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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-te 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.

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,
guantity, and/or timeliness.
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The following eligibility requirementsstiputations 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-er-fera-meritbonus.

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-guidelinesforfaculty-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
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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 strateqic plan:
1. Goals
2. Achievements
3. Performance Indicators, such as Essential Job Functions and

Demonstration of Core Values

DPEANS-AND

LEADERSHIP TEAM

PROCESS

PERFORMANCE

APPRAISAL
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RATING
EMPLOYEE
PERFORMANCE
PROCESSING
INCREASES
PROCESSING OF j /
MERIT-BONUSES executive that consistently-exceeds performance standards-and for
EMPLOYEE
RECOGNITION AND
MERIT COMPENSATION
PURPOSE 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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GENERAL Merit awards generally fall into two (2) categories: non-recurring
GUIDELINES bonuses and other forms of recognition (such as days off, letters of

TYPES OF AWARDS

NON-RECURRING
BONUS

OTHER FORMS OF
RECOGNITION

CONDITIONS

SUPPORTING
DOCUMENTATION

APPROVAL

EFFECTIVE DATE

First Reading: 5/26/2015

DLA(LOCAL)-X

commendation, plagues, 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, plagques, 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.

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

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

e 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 Appeals shall be directed through DGBA(LOCAL).
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