Long Beach Community College District

Manager Performance Evaluation

Procedural Information


Statement of Philosophy
The Performance Evaluation Procedure is designed to improve District services by: 

1. establishing a system for setting individual goals and objectives on an annual basis.
2. assessing the degree to which those goals and objectives were met.

3. conducting an annual comprehensive evaluation of performance.

Evaluations will be in written form and will follow the prescribed format.  All managers will receive copies of the College’s Education Master Plan and the Board of Trustee’s, the Superintendent-President’s and the immediate supervisor’s goals.  Completed evaluation forms will become a part of the manager’s permanent personnel file.  
Introduction to the Evaluation Process

Purpose:  
1. Recognize excellence.

2. Provide rationale for decisions on retention, non-retention or reassignment.

3. Identify areas of performance needing improvement.

4. Identify areas for general management development training.

Evaluation Cycle:  

All employees holding a manager/supervisor or administrative appointment shall be evaluated annually by their immediate supervisor.  Completed evaluations must be submitted to Human Resources no later than January 15 of each calendar year.

Role of the Performance Evaluation in Employment/Assignment:  
Although the evaluation process is an integral part in decisions on retention, non-retention, or reassignment of managers, it should be noted that such decisions are based upon the needs of the District and are reserved for the Board of Trustees.  These actions need not be based upon performance evaluations and shall not be affected by failure to adhere to specific procedural steps in the evaluation process or by the lack of one or more evaluations required by this document.

Annual Performance Evaluation Procedures
1. Manager (Evaluee) Notification  

· Supervisor schedules initial performance evaluation meeting.

· Manager receives an Employee Performance Evaluation Packet to utilize as a basis for developing next year’s manager objectives. The packet contains:  the Performance Evaluation Procedures, the Performance Evaluation Forms, the College’s Education Master Plan goals, the Board of Trustees’ goals, and the Superintendent-President’s goals.
2. Initial Performance Evaluation Meeting

· Supervisor reviews the performance evaluation process which includes an overview of the goals of the College’s Educational Master Plan, the Board of Trustees, the Superintendent-President, and the supervisor. 

· Manager is charged with developing objectives (for upcoming year) that are aligned with the aforementioned goals.  
· Supervisor and manager collaboratively discuss developing the manager’s objectives.

· Supervisor directs the manager to prepare and return a draft of his/her objectives to the supervisor within two weeks of the initial performance evaluation meeting.

3. Supervisor Preparations for Final Meeting

· Supervisor receives manager’s first draft of his/her objectives (within two weeks of initial meeting).
· Supervisor reviews and, if necessary, revises manager’s objectives.

· Supervisor completes the three part performance evaluation form which includes both the evaluation of the previous year’s objectives and the proposed objectives for the upcoming year.
· Supervisor schedules the final performance evaluation meeting.
       4.   Final Performance Evaluation Meeting   
· Supervisor and manager establish the manager’s final objectives.
· Supervisor discusses the manager’s performance evaluation.

· Manager is provided with an opportunity to respond and comment in writing.  

· Supervisor and Manager sign off on the documents

5.   Final Performance Evaluation Documents 
· Due to Human Resources by January 15.  
Please Note:  All managers must be evaluated a minimum of once a year.
Manager Objectives
Although the setting of objectives is an interactive process, its context is essentially framed by the direction set in the college’s Educational Master Plan.  The goals and strategies set in the Plan guide the college’s collaborative efforts for improvement in relation to its mission.  Thus, the supporting goals adopted by the Board of Trustees for itself, and the Superintendent’s President’s goals developed in consultation with the Board of Trustees, model how each role and area aligns with the college direction.  Executive level managers who report directly to the Superintendent-President develop a set of management objectives that cover their area(s) of responsibility and are in concurrence with the Plan.  Development of said objectives is made in consultation with the Superintendent-President.  Collegiality and coordination are the hallmarks of successful goal development and implementation.  

Thus, the objectives developed by each manager in their area of responsibility should integrate specific unit development needs with the direction the college is taking.  What is achievable with existing resources depends on increased coordination, collaboration, creativity, leadership, and resources sharing.  Some of the unit objectives may overlap, but the final agreed-upon objectives will ensure that the manager and supervisor will periodically review the progress, related budget constraints, and any additional short-term objectives that must be accomplished.  Annual progress is marked by the impact of the results.

The number of objectives established will vary depending on the supervisor, manager, the amount of risk-taking involved, and the resources available.

Guidelines for Developing Objectives:

· Tie objectives to college goals, where appropriate.

· Start with an action verb.

· Specify a single key result.

· Specify a target date for accomplishment.
· The objective relates directly to the accountable manager’s role and responsibilities and to higher-level roles, responsibilities, and objectives.

· The objective is understandable by those who will be contributing to its attainment.

· The objective is realistic and attainable, yet represents a significant challenge.

· The objective is consistent with resources available.

· If complex, the objective lends itself to the development of an action plan that details what, why, who, were, when, and how.

· Separate objectives into (1) outcome objectives (those that have concrete, measurable results in terms of effectiveness); and, (2) process objectives (those which are continuing, important but may be difficult to measure in terms of direct impact, but contribute to efficiencies of operations.)
Responsibilities of Individual Managers
1. Interdependence of Operation – Managers endeavor to operate as a team, recognizing that any action by one manager has an impact on others.

2. Authority – Managers are authorized to make judgments and decisions which commit the college to various courses of action within the scope of their position descriptions.

3. Team Management – Managers are an integral part of the total college operation that participate in and contribute to the broad educational and support processes.  Managers must work together in the planning stages of college-wide programs for effective implementation, solution of problems, and the attainment of high quality in all services delivered.

4. Cost Effectiveness – Managers are responsible for integrating and coordinating all programs and services used that respond to program users and broad management needs of the college within a fiscally responsible environment.

5. Planning and Awareness – Managers are responsible for anticipating and responding to needs and problems, many of which are not covered by existing policy or guidelines and which require the development of new programs, techniques, or other innovative methods.

6. Competence – Managers are expected to possess the knowledge, skills, and abilities in their field of expertise to understand and to implement the principles and concepts underlying the program, to administer it effectively, to communicate its value to others, and to encourage colleagues to provide necessary courses of action for program support.
7. Collaboration and Networking – Managers develop procedures and/or recommendations through collaboration with staff and other areas, and through networking with constituent groups as appropriate to reach consensus that underscores the interest(s) of the District.
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