
San Joaquin Delta College Focused Midterm Report Page 13 of 79 

San Joaquin Delta College Responses to Focused Recommendations

Standard Seven:  Faculty and Staff 

7.1   As called for in the 1996 Accreditation Evaluation Report recommendation 4-1, the 
College should ensure that evaluations of staff are conducted at agreed-upon intervals 
and provide training on evaluation procedures to managers, faculty, and classified staff. 
(Standards 7.B1 and 7.B2)

I. Summary 

Evaluation Tracking/Reporting Module
As noted in the District’s March 2004 response to the Accreditation Evaluation, Human Resources 
staff has been working with the Information Services Department to develop and implement an 
Evaluation Tracking/Reporting Module for System 2000. This module has been completed, is now 
operational, and will provide the tools needed to ensure that staff evaluations are completed and 
kept up to date. 

In the development phase, the Bargaining Agreements for CSEA, CTA and POA as well as 
District Policy and Education Code were reviewed and analyzed to determine the evaluation 
requirements for each group. Upon completion of this analysis, business rules were written and 
patterns established for each employee group. (Classified, Confidential, Faculty, Adjunct Faculty, 
Police and Managers) 

Baseline data, which consisted of the last evaluation completed for each employee, was entered 
into the system so that the next evaluation due date could be projected. Now when a completed 
evaluation is received by the Office of Human Resources, the date and evaluation type 
(probationary, contract or regular) is entered into System 2000. This information is used to both 
create an evaluation history for each employee and also to generate reports indicating the next 
evaluation due date. 

A training manual for the Human Resources staff has been developed, and technical training 
sessions were held in December 2004 to describe the evaluation patterns and types, and to instruct 
the staff on entering data into the system. 

The Evaluation Tracking/Reporting Module was introduced to managers at the December 2004 
Managers’ Meeting. At this meeting, managers also received their first Employee Evaluation Due 
Report. This report will be run monthly by Human Resources staff and distributed to supervising 
managers, with copies to the appropriate area Vice President. The report will flag those employees 
who have an evaluation due within the next 60 days. The names of these employees will be sorted 
in date order with the earliest due date at the top of the list. Evaluations that are overdue will be so 
noted on the reports. This information will be provided to the area Vice President who will ensure 
that operational managers complete the required evaluations. 

In order to assist the supervisors in completing the required evaluations, all evaluation forms have 
been made available on the District’s website. 
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Responses to Focused Recommendations – Standard 7, continued      

Training
Additionally, the Human Resources staff have developed and delivered management training on 
the completion of Performance Appraisals to departmental managers during the month of February 
2005.  Additional sessions are scheduled for more departmental training on this and related 
management topics, such as discipline arising from Performance Appraisals, and Performance 
Improvement Plans.  Additional training for all managers on the basics of conducting and 
completing effective performance appraisals will continue to be offered beginning in February 
2005 for interested managers. 

II. Evaluation 

The Evaluation Tracking/Reporting Module for System 2000 has been developed to provide the 
tools to help ensure that staff evaluations are completed and kept up to date. 

When a completed evaluation is received by the Office of Human Resources, the date and 
evaluation type is entered into System 2000. This information is used to both create an evaluation 
history for each employee and also to generate reports indicating the next evaluation due. 

Reports will be run monthly by Human Resources staff and distributed to managers. These reports 
will indicate those employees who need to be evaluated within the next 60 days. The names will be 
sorted in date order with the earliest due date at the top of the list. Evaluations that are overdue will 
be so noted on the reports.  These reports will validate completions of evaluations in a timely 
manner. 

III. Plan 

Human Resources is in the process of hiring a Systems Analyst to monitor and streamline all 
Human Resource procedures. 
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Responses to Focused Recommendations – Standard 7, continued      

Supporting Documentation for 2005 Focused Midterm Report 7.1

Evaluation Tracking/Reporting Module 

Evaluation Patterns
In order to set up the system, the rules for the different employee types were reviewed and the 
following patterns established based on Board Policy and Bargaining Agreements. 

Classified:  8 Month Probationary Period - Evaluations: Probationary 4 month; Probationary 7 
month; Regular status, every 12 months 

Reference: CSEA Bargaining Agreement, Article 4.3, Board Policy 4150  

Example: 7/1/2004 Assignment start date 
 11/1/2004 First probationary evaluation due 
 2/1/2005 Second probationary evaluation due 
 3/1/2005 Employee attains regular status 
 3/1/2006 First regular status evaluation due 
 2/20/2006 First regular status evaluation completed 
 2/20/2007 Next regular status evaluation due 

Classified Promotion:  3 Month Probationary Period Evaluations: Probationary 2 month; Regular 
status, every 12 months 

Reference: CSEA Bargaining Agreement, Article 17.3.2, Board Policy 4310 

Example: 7/1/2004 Promotion: Assignment start date 
 9/1/2004 Probationary evaluation due 
 10/1/2004 Employee attains permanent status in new position 
 10/1/2004 First regular status evaluation due 

Police Officers:  12 Month Probationary Period Evaluations: Probationary 4 month; Probationary 
8 month; Probationary 11 month; Regular status, every 12 months 

Note: Although Dispatchers are included in the POA contract, their evaluation pattern is 
the same as Classified. 
Reference: POA Bargaining Agreement, Article 19.2, Board Policy 4150 

Example: 7/1/2004 Assignment start date 
 11/1/2004 First probationary evaluation due 
 3/1/2005 Second probationary evaluation due 
 6/1/2005 Third probationary evaluation due 
 7/1/2005 Employee attains regular status 
 7/1/2006 First regular status evaluation due 
 8/15/2006 First regular status evaluation completed 
 8/15/2007 Next regular status evaluation due 

Note: Employees in the above groups (Classified, Classified Promotion, and Campus Police) will 
attain regular status whether or not the probationary evaluations are completed. The system then 
projects that the first regular evaluation is due 12 months from the regular status date.
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Managers:  Evaluations: First year, Second year, Third year; Regular status, every 24 months 
thereafter.

Reference: Administrative Procedure 2033 

Example: 7/1/2004 Assignment start date 
 7/1/2005 First evaluation due 
 7/1/2006 Second evaluation due 
 7/1/2007 Third evaluation due 
 7/1/2007 Employee attains regular status 
 7/1/2009 First regular status evaluation due  
 7/15/2009 First regular status evaluation completed 
 7/15/2011 Next regular status evaluation completed 

Faculty:  Evaluations: First year, Second year, Third year; Regular status, every 36 months 
Reference: CTA Bargaining Agreement, Article 16.4, Appendix L; Board Policy 3300; 
Education Code §87663 

Example: 8/15/2004 Assignment start date 
 1/31/2005 First probationary evaluation due 
 1/31/2006 Second probationary evaluation due 
 4/30/2007 Third probationary evaluation due 
 1/31/2008 Fourth probationary evaluation due 
 8/15/2008 Regular status 
 8/15/2011 First regular status evaluation due 
 1/10/2011 First regular status evaluation completed 
 1/10/2014 Next regular status evaluation due 

Adjunct Faculty:  Evaluations: First evaluation due in first semester of teaching, Regular 
evaluation, every 36 months  

Reference: Education Code §87663 

Example: 8/15/2004 Assignment start date 
 12/15/2004 First evaluation due 
 1/15/2005 First evaluation completed 
 1/15/2008 Regular evaluation due 
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