
ATTRIBUTES OF A DSLCC EXTRAORDINARY CONTRIBUTOR
In order to be considered an overall extraordinary contributor in the yearly evaluation, a DSLCC classified staff member shall exhibit the following traits consistently throughout the evaluation period:

1. The employee shall be consistently on time and at the workstation ready to work at the beginning of the work day.  The employee shall take breaks that are in keeping with DSLCC policy.

2. The employee shall dress and act professionally for meeting the public,
in keeping with the duties assigned.

3.
The employee shall be helpful and courteous to everyone, but shall limit unnecessary socialization with co-workers during work hours.

4.
The employee shall maintain a positive attitude that demonstrates a college-wide perspective; supports the policies of his or her supervisor, DSLCC, and VCCS policies; and advocates DSLCC within the community.

5.
The employee shall exercise confidentiality about student and employee matters.

6.
The employee shall keep a work area that is neat and well organized in keeping with assigned duties.

7. The employee shall consistently seek to do the job assigned with excellence, undertaking professional growth activities for the enhancement of job knowledge and skills when those activities are available.
In addition to the previous seven expectations, an extraordinary contributor shall do one or more of the following:

A. With prior supervisor approval, the employee shall undertake a

major initiative that is not part of the expected job duties, one that

will assist with college activities and/or promote DSLCC within the

community.

B. With prior supervisory approval, the employee shall initiate or play

a major role in the development and/or implementation of a

procedure, idea, or process that significantly enhances service,

efficiently, and/or reduces costs for the college.

C. The employee shall give extraordinary service as a major contributor

for a prior-approved project that accomplishes an important DSLCC

task or goal.

D. The employee shall consistently look for additional duties that
may be performed when time is available and shall volunteer for

those duties. The employee shall discuss their desire to
volunteer with their supervisor prior to making a commitment

particularly one that could temporarily remove them from their

work area.

Additional instructions to supervisors for establishing extraordinary contributor rating include the following stipulations:
    I.  Supervisor should ensure that the employee’s work is


characterized by exemplary accomplishments throughout


the rating period; performance should be considerably and


consistently well above performance measures and


incorporate the attributes previously listed.

   II.
An overall extraordinary contributor/employee must receive


Extraordinary Contributor rating in the majority (more than 


half) of the heaviest weighted performance elements.  The


result of his or her work should be noted. All overall


extraordinary contributor ratings must be reviewed and


approved by the President and his appointed staff prior


to notifying the employee.

 III.
An overall extraordinary contributor/employee must have on


file in the Human Resources Office one or more fully completed


and signed DSLCC Extraordinary Contributor Acknowledgement


forms which were unsolicited and that reflect the accomplishment/s


of the type listed in A-D. The form must be completed during


the performance cycle and before October 1 of each year, note


the results of the employee’s work and reviewed and recommended


by the President and his appointed staff prior to notifying the


employee.
IV. Beginning with the fall 2006 evaluation form, each position will


will have a performance rating for customer service, which will

be listed under Agency Objective and will have a 100% weight.

(See wording below.)  An overall extraordinary contributor 


must have an Extraordinary Contributor rating for this objective.

· Consistently demonstrates a courteous, helpful attitude to students,

faculty, staff, administrators, and to the public at large. Encourages subordinate staff to act in a similar manner. Promptly responds to customer/co-worker needs and queries. Fosters a positive work environment for all employees and a positive service environment for the public by displaying teamwork and cooperation at all times.
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