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I.   POLICY
It is the policy of Colorado Mesa University to have written performance plans and evaluations completed for all classified employees at least annually. The Colorado Mesa University Performance Management Program (CMUPMP) is managed by the Department of Human Resources. The CMUPMP is based on core competencies and performance areas, as defined by the state personnel director for classified employees, and shall be reviewed and discussed with the employee.  The results of the performance evaluations will be utilized in determining employee achievement pay as part of performance pay. 
II.   AUTHORITY 
· CRS 24-50-104. Job evaluation and compensation
· Colorado State Personnel Rules, Chapter 6

· Colorado Mesa University Performance Management Program Handbook

III. PURPOSE
The purpose of this policy is to promote excellence at Colorado Mesa University, to implement the Colorado Mesa University Performance Management Plan, to implement an effective performance evaluation process for classified employees, and to better serve the University and community by achieving the University’s mission and vision, through achievement pay or other incentive program.  The components of this program are performance management, achievement pay/incentive, and dispute resolution.  Performance management links the University’s mission, vision, values, and goals to employee objectives, while performance pay, and incentives provide the means to link an employee’s pay to the level of performance in achieving objectives.  The CMUPMP creates a partnership between managers and employees in defining expectations, planning objectives, and measuring performance results.   Further, it gives more flexibility to manage the most valuable resource, employees, to business operations and changing conditions.  It also provides incentives to employees for improved performance, by providing awards that commensurate with the level of contribution.
IV. DEFINITIONS AND GUIDELINES 

A. Appointing authority:  For purposes of this policy only, the appointing authority is the Vice President of Capital Planning, Sustainability and Campus Operations or Vice President for Academic and Student Affairs, as appropriate.
B. Base building:  An amount of pay that is added to an employee’s base pay.

C. Base pay:  A fixed rate of pay.  Base pay excludes non-base building awards, shift differential, on-call, overtime, call back, and other types of premium pay.  It is synonymous with salary.

D. Certified employee: A classified employee who has satisfactorily completed a probationary period or trial service period, as defined by State of Colorado Personnel Rules.

E. Classified employee:  Employees of the University who are part of the State Personnel System. This does not include Professional Personnel and other Exempt employees.
F. Core competencies:  Competency is a measurable pattern of skills, knowledge, abilities, behaviors, and other characteristics that an individual needs to perform work roles or occupational functions successfully.

G. Dispute resolution:  The process used to resolve issues raised by the employee regarding the Performance Management Program.
H. Individual Performance Objectives (IPOs):  Specific objectives used to clarify or specify expected level of performance.  IPOs must be reasonable, achievable, measurable, and related to core competencies in an employee’s performance plan.

I. Interim Performance Review:  An evaluation or review completed at any other time other than at the end of the annual performance cycle.

J. Non-base building pay:  An amount of pay that is not added to an employee’s base pay, must be re-earned in subsequent years, and may be awarded to employees for satisfactory, commendable, or outstanding performance.

K. Non-monetary award: A non-cash award that may be given based on performance as a stand alone, or in conjunction with a monetary award.

L. Achievement Pay:  Any amount of pay that may be awarded to recognize an employee’s level of performance.  Achievement pay may be base and/or non-base building.

M. Performance cycle:  The annual performance cycle will transition to an annual process beginning August 1 through July 31.
N. Performance rating levels:  
1. Level 1: Unacceptable: At this level, employee performance and/or behavior do not meet minimum job expectations of the position. The employee does not meet key goals and/or does not demonstrate competence in critical job skills. Immediate and sustained performance improvement is needed. Employee’s failure to exhibit immediate marked improvement will result in corrective and/or disciplinary action.
2. Level 2 Needs Improvement: At this level, employee performance and/or behavior do not consistently meet minimum expectations of what is expected of the employee’s position.  While the employee shows capability and willingness to progress, they may require development in a key skill area(s) to be fully effective in the role. Employee’s failure to exhibit marked improvement may result in performance management.

3. Level 3 Effective: Employees at this level reliably and consistently meet all the expectations, standards, requirements, and objectives of the employee’s position. They demonstrate organizational values, along with a willingness and ability to grow for the benefit of the Department. At this level, performance meets expectations in terms of quality of work, efficiency, and timeliness with the most critical goals being met.
4. Level 4 Highly Effective: Employees at this level demonstrate highly effective performance by making significant contributions and impact on the goals of the Department. The employee consistently models organizational values to others and performance at this level exceeds the expectations of their position. Colleagues rely on these employees for advice on process or subject matter expertise. All goals, objectives, and targets are consistently achieved above the established standards.
5. Level 5 Exceptional: Employees at this level consistently make extraordinary contributions through superior performance on key goals, serve as a role model of organizational values, and contribute significantly to the mission of the Department. Peers, immediate supervisors, higher-level management, and others recognize and depend upon the employee’s level of performance. An extraordinary level of achievement and commitment in terms of quality and time, technical skills and knowledge, ingenuity, creativity, and initiative is exhibited at this level. The employee demonstrates exceptional job mastery in all major areas of responsibility and their contributions to the organization are of marked excellence.

O. Probationary employee: An employee in the state personnel system who is non-certified and has been appointed to a permanent position from outside the State Personnel System from an open-competitive or reinstatement list, and who must complete a probationary period not to exceed 12 months before achieving certification with a performance rating of at least “Effective.”

P. Rater:  The first-level supervisor of the employee, responsible for completing the performance review.

Q. Reviewer:  Usually the next level supervisor in the chain-of-authority over the rater of an employee.  Any person in the University’s chain-of-authority designated to review supervisory evaluations.

R. Salary range:  The spread of base salaries in the state compensation system for classified employees between the minimum and maximum rates for a specified class.  A salary range is established based on the annual Total Compensation Salary Survey performed, by law, by the state of Colorado.  The width of salary ranges may vary by occupational groups.
S. Supervisor:  The employee assigned to a position over one or more employees whose responsibility is to do performance planning, reviewing, and evaluating; also known as the rater. This employee may be a classified employee, administrative professional employee, a faculty member, department head, vice president, or president.

T. Trial service employee:
An employee who is promoted to a permanent position, and who must complete a period of service that does not exceed six months before achieving certification with a performance rating of at least “Effective.”
V. CORE COMPETENCIES
Every employee governed by the state personnel system, commonly referred to as ‘classified employees’, must be evaluated on the following five core competencies as mandated by the State Personnel Director.

· Communication
· Interpersonal Skills
· Customer Services
· Accountability
· Job Knowledge
Communication: Communication skills are very important and must be honed, particularly in a job in which employees deal with customers (internally or externally). Clear communication requires straightforward language that is neither too flowery or too simple. It is essential to be able to use the spoken and/or written word to get your point across simply and clearly.

Examples:

· Sought and considered ideas from others on issues that affected them.
· Communicated orally in a well-organized, courteous, and effective manner.
· Communicated to provide or exchange information while keeping others informed.
· Listens effectively to other’s ideas, problems, and suggestions.
· Demonstrates effective public greeting skills.
· Demonstrates effective phone skills.
· Adapts communication methods to respond to different audiences.
· Provides accurate, timely information (oral/written).
· Actively listens to others.
· Involves others in problem solving.
· Provides clear instructions and expectations.
· Works in an open manner, shares information with others to get the job done.
· Expresses ideas clearly and effectively (oral/written).
· Listens carefully and sincerely, considers the ideas of others.
· Maintains confidentiality and exercises good judgment.
· Responds in a prompt and friendly manner to requests and inquiries.
· Keeps others informed.
· Meets routinely with supervisor to exchange information and clarify expectations.
· Asks appropriate questions to clarify information/needs.
· Provides accurate, timely information (oral/written).
Interpersonal Skills: Interpersonal skills refer to the ability to interact positively and get along well with others. It is defined as a set of positive social skills necessary to get along well with others and function constructively in groups, including: 

A. Respecting and expressing appreciation for others; 

B. Being able to work and communicate well with others and listen to others' ideas; 

C. Demonstrating context-appropriate behavior that is consistent with social norms; and 

D. Using a range of skills or processes aimed at resolving conflict. 
Examples: 

· Well regarded by colleagues, can interact easily with a diverse workforce.
· Treats others with respect.
· Polite, courteous, empathic.
· Demonstrates appreciation like thanking others for their assistance.
· Is courteous and acknowledges the contributions of others.
· Respects other people’s time and priorities.
· Treats others fairly and without prejudice or bias.
·  Seen by peers as someone whom they can depend on.
· Does not initiate conflict and actively takes measures to ensure that conflict does not occur.
· Demonstrates tact and diplomacy when resolving conflicts, addressing concerns directly with the individual(s) involved.
· Takes initiative to address concerns with other staff in a timely manner, promoting understanding and cooperation.
· Approach to conflict resolution is exceptional, creating enhanced teamwork, without hard feelings.
· Contributes to a positive work environment through their interactions with others.
· Demonstrates flexibility by adapting to changes in priorities and the work environment.
· Demonstrates positive personal regard when confronting problems with others.
· Demonstrates respect for responsible dissent.
· Behaves in ways designed to keep problems impersonal whenever possible.
· Maintains positive work relationships.
· Treats others with courtesy and respect. 
· Is cooperative and responsive.
· Builds trust and works with integrity.
· Treats others with respect, courtesy, tact, and friendliness and actively attempts to be helpful toward others.
· Accepts criticism, is open to new ideas, and handles conflict constructively and diplomatically.
Customer Service: Commits to satisfying internal and external customers. 

Examples:

· Keep appointments, call-return commitments, etc. 

· Is approachable and responsive to customers and others. 

· Shows appropriate patience with complaining customers and employees. 

· Treats the customer with respect and courtesy. 

· Provides consistent, quality service to all customers. 

· Is available to the customer and provides accurate, consistent, and honest information. 

· Listens to the customer and provides feedback that will benefit the customer in the future. 

· Understands who the customer is. 

· Strives to satisfy customer needs. 

· Offers appropriate and innovative solutions to customer problems. 

· Demonstrates courtesy and a professional attitude in handling customer complaints. 

· Responds promptly to requests for information and/or assistance. 

· Meets customer expectations in a timely manner. 

· Delivers what has been promised. 

· Follows up with customers in a timely manner. 

· Responds to telephone and email messages within four hours. 

· Anticipates future needs/problems of customers and takes action to meet these needs or solve problems. 

· Makes an extra effort to keep customers accurately informed. 

· Understands the customer from their point of view. Has a thorough knowledge of the 

customer’s world and is able to anticipate customer’s requests.

Accountability: Demonstrates a high level of dependability in all aspects of the job. Owns up to own words and actions. Can be relied on consistently.

Examples:

· Provides consistent, timely, high-quality work. 

· Adheres to established work schedule. 

· Arrives at work and meetings on time. 

· Meets assigned deadlines without additional prompting by supervisor or others.

· Follows established call-in procedures for their department and submits leave request form within four hours of returning to the workplace. 

· Submits timesheets on time and completes them correctly. 

· Actions and speech reflect a commitment to the agency. 

· Always finishes assignments on time, meets deadlines. 

· Administrative paperwork is accurate and submitted on time. 

· When on leave, arrangements are made for “current” work/responsibility to continue.

· Responds to change with a genuine desire to do what it takes to get the job done, regardless of the need to make adjustments. 

· Employee accepts the change and is instrumental in seeing that the change is perceived positively by others and is carried out in a way that improves the overall operation of the department. 

· Knows how to keep confidential information confidential. 

· Never disparages the agency or its employees in public. 

· Completes projects ahead of time without compromising the quality of work. 

· Conveys a positive and professional image of the agency to others. 

· Adapts well to new situations, unusual demands, emergencies, or critical incidents. 

· Behaves in a businesslike manner. 

· Avoids gossip and negative rumors. 

· Seeks new and/or additional on-the-job training opportunities to obtain mastery over 

tasks, expand personal knowledge and add value to the work group. 

· Demonstrates initiative consistent with job expectations to improve performance. 

· Performs their standard duties throughout the year and in addition takes on several large projects and some smaller ones that have a significant impact on the department. 

· Completes work by established timelines and routinely uses time efficiently. 

· Employee completes work well in advance of deadlines so that the supervisor has plenty of time to review documents and make revisions, rather than receiving documents just before the deadline with little time for adequate proofreading and revisions. 

· Demonstrates professional job-specific skills necessary to provide the appropriate quality of work. 

· Not only demonstrates specific job skills, but also takes the initiative to learn higher level skills that enhance ability to contribute to the organization. 

· Creates a positive work environment and influences the behavior of other employees by their supportive and optimistic approach to daily activities within the work environment. 

· Assists co-workers in response to fluctuations in workloads. 

· Does not need to be asked to assist others in times of need. Employee jumps in and volunteers to assist others, even in areas where one may not expect them to routinely volunteer. Besides volunteering for the obvious needs, the employee senses other less obvious needs within the organization and provides additional assistance creating improved morale and work production. 

· Serves citizens of the state.
· Demonstrates concern for the larger community served by the organization.
Job Knowledge: Technically and professionally skilled in all position responsibilities and 

duties. Seeks new skills and opportunities for self-development.
Examples: 

· Possesses appropriate expertise to perform job at a professional level.

· Takes opportunities to increase knowledge of relevant job skills.

VI.  PROCEDURES
A.  
PERFORMANCE PLANNING

1.
Supervisors shall develop a plan for each employee, at the beginning of a new planning cycle, on August 1, or within 30 days of a new hire, transfer to another department, promotion, demotion, or change of duties. If the employee is reallocated, a new plan need not need be completed. A planning session between the supervisor and employee must occur between August 1 to August 31 or within 30 calendar days of a new hire, transfer, or promotion. 
2.
Designated raters (supervisors) shall be evaluated by their direct supervisor on their performance management an evaluation of their employees.  Absent extraordinary circumstances, failure to plan and evaluate in accordance with the department’s established timelines results in a corrective action and ineligibility for merit pay.  If the individual performance plan or evaluation is note completed within thirty (30) days of the corrective action, the designated rater shall be disciplinarily suspended in increasements of one (1) workday following the pre-disciplinary meeting.
3.  
When a change of supervision occurs and there is no change of duties for an assigned employee, the former supervisor has the option of closing out the plan or, with agreement of both supervisors, transferring the existing plan to the new supervisor. The new supervisor and the rated employee shall initial and date the existing plan to signify acknowledgment and understanding. An interim Performance Evaluation shall be completed by the former supervisor, signed by employee, and forwarded to the new supervisor, who may use the document as part of the evaluation process. 
4.  
Modifications to the employee’s Performance Plan may be necessary during the performance cycle. If so, the modifications must be documented on the Performance Plan or any other written documentation and initialed by the employee and supervisor.

5.  
The planning process involves a meeting that shall be conducted by the supervisor, with the employee, to discuss expectations, IPOs, and the core competencies. It is intended to be a partnership, but the supervisor has the responsibility for the final decision. If an employee is unwilling to sign the plan, the supervisor will write on the signature line “unwilling to sign,” date it, and distribute accordingly. Whether the employee signs or not, he/she will still be evaluated on the Performance Plan, and the original plan will be put in employees’ personnel file and a copy given or sent to employee.
7. 
A Performance Plan shall be based on the core competencies. These competencies cannot be disregarded in the final rating for each employee.

8. 
The supervisor shall maintain the original performance plan.  The supervisor must provide a copy of the Performance Plan to the employee.  In addition, the supervisor must provide a copy of the Performance Plan following the interim review or when ever the plan has been amended.
B. 
INTERIM PERFORMANCE REVIEW
1. 
Coaching and feedback should take place and is recommended throughout the performance cycle; but shall include at least (1) documented progress review.  The date that meetings take place to discuss an employee’s progress must be documented on the Interim Performance Review. 
2.  
Interim Performance reviews may be completed as needed on a probationary classified employee following the end of the third, sixth, and ninth month of employment, at the discretion of the appointing authority.
C. 
PERFORMANCE EVALUATION
1. 
All employees will receive a written evaluation at the end of each performance cycle. The evaluation must be completed, entered, and sent to the Department of Human Resources no later than August 31.  The evaluation compares actual performance and behavior with the objectives and measures shown on the Performance Plan.  Employees must be given the opportunity to provide input on their performance evaluation. A self-review worksheet may be helpful. 
2. 
Employees will be given a qualitative rating, which will be one of five rating levels: “Unacceptable; Needs Improvement; Effective; Highly Effective; Exceptional.” The final overall rating must be documented on Colorado Mesa University Employee Performance Review form. 

If an employee moves to a position under another appointing authority, work unit, or department during a performance cycle, an interim evaluation shall be completed. The evaluation shall be delivered to the new appointing authority and the Department of Human Resources within 30 days of the move. The Department of Human Resources will forward the interim evaluation to the proper party when the employee moves.


No evaluation is required when an employee retires from employment.

3. 
Designated raters are encouraged to meet with other designated reviewers to ensure consistent completion of evaluations. The reviewer will review recommended overall ratings for adherence to university policies and guidelines, distribution of ratings, quality, and consistency of rating, to include adequate justification of “Unacceptable and Needs Improvement” and “Exceptional” ratings. This quality review process occurs before ratings are finalized and provided to employees. 

4. 
Quotas or forced distribution processes for determining the number of ratings, in any of the five performance levels, shall not be established.

5. 
The final Performance Evaluation will be signed by the supervisor, reviewer, and employee. Completed performance evaluations will be sent to the Department of Human Resources no later than August 31.
6. 
If any evaluations have still not been completed by July 1, the supervisor may be subject to demotion. If a supervisor has not timely completed annual performance evaluations for two consecutive years, the supervisor shall be demoted to a non-supervisory position.
7. 
Needs Improvement or Unacceptable Performance Rating. Performance that needs improvement or is otherwise unacceptable as documented in the annual

evaluation shall result in a performance improvement plan and/or a corrective action and a reasonable amount of time to improve, unless the employee is

already under performance improvement, corrective or disciplinary action for the same performance matter. If needs improvement or unacceptable performance

relates to a recurring performance issue that has resulted in a prior corrective action or disciplinary action, the appointing authority may take disciplinary

action concurrently with issuing the annual evaluation. The appointing authority may proceed immediately to disciplinary action, up to and including immediate

termination, if the act is so flagrant or serious that immediate discipline is proper.  
8. 
A supervisor may rate an employee’s overall performance by assessing all facets of the employee’s performance. For example, an employee may be rated at the “Effective” level in three (3) competencies and “Exceptional” level in two (2) competencies. The overall rating will normally be determined by the majority of competency ratings; however, when considering performance of IPOs and weighing relative importance of competencies, the overall rating could reflect the heaviest weighted competency. For example, a rating including two competencies at the “Effective” level and three competencies at the “Highly Effective” level could have an overall rating of “Effective.”

9. 
If the reviewer does not agree with the evaluation, he/she shall consult with the rater to discuss concerns and identify possible modifications. If differences cannot be resolved between the reviewer and rater, the evaluation shall be discussed with the appointing authority. The appointing authority will make the final decision.
10. 
If an employee is unable and/or unwilling to sign due to resignation, termination, refusal, etc., the supervisor shall complete the evaluation and indicate in the employee’s signature area that the employee was unavailable and/or unwilling to sign. The supervisor shall date the evaluation and make distribution. If the employee has separated, a copy shall be mailed to the employee by certified mail, return receipt requested or hand delivered, with certification of hand-delivery.

11. 
Employees who wish to attach a statement to their evaluation may do so. Employees are responsible for forwarding the statement to the supervisor/rater and Department of Human Resources.
12.
If a rating is not given, the overall evaluation shall be “Effective” until a final rating is completed or determined by outcome of the Dispute Resolution process.

13.
If functional supervision is provided by someone other than the administrative supervisor, the administrative supervisor shall request input from the functional supervisor. The administrative supervisor will consider this information when completing the review and/or evaluation phases of the process.

14.
The Employee Performance Log / Important Events Journal may be used as a tool by the employee to be given to the employee’s supervisor or by the supervisor to assist in evaluating the employee.
15. 
A Performance Improvement Plan may be utilized by the rater to identify areas needing improvement and to bring such shortcomings to the attention of the rated employee.

D. 
DISPUTE RESOLUTION:  Colorado Mesa University provides a review process that is designed to resolve performance management issues as quickly and efficiently as possible.  For classified employees, the President of Colorado Mesa University delegate’s final decision-making authority in the internal dispute resolution process to the Director of Human Resources. The CMUPMP dispute resolution process is an open, impartial process that is not a grievance or appeal.
1. 
Disputable Issues: Only the following matters are reviewable:
a.  
The individual’s Performance Plan or lack of a plan.

b. 
The individual’s final overall Performance Evaluation or lack thereof.

c. 
Application of CMUPMP to the individual’s plan and/or final overall performance evaluation.

Final resolution of issues concerning the individual’s Performance Plan (or lack of plan), and the individual’s performance overall rating, must be resolved at the internal stage. Employees do not have further internal recourse for resolution of these disputes.
2. 
Non-Disputable Issues:

a. 
The content of the CMUPMP.

b. 
Matters related to the funds appropriated.

c. 
The performance evaluations and merit of other employees.  
3. 
Internal Process 
a.  
The purpose of this process is to resolve disputes between an employee and the supervisor, as soon as possible, and at the lowest level. It is a problem-solving approach. The employee shall discuss the reviewable complaint or concern with the employee’s immediate supervisor/rater and attempt to resolve the problem informally prior to pursuing the formal CMUPMP dispute resolution process.


The program will hold an employee and supervisor accountable for their job duties, responsibilities, and actions. If it involves lack of a plan, then the three-day time frame begins when the plan should have been due. If it involves a final overall rating, the time period begins the date the evaluation was presented to the employee. The process is not intended to be legalistic or adversarial.
b. 
The process is open and impartial. It is not a grievance or appeal.  An employee and supervisor will have the opportunity to be heard and have an issue reviewed objectively. 
c.
No party has an absolute right to legal representation but may have an advisor present at all stages of the dispute resolution process.  The role of the advisor is to assist the employee in the process, but the employee is expected to present the employee's issues at each stage.
d.
Retaliation against any person involved in the dispute resolution process is prohibited
e. 
Initial Review:  

1) The time limit for filing a written request, to initiate the internal review stage, is five calendar days from the date the plan, or final overall performance rating, is given to the employee. In the event the dispute is not suitably resolved at the informal level the employee may reduce the problem to writing by completing the Request for Initial Review section of the Request for Review of Performance Management Issues form. The form must be presented to the administrative head of the employee’s work unit, with a copy to the Director of Human Resources, within three (3) working days of the occurrence of the reviewable dispute.

2) The form shall be dated and signed by the employee; it shall set forth the facts, including dates, of the dispute and the remedy desired.  Only those issues originally presented in writing shall be considered throughout the dispute resolution process. 

3) The dispute shall not be considered submitted until the administrative head of the employee’s work unit receives the written request for review.  Only issues originally presented, in writing, shall be considered throughout the dispute process.  At the time it is received, it shall be dated, and a copy returned to the employee.

4) The administrative head of the employee’s work unit shall schedule a meeting to include the employee’s supervisor and the employee.  The meeting must occur within five (5) working days of the submission of the written Request for Initial Review.  The purpose of the meeting shall be to review and consider the issues presented. 

5) Within five (5) working days of the meeting the administrative head of the employee’s work unit shall respond, in writing, to the employee’s dispute. 
6) In the event the response of the administrative head of the employee’s work unit is unacceptable to the complaining employee, the dispute may be referred to the Director of Human Resources under the procedures set forth below, Final Review, of this internal formal dispute resolution stage.



f.  
Final Review:

1) If the employee is not satisfied with the response presented at the Initial Review stage, the employee may refer the dispute to the Director of Human Resources by completing the Request for Final Review by Director of Human Resources section of the Request for Review of Performance Management Issues form.  The form must be presented to the Director of Human Resources, within three (3) working days of receipt of the response to the employee's Request for Initial Review.

2) The complaint shall not be considered submitted until the Director of Human Resources receives the completed form.  At the time it is received, it shall be dated, and a copy returned to the complaining employee.  Any dispute that has not been referred within three (3) calendar days after receipt of the response to the Request for Initial Review shall be considered settled on the basis of the written response and shall not be subject to further review by the Director of Human Resources.

3) The Director of Human Resources shall schedule a meeting with the employee and the rater and review in the Initial Review to discuss the issue(s) presented.  The meeting shall occur within three (3) working days of receipt of the Request for Final Review.

4) Within three (3) working days of the meeting the Director of Human Resources shall complete his investigation and shall answer the employee’s dispute in writing.  The final decision shall be delivered to the employee and copies forwarded to the supervisor. In answering the employee’s dispute, the Director is limited to addressing the facts surrounding the issue and shall not substitute his judgment for that of the supervisor.  The Director of Human Resources may instruct the supervisor to follow the agency Program, reconsider a performance plan or rating, or take other appropriate action.  The Director of Human Resources cannot render a decision that would alter the Colorado Mesa University Performance Management Program.  The decision of the Director on issues involving an individual performance plan or evaluation concludes at the internal stage and no further recourse is available.
5) The Director of Human Resources’ response must also advise the employee of the issues that are disputable at the External stage of the Dispute Resolution Process. Notice will include deadlines for filing, a list of what must be included in the request, and the address for filing.
4. 
External Process – Classified Employees
a.
This external stage is administered by the Director.  Only the issues(s) as originally presented in writing to the department during the department’s internal process shall be considered during the Director’s external performance management dispute resolution process.
b.
Within ten (5) working days from the date of Colorado Mesa University’s final decision, an employee may file a written request for review with the director.  The first day of the count is the day after the date on the department’s notification and each calendar day thereafter.
This notice shall include a statement that the deadline for filing an external performance management dispute to the Director is five (5) days from the date of receipt of the notice, the Board's physical address, email address, website, telephone and facsimile numbers, the requirement that the

external performance dispute shall be in writing, and the requirement to include copies of the individual’s annual performance evaluation, original written dispute and the department’s final decision and the availability of the Consolidated Appeal / Dispute Form.


External disputes may be mailed to: 

State Personnel Board
1525 Sherman St. 4th floor
Denver, CO 80203
Phone: 303-866-3300
Fax: 303-866-5038.

dpa_state.personnelboard@state.co.us
 https://spb.colorado.gov
c.
The request for external review shall include a copy of the original issues(s) submitted in writing and the University’s final decision.  The director or designee shall issue a written decision that is final and binding within 30 days.

d.
The scope of authority of those individuals making final decisions throughout the dispute resolution process is limited to reviewing the facts surrounding the current action, within the limits of the University’s performance program. These individuals may also suggest other appropriate processes such as mediation. These individuals shall not substitute their judgment for that of the rater, reviewer, or the department’s dispute resolution decision maker if an issue is being reviewed at the external stage. Further, these individuals shall not render a decision that would alter the University’s performance management program. 

e.
In reaching a final decision, these individuals have the authority to instruct a rater(s) to:


1.
Follow the University’s performance management 


program.

2.
Correct an error; or


3.
Reconsider an individual performance plan or final 




overall evaluation.

f.
An employee may withdraw a Director’s External Dispute at any time prior 

to the Director issuing a final decision.  If an employee withdraws a Director’s External Dispute, it will be considered moot and dismissed with prejudice.


g.
If the event that an employee with a pending Director’s External Dispute



separates from the state personnel system, the Director’s External Dispute




is dismissed with prejudice.

VII.  RESPONSIBILITY 
A. 
Vice Presidents are responsible for:

1. 
Ensuring that their respective area complies with all aspects of the CMUPMP.

2. 
Ensuring that final performance evaluations are sent to the Department of Human Resources.
3. 
Making the final decision, regarding any performance evaluation or management dispute between exempt employee and supervisor.
C. The director of Department of Human Resources is responsible for ensuring:

1. 
Mandatory supervisor training (including the Performance Management Program) is offered for all supervisory personnel.
2.
New employees are provided with information on the performance management program during orientation. 

3. 
The review and update of this policy on an annual basis, or as necessary.
4.
Final decision, regarding the Classified Employees Internal Dispute Resolution process
5.  
The Department of Human Resources is responsible for administering the Performance Management Program, developing the lesson plan, providing training, and accounting for all final evaluations received.
6.
The Director of Budget is responsible for ensuring that a financial audit report will be submitted to the state Department of Personnel, reflecting classified employee monetary percentages awarded for the number of “Exceptional” and “Effective” rated employees.
C. 
Supervisory staff is responsible for the completion of all aspects of the Performance Management Program within the time frames prescribed for their assigned employees. 
D. 
Employees are responsible for actively participating in the planning, reviewing, and evaluation process. Employees shall provide feedback on specific performance to assist supervisors with evaluations.

