bonus is prorated based 
on the same calculation as all other pay (e.g., days worked within 
the fiscal year.) 

A merit bonus award form that gives details of major accomplish-
ments must be completed and signed by the appropriate vice pres-
ident, if applicable, and the College President for each increase.  
Approved forms are forwarded to the human resources office for 
processing. 

 

 
 
 
The College District recognizes that some employees perform at 
an exemplary level by either doing significantly more than what is 
normally expected of the position by working on special projects of 
major importance in addition to assigned duties and responsibili-
ties, or by performing their regular duties at a level that far exceeds 
expectations over a sustained period of time. The use of merit and 
bonus awards is a positive way to inspire excellence in perfor-
mance and an appropriate way to reward those employees who 
contribute beyond expectations.  
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Merit awards generally fall into two (2) categories: non-recurring 
bonuses and other forms of recognition (such as days off, letters of 
commendation, plaques, etc.) which may be more appropriate in 
certain circumstances or for some employees.  
 
Individual awards shall not be construed as establishing automatic 
or mandatory increases for attainment of certain ratings on perfor-
mance evaluations.  
 
 

These are lump sum or cash-equivalent awards granted on 
a one-time basis that do not alter the current base salary of 
employees. The use of bonuses is appropriate for special 
recognition of exceptional performance on a pro-
ject/activity/initiative of major importance to the department 
or to the college district.  
 
 
Other forms of recognition, such as days off, letters of 
commendation, plaques, etc., may also be used when ap-
propriate to recognize performance that is deemed to be 
exemplary on a project, task or initiative. 

 
 
Non-recurring bonuses and other forms of recognition are consid-
ered annually during the performance appraisal period.  The total 
number of awards shall be within the annual merit compensation 
budget. 
 

 a copy of the performance evaluation for the period of time 
being recognized by the award;  

 comments and recommendations from the employee’s su-
pervisor/ manager; and 

 any other material or information that supports the award 
being recommended.  

 
Supporting documentation shall be added to a written recommen-
dation from the appropriate administrator with the rationale for the 
award.  The recommendation shall be forwarded for re-
view/consideration up through the Leadership Team.  Final approv-
al rests with the District President, except in the case of a non-
recurring bonus that exceeds 5% of an individual’s annualized 
base salary.  A non-recurring bonus, in that case, must be submit-
ted for consideration by the Board of Trustees. 
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The effective date for a non-recurring bonus or merit increase will 
be on the regular September payroll following the final level of ap-
proval. 
 

 

Appeals shall be directed through DGBA(LOCAL). APPEALS 


