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A. General Statement 

 

An effective performance evaluation process recognizes and rewards excellent 

performance and addresses areas for improvement.  The process should promote dialog 

between the employee and supervisor, and should provide an opportunity to clarify 

individual departmental and institutional goals, revise individual job descriptions, 

emphasize areas of importance and identify new directions, improve individual 

performance and provide a basis for planning individual growth and development.  The 

Administrator’s immediate supervisor is responsible for providing evaluations for all 

Full-time Exempt Personnel, preferably on an annual basis.  Employees who report 

directly to the President (e.g. VPAA, Vice-presidents) are evaluated by the President.  

The President is evaluated by the Board of Trustees. 

 

B. Schedule for Evaluations 

 

1. Evaluation Period.  The evaluation period shall generally be May 1 through April 

30.  Supervisors may conduct a preliminary performance review for a new 

employee between three and six months after initial employment. 

 

2. Ongoing Process.  Performance reviews may be conducted at any time under 

special circumstances, such as a substantial change in the employee's assignment 

or a change in the level of performance. 

 

C. Responsibilities of All Exempt Personnel 

 

1. Highest Quality Service.  All Exempt Personnel share a common obligation to 

provide service of the highest quality to the University.  In this connection, 

Exempt Personnel are encouraged to utilize all available resources, both internal 

and external to the University, to the extent feasible and desirable and within the 

framework of established policy. 

 

2. Fulfill Position Responsibilities.  Each member of the Exempt Personnel has been 

appointed to a professional position and has accepted the responsibilities of that 

position.  Each is expected to fulfill the responsibilities of the position as the first 

duty and highest priority in service to the University. 

 

3. Standards of performance for Exempt Personnel are included in individual job 

descriptions and the performance evaluation documents.  Where appropriate, the 

supervisor may add performance factors which are not listed in the performance 

evaluation document. Unacceptable conduct is considered below standard, 

without requiring specific reference in the job description or evaluations. 
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4. Unacceptable conduct includes, without limitation, the conduct listed as "cause" 

for involuntary termination of Faculty, enumerated in the Termination section of 

this Handbook.  Reference to these examples of unacceptable conduct does not in 

any way imply that cause is needed in order to terminate Exempt employees.  

Exempt employees are employees-at-will and may terminate their employment or 

be terminated with or without cause or prior notice.  Nothing contained in this 

policy or in the evaluations given pursuant to this policy can change the 

employment-at-will status for Exempt employees. 

 

D. Performance Planning.  A performance planning meeting for new Exempt employees is 

desired within 60 calendar days after employment begins.  For continuing Exempt 

employees, performance plans for the upcoming evaluation period should take place 

concurrently with the annual evaluation of the previous year's performance. 

 

E. Evaluation.  Standards of performance for Exempt Personnel are included in individual 

job descriptions and the performance evaluation document.  Where appropriate, the 

supervisor and employee may add performance factors which are not listed in the 

performance evaluation document. 

 

F. Performance Ratings.  The Performance Ratings for Exempt Personnel are as follows: 

 

1. Excellent.  Evidence convincingly demonstrates that the employee has made 

exceptional contributions in the areas of responsibility and would clearly be 

recognized as an outstanding employee as compared to other Exempt Personnel. 

 

2. Highly Proficient.  Evidence clearly demonstrates that the employee has made 

significant contributions in the areas of responsibility and is considered highly 

skilled in that area. 

 

3. Proficient.  Evidence demonstrates the employee meets minimum expectations 

and had made modest contributions in the areas of responsibility. 

 

4. Below Standard.  Evidence demonstrates the employee's contributions are below 

accepted standards in the areas of responsibility.  A need for improvement is 

clearly indicated.  The level of contribution does not justify any salary increase 

and may jeopardize continued employment with the University. 

 

G. Disputes.  Exempt Personnel who dispute their evaluation may submit written comments 

to their supervisor within seven (7) calendar days after receiving the evaluation, stating 

any requested relief.  These comments will be included in the employee's personnel file.  

If the supervisor does not grant the requested relief within the next (7) calendar days after 

receiving the comments, the supervisor's decision will be final unless the employee 

submits a written appeal within the next seven (7) calendar days to the appropriate Vice 
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President, stating the basis for appeal, the requested remedy and including a copy of the 

evaluation and employee's written comments provided to the supervisor.  If the Vice 

President is the employee's immediate supervisor, then the appeal must be submitted to 

the President instead of the Vice President.  Within fourteen (14) calendar days, the Vice 

President or the President (whichever is appropriate), shall give notice of his or her 

decision regarding the disputed evaluation and requested remedy.  The decision of the 

Vice President or President (whichever is appropriate) shall be final, unappealable and 

nongrievable. 


