Procedure Numb 6.7P
Employee Performance rocedure Number

Management Procedure Effective Date 11/10/2021

1.0 PURPOSE

The purpose of this procedure is to document the College’s process for evaluating the job performance of
all full-time LCCC employees.
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D. Core Values — Inherent to the cultural fabric of our campus, LCCC’s Core Values are articulated in
the Strategic Plan. These Core Values serve as the foundation for standards and expectations of
employee behavior and govern what is deemed most important when it comes to the way we
treat others in our work environment.

E. Evaluation Phase Ill — This is the final stage of the performance evaluation cycle. This is the time
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O. Protected Leave — Leave that may consist of FMLA, ADA, Workers Compensation. Military leave,
jury duty, or other leave protected by state or federal law.
P. Rating Scale — A performance rating scale allows a rater to provide a qualitative (semantic)

indicator reflecting an employee’s level of job performance success.
Q. Supervisor Review — A performance evaluation completed by the first-line supervisor of an

employee.

R. Second-level Review — A review of a performance evaluation by the supervisor of the first-line
supervisor who initially completed the evaluation.

S. Third-level Review — A review of a completed performance evaluation by Human Resources.

5.0 PROCEDURES
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7.0 When an employee is unable to sign off on their final evaluation for any reason other than protected
leave, the following steps should occur, the supervisor should complete the form as they would for
any direct report. The supervisor should be sure to add “Employee unavailable to acknowledge
receipt” to their overall comments at the end of the form and then submit it to HRThe supervisor
should notify HR and provide the rationale. HR will finalize the evaluation steps and record the
evaluation.

8.0 Change Requests: Supervisors will submit a change request form for out-of-cycle processes such as
transfers, departures, promotions, demotions, etc. The previous supervisor completes the
Performance Evaluation Change Request Form as part of the Separation Checklist and submits it to
Human Resources. The form is found on the HR SharePoint site. Previous supervisor and new
supervisor hold performance evaluation handoff meeting (prior to new role start date). New
supervisor and employee review position description (first week). Performance expectations
associated with the employee’s new role should be discussed and any related employee questions
addressed. The employee should be provided with a copy of his or her position description.

9.0 New Employee Performance Evaluation Process. Within the first week of starting employments at
LCCC, every new employee should attend the online system orientation session with HR. Employee
creates online profile within system. Supervisor and new employee review their position description
within the first week. Supervisor and new employee establish performance goals within 30 days of

their start date.
REQUIRED APPROVALS NAME/SIGNATURE ‘ DATE ‘
Originator(s) Name(s) Tammy J. Maas, Executive EQ
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