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November 17, 2004
The Palomar College Mathematics and the Natural and Health Sciences (MNHS) Division Chairs/Directors meeting was held Wednesday, November 17, 2004, at 8:00 a.m. in AA-109.

​1.
Order of Business
Sara Thompson, Interim Division Dean, called the meeting to order at 8:00 a.m.  
Members present: 
Sara Thompson, David Boyajian, Carey Carpenter, Judy Eckhart, Takashi Nakajima, Denise Rudy, Al Trujillo, and Jay Wiestling
Guest:
Jack Miyamoto, Human Resource Services
Recorder:  
Debbie McBrayer
2.
Approval of Minutes.  Minutes for October 13, 2004, were approved.
3. Evaluation of Classified Employees Training:  Jack Miyamoto distributed two handouts, “Palomar College Performance Evaluation” and the cover memo “RE:  Annual Evaluation.”  He presented the following information: 

A. Misconceptions of Supervisors:

1.
“Employees view the evaluation process as a positive experience.”  The employee often views the process as threatening.

2.
“Long term employees think they have immunity.”  Not true, reviews should be conducted annually for everyone, no exceptions. 

3.
“This isn’t personal.”  Yes it is to the employee.
B. Frequency—Annual Evaluations:


1. Scheduled.  The supervisor receives a notice from Human Resource Services (HRS) that it is time to do an evaluation.  HRS tries to give a three month deadline.

2. It is easier to hold an employee to standards if the reviews are annual.

3. It is critical to consistently be on schedule with the process.  If issues arise and an employee needs to be taken to task, and evaluations have not been habitually completed, an employee could claim ignorance of problems with past performances and make excuses.  It is much more difficult to discipline an employee if reviews are not maintained and on file in HRS.
4. Additionally, if evaluations are not regular, an employee can tend to define their own job and stray from the job description.

5. If a good review is received annually, it is a motivator.  

6. If reviews are given irregularly, fear and/or apathy occur.
C. Frequency—Mid-Year Evaluations:

1. The union (per the handbook) allows for mid-year evaluations when deemed necessary to address issues, i.e., absenteeism, punctuality, etc.

2. Mid-Year evaluations help to set standards and hold employees accountable.  

D. Preparation and Documentation:
1. Document behaviors, good and bad.  Keep a folder so you have something to talk about when it is time to conduct the evaluation.
2. Concerns should be clearly put in writing along with a list of specific behaviors needed to remedy the situation.  There must also be follow up.
3. List normal job duties from the job description.  Some tasks may be vague.  Try to reach the highest degree of specificity.  

4. Review the job description annually and select and evaluate the main duties.

5. You can emphasize and focus change from year to year.

E. Responsible Person:

1. The supervisor is the responsible party for signing the evaluation and reviewing it with the employee.
2. Since an employee may serve an entire department, a committee or the entire department may provide input at the request of the department chair.  Feedback can be synthesized into a final evaluation reflecting totality of opinion.  Any comments incorporated into the evaluation must remain anonymous. 
3. You are not bound by previous assessments.  Each chair/supervisor sees an employee differently.  Your evaluation can stand alone regardless of past evaluations. 
F. Ratings:  

1.
Explain your values to the employee.  “I deem a good job as …”  Explain your ratings.   What is exceptional (knock your socks off), what is satisfactory (just doing their job is satisfactory, not exceptional), what is poor (not doing the job).  What is the middle ground?
2.
Some employees see a satisfactory rating as a slap in the face.  What is the supervisor’s view of satisfactory? 

3.
You are not bound by a previous chair’s evaluations.  Personalities and interactions could be different between chairs.  
4.
Comparison/perception.  An employee may feel resentment of a chair that works away from the office.    
G. Self-Evaluations.  It is acceptable for an employee to complete a self-evaluation; however, it should not be referenced on the performance evaluation.  It is not part of the union-approved process.  It can be revealing to the supervisor and provides a different viewpoint.
H. Feedback/Rebuttal.  

1.
An employee can attach comments to the performance evaluation.  The comments will stay with the evaluation in the HRS file.

2.
The evaluation is not negotiable.  

3.
Supervisors can reassess the individual based on comments but are under no obligation to change the evaluation.

I.
Acceptance:

1.
After completing the evaluation, have the employee sign it.  A signature means that they have read the evaluation, not that they necessarily agree with it.

2.
If the employee does not wish to sign the evaluation, attach a note stating their reason or get a witness to put in writing that you did the evaluation and the employee did not wish to sign it.  Submit the package to HRS. 

J. Shared Employees.  Each supervisor should do an evaluation of the shared employee.  (And each should sign the timecard).
K. Summary:
1. You don’t have to put up with bad behavior.

2. You can always get advice or strategize with the dean or HRS vice president on steps to take.

3. As a supervisor, you can always review the employee’s personnel file in HRS.

4. Make the experience positive if possible.

5. Palomar College has is a good union with good representatives (Becky McClusky and Chris Wick) and the employees have due process.
4.
Adjournment.
Sara Thompson adjourned the meeting at 9:00 a.m.
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