PROFESSIONAL EMPLOYEE DSI NOMINATION FORM

DISCRETIONARY SALARY INCREASE

PERIOD COVERING JULY 1,     -JUNE 30,     
INSTRUCTIONS
1. Complete Cover Page. Check “College” and/or “Defined Area” DSI award. Nominations may be made by supervisors, by self-nomination or by other personnel.  Each level supervisor must rank order all nominees. Where n=total number of nominations, each nominee will be consecutively ranked 1 … n. If the President or Vice Presidents nominate individuals, including direct reports, they likewise must rank their nominees.

2. Complete the enclosed Nomination Form that follows these Instructions and Criteria. The nominating letter should succinctly outline how the nominee demonstrated excellence in the DSI Criteria. A maximum of two (2) pages will be reviewed, no exceptions. Additional pages of nominating remarks will not be considered in awarding DSIs.  Please note format specifications: right and left margins must be at least ½” and font can be no smaller than 12cpi.

3. Attach Performance Program and Performance Evaluation for period under review.

4. Submit nomination(s) to immediate supervisor or next level supervisor in accordance with #1 above .  

COVER PAGE

DEPARTMENT:                                                         
Check: COLLEGE-WIDE DSI
 FORMCHECKBOX 




DEFINED AREA DSI
 FORMCHECKBOX 

NOMINEE:       


NOMINATED BY: SUPERVISOR   FORMCHECKBOX 
          SELF  FORMCHECKBOX 

SIGNATURES OF:


RANKING OF:

IMMEDIATE SUPERVISOR:
_________________________
NOMINEE:
  
   TYPE NAME BELOW SIGNATURE:

NEXT LEVEL SUPERVISOR:
_________________________
NOMINEE:
  
   TYPE NAME BELOW SIGNATURE:

IF APPROPRIATE, 

NEXT LEVEL SUPERVISOR:
_________________________
NOMINEE:
  
   TYPE NAME BELOW SIGNATURE:



DSI REVIEW COMMITTEE RECOMMENDATION AND RANKING 
DSI: YES 
 FORMCHECKBOX 
     NO
 FORMCHECKBOX 
 


RANKING
  
PRESIDENT/VICE PRESIDENT DECISION AND RANKING
DSI: YES  FORMCHECKBOX 
     NO  FORMCHECKBOX 
  


RANKING
  

AMOUNT 
     
CRITERIA
The following criteria should become the on-going accepted standards that the College uses in determining awards.  Each nominee must demonstrate participation in each of the following weighted areas and excellence in at least one area: Professional Service (70-90%), College and Public Service (5-20%), and Chosen Profession (5-20%). These areas are weighted to support the College’s mission, vision, and values.

Professional Service (70-90%)
· Quality of performance as evidenced in the performance evaluation

· Specific evidence of collaboration/teamwork

· Positive attitude that embraces civility, respect, community 

· Quality of evaluations from secondary sources

· Quality/quantity of service to internal constituencies

· Evidence of direct impact on student performance

· Development/implementation of departmental policies/procedures that have increased productivity

and effectiveness

· Exemplary work with students through individual contact, mentoring, and internships
College and Public Service (5-20%)


· Quality/quantity of service to external constituencies

· Participation/leadership in admitting, retaining and/or interacting with students

· Participation/leadership in departmental/divisional committee work

· Participation/leadership in College-wide committee work 

· Participation/leadership in community/public service

· Volunteer work/service

Chosen Profession (5-20%)
· Currency in profession as evidenced by professional development that results in improvement of service to appropriate constituencies

· Publication of articles, reviews, and/or technical reports

· Receipt of grants and/or awards

· Obtaining an advanced degree, professional certification, or taking significant coursework

· Classroom teaching

· Presentations at on-campus functions, e.g., Scholars’ Day, or at professional conferences

· Leadership role in local, state, or national organizations or professional associations
Each nominee must have demonstrated consistently high work/service that is above and beyond agreed upon performance indicators for the period being reviewed for a discretionary salary increase and that is substantiated by the performance evaluation and DSI Nomination Form.

NOMINATION FORM
NOMINATOR:  Describe why Nominee deserves to be awarded a DSI … 2-page limit.

Format specifications: right and left margins must be at least ½” and font can be no smaller than 12cpi.

Attach Performance Program and Evaluation for period.

     
