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Name of Process:
	Decision Making Leave Day


Department:
	Richland College Human Resources


Process Owner(s):
	Richland College Human Resources


Process Mapping Steward (Work group member overseeing mapping):
	Kim Bishop


Process Documentation Team Member(s):
	Pat Bollin, Bill Dial and Kim Bishop


Description of Process:
	Time set aside for an employee to decide whether to be employed at Richland College or not


Anticipated Implementation Date:
	December 16, 2009


Process Steps & Narrative:
Step 1:   After an incident occurs that merit a Decision Making Leave Day (DML), the 1st level supervisor (supv.) notifies the employee's 2nd level supervisor (supv.) and the Human Resources (HR) Director that the employee will be placed on Decision Making Leave Day (DML).
Step 2:   HR Director answers policy and process questions, then provides assistance in formatting the documentation.
Step 3:   HR Director prepares Application for Leave form using DML code and secures all appropriate signatures.
Step 4:   Hr inputs the leave form into the Colleague database software.
Step 5:   1st level Supv. reviews the documentation and status of progress with his/her 2nd level supv.
Step 6:   1st level supv. and HR Director provides the employee with necessary documents if DML day is a result of performance deficiencies.
Step 7:   Employee takes Decision Making Leave Day.
Step 8:   Within 24 hours the employee will meet with their 1st level supv. and HR Director to communicate their decision whether to continue employment with Richland College or pursue other avenues.
Step 9:   If the employee's decision is to end employment with DCCCD (i.e.; Richland), the employee submits their decision in writing.
Step 10: HR completes the appropriate paperwork and conducts the exit process.
Step 11: If the decision is made to continue employment with DCCCD, the employee and 1st level supervisor meet to document and discuss the next steps.
Step 12: 1st level Supervisor notifies HR office of decision and actions decided upon by employee.
Step 13: The employee will have a probation period following DML that will last anywhere from 3 to 6 months.
Step 14: The 1st level Supervisor provides the employee with specific expectations, standards of performance and a list of meeting dates for assessment of performance during the probation period.
Step 15: Supervisor holds regular meeting with the employee to discuss their performance.
Step 16: At the end of the probation period and no other incidents have occurred, the 1st level Supervisor will meet with the employee and document the success.
Step 17: The 1st level Supervisor notifies the HR Director and employee continues their employment with DCCCD.
Step 18: If another incident occurs or the employee fails to meet the expectation/standards agreed upon, the 1st level Supervisor meets with the HR Director to ensure all procedures have been followed up to this point.
Step 19: HR Director confers with the college President and District HR.
Step 20: If all agree, the employee is terminated, HR completes appropriate paperwork and conducts the exit process.
Step 21: If all do not agree to termination, the 1st level Supervisor and HR Director documents a meeting with the employee and review the situation and expectations.
Forms Needed:  Application for Leave 
Assessment: (Describe any needed updates, changes, corrections, or additions identified during the mapping process that were discovered in the initial process map. Use these notes to update later (corrected) versions of the process map.)

     
