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Planning within the Kentucky Community
and Technical College System

Planning is a cornerstone of the Kentucky Community and Technical College System
(KCTCS). The KCTCS System and its 16 colleges are made up of internal stakeholders
including administrators, faculty, and staff committed to excellence in providing services
to external stakeholders consisting of students, employers of students, and society.
Excellence is attained through effective and efficient planning at all levels involving all
stakeholders.

Planning provides the means by which major directions are established for KCTCS and
the individuals employed by KCTCS. There are two major categories of planning
addressed in this handbook. They are Strategic Planning and Performance Planning.

Strategic Planning is a process of determining an organization’s goals (long and short-
term) and then identifying the best approach for achieving those goals. KCTCS
strategic planning is done both on the system level and at the KCTCS colleges. The
Responsive Solutions through Vigorous Planning (R.S.V.P) Implementation Model was
developed to assist in strategic planning process. KCTCS Administrative Policy and
Procedures (4.9) directing the development and implementation of the strategic plans
(System and college) have been recently revised.

Performance Planning and Evaluation (PPE) is done by all regular KCTCS employees
in conjunction with their supervisors as a method of recording major position
responsibilities and performance expectations and measuring their successes.
Outstanding employee performance is recognized and rewarded through Nonrecurring
Merit Bonus.

All KCTCS planning processes are integrated to ensure System and college employees
are not only aware but also engaged in creating the best community and technical
college system in the nation.

KCTCS Strategic Planning

Strategic planning within KCTCS is a broad-based, inclusive planning process that
promotes participation at all levels. The KCTCS Board of Regents adopted its first
strategic plan in October 1999 and set 10 goals that were to be accomplished by 2005,
focusing on two-year priorities. Along with the plan, the Board also adopted a vision
statement for the Commonwealth’s newly created ninth institution of postsecondary
education: “To create, by the year 2020, a comprehensive community and technical
college system recognized as the nation’s best.”

Since adoption of that initial strategic plan and vision in 1999, KCTCS has reached
numerous milestones well in advance of anticipated timeframes. As a result of the rapid
growth of the System, the Board of Regents revised the Plan’s priorities in 2000 and
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adopted the KCTCS Strategic Plan 2000-05, July 2002 Edition. When the Board of
Regents adopted that strategic plan, it also aligned the KCTCS strategic planning
process with the budget cycle, including the fiscal year and the biennial budget
development.

The KCTCS Strategic Plan 2000-05, July 2002 Edition built upon the initial plan and
combines the original 10 goals adopted in 1999 into six goals that more accurately
reflect the status of KCTCS. It also refined the focus of the Plan onto the colleges’
efforts rather than the System. The 2002-03 priorities also were revised to reflect the
progress KCTCS has achieved toward the original Plan and to align with the revised
goals. In 2003, the 2002-03 priorities were revised again for 2003-05. All KCTCS
employees were given the opportunity to voice their opinions on whether a priority
needed to be rewritten, deleted, or whether a new priority should be included. Over 350
people responded to the request. The KCTCS Strategic Plan 2000-05, July 2003
Edition was published in August 2003. This plan was completed June 30, 2005.

Building on and refining the process used in 1999, work on developing a new strategic
plan for 2006-10 began with the formation of a Strategic Plan Workgroup (SPW) in spring
2002-03, which conducted an Environmental Scan that targeted feedback related to the
economy, education, environment, politics, technology, and socio/demographics. A report
of the scan findings was presented to the KCTCS President’s Leadership Team (PLT) in
May 2003; and five Strategic Planning Teams (SPTs) were formed to address the trend
areas of importance identified by the Environmental Scan in the areas of
economics/environment, education, politics, social/demographic, and technology.

These teams included members of the KCTCS President’s Cabinet, college presidents,
System Office staff, as well as faculty and staff from each of the colleges. Work on the
SPTs led to the development of proposed five-year goals for 2006-10.

In February 2004, input was solicited from the KCTCS Board of Regents; PLT,;
representatives of the colleges’ local boards, including foundation boards; faculty; staff;
students; and various other System stakeholders. Web-based surveys were used in
spring 2004 to efficiently maximize the opportunity for KCTCS faculty, staff, and students
to provide feedback.

During summer 2004, proposed goals were developed by the KCTCS President
Leadership Team and presented to the Board of Regents for feedback in August. Work to
further refine the draft goals continued through fall 2004. In addition, an online survey was
conducted in the late fall with external stakeholders from across the Commonwealth to
obtain input. At its December 3, 2004, meeting, the KCTCS Board of Regents approved
the strategic plan for 2006-10. The plan affirmed the existing KCTCS Mission statement,
as outlined in The Kentucky Postsecondary Education Improvement Act of 1997 (The
Act or House Bill 1) as amended, and the KCTCS Values. The revised vision statement
and four new goals are:

The KCTCS Vision

To create a comprehensive community and technical college system recognized as the
nation’s best.
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KCTCS Strategic Plan 2006-10 Goals

Promote excellence in teaching and learning.

Increase student access and success.

Expand diversity and global awareness.

Enhance the economic development of communities and the Commonwealth.

Achievement or progress toward strategic plan goals will be measured based upon core
indicators, measures, and targets that build upon the KCTCS Mission and other
mandates found in the Kentucky Postsecondary Education Improvement Act of 1997
(as amended) and can be found on the following pages. Core indicators describe
performance categories related to each strategic plan goal approved by the KCTCS
Board of Regents in December 2004 and provide a framework for monitoring progress
toward achieving the strategic plan goals. Measures are specific, quantifiable, and
allow for analysis of KCTCS performance and effectiveness. Targets, or performance
objectives, also have been identified for selected measures. Results for measures
assigned targets will be regularly reported to the Board. The priority assigned to the
core indicators, the measures selected for performance targets, and the targets
themselves may change over the course of the strategic planning five-year period. In
June 2005, the KCTCS Board of Regents accepted the KCTCS Strategic Plan 2006-10
including core indicators, measures, and one- and five- year targets.

A revised policy 4.9 Kentucky Community and Technical College System Policy on
Strategic Planning and Institutional Effectiveness aligns the strategic planning process
with the college’s institutional effectiveness efforts.

Postsecondary education in Kentucky has been transformed for the twenty-first century
to make it more responsive to the economic and social needs of the Commonwealth’s
citizens, as well as its business and industry. The Kentucky Postsecondary Education
Improvement Act of 1997 charged the Council on Postsecondary Education (CPE) with
setting the strategic agenda for postsecondary education. In response, CPE developed
the 2020 Vision, An Agenda for Kentucky’s System of Postsecondary Education, and an
Action Agenda for implementing the goals of The Act. CPE has since adopted a new
strategic agenda for Kentucky postsecondary education, and each of Kentucky’s nine
postsecondary education institutions must respond to that plan in keeping with their
respective statutory mission. The KCTCS Strategic Plan maintains alignment with the
CPE’s agenda for Kentucky postsecondary education and responds to the mandates
and challenges in The Act (as amended).

KCTCS R.S.V.P. Implementation Model

The Responsive Solutions through Vigorous Planning (R.S.V.P.) Implementation Model
was employed in 2001 to assist in the formation of the KCTCS strategic plan. It has
since been expanded as a model that not only serves to implement the strategic plan,
but also focuses on creating a strong internal organization through employee
involvement. Various KCTCS colleges have adopted the Model at the local level.
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Postsecondary Education
Improvement Act of 1997
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Execution/Evaluation Analysis
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¢ Ad Hoc Teams

* Work Groups

* Macro (Environmental
Scan, etc.)

e Micro (Strategic

Planning Teams [SPTs],

Surveys, Focus Groups,

etc.)

Strategic Plan Design

¢ 5-Year Goals * Core Indicators
* Measures/Targets e« Action Plans

©

Originally used to develop the KCTCS Strategic Plan 2000-05, the R.S.V.P. Implementation
Model has been expanded into one for implementing current and future strategic plans.

The R.S.V.P. Implementation Model is organized as follows:

President’s Leadership Team (PLT) — membership consists of the System President,
System Cabinet, and College Presidents. The role of the PLT is to assure the goals
of the System are achieved.

Resources, Accountability, Marketing, and Programs (RAMP) Teams — membership
consists of representatives of the PLT. The role of a RAMP is to address strategic
and tactical issues and recommend actions to achieve KCTCS priorities.

Strategic Planning Team (SPT) — membership consists of representatives from the
colleges, the PLT, a cabinet liaison, and others as needed. The role of an SPT is to
study issues, conduct ongoing environmental scans, and provide feedback regarding
the development of the goals and priorities of the KCTCS Strategic Plan.

Peer Team — membership consists of leadership from each college who are
responsible for key functional area(s) within their respective college. The role of a
Peer Team is to identify issues, provide advice/counsel/feedback on issues, and
communicate actions/strategies/best practices within their respective functional
areas, and obtain coordinated training on system operations.

Ad Hoc Team — membership is determined by the KCTCS President based on the
nature of the issue. The role of an Ad Hoc Team is to address specific issues as
assigned by the KCTCS President.

Work Group — membership includes college representative recommended by the
college presidents and system office representatives recommended by the KCTCS
Cabinet. The role of a Work Group is to make recommendations to: the PLT to
assist in implementation of a tactical or strategic priority, an Ad Hoc Team on issues
assigned by the KCTCS President, a Peer Team to assist in implementation of a
functional issue, or a cabinet liaison to assist in system operations.
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The R.S.V.P. Implementation Model’s structure and process gives KCTCS employees
at every level the opportunity to participate in implementing the strategic plan by serving
as a member of a Strategic Planning Team, a Peer Team, or member of a Work Group.

On March 13, 2006, the KCTCS and College Revised Strategic Planning Processes and
their relationship with the KCTCS Institutional Effectiveness Organizational
Responsibilities were approved. This revision aligns the planning and institutional
effectiveness responsibilities with the strategic goals, core indicators, measures, and
targets.

KCTCS Administrative Policy and Procedures
Relating to Strategic Planning and Institutional Effectiveness (4.9)

4.9.1 KCTCS Strategic Planning Process and Plan

4.9.1.1 KCTCS Strategic Planning Process

A. Activities for developing the KCTCS Strategic Plan may include an environmental
scan, surveys, focus groups, and/or other methods of analysis.

B. Involvement in the development of the KCTCS Strategic Plan shall include the
KCTCS Board of Regents; the KCTCS President’s Leadership Team, faculty,
students, and staff; foundation board members; College Boards of Directors; and
external stakeholders.

C. The KCTCS strategic planning process shall align with the KCTCS budget cycle,
including the fiscal year and the biennial budget development.

4.9.1.2 KCTCS Strategic Plan

A. Goals, reflective of the KCTCS mission and other mandates found in the
Kentucky Postsecondary Education Improvement Act of 1997 (as amended),
shall be determined from the analysis of current statuses and future trends
influencing KCTCS and postsecondary education, in general.

B. Progress toward accomplishing a goal may be determined through core
indicators, measures and targets. An indicator is a performance category that
describes an outcome of a goal; a measure is a statistic used to define an
indicator; and a target is a performance objective or standard identified for a
measure. Progress toward priority targets will be reported regularly to the
KCTCS Board of Regents.

C. The KCTCS Board of Regents shall approve the KCTCS Strategic Plan.
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An action plan, based on the KCTCS Strategic Plan and including input from all
system office departments, shall be ongoing and include strategies for
successfully meeting KCTCS goals.

4.9.2 KCTCS College Strateqgic Planning Process and Plan

4.9.2.1 KCTCS College Strategic Planning Process

The KCTCS strategic goals shall serve as the foundation for each college
strategic plan.

Activities for developing a KCTCS college strategic plan may include an
environmental scan, surveys, focus groups, and/or other types of analysis.

A KCTCS college strategic plan shall be developed in coordination with local
employers, civic leaders, campus constituents, and other postsecondary
institutions in the region and that is consistent with the strategic agenda of the
Kentucky General Assembly.

4.9.2.2 KCTCS College Strategic Plan
College strategic goals shall be aligned with the KCTCS strategic goals.

Progress toward accomplishing a goal may be determined through core
indicators, measures and targets. An indicator is a performance category that
describes an outcome of a goal; a measure is a statistic used to define an
indicator; and a target is a performance objective or standard identified for a
measure.

1. Indicators may include productivity/effectiveness, professional
development, remediation/developmental education, student
engagement, affordability, completers/attainers, enroliment,
retention, transfer, employment diversity, enrollment diversity,
global awareness, business/industry services, community
stewardship, licensure/certification, and workforce development.

2. College measurements of progress shall be determined at both the
system and local levels.
a. College may have performance targets in addition to those
established by the system strategic plan.
b. College measures will include annual institution program review.

3. The KCTCS President and college president/chief executive officer
shall negotiate specific indicators and targets to be used in the
college president/chief executive officer’'s annual evaluation.
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C.

B.

C.

The board of directors for each KCTCS college shall approve and
implement the strategic plan.

A copy of the college’s approved strategic plan shall be submitted to the System
Office of Institutional Advancement.

A college-wide action plan shall include strategies for meeting the
college’s strategic goals and be coordinated with the development of the
college’s institutional effectiveness annual plan and subsequent report.

4.9.3 KCTCS Institutional Effectiveness Organizational

Responsibilities

The KCTCS Office of Institutional Advancement shall:

1.

Coordinate system-wide strategic planning and serve as a resource
to individual institutions as they develop an annual strategic plan.

Evaluate, in concert with the System leadership, the
implementation and achievement of goals through measures of
progress.

Serve as a repository for copies of each college’s strategic plan.

Coordinate the linkages of outcomes to the planning and budgeting
process.

The KCTCS Office of Information Technology shall:

Ensure the timely availability and integrity of data on human
resources, finances, students, facilities, and programs to meet
information needs for institutional decision-making.

Work closely with each institution regarding availability of and
access to institutional data for sector management and
effectiveness needs.

The KCTCS Chancellor shall:

1.

Coordinate academic program plans and program approvals with
the KCTCS and with external agencies.

Review new program proposals.
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3.

Maintain an updated inventory of degree programs and accredited
degree programs.

D. The KCTCS Office of Policy Research and Analysis shall:

1.

Coordinate external reporting on students, faculty, finances, and
staffing to the Council on Postsecondary Education, other state
government offices, and federal agencies. This includes all reports
required by the Kentucky Council on Postsecondary Education
reporting guidelines, US Dept. of Education’s National Center for
Educational Statistics database (IPEDS database), and the
National Student Clearinghouse.

Provide support to the colleges as they complete reports related to
accreditation and major federal and state agency funding.

Provide executive decision support information to the System
leadership.

Provide the KCTCS President with status reports on strategic plan
outcomes.

E. The KCTCS college presidents/chief executive officers shall:

1.

Identify and appropriately staff an institutional effectiveness
function.

Ensure that reviews and evaluations of educational and support
programs and units are conducted in an appropriate and timely
manner.

Provide the KCTCS President with status reports on the
implementation and achievement of the KCTCS core indicators,
measures, and targets, including ones selected as a part of the
college president’s annual evaluation, as requested.

Be responsible for the development of the strategic plan which
includes elements of institutional effectiveness.

KCTCS Performance Planning and Evaluation

KCTCS has an effective Performance Planning and Evaluation (PPE) process in place
for use by all regular KCTCS employees. The process is designed to facilitate an open
discussion for all employees and their supervisors in defining job expectations and

corresponding outcomes and aligning them with the KCTCS Strategic Goals 2006-10.

10
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The 2006-10 strategic goals are to:

Promote excellence in teaching and learning

Increase student access and success

Expand diversity and global awareness

Enhance the economic development of communities and the Commonwealth

The KCTCS Performance Planning and Evaluation Form (KCTCS Form HR 917) is used
in the PPE process. The annual evaluation becomes a natural extension of
performance planning. From the performance planning process to completion of the
final evaluation, an effective performance evaluation process is a continuous year-long
cycle as summarized by the following chart:

KCTCS Strategic Goals 2006-10

|

Division / Departmental Goals

Performance Planning

!

Feedback

!

Annual Evaluation

The KCTCS policies governing performance evaluation include Administrative Policies
and Procedures 2.5 (“‘KCTCS Performance Review”), 2.6 (“Promotion in Rank”), and
2.11 (“Workload”). While the performance review cycle will be for a fiscal year (July 1—
June 30), evaluations will be completed by May 15 each year to allow time for
completion of the separate merit bonus eligibility determination process for employees
who are eligible for consideration for the merit bonus review.

In addition to the annual evaluation, optional mid-year evaluations (see Section Il) may
be conducted at the discretion of the college and/or department, as well as for individual
employees with work performance issues that need to be addressed.

An Initial Employment Period evaluation for new employees should be completed
immediately prior to the end of the 6-month Initial Employment Period. In addition,
supervisors should meet with their employee on two (2) earlier occasions during the
course of the Initial Employment Period for the purpose of providing feedback about the
new employee’s progress.

11
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KCTCS Nonrecurring Merit Bonus

Since its creation, the KCTCS Board of Regents has been committed to basing eligibility
for merit pay on employees’ performance. Beginning in 2003—04, nonrecurring merit
bonuses were adopted as the mechanism for KCTCS to implement performance based
pay for faculty and staff. With the implementation of this mechanism, KCTCS uses the
performance evaluation processes to assess individual performance levels. In the
KCTCS performance planning and evaluation (PPE) process, “high performing” is
defined as having earned a Consistently Exceeded Expectations of Job Requirements
(EE) rating in the evaluation process. The amount of bonus is determined by the
amount of funds budgeted for this program and the number of high performing faculty
and staff. Colleges have the ability to establish local processes to assist in the
determination of individuals receiving the nonrecurring merit bonus.

The KCTCS PPE process is designed to allow each employee and supervisor the ability
to identify the expectations for the employee’s position. The process is a natural
extension of the KCTCS and college strategic planning efforts in determining how all
faculty and staff contribute to the achievement of system and college-level goals.

12
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The Performance Planning Process (Section I)
To be conducted and signed by no later than August 31

The Planning Process (Section ) is the first step in the evaluation cycle and relates
organizational goals to individual performance. In the Planning Process, the supervisor
and employee will work together to jointly identify specific activities and corresponding
goals for the employee’s performance plan to address within all of the following areas
that are applicable to the employee: Position Responsibilities, Professional
Development, Internal Service, External Service, and Leadership areas; relative
weight/importance of each dimension; and performance expectations/standards. At
least one or more of the areas will be applicable. Not all areas in Section | will be
applicable to every employee. To have additional space available for entering more
than ten (10) items, click on the “Table” pull-down menu, then click on “Insert” and on “Rows
Below”.

When there is a significant change in the position duties during the course of a
performance year, a revised planning document will be prepared.

The evaluator initially meets with the employee to discuss the applicable areas of
Position Responsibilities, Internal Service, External Service, Professional Development,
and Leadership for the upcoming evaluation period with an emphasis on the following
areas:

Position Responsibilities

List major activities of job. Not every specific duty is to be listed; job duties should be
categorized. At least 3 activities are to be listed.

Job Responsibility activities will be based on the following:

Staff Based on job specification, job description, job
analysis questionnaire, and/or other assigned
duties.

Faculty and In accordance with KCTCS Administrative

Administration Procedure 2.11 and based on Distribution of Effort

Agreement form, job descriptions, job
specifications, and/or other assigned duties

Faculty Examples: academic instruction, curriculum development/revision,
Classroom/laboratory maintenance, teach-outs, special initiatives/problem-
solving, Revision of course syllabi, outlines, and other instructional materials,
Attendance at curriculum meetings, development of clinical affiliations,
development of new teaching (learning communities, collaborative learning) and
delivery methodologies, creation of on-line/web-enhanced course(s), other
distance education initiatives, recruitment, retention, and enrollment
management, follow-up activities, preparation, grading, maintaining advisory

13
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committees (minimum of two meetings per year for technical/occupational
programs), academic advising, registration, orientation, testing activities,
workshops, advisor training activities, sponsorship of student groups, other.

Internal Service

Includes activities as follows:

1) Related to your role at college
2) Not part of routine Job Responsibilities
3) May or may not occur during regular work hours

Staff Examples: Internal Committees, CE Teaching, and Internal Training.

Faculty Examples: committee involvement, workshop facilitation, continuing
education, development of new program proposals, activities related to program
accreditation or program licensure requirements, recruitment and marketing, grant
proposal preparation, mentoring of new faculty, other.

External Service

Includes activities as follows:

1) Related to your role at college
2) Not part of routine Job Responsibilities
3) May or may not occur during regular work hours

Staff Examples: Community Service and External Committees.

Faculty Examples: Serving on community boards, foundation, committees,
commissions, Workshop facilitation, Continuing Education or customized industry
courses, Forums and community meetings, Delivering lectures or seminars,
Providing professional assistance, Arranging fine arts events, cultural events, and
recreational events, Working with K-12 Schools, Other.

Professional Development

Includes activities as follows:

1) Any credit/non-credit learning activity related to job role, i.e. conference, seminar,
class

2) Activity advances in your job expertise, knowledge or skill

3) Membership and/or participation in a professional organization
Faculty Examples: Coursework or degree completion, Staff exchange, Seminars,
Workshops, Participation in professional organizations and meetings, Industry visits,
Publication, Conference presentations, other.

14
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Leadership

Leadership is defined as — “serving in a defined college or KCTCS role or a related
professional role that has a leadership component, or on a major college or KCTCS
committee assignment.”

Faculty and Staff Examples: Program Coordinator, Division Chair, Manager,
Program Director, Committee Chair or similar role, leadership in professional
organizations, academic administration, serving as an institutional representative
(district level, KCTCS committees, Faculty Senate, regional level, state level, or
national level), Other.

The evaluator presents the draft planning document with planning information to the
reviewing officer for final approval and signature. Then the evaluator presents the final
planning document to the employee and obtains the employee’s signature in the
Planning Process signature box. The completed form is used as the evaluation form at
the end of the evaluation cycle. Evaluators should give employees an approved copy of
their form after the Planning Process is completed.

Feedback/Progress Report

Various methods will be used to obtain feedback on performance. The methods may
include peer and student feedback, as well as feedback for supervisors, managers and
administrators from employees in their work area.

The Optional Mid-Year Evaluation (Section Il)
Optional mid-year evaluations (Section Il) may be conducted at the discretion of the
college and/or department, or as needed for individual employees to address their work
performance issues.

The Evaluation Process (Section lll)
The evaluator completes the evaluation document in Section lll based on the
employee’s performance for the evaluation period. Employees may complete a self-
assessment by reviewing the planning document prior to the evaluation meeting and
sharing feedback on outcomes with their manager.

In subsection A. Outcomes, the employee and/or evaluator lists the outcomes achieved
during the evaluation period. To have additional space available for entering more than
ten (10) items, click on the “Table” pull-down menu, then click on “Insert” and on “Rows
Below”.

In subsection B. Overall Evaluation Rating/Summary, the evaluator provides
evaluation comments and rates the employee based on how well the employee met the
Goals/Results Expected outlined.

15
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After the evaluator has completed the evaluation form, it is presented to the reviewing
official (normally the evaluator’s supervisor) for review and signature. After the reviewer
signs the form, the evaluator schedules a meeting with the employee to discuss the
evaluation. This meeting may also include a discussion of the Planning Process for the
next year’s evaluation as appropriate. The evaluator obtains the employee’s signature
on the evaluation form.

The Merit Bonus Award Recommendation/Approval Determination
(Section IV)

Following completion of Sections | — Ill, supervisors and reviewers of employees who
received an “EE” rating will make a determination of whether to recommend the
employee to the local review body for consideration of the merit bonus. A
recommendation is noted by the supervisor’s signature and reviewer’s signature being
added in Section IV. The recommended employees will then be considered under the
established local review process for eligibility for the merit bonus. Significant
accomplishments will be reviewed by the local review body in comparison to any
significant accomplishment goals that were established during the planning process.
Following the review members of the local review body and the college president/ceo
are to add their signatures and comments for those employees whom they recommend
receive the merit bonus.

16
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Ratings Categories

Five (5) ratings categories to be used in evaluating performance:

CONSISTENTLY EXCEEDED EXPECTATIONS OF JOB REQUIREMENTS (EE) - Job
performance was continuously performed in an exceptional manner. Contributions
significantly and consistently exceeded expectations and requirements based on
established success criteria, with exceptional quality, quantity and timeliness of work.
Consistently achieved outstanding results well beyond those expected of the position
and helped accomplish the KCTCS strategic plan by aligning action plans with the
strategic goals.

MET AND FREQUENTLY EXCEEDED JOB REQUIREMENTS (ME) - Job performance
consistently met and frequently exceeded the expectations and requirements for the
position based on established success criteria. Contributions consistently met and
frequently exceeded expected criteria for quality, quantity and timeliness of work.
Frequently achieved results beyond those expected for the position and helped
accomplish the KCTCS strategic plan by aligning action plans with the strategic goals.

FULLY MET JOB REQUIREMENTS (M) - Job performance consistently met the
expectations and requirements for the position based on established success criteria.
Contributions occasionally exceeded expected criteria for quality, quantity and
timeliness of work and helped accomplish the KCTCS strategic plan by aligning action
plans with the strategic goals.

SOME IMPROVEMENT NEEDED TO MEET JOB REQUIREMENTS (NI) - Certain job
duties were performed capably; however, improvement in quality, quantity and/or
timeliness of work is required in order to fully meet expectations and requirements for
the position based on established success criteria.

A Performance Improvement Plan may be developed by the supervisor to facilitate
improvement by the employee. Performance shall be evaluated again in six months.
Significant and immediate improvement in quality, quantity, and timeliness of work is
necessary in order to avoid disciplinary action and/or termination of employment in
accordance with KCTCS policies and procedures regarding employee termination and
disciplinary action.

DID NOT MEET JOB REQUIREMENTS (F) - Performance throughout the rating period
did not meet the job requirements and expectations for the position based upon
established success criteria.

A Performance Improvement Plan shall be immediately developed by the supervisor to
facilitate improvement by the employee. Performance shall be re-evaluated based on
the Performance Improvement Plan and the evaluation goals in at least three months, in
six months and again thereafter if determined necessary. Significant and immediate
improvement in quality, quantity and timeliness of work is necessary in order to avoid

17
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disciplinary action and/or termination of employment in accordance with KCTCS policies
and procedures regarding employee termination and disciplinary action.

General Instructions
For Areas of Effort:

e Percent of effort in each area is to be determined collaboratively by
supervisor/employee during planning phase.

¢ Not all five (5) areas of effort will necessarily apply to every employee.
“Goals/Results Expected” subsection should be completed during planning process.
The “Outcomes” subsection should be completed during the evaluation process by
supervisor and/or employee.

e Specific activities to be listed under each area are to be determined collaboratively
by the supervisor and employee.

e Evaluation covers work performance during the designated performance period. The
performance period is July 1— June 30.

e Supervisors should ensure that all employees have accurate job
description/responsibilities and/or job analysis questionnaires in writing at the
beginning of the performance period.

e Supervisors should inform employees of new/revised job responsibilities and update
job descriptions as changes in the position duties occur.

Monitoring:

KCTCS Human Resources staff will continue to monitor the success of this process in
the future and additional recommendations will be made as appropriate.

A sample evaluation form follows with some examples of how the Performance
Planning and Evaluation form sections could be utilized. This is only a hypothetical
example and should not be construed as a representative performance evaluation
document.

Appeals:
Staff employees utilize the KCTCS Complaint Resolution Procedure for appeals

stemming from annual ratings. Faculty employees utilize the faculty appeals procedure
per KCTCS Administrative Policy 2.5.
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Evaluators: See Performance Planning and Evaluation Instructions/Sample Form online at
http://www.kctcs.edu/businessaffairs/FORMS/- Human Resources section.
(For use in the Fiscal Year 2009-2010 performance period)
Kentucky Community and Technical College System
SAMPLE PERFORMANCE PLANNING AND EVALUATION (PPE) FORM

Name: College:
Position Title: Division/Department:
Employment Date: Current Job Date:
Evaluation Period: From: July 1, 2009 To: June 30, 2010
Evaluator’s Nt Employee ID:
Reviewer's Nat Position #
INITIAL 6-MONTH EMPLOYMENT PERIOD |:| ANNUAL EVALUATION

KCTCS VISION

To create a comprehensive community and technical college system recognized as the
nation’s best.

KCTCS VALUES

Mission-driven goals

Quality programs and excellence in teaching

Student success and lifelong learning

Open access with responsive delivery

Positive culture with trust, respect, and open communication

KCTCS MISSION

The mission of the Kentucky Community and Technical College System is to improve
the quality of life and employability of the citizens of the Commonwealth by serving as
the primary provider of the following postsecondary education programs, training, and
services:

¢ C(Certificate, diploma, technical degree, associate degree, and transfer
programs
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¢ Workforce training to meet the needs of existing and new businesses and

industries

Adult education

Remedial and continuing education
Short-term, customized training for business and industry

Associated services such as student financial aid and counseling

Alignment of PPE with KCTCS Strategic Plan

All individual performance goals are in support of KCTCS and college strategic plans.
The successful completion and attainment of each employee’s individual goals should
contribute to the organizational goals included in KCTCS and college strategic plans.

The KCTCS Strategic Plan 2006-10 consists of four goals and thirteen core indicators
along with measures that have both one- and five-year targets. Each college has

adapted the KCTCS Strategic Plan 2006-10 to support its mission. The entire KCTCS

Strategic Plan 2006-10 may be found at http://www.kctcs.edu/strategicplanning/ .

All KCTCS employees are encouraged to include within their Performance Planning
section (Section I) of the PPE, one or more action strategies that relate directly to the
strategic goals and their core indicators. Some employees may be able to design an

action strategy for each goal while others may develop one or more strategies from the
four goals. The decision as to the strategies and number of goals addressed should be
made between the employee and his/her supervisor.

The KCTCS Strategic Goals 2006-10 and related core indicators are as follows:

KCTCS Strategic Goals 2006-10

Core Indicators

= Promote Excellence in
Teaching and Learning

Productivity/Effectiveness
Remediation/Developmental
Education

» Student Engagement
* Increase Student Access and = Affordability
Success = Completers/Attainers
= Enrollment
0 Headcount
o Participation Rate
= Retention
= Transfer
= Expand Diversity and Global » Enroliment Diversity
Awareness = Global Awareness
= Enhance the Economic » Business/Industry Served
Development of Communities = Licensure/Certification
and the Commonwealth .

Workforce Development
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The following sections contain sample “responsibility” and “goals/results expected”
statements. Where applicable, examples of action strategies that relate to the KCTCS

Strategic Goals are also included.

SECTION |
PERFORMANCE PLANNING PROCESS

During the Planning Process, complete the areas in Section | that apply to the employee
being evaluated. One or more of the areas will be applicable. All five (5) areas may not

apply to all employees.

Where possible, create action strategies that relate to one or more of the KCTCS

Strategic Goals.

To have additional space available for entering more than ten (10) items, click on the
“Table” pull-down menu, then click on “Insert” and on “Rows Below”.

POSITION RESPONSIBILITIES
FACULTY

(See Performance Evaluation Instructions
for examples of possible activities to
include.)

60%  GOALS/RESULTS EXPECTED

Including language incorporating one or
more of the KCTCS/College Strategic
Goals

Academic Instruction

Teach a minimum of 12 credit hours to assist in
accomplishing the goal “Promote Excellence in
Teaching and Learning” (Core Indicator:
Productivity/Effectiveness)

Teaching load and Office Hours

Post and maintain at least 15 hours of office hours per
week for accessibility to students outside the
classroom to assist in accomplishing the goal “
Increase Student Access and Success” (Core
Indicators: Retention and Transfer)

Instructional Methodology

Utilize innovative and effective instructional methods
as measured by peer observation, student evaluations,
and learning outcomes to assist in accomplishing the
goal “Promote Excellence in Teaching and Learning”
(Core Indicator: Student Engagement)

Innovation Technology

Utilize at least one innovative technology in classroom
instruction e.g. PowerPoint, web based instructions,
online demonstrations or ITV.

Academic Advising

Attend initial advisor training session to assist in
accomplishing the goals “Increase Student Access and
Success” (Core Indicator: Completers/Attainers) and
“Expand Diversity and Global Awareness” (Core
Indicator: Global Awareness)
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POSITION RESPONSIBILITIES
STAFF

(See Performance Evaluation Instructions
for examples of possible activities to
include.)

60%

GOALS/RESULTS EXPECTED

Including language incorporating one or
more of the KCTCS/College Strategic
Goals

Prepare and analyze monthly budget reports

Oversee collection of tuition and fees

Complete report by the 5" of each month

Review budget variances with President on
monthly basis.

Add analysis footnote to each budget discrepancy.
Collect tuition and fees on a timely basis

Monitor delinquent accounts on a monthly basis.
Submit monthly report to Director on delinquency
status in order to assist in accomplishing the goal
“Increase Student Access and Success” (Core
Indicator: Affordability)

Implement and train staff in new PS procedures

Internal Service

(See Performance Evaluation Instructions
for examples of possible activities to
include.)

10%

GOALS/RESULTS EXPECTED
Including language incorporating one or
more of the KCTCS/College Strategic
Goals

Serve on Professional Development
Committee

Attend two planning sessions per semester
Promote and participate in on-site coordination of
campus training opportunities as committee
decides

Communicate committee actions to appropriate
employees and obtain feedback at least once
during the academic year

Conduct Word and Excel Training for College
or Department

Develop workshop topics for basic, intermediate
and advanced training to promote the goal
“Promote Excellence in Teaching and Learning”
(Core Indicator: Productivity/Effectiveness)
Offer workshops on quarterly basis
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External Service

(See Performance Evaluation Instructions
for examples of possible activities to
include.)

10%

GOALS/RESULTS EXPECTED

Including language incorporating one or
more of the KCTCS/College Strategic
Goals

Serve on High School HOSA Advisory Board

Enhance the image of the college by:

Facilitating an effective HOSA organization on
campus

Develop on campus activities for prospective
students that create an interest in health
occupations and in the college’s health program to
promote the goal “Increase Student Access and
Success” (Core Indicators: Enrollment,
Completers/Attainers, Retention, Transfer)

Conduct a Presentation to the Local Chamber
of Commerce about College Programs

Staff a High School Career-Day Fair Booth

Enhance the image of the college’s programs by:

Building community support for college programs
Developing partnerships between business and
industry and the college to promote the goal
“Enhance the Economic Development of
Communities and the Commonwealth” (Core
Indicator: Workforce Development)

Enhance the image of the college and department by:

Meeting with students and arranging visits to
campus and to department
Distributing appropriate literature to promote
interest in academic fields.

Professional Development

(See Performance Evaluation
Instructions for examples of possible
activities to include.)

10%

GOALS/RESULTS EXPECTED
Including language incorporating one
or more of the KCTCS/College
Strategic Goals

Continue to Develop Knowledge and Skills
Applicable to Current Job

Complete one Power Point class or seminar
Participate in one related professional
organization

Attend at least one conference related to current
position
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Leadership
Faculty

(See Performance Evaluation
Instructions for examples of possible
activities to include.)

10%  GOALS/RESULTS EXPECTED

Including language incorporating one or
more of the KCTCS/College Strategic
Goals

Serve as Business and Technology (BT)
Division Chair

Conduct performance planning and evaluations for BT
employees

Manage the department budget with a variance of no
more than 3 percent to promote the Goal “Increase
Student Access and Success” (Core Indicator:
Affordability)

Conduct staff meetings on a monthly basis

Stay current on relevant curriculum committee
activities to promote the Goal “Promote Excellence in
Teaching and Learning” (Core Indicators:
Productivity/Effectiveness, Remedial/Developmental
Education, Student Engagement)

Leadership
Staff

(See Performance Evaluation Instructions
for examples of possible activities to
include.)

GOALS/RESULTS EXPECTED

10% Including language incorporating one or

more of the KCTCS/College Strategic Goals

Serve as Chair of College Diversity
Committee

Conduct performance planning and evaluations for
SS employees

Lead a Diversity Initiative for the college for the
purpose of increasing minority enrollment to
promote the Goal “Expand Diversity and Global
Awareness” (Core Indicator: Enrollment Diversity)
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PLANNING PROCESS DISTRIBUTION OF EFFORT AND SIGNATURE LINES

Category % of Effort
Position Responsibility 60
Internal Service 10
External Service 10
Professional Development 10
Leadership 10
TOTAL (Must equal 100%) 100%

| have reviewed with my supervisor my Responsibilities, Goals/Results Expected, and Percent of Effort
to be spent on each area. | understand that these criteria will be used for my evaluation.

Empl oyee’ s Date
Signature
Evaluator ' s Date
Signature
Reviewer ' s Date
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SECTION I
MIDYEAR PROGRESS REVIEW

We have reviewed outcomes relative to goals/results expected and have determined that progress to
this date has been satisfactory. If not satisfactory, attach a summary of performance issues and a
corrective action plan.

Empl oyee’ s Date
Signature
Evaluator’' s Date
Signature
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SECTION il

PERFORMANCE EVALUATION PROCESS
A. OUTCOMES

This section is to be completed as the evaluation. List Outcomes for each of the individual activities and
accompanying “Goals/Results Expected” items listed in Section I. To have additional space available for
entering more than ten (10) items, click on the “Table” pull-down menu, then click on “Insert” and on
‘Rows Below”.

POSITION RESPONSBILITIES - FACULTY
OUTCOMES %

« Taught 15 credit hours/classes which contributed to the total number of classes offered to students which
afforded student additional choices.

« Posted and maintained 15 hours of office hours weekly; was present every week campus was open and
increased the number of students with whom | met by five per week.

« Incorporated and demonstrated proper use of web-based resources in developing a business plan.

* Received excellent reviews from peer observations in both fall and spring semester and received
constructive pointers which | have employed to improve my teaching and increase the techniques | use.

+ Attended initial and one additional advisor’s training meeting which led to me incorporating previously
unknown aadvising techniques in my advising methods.

* Met with and assisted my entire roster of assigned students; received good or excellent evaluations from
all advisees; encouraged five students to remain in school for at least one additional term.

POSITION RESPONSBILITIES - STAFF
OUTCOMES %

. All reports were completed by 5" of each month and reviewed by Director ahead of schedule.

« All variances were documented and accounted for

« Fee collection has increased by 10% and delinquency has decreased by 20%.

« Submitted monthly report on delinquent accounts which resulted in reconciling 50 students’ delinquencies.

« Provided PeopleSoft training for entire business office staff during the 2005-06 term

INTERNAL SERVICE
OUTCOMES %

« Attended 3 PD committee planning sessions as volunteer

« Promoted and served as instructor at the supervisor orientation fall 2005

« Committee assignments completed in a timely fashion.

« Communicated committee activities within my Division

« Provided feedback to PD committee on Division professional development needs

- Completed workshop topics for basic, intermediate and advanced Excel training resulting in faculty
developing competence in using Excel spreadsheets in their teaching.

« Offered schedule of free quarterly workshops to staff and faculty for September, December, February and
May.

27



KCTCS Performance Planning and Evaluation Handbook
2009-10

EXTERNAL SERVICE

OUTCOMES %

» Served on the advisory board and organized several presentations of the HOSA organization which led to
an increase in interest by prospective students and the inclusion of 12 students on the allied health’s
waiting list.

+ Conducted three presentations to the surrounding areas chambers of commerce making them aware of
the college’s programs that support our local industries and set up a time for the Community and Economic
Development Coordinator to meet with two industries that have not taken advantage of workforce training.

« Staffed booths at all the surrounding high schools career days for the different programs offered at the
college.(resulted in student visits and additional enrollment)

PROFESSIONAL DEVELOPMENT
OUTCOMES %

« Attended 2 PowerPoint classes.

. Attended the Southeast Regional Human Resources Management Conference.

« Accepted a leadership role in the local human resources professional organization

LEADERSHIP

OUTCOMES %
« Performance appraisals completed ahead of schedule, and included excellent feedback for the employee.

« Decreased budget variance by 2 % suggesting my staff meeting, training sessions, and form revisions
were effective

« Staff meetings were conducted monthly which provided a regular time for a review of the KCTCS goals,
core indicators, measures and targets to ensure the department is contributing in a positive and routine
manner to the achievement of the KCTCS Strategic Plan.

B. OVERALL EVALUATION SUMMARY

1. ldentify the employee’s a) performance strengths; and
during the evaluation period being reviewed:

2. Identify what actions are recommended for the employee and/or the college to undertake in order to
achieve i mprovement in the en
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3. Other Comments (if applicable):
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Emp |

Eval

Revi

Overall Performance Rating

CONSISTENTLY EXCEEDED EXPECTATIONS OF JOB REQUIREMENTS (EE) - Job performance was
continuously performed in an exceptional manner. Contributions significantly and consistently exceeded
expectations and requirements based on established success criteria, with exceptional quality, quantity and
timeliness of work. Consistently achieved outstanding results well beyond those expected of the position,
and helped accomplish the KCTCS strategic plan by aligning action plans with the strategic goals.

MET AND FREQUENTLY EXCEEDED JOB REQUIREMENTS (ME) - Job performance consistently met
and frequently exceeded the expectations and requirements for the position based on established success
criteria. Contributions consistently met and frequently exceeded expected criteria for quality, quantity and
timeliness of work. Frequently achieved results beyond those expected for the position and helped
accomplish the KCTCS strategic plan by aligning action plans with the strategic goals.

FULLY MET JOB REQUIREMENTS (M) - Job performance consistently met the expectations and
requirements for the position based on established success criteria. Contributions occasionally exceeded
expected criteria for quality, quantity and timeliness of work and helped accomplish the KCTCS strategic
plan by aligning action plans with the strategic goals.

SOME IMPROVEMENT NEEDED TO MEET JOB REQUIREMENTS (NI) - Certain job duties were
performed capably; however, improvement in quality, quantity and/or timeliness of work is required in order
to fully meet expectations and requirements for the position based on established success criteria. A
Performance Improvement Plan may be developed by the supervisor to facilitate improvement by the
employee. Performance shall be evaluated again in six months. Significant and immediate improvement
in quality, quantity, and timeliness of work is necessary in order to avoid disciplinary action and/or
termination of employment in accordance with KCTCS policies and procedures regarding employee
termination and disciplinary action procedures.

DID NOT MEET JOB REQUIREMENTS (F) - Performance throughout the rating period did not meet the
job requirements and expectations for the position based upon established success criteria. A Performance
Improvement Plan will be immediately developed by the supervisor to facilitate improvement by the
employee. Performance shall be re-evaluated based on the Performance Improvement Plan and the
evaluation goals in at least three months, in six months, and again thereafter if determined necessary.
Significant and immediate improvement in quality, quantity and timeliness of work is necessary in order to
avoid disciplinary action and/or termination of employment in accordance with KCTCS policies and
procedures regarding employee termination and disciplinary action.

SIGNATURE AFTER EVALUATION

oyee’' seS Date

I acknowledge that this evaluation was discussed with me.

uator s Date

ewer s S Date

| agree with the evaluation.
| disagree with the evaluation, but accept.

| disagree with the evaluation and am hereby appealing the assigned rating through the KCTCS Complaint
Resolution Procedure for staff, or the KCTCS faculty PPE appeals process.
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5. Empl oyee’' s Co mnComments/6pihponsi relative lto)accuracy,

comprehensiveness or helpfulness of this
evaluation

SECTION IV
MERIT BONUS AWARD RECOMMENDATION/APPROVAL

If the employee received a rating of “Consistently Exceeded Expectations of Job Requirements (EE)”, the
supervisor and reviewer may recommend the employee for consideration of merit bonus eligibility by the local
review process. Significant accomplishments are to be considered in the review process, particularly relative
to planned significant accomplishments that were established during the planning process. If the employee is
recommended for consideration and determined eligible for the merit bonus based on supporting
documentation (see attached), signatures at each level below attest to the recommendation and approval for
receiving the merit bonus.

Supervisor’'s Sig Date
Reviewer's Signa Date
Local Review Process Date
Signature(s)
Date
Date
Date

College President/CEO Approval

Comments:

Coll ege Presiden Date
Signature
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