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Colorado Community College System

Administrative/Professional Technical Pay-For-Performance Procedure

Beginning July 1, 2000, the exempt administrators, contract professional staff, and technical and professional education staff employed by the System Office will be evaluated utilizing this pay-for-performance based procedure.  (See SP 3-45)  It is the purpose of this procedure to establish a pay system, which will promote excellence within the system and optimize our potential to achieve system and individual goals and objectives.  

Following are the guidelines, which govern this procedure:

Initial Salary Placement

The hiring supervisor will recommend salary placement of new hires.  The hiring supervisor must consider the following criteria in developing a recommendation for the salary:

· Expertise/Experience

· Education

· Internal Equity

· Budget (Personnel Requisition form must be completed prior to start of hiring process. This form verifies amount and availability of funding.)

Prior to making the salary offer, the hiring supervisor must consult with and present the proposed offer and the rationale behind the offer, to the appropriate Vice President or Next Level Supervisor, and the Director of Human Resources.
Annual Performance Evaluation

The Performance Rating Cycle shall begin June 1 of each year and end on May 30 of the following year.  The Performance Evaluation Cycle consists of three stages:

· Planning – Supervisors and employees should meet to establish Goals and Objectives and to develop and review a plan of work for the evaluation period.  The job description should be reviewed and expectations clearly defined for the employee.  In addition, establish with the employee how the performance criteria will be measured.

· Coaching and Feedback – Throughout the evaluation period, the supervisor and employee should meet to discuss progress toward the plan of work.  

· Final Evaluation - All performance evaluations must be in narrative form and must address the following performance areas:

· Goals and Objectives – Evaluate the extent to which the employee accomplished established objectives for the evaluation period.  The evaluation should include the relevance of the objective to the overall system or division goals.

· Managerial/Behavioral Characteristics – Provide information on the extent to which the employee exhibited or failed to exhibit one or more of the following, or other relevant characteristics:

· Adaptability, Flexibility, Creativity

· Problem Analysis, Decision Making

· Planning, Organizing and Coordinating

· Initiative Exercised

· Ability To Communicate With Others

· Ability To Delegate, Follow-Up, Control

· Other  Characteristics Related To Job

· Supervisory Characteristics (If Applicable) – In addition to the Managerial Characteristics listed above, supervisors should consider the employee’s selection, training, delegating, communicating with, evaluating, and day-to-day supervision or work direction of any subordinate staff. 
· Professional Contributions and Accomplishments – Note any special accomplishments or contributions to their profession.  (E.g. professional memberships, honors/awards, continuing education, etc.)

· Strengths Exhibited – Make a statement describing the employee’s strengths.

· Area (s) for Improvement – Make a statement identifying area(s) of performance in need of improvement. (Mandatory for an overall rating of Needs Improvement.)

· Summary Rating – Provide a statement describing the overall performance of the employee.  One of the following rating levels must then be assigned to the employees overall performance:

· Meritorious

· Exceeds Expectations

· Meets Expectations

· Unsatisfactory

· Signatures- Each final evaluation must be signed and dated by the supervisor and employee and the original copy must be  forwarded to the Director of Human Resources for retention in the official personnel file of each employee.  Evaluations must be completed and returned to HR no later than July 1 of each year.  

Payout Model

The pool of money available for performance based increases will be determined by system office executive staff.  

· The total pool of money will be distributed to each administrative unit as a percentage base of its total payroll. (President’s Office, Fiscal, Legal Affairs/Human Resource, Computer Services, Educational Services)

· The President/Vice-President of each administrative unit will determine how to distribute the pool of dollars among their employees based on performance.

· Employees receiving a rating of Unsatisfactory are not eligible for a performance award.

Performance Level Definitions

1. Meritorious – (Distinguished, Exceptional, Outstanding)  This rating should be given only to the very few whose performance is sustained and outstanding when compared with overall job requirements.

· Displays an exceptional ability to adapt to change

· Significantly exceeds the qualitative and quantitative standards

· Displays a complete mastery of all phases of a job

· Exceptional and extraordinary attainment that exceeds the highest standard of performance in all key result areas

· Consistently displays a  positive attitude toward others

· Performance is clearly distinguished and the very best that can be attained

· Effectively interfaces with co-workers in own and other groups

· Contribution and achievement consistently and significantly exceeds the requirement

· Has highly developed and effective interpersonal skills

· Assignments are accomplished in an exceptional manner with minimal direction

· Contributions are visible, measurable, and acknowledged by supervisors as well as peers/colleagues

· Demonstrates exceptional skills required to perform the job

· Displays ability to analyze facts and circumstances

· Showing excellent problem-solving ability

2. Exceeds Expectations – (Commendable, Excellent, Superior)

· Adapts to change easily

· Performance goes beyond the reasonable position requirements and exceeds normally expected results

· Demonstrates a high degree of initiative and depth of knowledge

· Consistently demonstrates significant and lasting achievements which meaningfully impact the organization

· Works effectively as a part of a team, contributing to overall group performance

· Assignments are accomplished in a highly effective manner with only general guidance and direction

· Displays effective interpersonal skills

· Has mastery of the skills required to perform the job

3. Meets Expectations – (Fully Competent, Good, Satisfactory)

· Meets required standards and expectations

· Performance fully satisfies the requirements of the job

· Capable and qualified; delivers competent performance in a satisfactory and professional manner

· Consistently meets expected results criteria for quality and quantity of work

· Assignments are accomplished effectively with a  normal amount of direction

· Works well with co-workers and in group settings

· Demonstrates competent skills required to perform the job

· Displays a positive attitude toward others

· Displays an ability to adapt to change

· Interpersonal skills meet expected norms

4. Unsatisfactory – (Provisional, Needs Improvement, Below Expectations, Unacceptable, Marginal)

· Performance is inconsistent and falls short of what is expected

· Fails to meet standards and job expectations

· Ineffective in group activities

· Does not adapt to change easily

· A need for further improvement is clearly recognized, identified, and must occur immediately

· Employee requires more than normal amount of coaching, guidance and direction

· Managerial/technical/professional skills are of some detriment to performance

· Interpersonal Skills need improvement; does not work well with others
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