Prepared by O fice of Human Resources.
This is a NEW Procedure.

Cct ober 1997

BOR PERSONNEL

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

1. Pur pose

To i npl enent Board of Regents’ Policy, Evaluation of Board
of Regents Appointees, Section 9-15, and Executive Policy,
E9. 203, Eval uation of Board of Regents’ Appointees. The
pur pose of the Performance Evaluation is to give both the
supervi sor and the enpl oyee an opportunity to review and to
di scuss the individual's perfornmance and performnce
expectations and factors as identified on the perfornmance
eval uation form Performance evaluation is a continuous
process which benefits both the enpl oyee and the University.

2. bj ect i 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 performance and to acconplish this in a supportive
climate; and

C. To docunent information that nmay be used for
determ nation of enploynent status, e.g., conversion
from probationary to enpl oynent security.

3. Applicability/ Responsibility

a. This eval uation process is intended to apply to all APT
personnel appointed by the Board of Regents. UH Form
70, APT Enpl oyee Performance Evaluation Form w il be
used for the eval uation.

b. The Chi ef Executive Canmpus O ficer or Oficial Designee
shal | be responsible for inplenentation of the
per formance eval uation process within their own
jurisdictions.
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| medi ate supervisors shall be required to evaluate the
i ndi vi dual work performance of APT personnel under
their supervision, in accordance with the guidelines
set forth bel ow

Ref er ences

a.

Board of Regents’ Policy, Section 9-15, Evaluation of
Board of Regents' Appointees.

Executive Policy, E9.203, Evaluation of Board of
Regents' Appoi nt ees.

Article 9 - Enploynent Security, and Article 10, F -
Enmpl oynent Rights, Unit 08 U H Admnistrative,

Pr of essi onal and Techni cal Enpl oyees Col |l ective
Bar gai ni ng Agreenent.

Pri nci pl es

a.

It is inportant to encourage and to facilitate

supervi sor-enpl oyee di scussions relative to performnce
and to acconplish this in a supportive climate. Tinely
and neani ngful di scussi on between supervisor and

enpl oyee is a necessary part of the eval uation process.

Supervi sors are encouraged to conduct periodic

di scussi ons on performance expectations and results,
and to provide positive reinforcenment and recognition
of outstanding achievenents, as well as to
constructively discuss any needed performance changes
to support the University’ s m ssion.

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 performance.

Pr ocedur es

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

a.

Eval uati on Peri ods

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

a) On or before the end of the twelfth nonth of
service followng the initial appointnment
(covers 1st through 12th nonth),

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

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

Exanpl e:

If an individual is initially appointed on 4/1/94,
the three-year probationary period will 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.

Enmpl oyee Wth Enpl oynent Security

After an enpl oyee has gai ned enpl oynent security
in accordance with Article 9 - Enploynent Rights,
Unit 08 coll ective bargaining agreenent, the

per formance eval uati on shall be conducted at | east
once every three years based on the enpl oyee’s
date of hire. The three (3) year period is

cal culated fromthe enployee’'s date of last hire
into bargaining unit 8.

Enmpl oyee Who Accepts Another APT Position

An enpl oyee with or w thout enploynent security
who accepts anot her APT position and is placed in
a new probationary status for six nonths in
accordance with Article 9 - Enpl oynent Ri ghts of
the Unit 08 collective bargaining agreenent, shall
be eval uated on or before the expiration of the
si x nmonths probationary period. |If the six nonths
probation is extended for another six nonths, the
enpl oyee shall be given the reasons for the
extension and the eval uati on shall be conducted on
or before the expiration of the extended
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probati onary peri od.

An enpl oyee without employment security who
accepts a new APT position during the enpl oyee’s
initial probationary period nmust stil
satisfactorily conplete the three years initial
probationary period required for enploynent
security. The six nonths probationary period for
a new APT position may overlap with the three
years initial probationary period but does not
extend the three years initial probationary

peri od. An enpl oyee who accepts a new APT
position may be eval uated on or before the end of
the enpl oyee’s initial probationary period in
addition to being evaluated prior to the end of

t he new si x nonths probationary period. An
overall rating of “Does Not Meet " during the
enpl oyee’ s six nonths new probationary period may
adversely affect the overl apped three years
initial probationary rating for enploynment
security.

Enmpl oyee Whose Perfornmance Does Not Meet
Per f or mance Expectati ons

Whenever an enpl oyee’ s overall performance does
not neet performance expectations, a fornal

eval uation may be processed using UH Form 70.
However, the supervisor shall informand discuss
t he enpl oyee’s performance with the appropriate
Dean, Provost, Director, or designee before
finalizing and di scussing the formal performance
eval uation wth the enployee, in accordance with
procedures set forth herein.

Parti al Performance Eval uati ons

VWhen an enpl oyee | eaves the position prior to the
conpl etion of a schedul ed evaluation (e.g.,

initial probationary period, triennial review or
probati onary period upon acceptance of a new APT
position), the supervisor should conplete a
partial performance evaluation for the enployee to
eval uate performance for the period up to the

enpl oyee’ s separation fromthe job. It is not
necessary for a partial performance evaluation to
be conpleted if an evaluati on was conpl eted no
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nmore than six nonths prior to the date of
separation fromthe job position.

Oficial Evaluation Form

UH Form 70, APT Enpl oyee Performance Eval uati on Form
shal | be used for performance eval uati ons.

Revi ew of Position Description and Performance
Expect ati ons

Prior to or at the beginning of the evaluation period,
t he supervisor shall neet with the enpl oyee to review
the official position description, work assignnents,
and di scuss the supervisor’s expectations for the

eval uation period. |If the enployee believes that the
per formance expectations established by the supervisor
are not consistent with the work assignnments and
position description, the enployee may request that the
performance expectati ons be reviewed for

appropri ateness by an appropriate | evel of authority
above that of the imredi ate supervisor

The enpl oyee’ s official position description shall 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. 250,
Position Description for APT Personnel.

In the event that the enployee’ s duties and

responsi bilities 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,
wor k assi gnnments, and performance expectations that

will affect the performance evaluation. In addition,

t he supervisor should provide appropriate training and
time for the enployee to adjust to the changes in
assigned duties as determ ned by the supervisor.

When significant changes in duties and responsibilities
occur, the supervisor wll initiate revisions to the
position description in accordance with Adm nistrative
Procedures A9. 250, Position Description for APT
Personnel . The position description received by Ofice
of Human Resources (OHR) shall be deened the official
position description.



d.

e.

A9. 170
Page 6

Conpl et ed Eval uati ons

1)

2)

The i nmedi at e supervi sor shall discuss the

eval uation, including any attachnents, with the
enpl oyee. The enpl oyee shall be offered the
opportunity to sign the evaluation formto

i ndi cate that the evaluation has been di scussed
with the enpl oyee, and that the enpl oyee was

provi ded an opportunity to attach expl anatory
remarks. The enpl oyee's signhature does not
necessarily nmean that the enpl oyee agrees with the
eval uation; nor is the enployee required to sign.

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

of ficial personnel file. One copy wth any
attachnments, if applicable, shall be provided to

t he enpl oyee. The evaluation form (UH Form 70)
attached to this admnistrative procedure is the
official formto be used and may be reproduced and
shal | be used to conduct perfornmance eval uations.

Per f or mance Rati ngs

1)

Enpl oyee’ s Performance Exceeds Performance
Expect ati ons

a) When an enpl oyee’s job performance is
out standing or warrants special recognition
or conmendation, the imedi ate supervisor may
prepare a |letter of commendation at any tine
or in conjunction with the conpletion of a
formal performance evaluation. The letter of
commendat i on shoul d descri be the basis,
(e.g., nature of outstandi ng perfornmance,
speci al acconplishnments, etc.) for
determ ning that the enpl oyee’ s job
per formance has been outstanding. The letter
of commendati on shoul d be addressed to the
enpl oyee and a copy placed in the official
personnel file.

b) When t he enpl oyee has acconpli shed
significant achievenents, the supervisor nmay
notate such in the Comments colum on UH Form
70.
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Enpl oyee’ s Performance Meets Perfornmance
Expect ati ons

When an enpl oyee’ s overal |l perfornmance neets

per formance expectations, conplete UH Form 70 in
accordance with the procedures prescribed herein.
Any conments witten on the UH Form 70 shoul d be
di scussed and reviewed with the enpl oyee.

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

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

b) Prior to effectuating a formal performance
evaluation reflecting a “Does Not Meet,” the
supervi sor should have already reviewed the
per formance expectations with the enpl oyee at
the start of the evaluation period, nonitored
t he enpl oyee’ s work perfornmance during the
eval uation period, provided training as
necessary, and provi ded performance feedback
to the enpl oyee on areas for inprovenent.

| f the supervisor still determ nes that an
enpl oyee’ s overall perfornmance does not neet
t he performance expectations, a fornal

per formance eval uation using UH Form 70 may
be processed. However, the supervisor shal
di scuss the evaluation with the respective
Dean, Provost, Director or designee prior to
finalizing and di scussing the fornmal
evaluation with the enpl oyee.

c) Whenever a rating of “Does Not Meet” is
determ ned, the supervisor shall complete the
Comments colum on UH Form 70 to provide
supporting rationale for the rating.

Enpl oyee With Enpl oynent Security Whose Performance
Does Not Meet Perfornmance Expectations - Opportunity
to Improve Performance
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Wen an enpl oyee with employment security has been
given a formal “Does Not Meet” performance eval uation

t he enpl oyee with enploynment security shall be afforded
an opportunity to inprove performance to a | evel that
neets performance expectations.

1)

2)

3)

4)

The enpl oyee with enpl oynment security shall have
six nonths to inprove perfornmance to a | evel that
nmeet s performance expectations (perfornmance

i nprovenent period). Such period may be extended
for an additional three nonths not to exceed a
total of nine nonths follow ng recei pt of the
“Does Not Meet” performance rating.

At the start of the six nonths performance

i nprovenent period (or any extension thereof), the
i mredi at e supervi sor shall informthe enpl oyee iIn
writing of: (1) the specific areas in which the
enpl oyee’ s performance does not neet perfornance
expectations, (2) the expectations and factors
that the enpl oyee nust neet to inprove performance
to the level that “neets” performance
expectations, and (3) the duration of the

per formance i nprovenent period (six nonths with a
possi bl e three nont hs extension).

| f the enpl oyer determ nes based on di scussions
with the enpl oyee with enploynent security that

t he enpl oyee shall participate in training as part
of the enployee’ s performance inprovenent program
the six nonths performance inprovenent period
shal | comence follow ng conpl etion of such
training. The supervisor shall work with the

enpl oyee and nonitor the perfornmance of the

enpl oyee during the performance inprovenent

peri od.

The i nmedi at e supervi sor shoul d eval uate the

enpl oyee with enpl oynent security upon conpletion
of the performance inprovenent period (or any
extension thereof) using UH Form 70.

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

For the enpl oyee wth enpl oynent security,
whose position classification has changed
fromone series to another series in the APT
Cl assification and Conpensation Plan during
the eval uation period i medi ately precedi ng
t he performance i nprovenent period, the

enpl oyee shall be provided an additional nine
nmont hs beyond the initial nine nonths

per formance i nprovenent period. The
additional nine nonths is for the purpose of
i nprovi ng the enpl oyee’s job performance to
nmeet performance expectations, provided that
funds are avail able for the enpl oyee’s
position and that the position encunbered by
t he enpl oyee continues to be authorized. At
the end of the eighteen nonths perfornmance

i nprovenent period, the enployer shal
initiate appropriate action.

The six nonths (or any extension thereof)

per formance 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 nonths probationary period or any
ext ensi on t hereof.

Enpl oyee Without Enpl oynent Security Whose Performance
Does Not Meet Perfornmance 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.



University of Hawai‘i
Administrative, Professional & Technical Employee
Performance Evaluation Form

Employee’s Name:

(First) (M) School/College/Campus

Position No.:

(Last)

Position Title:

Last APT Dateof Hire:. /[

Pay Range & Step:

Supervisor’'s Name/Title:

SECTION A - REVIEW OF WORK ASSIGNMENTS,
POSITION DESCRIPTION, EXPECTATIONS

Supervisor meets with the employee to review and discuss the
employee’' s duties and responsibilities, work assignments and discuss

performance expectations/factors for the respective evaluation period.

SECTION B - TYPE OF PERFORMANCE EVALUATION

The evaluation coversthe period from___ /  / to [/ |/

1 EMPLOY EE SERVING INITIAL 3-YEAR PROBATION
Check the applicable period of initial probation:
1st through 12th month of probation
13th through 24th month of probation
25th through 36th month of probation

2. EMPLOYEE WITH EMPLOYMENT SECURITY
(Triennial Review)

3. EMPLOYEE APPOINTED TO ANOTHER POSITION
(Six Months with Possible Extension of Six Months)

4. EMPLOY EE WHOSE PERFORMANCE DOES NOT
MEET PERFORMANCE EXPECTATIONS (at any time)

5. PERFORMANCE IMPROVEMENT PERIOD FOR
EMPLOYEE WITH EMPLOYMENT SECURITY
(6 or 9 Months Performance |mprovement Period)

6. PARTIAL EVALUATION

SECTION C - PERFORMANCE EVALUATION (see back for details)

OVERALL PERFORMANCE RATING Meets Does Not Meet

SECTION D - SIGNATURES AND DISTRIBUTION

1 | acknowledge that this evaluation and any attachments have been discussed and reviewed with me and
that | have been provided the opportunity to attach my own explanatory remarks. My signature only
acknowledges receipt of the evaluation and does not necessarily mean that | agree with the evaluation.

Attached explanatory remarks; OYes ONo

Employee’ s Signature Date

2. | certify that | have discussed the evaluation and any attachments with the employee and have provided
the employee the opportunity to attach his or her own explanatory remarks.

Supervisor's Signature Date

Complete for employees whose performance “Does Not Meet” performance expectations:
3. | certify that the employee’s performance evaluation was discussed with me and that | have reviewed the
performance evaluation and any attachments.

Dean/Provost/Director or Designee Date

Distribution:

Origina evauation and attachments - to employee’ s official personnel file
Copy of evaluation and attachments - to the employee

UH Form 70 (OHR)



STEP 1: PERFORMANCE FACTORS

(Review and consider the performance factors applicable to the job when determining the rating for each of the Performance Categories)

PROBLEM SOLVING AND DECISION MAKING: Displays ability to define a problem, develops workable and redlistic aternatives, and selects appropriate aternative to resolve problem.
Decisions made are generally correct, and the time taken to make such decisionsis reasonable.

PLANNING, ORGANIZING AND IMPLEMENTING TASKS OR PROJECTS: Displays ability to effectively plan, organize and implement applicable tasks or projectsin relation to
established goals and objectives.

DEPENDABILITY: Completesjob assignment and projects with minimal supervision. Meets schedules and deadlines.

COOPERATION: Acceptsinstructions, assignments, technical guidance in a cooperative manner. Works with other employees to accomplish program or project goals and objectives.
EFFORT AND INITIATIVE: Displays positive and supportive effort and initiative.

COMMUNICATION SKILLS: Possesses effective communication skills: oral, written, listening.

INTERPERSONAL RELATIONS: Establishes and maintains effective working relations with employees and others within and outside the organi zation/University.

STEP 2: PERFORMANCE CATEGORIES

(Based on and in consideration of the Performance Factors identified above, rate the employee in al 3 Performance Categories)

CATEGORIES MEETS DOES COMMENTS
NOT (Achievements, areas for improvement, general feedback)
MEET

COMPETENCY: Possesses and applies knowledge and skills necessary
to do the job or compl ete the project.

QUALITY: Work isaccurate, neat and thorough. Employeeisableto
apply instructions, technical principles and methodol ogies; analyze and
interpret findings; and interpret/apply applicable laws, policies, rules and
regulations.

PRODUCTIVITY: Amount of work produced meets expectations.
Employee’ s output is regular, consistent and produced on schedule.

sTer3: OVERALL PERFORMANCE
RATING

(All 3 Performance Rating Categories Must be “Meets’ to be rated overall




INSTRUCTIONS

SECTION A (Review of Position Description, Work Assignments, and Performance Expectations/Factors)

The immediate supervisor should meet with the employee prior to or at the beginning of the evaluation period to review the official position description and discuss
work assignments and performance expectations/factors. If the employee believes that the performance expectations established by the supervisor are not consistent
with the work assignments and position description, the employee may request that an appropriate higher level authority above the immediate supervisor review for
appropriateness. The official position description is not intended to be a detailed listing of every single task required to perform the job; it normally reflects the major
duties and responsibilities that encompass those specific tasks which the employee is required to perform. The official position description must be current. If
appropriate, a revised position description shall be prepared and submitted in accordance with Administrative Procedures A9.250. Upon the signature of the supervisor
and reviewing authority and receipt in the Office of Human Resources, the revised position description shall be deemed official.

SECTION B (Type of Performance Evaluation and Rating Period)

1

2.

Indicate the period for which evaluation is being conducted.

Check off the type of performance evaluation being conducted.

a Employee Serving Initial 3-year Probation (Annual Evaluations)

b. Employee with Employment Security (at least once every 3 years)

C. Employee (with or without employment security) who is appointed to anew APT position (six months new APT probationary period that may be
extended for six months)

d. Employee whose performance does not meet performance expectations (any time) (Note: To be used at any time for evaluating and informing an
employee whose work performance is not meeting performance expectations, including during any probationary period or triennial review.)

e Employee with employment security during performance improvement period. (Note: To be used for evaluating an employee at the end of the six or nine
months performance improvement period.)

f. Partial evaluation.

SECTION C (Performance Factors/Categories and Overall Rating)

1

Evaluations should be completed on or before the end of any evaluation period or any extension thereto. If an employee’ s or supervisor’'s absence from work
(authorized or unauthorized absence) should preclude the supervisor from discussing the evaluation with the employee, the evaluation shall be finalized on or
before the prescribed deadline but may be discussed with the employee upon the return to work of the employee or supervisor from such absence. An explanatory
notation to this effect should be recorded.

Step 1: Review the seven Performance Factors and determine those factors applicable to the employee' sjob. Consider these factors when determining the
rating for each of the Performance Categories.

Step 2: In the context of the applicable Performance Factors identified in Step 1, rate the employee' s job performance (“Meets’ or “Does Not Meset”) in each of
the Performance Categories. Competency, Quality and Productivity.

Step 3: Determine and indicate the employee's overall performance rating (“Meets’ or “Does Not Meet”). An overall rating of “Meets’ requires individual



ratings of “Meets’ in all three Performance Categories. Competency, Quality and Productivity.

The Comments column should be used to recognize achievements, areas for improvement and general feedback on employee's performance. Letters of
commendation that give special recognition of outstanding accomplishments or commendations may be attached to the UH Form 70. Whenever arating of
“Does Not Mest” is selected, the supervisor shall complete the Comments column to provide supporting rationale for the “Does Not Meet” rating.

Any comments made on the form shall be reviewed and discussed with the employee.

Whenever an employee's overall performance rating reflects “Does Not Meet,” the supervisor shall discuss the eval uation with the respective Dean, Provost,
Director or designee prior to finalizing and discussing the formal evaluation with the employee.

SECTION D (Signatures and Distribution)

1

The supervisor shall review the evaluation and any attachments with the employee and inform the employee that she or he may attach any explanatory remarks.
The employee will be afforded the opportunity to sign (employee may decline to sign) the evaluation form to indicate that the eval uation has been discussed with
the employee.

For employees whose overall rating reflects a“Does Not Meet,” forward the evaluation and any attachments to the reviewing authority for appropriate review and
signature.

After signatures are obtained, the evaluation form and any attachments shall be filed in the employee’ s official personnel file and a copy of the evaluation and any
attachments shall be given to the employee.
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