[image: image2.png]R

UNIVERSITY

CALIFORNIA




 SEQ CHAPTER \h \r 1UNIVERSITY of CALIFORNIA   
          
 (Revised 9/26/2006)
Agriculture & Natural Resources



OFFICE OF HUMAN RESOURCES  



ANR COMPENSATION PROGRAMS
GUIDELINES AND TIMELINES FOR:
· Performance Evaluation Program

· Staff Merits
· Annual Equity/Parity Increases
· Staff  Recognition and Development Program

· Other Employee Awards
	Program
	                  Deadlines
                                             
	
	Pg
	

	I.   Performance Evaluations
	Unit Head - - - - >
Oakland HR- - - ->
	August 7 
August 15
	2
	Web address: http://ucce.ucdavis.edu/files/filelibrary/5222/26575.doc

	II.  Merit Awards
	September 2006
	
	5
	

	III. Equity/Parity
	To be announced in the Fall 2006
	
	6
	Anticipated annual state funded program

	IV. Staff Recognition & Development Program     
	To be announced for FY 2006-07
	
	6
	FY 2005-06 across the board
FY 2006-07 guidelines attached

	V.  Individual Department Awards
	Ongoing
	
	18
	This is not part of the Staff Recognition & Development Program

	VI.  Employee Non-Cash Awards
	Ongoing
	
	20
	This is not part of the Staff Recognition & Development Program. See Business and Finance Bulletin G-41

	 Appendices 
	
	
	23
	Davis staff only


Units: 

· County-based and regional office staff in the Central Coast and South, Central Valley and North Coast & Mountain regions; 
· Oakland based staff; 
· Communication Services;
· Research and Extension Center;
· Statewide Programs;

· Kearney Agricultural Center (Administrative Support)
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I.  ANNUAL CALL FOR EMPLOYEE PERFORMANCE     

 EVALUATION APPRAISALS 
University policy requires the annual appraisal of Staff Employees’ at all levels.  This includes Management & Senior Professionals (MSP), Professional & Support Staff (PSS), and the bargaining units CX, RX, SX, TX. Written performance appraisals for FY 2005-06 are due to Oakland Human Resources (HR) no later than August 15, 2006.
All Agriculture and Natural Resources (ANR) staff employees will follow the same ANR policy and procedures for employee performance evaluations appraisals. Final implementation for FY 2006-07 will occur upon completion of current administrative review.

ANR uses a performance evaluation form that provides managers with a framework for providing their staff with a well rounded critique that allows an open ended discussion for continuing valued contributions and supporting growth for the benefit of both the employee and ANR.  The attached form is one that has been approved for use at the University.  This approach is structured with four ratings categories to provide flexibility in capturing levels of performance.  This form can be downloaded at http://ucce.ucdavis.edu/files/filelibrary/5222/26575.doc.   Everyone will use this form beginning with the 2006-2007 performance year (i.e., for the appraisals due August 2007). 
ANR Human Resources will provide a brief introductory training during the summer of 2007.  A more in-depth training for the new system will be held in the fall 2006. You should plan on evaluating staff for this cycle using the forms you used last year.  During the performance appraisal meeting that you hold with your employee this summer you will introduce the new form and evaluation criteria for 2006-07.   

Employee Performance Appraisal Forms:  

Oakland, Regions/County Offices– You should continue to use the existing form that has the five rating system. The form can be downloaded at http://danr.ucop.edu/aa/performance_evaluation.htm
Davis – You may use PPS DS Report #109 to generate your Employee Performance Appraisal forms (EPAR) for eligible employees.  If you prefer to enter this data manually, the blank form can be downloaded at http://www.hr.ucdavis.edu/Forms/All/Perf_Eval.  Please use this form to complete your performance appraisals and ensure that all signatures are obtained (employee, supervisor, department head).
If you have an employee who has a dual reporting relationship you should ensure a joint and signed review is submitted from the other manager before completing the final performance evaluation.

After completing the written evaluation the supervisor must meet with the employee to discuss the evaluation and to finalize goals for the coming year.  Remember to use the new form to review the performance criteria and development of goals for the next year.  The employee, supervisor and department head must sign the final performance appraisal. The supervisor should provide the employee with a copy of the evaluation once it is signed.  
Does Not Meet Expectation (Davis) or Performance Level 1 Rating: It is important that all employee performance appraisals with an overall rating of Does Not Meet Expectations or Performance Level 1 shall be reviewed with the next level of authority prior to discussing the appraisals with employees. 

Does Not Meet Expectation or Performance Level 1 Rating (covered employees): It is important that all employee performance appraisals with an overall rating of Does Not Meet Expectations shall be reviewed with the next level of authority prior to discussing the appraisals with employees. Unions must be notified of all unsatisfactory ratings and the process varies for each contract. The department head or regional office must coordinate union notice with the appropriate labor relations office.   
Delegation of Authority and Position Description Review:  This is an appropriate time to review delegations of authority and the position descriptions of eligible employees to ensure accuracy.  If there has been a change in responsibilities an updated position description should be completed and submitted to the appropriate human resources/classification unit to ensure that an accurate description of duties is on file.  If there has been a significant change in responsibilities a revised position description should be submitted to the appropriate HR office for review to determine the appropriate classification. Upon notification by HR a copy of the position description should be printed and signed by the department head, the supervisor, and the employee. A copy is given to the employee and supervisor and the original is forwarded to the office of record to be placed in the employee’s personnel file.
Routing Instructions:  Please send signed original performance evaluations directly to your department head or Regional Office as soon as they are completed, but in no event later than August 7, 2006.  (This will allow time for departments/units to prepare for the August 15 HR deadline. You should also keep a copy for your departmental file.

Reminder Concerning Non-Career Employees:  This is a good time to generate performance evaluations for non-career employees.  Limited term, extended limited term, employment contract, and per diem employees should be evaluated if they are expected to work a year or more. If the employment contract states that the employee is eligible for merit consideration, a performance evaluation must be completed and submitted to HR according to routing instructions above.
Again, it is important that you conduct the evaluation of performance for all employees.  
The merit/salary component will be addressed as soon as we have more information but please remember that regardless of the merit/salary component it is important that the review of employee performance be conducted now and that the evaluations are forwarded to your department head or Regional Office no later than August 7, 2006.
 SEQ CHAPTER \h \r 1UNIVERSITY of CALIFORNIA

Agriculture & Natural Resources



OFFICE OF HUMAN RESOURCES  

2005-06 Guidelines 





II. MERIT PROGRAM 
RE:  October 1, 2006 Merit Increase for Non Represented Employees
This year the merit pool of funds available for distribution is 3.5% for non-represented employees.  ANR employees whose performance was rated Level 3, 4, or 5 or the Davis equivalent will receive merits based on the following performance evaluation rating:

PERFORMANCE EVALUATION TABLE 

	Standard Definition
	Standard Performance Rating
	Davis Rating
	Merit 

	1
	Performance is consistently unsatisfactory
	
	0%

	2
	Performance does not meet requirements
	Less than satisfactory
	0%

	3
	Performance is fully satisfactory
	Satisfactory
	3.0%



	4
	Performance is more than satisfactory
	Very Good
	3.5%

	5
	Performance is superior
	Outstanding
	4.0%


The salary grade structure has been adjusted for MSP, PSS, and IT Professionals.  Please note it was necessary to increase some individual employees’ pay rates so that their salaries fell within the new salary range minimum and maximum.  The new salary ranges will be available online at:


UCOP: http://www.ucop.edu/humres/TPP/UCOPTPPMAIN.HTM

Davis:  http://www.hr.ucdavis.edu/salary
Please refer to the attachment for new salaries for employees in your unit.  For employees paid from UCB, UCD, and UCR, Campus Payroll Offices are working towards processing merit increases so that they are reflected in the November 1, 2006 paycheck.  Merits for employees paid from UCLA will be reflected in the December 1 paycheck that will also include retroactive pay for October earnings.  

Kindly inform employees of their increases and payroll dates. 

 SEQ CHAPTER \h \r 1UNIVERSITY of CALIFORNIA

Agriculture & Natural Resources



OFFICE OF HUMAN RESOURCES  

III. ANNUAL EQUITY/PARITY INCREASES
It is anticipated that funds will be allocated in FY 2006-07 to address severe equity issues within the UC System.  The process for this annual program will be established during the summer 2006 for implementation in the fall 2006.
IV.      STAFF RECOGNITION AND DEVELOPMENT PROGRAM 

(NOTE: FY 2005-06 Program was administered as an across the board award.  The following program will be implemented in FY 2006-07)
2006-07 Guidelines 

PURPOSE

The purpose of the Staff Recognition and Development Program (SRDP) is to:

· Recognize and reward outstanding individual and/or team performance 

· Provide employee development opportunities which will enable an employee or groups of employees to function more effectively on the job and/or enhance an employee’s advancement within the University of California

ELIGIBILITY 
All non-represented staff employees (career and limited) are eligible to participate, and are therefore covered by the provisions of the assessment plan. The following employees are not eligible:

· Employees in the Senior Management Group

· Employees in employment contracts, per diem and/or floater appointments, and

· Employees in bargaining units (CX, RX, SX, and TX units).
AWARD FUNDING

· Provided by a 0.92% assessment of payroll for all staff titles, excluding Senior Management Program, contract, floater, per diem and bargaining unit employees.

· Departments may utilize additional available funds to supplement the central assessment program and/or to provide rewards to excluded groups mentioned above.  
· Any such departmental award programs should follow the guidelines below entitled “Award Limitations and Taxability,” and should be designed to ensure consistency in the application of the award program and eligibility for awards regardless of funding source.

AWARD CATEGORIES

Awards may be given to individuals as well as teams of employees who have contributed to ANR in specific ways, as determined by Department Head (or designee).  Examples of qualifying outcomes include:  improved customer service, innovative ideas for process simplification, productivity improvements, cost reductions, revenue enhancements, and other measurable performance outcomes.  Awards will be in the following categories:

· Individual Performance Awards – Reward staff for individual accomplishments and outcomes, typified by meeting important targets or objectives, or for contributions to the organizational mission beyond usual expectations.  Departments are encouraged to incorporate sufficient flexibility in incentive performance award timing to permit managers to reward significant contributions soon after their occurrence.
· Team Awards – Reward staff for team-based projects that achieve measurable outcomes or make other meaningful contributions to the goals and mission of UCOP.  Contributions may result from short-term projects, committees, or other official or unofficial work groups.  Team awards may be particularly appropriate in situations where work is interdependent.
TYPES OF AWARDS

The following types of awards are available:
1.  Cash awards:

Recognition of outstanding individual and/or team accomplishments. 
2.  Non-Cash Awards:

· Non-cash awards for such items as gift certificates, plaques, food, etc may be processed through SRDP and/or departmental funds.

· Non-cash awards of up to $75 are non-refundable.  For example, gift certificates cannot be redeemed for cash.
· Non-cash awards in excess of $75 are reportable as income to the employee and subject to payroll withholding FICA.

· Non-cash awards over $75 are treated as exceptions and must be approved in advance by the V.P Agriculture and Natural Resources. The exception must specify the type and purpose of the award, the special circumstances that require an exception, and the name of the employee receiving the award.

· Entertainment awards are not allowed under A21, Federal contracts and grants (i.e., season tickets to sporting or cultural events).
3. Professional seminars and conferences: 
Twenty-five percent of SDRP funding will be used for professional development. Funds to will be allocated to units at the beginning of each year to support the following activities: 
· Any other professional/educational option that would increase the recipient’s employment and promotional opportunities.

· Funding for courses and workshops leading to a degree, certification, or license undertaken to develop needed skills and knowledge that may lead to promotional opportunities.
AWARD LIMITATIONS AND TAXABILITY

Individual and Team awards are limited to a maximum of:

· $3,000 for individual award (must not exceed 15% of an employee’s annual salary);

· $3,000 per member for team awards;

· $500 for individual spot cash awards; and

· $1,000 for professional development awards.

· Twenty five percent of SDRP funding can be used for professional development and training opportunities.  

· All cash awards are subject to withholding for OASDI and Medicare and for Federal and state taxes at the flat rate (27% Federal and 6% State).  

· Departmental funding for awards may not exceed 5.0% of total annual departmental payroll for eligible employees.

· For purposes of this program, cash awards are defined as direct non-base building compensation provided to the employee and do not include professional development costs paid directly to a vendor or reimbursed to the employee.  

· See Business and Finance Bulletin G-41 for more detail on Employee Non-Cash Awards.

PROGRAM CRITERIA AND SELECTION PROCESS

The SRDP is contingent on the employee’s demonstration of outstanding performance that benefits ANR or the department in one or more of the following areas:

· Outstanding Performance: Demonstrated and sustained outstanding performance that consistently exceeds goals and job expectations in quantity and quality;
· Creativity:  One-time innovation or creation that results in time/dollar savings or benefit, or ongoing innovative/creative activities that benefit organizational systems, protocols, and/or procedures.
· Organizational Abilities:  Extraordinary skills in leadership resulting in the accomplishment of significant division or departmental goals and objectives; project management (which could include developing a project and implementing it with substantial success); organizational capability leading to a greater level of department or broader effectiveness;
· Work Incentives:  For meeting productivity, customer service, or similar goals; and/or;
· Teamwork:  Acting as an exceptionally effective and cooperative team member in carrying out goals of the department/unit, demonstrating superior interactions with, and a positive influence on, managers, peers, supervisors, subordinates, the University community, and the client population served. Individual contributions to the Division or Department diversity efforts may be recognized within this category.
APPLICATION AND SELECTION PROCESS

ANR will have one award program for the entire year.  All awards, including those for professional development activities, should be processed in accordance with year-end payroll deadline by the end of June 2007.
The Call for nominations will be distributed to all ANR units the week of May 2007. Deadline for submission of nominations will be June 2007. Nominations should be submitted via e-mail to Interim Director Frazier, Office of Human Resources at carolyn.frazier@ucop.edu. 
May XX:  The Call and the submission forms are distributed to all ANR department heads and Regional Offices.  
June XX:   Deadline for submission to the Office of Human Resources. Send via e-mail to: carolyn.frazier@ucop.edu.
End of June:   Department head and Regional offices are notified of the decisions.

STAFF RECOGNITION AND DEVELOPMENT PROGRAM

2006-07 Nomination Form

Individual Performance - CASH AWARDS

2 page limit

	Staff Name:




Supervisor:  

	Unit:
                                    Region:                         County:

	Award Recommendation:  $                                                  $3,000 maximum             

	Priority: (if submitting more than one recommendation for entire SRDP program)


Provide specific information about the individual who have contributed in specific ways.  Examples of qualifying outcomes include improved customer service, innovative ideas for process simplification, productivity improvements, cost reductions, revenue enhancements, and other measurable performance outcomes.

Describe Outstanding Performance:  Demonstrated and sustained outstanding performance that consistently exceeds goals and job expectations in quantity and quality.
Creativity:  One-time innovation or creation that results in time/dollar savings or benefit, or ongoing innovative/creative activities that benefit organizational systems, protocols, and/or procedures.
Page 2  - Individual Performance Cash Awards

	Staff Name:




Supervisor:  

	Unit:
                                    Region:                         County:

	


Organizational Abilities:  Extraordinary skills in leadership resulting in the accomplishment of significant division or departmental goals and objectives; project management; organizational capacity leading to a greater level of department or broader effectiveness.

Work Incentives:  For meeting productivity, customer service, or similar goals.

Additional Comments:

Submit via e-mail to:  carolyn.frazier@ucop.edu

Confirmation e-mail will be sent with 24 hours
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2 page limit

STAFF RECOGNITION AND DEVELOPMENT PROGRAM 

2006-07 Nomination Form 

Team Performance Cash Awards
List staff names:

	1.
	3.
	5.

	2.
	4.
	6.


	Supervisor:  

	Unit:
                            Region:                               County:

	Priority: (if submitting more than one recommendation for entire SRDP program)

	Award Recommendation: Individual $                  TOTAL:  $


Provide specific information about the specific contributions of the team. Examples of qualifying outcomes include improved customer service, innovative ideas for process simplification, productivity improvements, cost reductions, revenue enhancements, and other measurable performance outcomes.

Teamwork:  Acting as an exceptionally effective and cooperative team member in carrying out goals in the department/unit, demonstrating superior interactions with, and a positive influence on, managers, peers, supervisors, subordinates, the University community, and the client population served.  

Page 2

	Staff Names:




 

	Unit:
                               Region:                                 County:

	Supervisor


Describe activities as a team in the following areas:

Outstanding Performance:  Demonstrated and sustained outstanding performance that consistently exceeds goals and job expectations in quantity and quality.
Creativity:  One-time innovation or creation that results in time/dollar savings or benefit, or ongoing innovative/creative activities that benefit organizational systems, protocols, and/or procedures.
Organizational Abilities:  Extraordinary skills in leadership resulting in the accomplishment of significant division or departmental goals and objectives; project management; organizational capacity leading to a greater level of department or broader effectiveness.

Work Incentives:  For meeting productivity, customer service, or similar goals.

Additional Comments:

Submit via e-mail to:  carolyn.frazier@ucop.edu

Confirmation e-mail will be sent with 24 hours
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2 page limit

STAFF RECOGNITION AND DEVELOPMENT PROGRAM 

2006-07 Nomination Form 

NON-CASH AWARDS
	Staff Name:

	Supervisor:

	Unit:                                         Region:                                  County:

	Describe Non-Cash Award:

Amount:

	


PROFESSIONAL SEMINARS AND CONFERENCES:     

	Staff Name:

	Supervisor:

	Unit:                                    Region:                                County:

	Describe professional conference or seminar:

Amount:


Submit via e-mail to:  carolyn.frazier@ucop.edu

Confirmation e-mail will be sent with 24 hours
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STAFF RECOGNITION AND DEVELOPMENT PROGRAM 

CALL FOR NOMINATIONS

Deadline for Submission:   June 2007
Applications are being accepted for the ANR Staff Recognition and Development Awards Program (SRDP).  

The purpose of the SRDP is to:

· Recognize and reward outstanding individual and/or team performance;

· Provide employee development opportunities  which will enable groups of employees to function more effectively on the job and/or enhance an employee’s advancement within Agriculture and Natural Resources

Eligibility:

· All non-represented staff employees (career and limited) are eligible to participate, and are covered by the provisions of the assessment plan. The following employees are not eligible:

· Employees in the Senior Management Group;

· Employees in employment contracts, per diem and/or floater appointments; and

· Employees in bargaining units (CX, RX, SX, and TX units).  

Award Categories:

· Individual Performance Awards

· Team Awards

Types:

· Cash Awards for individuals and/or team accomplishments

· Non-cash Awards

· Professional seminars and conferences

Award Limitations:

· $3,000 for an individual award (must not exceed 15% of an employee’s annual salary);
· $3,000 per member for team awards;
· $500 for individual spot cash awards; and
· $1,000 for professional development awards
Program Criteria:

· SRDP is contingent on employee’s demonstration of outstanding performance that benefits ANR in one or more of the following areas:

· Outstanding performance

· Creativity

· Organizational abilities

· Work incentives

· Teamwork
APPLICATION AND SELECTION PROCESS:

ANR will have one award program for the entire year.  All awards, including those for professional development activities, should be processed in accordance with year-end payroll deadlines by end of June 2007.

Week of May XX:  The Call and the submission forms are distributed to all ANR department heads and Regional Offices.  

June XX:   Recommendations are submitted via e-mail to:carolyn.frazier@ucop.edu.

Week of June XX:  Department head and Regional offices are notified of the final decisions.

More information regarding the program can be obtained from:

www:

or carolyn.frazier@ucop.edu
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2005-06 Guidelines 

V.     INDIVIDUAL DEPARTMENT AWARDS  
(This program is NOT part of the Staff Recognition and Development Awards Program)
PURPOSE

The purpose of the Individual Department Awards Program is to encourage, acknowledge, and reward excellence of ANR employees.  The awards may be given to individuals and/or groups in recognition of a significant one-time contribution to the department.  Contributions may include, but are not limited to, suggestions that result in budgetary savings, innovative solutions to difficult work problems, new ideas for improving service, examples of outstanding supervision, or outstanding service provided.  The one-time contribution basis of this program distinguishes it from other University programs that are intended to reward excellence in performing assigned job activities or sustained contributions to the University and department through merit processes.

AWARDS

Awards may be granted throughout the year.  Each separate award to an individual or individuals within a group will be valued up to a maximum of $500.  The award may be cash or a cash equivalent (e.g. certificates, tickets, lunches, personal gifts, etc.).
PROCEDURE

· Any director or supervisor in ANR can write a letter requesting that an employee in the unit be considered for an award.  
· The letter should be considered confidential until the review is complete.  
· This letter must include the name, title, and unit of the employee, and outline the specific behaviors, ideas, savings, service, or supervision that merits the employee for an Independent Department Award.  
· Under the unit director’s signature, the information should be forwarded to the appropriate Associate Vice President, Assistant Vice President for Administrative Services or Deputy through the regional office, program leader or unit director for review.
· The letter, with any accompanying documents will then be taken to the Vice President for final approval.  All documents can be submitted by fax, email or campus/US mail.

FUNDING

Funding of Individual Department Awards will be the sole responsibility of the unit in which the employee resides.  Federal funds, and restricted contract/grants funds cannot be used for Individual Department Awards.  Once the review has been completed, the unit will be responsible for processing the appropriate documentation needed for payroll to process the award.
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2005-06 Guidelines 

VI. EMPLOYEE NON-CASH AWARDS
(This program is NOT part of the Staff Recognition and Development Awards Program)

Employee Non-Cash Recognition

PURPOSE

It is the policy of the University that the following work-related events may be acknowledged by the presentation of a non-cash award to an academic or staff employee for recognition, length of service, or retirement purpose. This policy also covers the provision of gifts to employees as an expression of sympathy.  Awards presented under this policy are intended to conform to Internal Revenue Service regulations in order to be excludable from an employee’s income.  Therefore, any awards that would be considered part of an employee’s income are not allowable under this policy.

These awards may be presented in addition to the President’s Service Award Program, President’s Retirement Gift Program, professional development program awards, and University wide Incentive Award Programs. 

This policy specifies the maximum amounts authorized for an award and the types of University funds that may be used for such purposes.

APPROVALS

Unit Directors have the authority to approve requests for employee non-cash awards, length of service, retirement, and sympathy gifts.  Refer to Staff Spot Award guidelines and procedures for recognition awards. The Director is responsible for ensuring that any awards made to employees conform to the requirements of the University and that claims submitted for payment or reimbursement include the appropriate supporting documentation.

EXCEPTIONS

Exceptions must be authorized by the Vice President-ANR or his designee.  An exception request must specify the type of award, the purpose of the award, the special circumstances that require such an exception, and the name of the employee for whom the exception will be granted.  All requests for exception will be routed through the Unit Director.

ALLOWABLE AWARDS

A. Definitions

1. Tangible personal property:  non-cash item such as flowers, fruit basket, book, memento, ticket to sporting or cultural event, plaque, or non-negotiable gift certificate.

2. Non-negotiable gift certificate:  certificate that confers only the right to receive personal property, no cash or cash for the difference between the purchase price and the value of the gift certificate.

B. Work-related Awards

1. Employee Recognition

An employee's noteworthy work-related accomplishment may be acknowledged by a presentation of an item of tangible personal property.  


2. 
Length of Service


An item of tangible personal property may be presented to an employee for length of service to the University. Such awards may be given at 10, 15, 20, 25, etc. years of service.  


A length of service award will be limited to a maximum value of $400.  Typically, the longer the service, the higher the award, e.g., 10 years = $100, 15 years = $150, 20 years = $200, etc.



3. 
Retirement


An item of tangible personal property may be presented to an employee upon his or her retirement.  A retirement award will be limited to a maximum of $400.  Typically, the longer the service prior to retirement, the higher the award, e.g., 5-10 years = $100, 10-20 years = $200, 20-30 years = $300, 30-40 years = $400.


The awards described in paragraphs 2 and 3 above must be awarded as part of a meaningful ceremony and should not be determined based on an employee's classification. These awards may be presented in addition to awards governed by the President's Service Award and Retirement Gift Program.


C. 
Sympathy Gifts



Gifts of tangible personal property, such as flowers, may be presented as an expression of sympathy in the event of the death or major illness of an employee or a member of the employee's family or household. The cost of such gifts is limited to a maximum of $75.

IV. 
UNALLOWABLE AWARDS

Any award that would be taxable is not allowed. Expenses for such awards cannot be reimbursed from any fund source or approved as an exception to this policy. Examples of unallowable awards include the following:

· Cash or negotiable gift certificates,

· Parking permits in excess of $175,

· Transit passes in excess of $65,

· Length of service or retirement awards in excess of $400,

· Recreation memberships,

· Season tickets to sporting or cultural events.

V.
PROCEDURES

Upon receipt of written approval, payment of or reimbursement for the cost of the award or sympathy gift may be made using normal campus accounting procedures.  Expenses of this type must be documented the same as any other financial transaction.

VI. 
FUNDING SOURCES

The administrator initiating the gift is responsible for funding the gift from an appropriate fund source under their control.  Expenditures for employee awards may be charged to State funds, Various Donors, or miscellaneous income accounts.  State funds, however, may not be used to pay for sympathy gifts.  Extramural funds (contracts/grants) may not be used for this program.  

VII.
RELEVANT UC POLICIES 

Business and Finance Bulletin G-41, Employee Non-Cash Awards 


http://www.ucop.edu/ucophome/policies/bfb/g41.html
 SEQ CHAPTER \h \r 1UNIVERSITY of CALIFORNIA


APPENDIX A
Agriculture & Natural Resources



OFFICE OF HUMAN RESOURCES  

ANR DAVIS CAMPUS  STAFF ONLY
INSTRUCTIONS FOR EMPLOYEE PERFORMANCE APPRAISAL 
Forms can be downloaded from:http://www.hr.ucdavis.edu/Forms/All/Perf_Eval    

    Summary of Accomplishments
The supervisor/department head should ask employees to complete a draft Summary of Accomplishments.  The Supervisor/Department Head shall meet with the employee to go over the draft Summary of Accomplishments and provide the employee the opportunity, after meeting with the supervisor, to make changes and submit the final Summary of Accomplishments within two-three weeks of the initial meeting.  
Timeline: We recommend that you begin discussing the draft Summary of Accomplishments with staff beginning in early July.   Each staff member should be provided the opportunity, after meeting(s) with their supervisor, to make changes and submit the final Summary of Accomplishments by end of July. 
Affirmative Action Activity Summary:  Supervisors and managers are evaluated on their affirmative action and supervisory efforts.  The Employee Summary of Accomplishments includes a section for “Support of the Principles of Community (including equal employment opportunity and affirmative action performance and job related commitment to good interpersonal relations.)"  This section is to be used to list all affirmative action activities for the period of evaluation covering the following elements: Employee Orientation; Hiring and Goal Accomplishments; Training/Development; Upward Mobility; Workplace Support; and other related activities.    

      Employee Performance Appraisal Report
The supervisor/department head shall prepare a written evaluation of the overall performance of all eligible employees.  The employee performance appraisal shall be in narrative form and incorporate the elements outlined in Personnel Policies for Staff Members Policy 23: Performance Appraisal, Section B.  This section states,  “Performance appraisal is intended as a means of measuring and enhancing individual and, in turn, institutional performance, fostering professional development and career growth, determining merit increases, and meeting the internal and external demands for documentation of individual performance.”  The performance appraisal process provides employees and supervisors with a mutual understanding of job responsibilities and provides a base from which to conduct meaningful performance assessment.  
After completing the written evaluation the supervisor must meet with the employee to discuss the evaluation and to finalize goals for the coming year.  The employee, supervisor and department head must sign the final performance appraisal.   The supervisor should provide the employee with a copy of the evaluation once it is signed.  

If changes are made to the position description, the supervisor, employee and department head are to date, sign and return it to Human Resources.
Timeline: The supervisor may begin drafting the Employee Performance Appraisal immediately after the initial meeting with staff regarding their draft Summary of Accomplishments.  The supervisor should then schedule time to meet with the employee to discuss and sign the final evaluation.  The final, signed, Employee Performance Appraisals are due to department heads or Regional Offices by August 7, 2006. 
      Employee Comments:
Employees should be encouraged to make comments, if they desire to do so.  They may furnish additional information.

     Department Head Comments:
This section is to be completed as indicated on the form.  Please note that any comments in this section should be shared with the employee.

NOTE: 

1.
All employees eligible for review must be evaluated.   

2.
All sections of the evaluation form must be completed.

The Employee Development Worksheet, available on the web at http://www.hr.ucdavis.edu/Forms/All/Edw, or any other appropriate format may be used.  These evaluations should be kept in your departmental file. .   

If you or your staff is interested, there are some examples of well-written evaluations and summaries of accomplishment under “Instructions” at the following website:

 http://www.hr.ucdavis.edu/Forms/All/Perf_Eval.  
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ANR DAVIS STAFF ONLY
INSTRUCTIONS FOR EMPLOYEE PERFORMANCE APPRAISAL and MERIT RATINGS 
Davis staff will continue to use the performance appraisal and merit forms that are provided by the Davis campus in PPS DS, Report #109 for all employees who are eligible for merits in FY 06-07.
Performance Evaluation Ratings – The performance evaluation form includes a supervisor’s recommendation based on two levels:

· Meets or Exceeds Expectations or

· Does Not Meet Expectations

Signed performance evaluations should be maintained by the departments as the office of record.

Merit Ratings – The Merit Rating Page includes the following categories to be used for those eligible for a merit increase: 
· Outstanding

· Very Good

· Satisfactory

· Less than Satisfactory
Eligibility – Employees eligible for merit consideration during FY 06-07 are:

· Uncovered (MSP & PSS)

· RX

· TX

INSTRUCTIONS FOR SUBMISSION OF RATINGS TO ANR HUMAN RESOURCES:
Research and Extension Centers:  Supervisors should send their performance evaluations and merit rating forms for each employee to Karen Hamner by August 7, 2006.  She will then forward the ratings to ANR Human Resources by August 15, 2006.
Communication Services, Statewide Programs located at Davis, and North Coast and Mountain (Immediate Office): Supervisors should send their merit rating forms to Pam Thomas by August 7, 2006.  She will then forward the ratings to ANR Human Resources by August 15, 2006.
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