Prepared by O fice of Human Resources.
This replaces Adm nistrative Procedures A9.170
dat ed Cctober 1997.

April 2002

BOR PERSONNEL

A9. 170 PERFORMANCE EVALUATI ON OF ADM NI STRATI VE,
PROFESSI ONAL, AND TECHNI CAL ( APT) PERSONNEL

1. Pur pose

To i npl enent Board of Regents’ Policy, Evaluation of
Board of Regents Appoi ntees, Section 9-15, and
Executive Policy E9.203, Evaluation of Board of
Regents’ Appoi ntees. The purpose of the Performance
Evaluation is to give both the supervisor and the
enpl oyee the opportunity to review and di scuss

per for mance expectations and actual performance as
identified on the performance eval uati on form
Perfornmance evaluation is a continuous process which
benefits both the enpl oyee and the University.

2. bj ecti ves

a. To devel op on a systemm de basis a uniform and
consi stent enpl oyee performance eval uati on program
for APT enpl oyees;

b. To facilitate supervisor-enpl oyee di scussions
relative to enpl oyee work performance and to
acconplish this in a supportive climate;

C. To docunent information that nmay be used for
determ nati on of enpl oynent status, e.g., passing
probati on and acquiring enploynment security.

d. To provide the nechanismto recogni ze and docunent
performance awards for exceptional work performance;
and

e. To establish a standard eval uation period for al

APT enpl oyees.
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Applicability/ Responsibility

a.

This eval uation process is intended to apply to al
APT personnel appointed by the Board of Regents.

The Chi ef Executive Canpus O ficer or Oficial

Desi gnee shall be responsible for inplenentation of
t he performance eval uati on process within the
respective jurisdictions.

| medi ate supervisors shall be required to eval uate
t he individual work performance of APT personnel
under their supervision in accordance with the
gui del ines set forth bel ow

Supervi sors are expected to fulfill their
responsibility to conplete perfornmance eval uation
for each Adm nistrative, Professional or Technica
subordinate. Failure to fulfill this supervisory
responsibility may result in appropriate corrective
action.

Ref er ences

a. Board of Regents’ Policy, Section 9-15, Evaluation
of Board of Regents' Appoi ntees.

b. Executive Policy E9.203, Evaluation of Board of
Regent s’ Appoi nt ees.

C. Article 9 - Enploynent Security and Article 10, F -
Enmpl oynent Rights of the Unit 08 Coll ective
Bar gai ni ng Agreenent.

Princi pl es

a. It is inmportant to encourage and facilitate

supervi sor subordinate di scussions relative to

enpl oyee work performance and to acconplish this in
a supportive climate. Tinely and neani ngf ul

di scussi on between supervi sor and subordinate is a
necessary part of the eval uation process.

El ectroni ¢ conmuni cati ons should not be substituted
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for face-to-face di scussions between supervisor and
subor di nat e.

b. Supervi sors are encouraged to conduct periodic
di scussi ons on perfornmance expectations and results
and to provide positive reinforcenent and
recogni tion of outstanding achi evenents, as well as
to constructively discuss any needed performance
changes to neet performance expectations and support
the University’ s m ssion.

C. Enpl oyees are encouraged to di scuss the areas of
potential growth, skills enhancenent, and
opportunities to further engender job satisfaction,
career devel opnent and successful perfornmance.

Pr ocedur es

Formal performance eval uations shall be conducted in
accordance with the foll ow ng:

a. Eval uati on Peri ods
1) St andard Eval uation Peri od

The standard eval uation period for all APTs
shall be Novenber 1 to Cctober 31. Eval uations
of all APT enpl oyees shall be in conformance
with the standard eval uation period with
exceptions for evaluations arising fromthe
conpl etion of a probationary period or parti al
eval uations that do not conformwth the
standard eval uati on peri od.

Note: In conjunction with the initial

i npl ementation of this revised Adm nistrative
Procedure, a shortened rating period shall be
froma date determ ned and announced systemm de
by the System Director of Human Resources to
Cct ober 31.

2) Initial Probationary Enpl oyee Wthout Enploynent
Security
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An initial probationary enployee shall receive
t hree eval uations during the probationary
peri od:

a) On or before the end of the twelfth nonth
of service following the initial
appoi ntnent (covers 1st through 12th
nont h) ,

b) On or before the end of the twenty-fourth
month of service followng the initia
appoi ntnment (covers 13th through 24th
nont h), and

c) On or before the end of the thirty-sixth
month of service followng the initia
appoi ntment (covers 25th through 36th
nont h) .

Exanpl e:

If an individual is initially appointed on

4/ 1/ 94, the three-year probationary period wll
be through 3/31/97. The enpl oyee shall be

eval uated on or before 3/31/95, 3/31/96 and

3/ 31/ 97, respectively.

Enpl oyee Wth Enpl oynent Security

After an enpl oyee has gai ned enpl oynent security
in accordance with Article 9 - Enpl oynent

Ri ghts, Unit 08 coll ective bargai ni ng agreenent,

t he perfornmance eval uation shall be conducted

annual ly on or before the end of the standard

eval uati on peri od.

Enpl oyee Who Accepts Anot her APT Position

(a) An enployee with or without enploynent
security who accepts another APT position
shall be on probationary status for six (6)
nmont hs whi ch may be extended an additi onal
six (6) nonths by the enployer, in
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accordance with Article 9 - Enpl oynent
Rights of the Unit 08 collective bargaining
agr eenent .

(1) The enployee shall be eval uated on or
before the expiration of the six (6)
nmont hs probationary peri od.

(2) If the six (6) nonths probation is
ext ended, the enpl oyee shall be given
the reasons for the extension and the
eval uation shall be conducted on or
before the expiration of the extended
probati onary peri od.

An enpl oyee wi t hout enpl oynment security who
accepts a new APT position during the

enpl oyee’s initial probationary period nust
still satisfactorily conplete the three (3)
years initial probationary period required

for enpl oynent security.

(1) The six (6) nonths probationary period
for a new APT position shall be
concurrent and may overlap with the
three (3) years initial probationary
period but does not serve to extend
the three (3) years initial
probati onary peri od.

(2) An enployee who accepts a new APT
position shall be evaluated on or
before the end of the enployee’s
initial probationary period in
addition to being evaluated prior to
the end of the new six (6) nonths
probati onary peri od.

An overall rating of “Does Not Meet” during
t he enpl oyee’s six (6) nonths new

probati onary period nay adversely affect
the three (3) year initial probationary
rating for enploynent security.
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5) Enpl oyee Whose Performance Does Not Meet
Per f ormance Expectati ons

Whenever an enpl oyee’ s overall performance does
not mneet performance expectations, it is the
responsi bility and expectation of supervisors to
conplete a formal evaluation in accordance with
the APT El ectroni c Eval uati on Process for APT
Personnel (Attachment 1). However, the

supervi sor shall inform and discuss the

enpl oyee’ s performance with the appropriate
Dean, Provost, Director, or designee before
finalizing and di scussing the formal perfornmance
eval uation with the enployee, in accordance with
procedures set forth herein.

6) Partial Performance Eval uations

When an enpl oyee | eaves the position prior to
the conpletion of a schedul ed eval uation (e.g.,
initial probationary period, annual review or
probati onary period upon acceptance of a new APT
position), it is the responsibility of the
supervisor to conplete a partial performance
eval uation for the enpl oyee to eval uate
performance for the period up to the enpl oyee’s
separation fromthe position. It is not
necessary for a partial performance eval uation
to be conpleted if an evaluation was conpl eted
no nore than six (6) nonths prior to the date of
separation fromthe job

Oficial Evaluation Form

The el ectronic version of the APT Enpl oyee

Per f ormance Eval uati on Form (APT EPE Form
Attachnment 2) depicts the information generated by
the University on-line evaluation systemfor APT
personnel. The electronic version of the APT

Eval uati on Performance Form shall be used for

per formance eval uations and shall be the official
docunent ed eval uation form Use of this form does
not abrogate the need for face-to-face discussions
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bet ween the supervi sor and enpl oyee.

Revi ew of Position Description and Performance
Expect ati ons

Prior to or at the beginning of the eval uation
period, the supervisor shall neet with the enpl oyee
to review the official position description, work
assignments, and discuss the supervisor’s
expectations for the evaluation period. |If the
enpl oyee believes that the performance expectations
establ i shed by the supervisor are not consi stent
with the work assignnents and position description,
t he enpl oyee may request that the performance
expectations be reviewed for appropriateness by an
appropriate level of authority above that of the

i mredi at e supervi sor. Wen significant changes in
duties and responsibilities occur, the supervisor
Wil initiate revisions to the position description
in accordance with Adm nistrative Procedures A9.210
Cl assification and Conpensation Plan for

Adm ni strative, Professional and Techni cal

Per sonnel .

The enpl oyee’s official position description shal

be reviewed for currency and accuracy. |If a
redescription of the position is necessary, such
shall be submtted in accordance with Adm nistrative
Procedures A9. 210 C assification and Conpensati on
Plan for Adm nistrative, Professional and Techni cal
Personnel . The position description received by

O fice of Human Resources (OHR) shall be deened the
of ficial position description.

In the event that the enployee’ s duties and
responsibilities significantly change at any tine
during the eval uation period, good managenent
practice requires supervisors to discuss with the
enpl oyee those significant changes in duties and
responsibilities, work assignnments, and perfornance
expectations that will affect the performance
evaluation. |In addition, the supervisor should
provi de appropriate training and tinme for the
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enpl oyee to adjust to the changes in assigned duties
as determ ned by the supervisor.

d. Conpl et ed Eval uati ons

1)

2)

The i medi ate supervisor shall discuss the

eval uation, including any attachnents, with the
enpl oyee. The enpl oyee shall be offered the
opportunity to electronically sign (submt an
el ectroni ¢ acknow edgnent using the enpl oyee’s
personal UserlID) the evaluation formto indicate
that the evaluation has been discussed with the
enpl oyee, and that the enpl oyee was provided an
opportunity to attach explanatory remarks. The
enpl oyee' s el ectroni c signature does not
necessarily nmean that the enpl oyee agrees with
the evaluation; nor is the enployee required to
si gn.

After conpletion, the evaluation formwth any
attachnments shall be filed in the enpl oyee's

of ficial personnel file. One copy with any
attachnments, if applicable, shall be provided to
t he enpl oyee.

e. Per f ormance Rati ngs

1

2)

Eval uations for the standard eval uati on period
shall be the basis for a supervisor’s
recommendati on of a performance award and/ or in-
grade adjustnent. Recommendations for a
performance award and/ or in-grade adjustnent for
conti nuous periods of service other than the
standard eval uation period and that nmay involve
one or nore partial evaluations may be approved
provi ded that the evaluation period is deened by
the University to be essentially equivalent to

t he standard eval uati on peri od when ot her
eligibility criteria for a performance award are
satisfied.

Enpl oyee’ s Performance Exceeds Perfornmance
Expect ati ons
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When an enpl oyee’s work performance is rated
exceptional, the i medi ate supervisor nmay

nom nate the enpl oyee to receive a performance
award in accordance with procedures set forth
bel ow. An APT EPE Form shall be conpl eted. Any
comments and/ or feedback fromthe evaluation are
to be discussed by the supervisor with the

enpl oyee.

Enpl oyee’ s Perfornmance Meets Perfornmance
Expect ati ons

When an enpl oyee’ s overall perfornmance neets
per f or mance expectations, conplete an APT EPE
Form and di scuss any feedback fromthe
evaluation with the enployee. |If the enployee’s
overall performance rating is “neets
expectations,” and a program if it deens it
appropriate, nmay nom nate the enpl oyee for an
adj ust nent subject to satisfaction of
eligibility criteria as specified in A9. 210,
Section |11, Special Conpensation Adjustnents,
| n- grade Adj ust nent .

Enpl oyee’ s Performance Does Not Meet Performance
Expect ati ons

a) When an enpl oyee’ s performance does not
nmeet performance expectations, a fornal
eval uation reflecting a “Does Not Meet”
overall rating may be issued at any point
in time during the evaluation period or at
the end of an eval uation peri od.

b) Prior to effectuating a formal performance
evaluation reflecting a “Does Not Meet,”
rating supervisor is expected to have
revi ewed the performance expectations with
the enpl oyee at the start of the evaluation
period, nonitored the enployee’s work
performance during the eval uation period,
provi ded training as necessary, and
provi ded performance feedback to the
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enpl oyee on areas for inprovenent.

| f the supervisor still determ nes that an
enpl oyee’ s overall perfornmance does not
neet the performance expectations, a fornal
per f ormance eval uati on using the APT EPE
Form may be processed. However, the
supervi sor shall discuss the eval uation
with the respective Dean, Provost, Director
or designee prior to finalizing and

di scussing the formal evaluation with the
enpl oyee.

c) Wenever a rating of “Does Not Meet” is
determ ned, the supervisor shall provide
supporting rationale for the rating. It is
t he supervisor’s responsibility and an
expectation of a supervisor to discuss
performance feedback that may have been
noted during the eval uation period and
rational e for an enpl oyee’s evaluation is
to be discussed by the supervisor with the
enpl oyee.

Enpl oyee Wth Enpl oynent Security Wiose Perfornmance
Does Not Meet Performance Expectations -
Qpportunity to I nprove Performnce

When an enpl oyee with enpl oynent security has been
given a formal “Does Not Meet” performance

eval uation, the enployee shall be afforded an
opportunity to i nprove performance to a | evel that
nmeet s performance expectations.

1) The enpl oyee with enpl oynent security shall have
six (6) nonths to inprove performance to a | eve
that nmeets perfornmance expectations (perfornmance
i nprovenent period). If at the end of the six
(6) nonth inprovenent period, the enpl oyee’s
supervi sor determ nes that progress towards
i nprovenent is being made by the enpl oyee and
t he supervisor determ nes that an extension of
the inprovenent period will be in the best
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interest of the University and the enpl oyee, the
supervi sor may extend the inprovenment period for
an additional three (3) nonth period but not to
exceed a total of nine (9) nonths follow ng the
enpl oyee’ s recei pt of the “Does Not Meet”

per formance rati ng.

At the start of the six (6) nonths performance
i mprovenent period or extension thereof, the

i mredi at e supervi sor shall informthe enpl oyee
inwiting of: (1) the specific areas in which
t he enpl oyee’ s perfornmance does not neet

per f ormance expectations, (2) the expectations
and factors for inproving performance to the

l evel that “neets” performance expectations,
and (3) the duration (beginning and end dates)
of the performance inprovenent period of six
months. I n the event that the performance

i nprovenent period is extended the supervisor
shal | provide the duration (beginning and end
dates) of the three (3) nonth extension.

| f the enpl oyer determ nes, based on di scussions
with the enpl oyee with enpl oynent security, that
t he enpl oyee shall participate in training as
part of the enpl oyee’s perfornmance inprovenent
program the six (6) nonths performance

i nprovenent period shall commence foll ow ng
conpl etion of such training. The supervisor
shall work with the enpl oyee and nonitor the

per formance of the enpl oyee during the

per formance i nprovenent peri od.

It is the responsibility and expectation of a
supervisor to evaluate the enployee with

enpl oynent security upon conpletion of the
performance i nprovenent period or any extension
t her eof using APT EPE Form

a) | f the enpl oyee’s performance has not
improved to a | evel which neets the
performance expectations within the six (6)
nmont hs or any extension thereof established
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by the i medi ate supervisor, the enployer
shall initiate appropriate action.

For the enployee with enpl oynment security,
whose position classification has changed
from one career group to another career
group in the APT Cassification and
Conmpensation Plan during the eval uation
period i medi ately preceding the

per f ormance i nprovenent period, the

enpl oyee shall be provided an additional
nine (9) nonths beyond the initial six (6)
nont hs performance i nprovenent period and
any extension thereof. The additional nine
(9) nonths is for the purpose of inproving
t he enpl oyee’s job performance to neet

per f ormance expectations in the enployee’s
new career group, provided that funds are
avai l abl e for the enployee’s position and
that the position encunbered by the

enpl oyee continues to be authorized. At
the end of the fifteen (15) nonths or

ei ghteen (18)_nonths in the event that a
three (3) nonth extension of the

per formance i nprovenent period is deened
appropriate, the enployer shall initiate
appropriate action.

The six (6) nonths performance i nprovenent

period shall not be applicable to an enpl oyee

with enpl oynent security who is appointed to a

new APT position and is serving the six (6)
nont hs new probationary period or any extension

t her eof .

Enpl oyee Wt hout Enpl oynent Security Wose
Performance Does Not Meet Performance Expectations

I f the work performance of an enpl oyee wi t hout
enpl oynent security does not neet perfornance
expectations, the enployer shall initiate
appropriate action.
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h. Gui del i nes - Special Conpensation Adjustnent for
Per f or mance

1)

2)

Speci al conpensation adjustnents for perfornance
are subject to the availability of funding and
may be aut horized by the appropriate Chancell or
or Vice President, with no further del egation of
deci si on-maki ng authority for positions in Bands
A and B and by the Vice President for

Admi ni stration and Chief Financial Oficer via
System Director of Human Resources for positions
in Bands C and D, to recognize and reward
exceptional enployee performance during the
standard eval uation period. The perfornance mnust
have significantly and regul arly exceeded work
per formance standards particularly with regard
toreliability, initiative and overal
contribution on an on-goi ng basis, included
exceptional work performance that significantly
contributed toward advanci ng the objectives of
their work unit and the University, denonstrated
i magi nati ve and/ or creative solutions for
difficult or conplex problens and/or work
efforts that nmade significant inprovenents in
the work unit operations resulting in enhanced
ef ficiency and/or financial savings.

An enpl oyee may be considered for nom nation for
a performance award at the end of each standard
eval uation period provided the enpl oyee has net

all of the following criteria:

a) Recei ved an overall Exceptional Performance
Rating for the standard eval uati on period
for which the nom nation is nmade,

b) Has six (6) nonths service in the
enpl oyee’ s current position,

c) Was enpl oyed as an APT enpl oyee on July 1
or the cal endar year preceding the rating
peri od
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An enployee is not eligible to be nom nated or
receive a Performance Award if the enpl oyee:

a) | s subject to an enpl oynent agreenent that
may provi de ot her conpensation alternatives
inlieu of the performance awards addressed
herein, or

b) | s participating in another University
desi gnat ed denonstrati on project having
ot her performance awards criteria and/or
pr ocedur es.

c) Does not neet all of the eligibility
criteria cited in Subsection h above.

A performance award is not intended to
conpensate for alleged deficiencies in the

i ndi vi dual enpl oyee’s basic rate of pay based on
mar ket, equity, in-grade growh, or retention
consi derations. The anount of an award may be
determ ned in the context of the Special
Conpensati on Adjustnent - performance awards -
Benchmar ks (see Attachnent 3).

A performance award is not an automatic
entitlenent, but is a discretionary award, as
determ ned by the enployer, to an enpl oyee whose
per formance consi stently exceeds performance
expect ati ons.

The performance awards shall be paid as a single
| unmp- sum sti pend rounded to the nearest whole
dol lar in accordance with University rounding
rul es and shall be subject to the availability
of funding fromw thin a prograni s approved
budget al |l ocati on.

When cal cul ating performance awards as a | unp-
sum stipend, the follow ng shall be observed:

(Current nonthly salary) x (approved
percentage(e.g., 2% or 4%or 6%or 8%) =



0417eval

6)

7)

8)

9)

10)

A9. 170
Page 15

(anpbunt to be rounded up to the $.50 and
above to nearest whole dollar) x (12
months) = (total performance award to be
paid as a single |unp-sum sti pend)

The SCA performance award reconmendati on nust
i ncl ude the foll ow ng:

a) A certification that the enpl oyee neets the
SCA-PA criteri a.

b) Pertinent docunentation, statenents or
citations which support rating the
enpl oyee’ s performance as exceptional .

c) Certification of availability of funding by
t he Dean/ Provost/Director.

d) Any other relevant information or facts in
support of the request.

e) Conpl eti on and subm ssion of an el ectronic
nom nati on as described in the SCA-
Performance Award and/or |In-grade G owh
Adj ust nent Process Flow (see Attachnent 4)

Ef fective Dates of Awards: SCA-performnce
awards shall be effective beginning the first
pay period follow ng approval. The program
shall initiate appropriate action to authorize
paynment of the approved SCA- performance awards
at the appropriate tine.

Fundi ng of Award: Fundi ng for SCA-perfornmance
awards shall be the responsibility of the
program

Award for SCA-1n grade Adjustnment and SCA-
Perf ormance Awards shall not exceed a conbi ned
total of 8% of the enpl oyee’ s annual base pay.

The appropriate Chancellor or Vice President may
approve, nodify, or deny those requests
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subm tted for SCA-Performance Award for
positions assigned to Bands A and B. The Vice
President for Adm nistration and Chief Financial
Oficer my approve, nodify, or deny those
requests submtted for SCA-Perfornmance Awards
for positions assigned to Bands C and D. A copy
of the approved requests shall be forwarded to
t he exclusive collective bargaining
representative within ten (10) cal endar days of
the action taken by the respective_approving
authority.

SCA- Perf ormance Award shall be limted to once
during a standard eval uati on peri od.

Procedures - Special Conpensation Adjustnent for
Per f or nance

1)

A positively supported SCA-Performance Award
request initiated by the enpl oyee’s i nmedi ate
supervi sor may be submtted via the appropriate
Dean, Director or Provost or equivalent for
endorsenment or nodification to the appropriate
Chancel | or or Vice President.

a) The respective Chancellor or Vice President
shal | have authority to approve, nodify, or
di sapprove the request to include the
anount of adjustnent reconmended with
notation of the rational e/comments for
positions assigned to Bands A and B and
forward all approved requests to the System
Director of Human Resources. The Vice
President for Adm nistration and Chi ef
Financial Oficer via System Director of
Human Resources shall have authority to
approve, nodify, or disapprove requests to
i ncl ude the ampunt of adj ustnent
recommended with notation of the
rati onal e/ coonments for positions assigned
to Bands C and D

b) Al'l di sapproved requests with comments/
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rational e for disapproval shall be returned
to the appropriate submtting office.

2) The appointing authority shall initiate
appropriate action to effect paynent of the
approved Performance Award.
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Performance Evaluation System https://www.pers.hawaii.edu/hrin/pe...BulQqXuB484C4951535C494A507A0E@1630

University of Hawai'i: Performance Evaluation System
APT Employee Performance Evaluation Form

Position: 12345678, UH ADMINISTRATIVE OFF IV

Close Window

Employee's Name: Employee Name
School/College/Campus: Employee Department

Position Title: Employee Title

Position No.: 12345678

Pay Range and Step:

Last APT Date of Hire: 1/1/2001

Supervisor's Name/Title: Supervisor Name, Supervisor Title

The evaluation covers the period from 1/1/2002 to 1/31/2002.

PARTIAL EVALUATION
This employee is rated:
COMPETENCY: Exceptional
QUALITY: Meets
PRODUCTIVITY: Meets
OVERALL: Meets

ADDITIONAL COMMENTS:

Employee 12345678 has done a superb job in developing the University of Hawaii APT Performance Evaluation
System. The project was completed prior to the deadline and the migration to production was seamless.

©June 01, 2001 University of Hawai'i

lof1 4/17/02 4:05 PM



Special Compensation Adjustment - Performance Award - Benchmarks

Exceptional Performance: Demonstration of sustained performance that consistently exceeds the established
performance expectations set for the incumbent of the position inclusive of accomplishments that significantly enhance
and benefit the advancement of the goals, objectives and mission of the work unit, department and/or University._(Notes:
(1) A Special Compensation Adjustment - Performance Award (SCA-PA) is not an automatic entitlement, but is a
discretionary award to an employee whose performance consistently EXCEEDS performance expectations (2) An
employee who meets performance expectations, in essence,”gets to keep his or her job” and does not merit a SCA-PA)

PA Benchmark

2% | Exceptional Performance Criteria:

. Exceptional Performance characteristically (a) has a significant impact on the work unit’s ability to
meet or exceed organizational goals, objectives and mission and (b) must in and of itself be
distinguished from the performance of all other colleagues within the work unit; such that colleagues
and/or “customers,” if asked, would generally acknowledge that the nominated employee performed
exceptionally.

. The exceptional employee typically demonstrates successful, timely and comprehensive project
implementation and/or completion or significant accomplishment(s). , e.g. completion of a major
project or assignment.

. Accomplishments typically may include: (a) noticeable increase in the productivity and efficiency of
the unit, campus, or system;(b) consistent completion of additional work assignments beyond regular
work assignments and/or independent successful implementation of new ideas or related projects;
and/or (c) demonstrated exceptional service, attitude or effort.

Examples of exceptional performance that merits a 2% SCA-PA include:

. Documented successful completion of work projects and/or assignments resulting in positive financial
consequences; exceptional service to end users, work unit’s and/or University system resulting in
extreme customer satisfaction; or independent development of initiatives, projects or creative operating
solutions that enhanced the efficiency and effectiveness of the unit, campus and/or University system.

4% | Distinguished Exceptional Performance Criteria:

. Distinguished Exceptional Performance exceeds Exceptional Performance and characteristically (a)
has a substantial impact on the work unit’s ability to meet or exceed organizational goals, objectives
and mission; and (b) must in and of itself be so distinguished from the performance of all other
colleagues within the work unit that the supervisor regards the nominated employee’s performance as
setting the hallmark standard in determining exceptional performance within a school, college or its
organizational equivalency. In addition, colleagues and/or “customers,” if asked, would generally
acknowledge that the nominated employee’s performance was deserving of designation as
“distinguished.”

. Work performance that included one or more of the following characteristics: sustained performance
that (a) far exceeded the expected level of productivity, (b) significantly contributed to the overall
efficiency and/or (c) significantly enhanced the effectiveness of the unit, campus or University system;

. Accomplishments typically may include: (a) the successful self initiation and completion of major
projects, (b) programmatic systems changes that required personal commitment to resolve complex
technical, operating and/or technical/user interface issues that permitted the unit, campus or system
to achieve major program goals and objectives or resulted in significant cost savings or efficiency; or
(c) the acceptance of responsibility for and attainment of significant achievements in “high risk” or
“high visibility” assignments or projects.

Examples of Distinguished Performance that merits a 4% SCA-PA include:

. Documented work products or consequences resulting in a direct impact on the productivity of a work
unit, campus, system that directly resulted from the sustained superior performance of the employee;
examples of major projects, programmatic changes that required a significant personal commitment to
self initiate effective and efficient complex solutions to unanticipated policy, procedural, operating
and/or programmatic/customer interface issues.

0411bnch: University of Hawai‘i - APT Performance Award ©2001 University of Hawaii



PA Benchmarks

6% | Very Distinguished Exceptional Performance Criteria:

. Very Distinguished Exceptional Performance exceeds the Distinguished Exceptional Performance and
characteristically (a) has a substantial impact on the work unit’s ability to meet or exceed
organizational goals, objectives and mission and (b) must in and of itself be so distinguished from the
performance of all other colleagues within the work unit that the supervisor regards the nominated
employee’s performance as setting the hallmark standard in determining exceptional performance on a
campus-wide basis. In addition, colleagues and/or “customers,” if asked, would generally
acknowledge that the nominated employee’s performance was deserving of designation as “very
distinguished.”

. Accomplishments may typically include one or both of the following: (a) unprecedented and highly
regarded service and consultation to end users, work unit, campus and/or system or (b) development
of positive and highly visible initiatives which markedly increased efficiency and effectiveness of the
unit, campus and/or University system.

Examples of Very Distinguished Performance that merits a 6% SCA-PA include:

. Documented leadership, individual creativity and initiative that surpassed expectations and directly
resulted in outcomes that enabled the unit, campus, and/or systems productivity (i.e., substantive
accomplishment(s) which led to a major breakthrough on a research project - directly impacting the
research project and/or substantive accomplishment(s) which directly increased the efficiency and
effectiveness of a unit, campus and/or University, etc.).

8% | Highest and Rare Level of Exceptional Performance Criteria:

. Highest and Rare Level of Exceptional Performance exceeds Very Distinguished Exceptional
Performance and characteristically (a) has a substantial impact on the work unit’s ability to meet or
exceed organizational goals, objectives and mission and (b) must in and of itself be so distinguished
from the performance of all other colleagues within the work unit that the supervisor regards the
nominated employee’s performance as setting the hallmark standard for exceptional performance on a
system-wide basis and consequently such an employee may be considered for nomination as
candidate for University Employee of the Year. In addition, colleagues and/or “customers,” if asked,
would generally acknowledge that the nominated employee’s performance was deserving of
designation at the “highest and rare level.”

. Work performance included documented accomplishments with the assumption of personal
responsibility for the direct delivery or delivery of outcomes by other subordinate professional that
required: (a) risk-taking, ingenuity and persistence to resolve issues or the design and install new
systems that integrated subsystems involving users or systems with conflicting priorities and interests;
(b) initiation of new and unprecedented and highly regarded service and consultation to end users, work
unit, campus and/or system, and/or; (c) the development of highly visible and recognized initiatives
which resulted in markedly increased efficiency and effectiveness of the unit, campus and/or University
system resulting in substantive positive impact on the work unit, campus and/or University’s
established goals and objectives.

Examples of the Highest and Rare Exceptional Performance that merits a 8% SCA-PA include:

. Highest caliber of accomplishment which typically would warrant recognition of the individual as a
nominee for University Employee of the year based on the employee’s work performance and
contribution to the work unit, campus and/or University.

Note: The illustrative examples cited above are for ease of reference and should be used as convenient guides only, not
as absolute standards. Eligibility for SCA-PA are subject to the established criteria (listed below). The granting of any
SCA-PA shall be subject to the availability of funding.

SCA-PA - Eliqibility Criteria (Note: All three criteria must be met to qualify)

1) Must have been employed for at least six (6) months in current position.
2) Must have received an “Exceptional” performance rating.
3) Must have been nominated by the supervisor.
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SCA-Performance Award (SCA-PA) or In-grade Adjustment (SCA-In-grade) Process Flow
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