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Purpose 
 
The purpose of the performance planning and review (PPR) system is to facilitate communication between 
supervisors and subordinates thereby improving efficiency, productivity, overall operations and morale.  
Performance reviews are a factor in decisions concerning merit increases, permanent status, promotion, and 
disciplinary action.  They also serve as a guide for training and better utilization of personnel. 
 
 

General Policy 
 
The LSU Agricultural Center uses the PPR system required by the Department of Civil Service.  This system 
has five rating levels and requires both performance planning and performance review sessions.  The Ag 
Center's rating levels are Outstanding, Exceeds Requirements, Meets Requirements, Needs Improvement, 
and Poor. 
 
The LSU AgCenter uses a focus rating date of December 15.  Each rating period begins on December 15 and 
ends on the next December 15.  The performance planning session is held at the beginning of the rating 
period and is used to determine official factors on which the employee will be rated, establish performance 
expectations, and, as appropriate, determine overall goals.   
 
The performance review session is held at the end of the rating period.  The rating supervisor completes the 
performance rating portions of the performance appraisal form and performance feedback is given to the 
employee.  The rating is based on the employee's overall performance in each factor taking into consideration 
explanatory material on the form, any specific performance expectations, and overall compliance with agency 
and related regulations.  The individual factor ratings result in an overall rating as prescribed by Civil Service 
Rules. 
 
Performance planning sessions must be held no later than 30 days after the appointment of a new employee 
or the anniversary date of a current employee; or the movement of an employee into a position having a 
different position number and significantly different duties.  A performance planning session may be conducted 
when an employee gets a new rating supervisor or when performance expectations change due to changes in 
work or when otherwise deemed appropriate by the rating supervisor. 
 
The performance review session must be held annually within 60 calendar days before or on the focus rating 
date.  The employee must receive a copy of the completed form following each session.   
 
In any conflict between this policy and Civil Service Rules, the Civil Service Rules will take precedence. 
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Authority to Rate 
 
Civil Service Rules specify that the performance planning and review sessions be conducted by a rating 
supervisor designated for the position. AgCenter rating supervisors are as follow. 
 

Station positions - resident director or resident coordinator or equivalent 
Parish office positions - parish chair 
Regional positions - regional director 
Department positions - department head 
Paraprofessional Educator positions - supervising extension agent 
Other positions - the first line unit head 

 
The rating process must also include the individual who can best observe the employee’s work and evaluate 
his/her performance, generally the immediate supervisor if different from the unit head.  In this case, the 
immediate supervisor should either make the preliminary rating, subject to review by the rating supervisor, or 
otherwise be directly involved in the review.  The unit head may delegate responsibility for serving as rating 
supervisor to another appropriate employee in the unit (e.g., coordinator, supervising faculty member, 
administrative specialist, secretary, etc.).   
 
The rating supervisor should ensure consistency and equity between raters, adequate documentation and 
proper application of the rules.   
 
The rating supervisor for paraprofessional educators is the supervising extension agent.  The parish chair, 
however, may elect to also be involved in the process.   
 
For employees who have more than one supervisor in situations where neither is primary, the supervisors 
should cooperate in order to obtain the proper rating for the entire period. 
   
Civil Service Rules also provide for an employee signature, but state that the employee's refusal to sign a form 
does not prevent the rating from becoming official.  If an employee refuses to sign the form, the supervisor 
should note the refusal on the form, the date of the planning or rating session, and provide a copy to the 
employee. 
 
 

Supervisor Responsibilities 
 
Supervisor responsibilities throughout the rating period generally include: 
 
1. Informing the employee of the performance requirements of the job. 
 
2. Discussing performance with the employee and telling him/her where his/her work meets, exceeds or 

fails to meet the minimum requirements. 
 
3. Rendering assistance when needed to improve the employee’s performance and otherwise 

strengthening the supervisor/supervisee relationship. 
 
4. Giving due recognition of merit in evaluating the employee’s performance. 
 
5. Taking or recommending appropriate action when an employee’s sustained performance does not 

meet requirements in any factor. 
 
6. Maintaining any appropriate information to support the performance appraisal process. 
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7. Conducting performance planning and review sessions in a conscientious and timely manner and in 

compliance with the Civil Service Rules. 
 
 

Impact of Rating 
 
The performance appraisal will be a consideration in decisions regarding merit increases, permanent status, 
promotion, details to special duty and disciplinary action.  However, a rating of Meets Expectations or better in 
no way guarantees granting of a merit increase, permanent status, or promotion.  A rating of Meets 
Expectations or better also does not prevent imposition of disciplinary action if a serious performance problem 
exists in one or more factors or if the employee has violated Ag Center and related policies or committed any 
other serious offense. 
 
Under Civil Service Rules an employee with a current overall rating of Needs Improvement or Poor is not 
eligible for merit increase, permanent status, detail to special duty (without advance approval of the Director of 
Civil Service), or promotion.  Employees must be re-rated no later than six months following a rating of Needs 
Improvement or Poor.  It is the policy of the AgCenter to review the record of any employee who receives an 
overall rating of Needs Improvement or Poor to determine whether disciplinary action, up to and including 
dismissal, should be initiated. 
 
 

Review of Ratings 
 
Under Civil Service Rules, ratings and re-ratings are subject to review only as described below. Only 
permanent employees have the right to review.  Civil Service has established the review process as the 
mechanism for addressing procedural issues, policy issues, and disagreements over the assessment and 
rating of performance.  A permanent employee who disagrees with any official rating or re-rating has a right to 
have the rating reviewed by a designated reviewer, as provided for below.  A written request for review must 
be postmarked or received in the AgCenter Human Resource Office (HRM) no later than 15 calendar days 
after the focus rating date or, for a re-rating, no later than 15 calendar days after the day that falls six months 
after the focus rating date.  In the request for review, the employee must explain why he/she believes a higher 
rating is warranted and must attach whatever supporting documentation he/she wants the reviewer to 
consider.    
 
The HRM Office will review the request to see if it is timely, based on Civil Service Rules. If the request is 
timely, the HRM Office will assign a reviewer(s) to the request based on the unit and/or subject of the request 
including whether the issue is procedural, policy-based, or disagreement over actual performance of duties.  
For example, requests based on procedural matters involving the PPR rules will be assigned to an HRM staff 
member.  Requests based on assessment of job performance will be assigned to an objective individual with 
some knowledge of that area or unit, usually the second- or third-line supervisor.  In no case will the reviewer 
be someone who signed or was directly involved in the original rating.  The following positions will serve as 
possible reviewers: 
 
Chancellor 
Vice-Chancellors 
Associate/Assistant Vice Chancellors 
Regional Director 
Department Head 
Resident Director 
HRM Assistant Director 
Other individual with knowledge of the employee’s responsibilities or experience with the issues at hand 
HRM staff member who coordinates PPR’s 
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The reviewer will conduct a review in accordance with the following: 
 
1. Review the rating, the request for review, and the documentation supporting either.   
 
2. Discuss the contested rating(s) with the employee and the rating supervisor (together and/or 

separately). 
 
3. Notify the employee and the rating supervisor, in writing, of the results of the review.  
 
4. Insofar as practicable, this notification shall be provided within 30 calendar days following the date the 

request for review was received in the HRM Office.  
 
5. The reviewer may consult with others as appropriate in making a decision. 
 
Any change in rating will be retroactive to the focus rating date or in the case of a contested re-rating, on the 
day that falls six months after the focus rating date.  All documentation will be maintained with the employee’s 
PPR in the HRM Office. 
 
A permanent employee who disagrees with the reviewer’s decision has a right to have his/her PPR file 
reviewed by the Civil Service Director or his/her designee.  The appeal will be in accordance with the 
provisions of Chapter 10 of the Civil Service Rules.  There are time limits and other requirements for filing such 
appeals, therefore, employees should immediately review Chapter 10 if such an appeal is considered. 
 
In accordance with Civil Service Rule 10.18, the AgCenter grievance process may not be used to review or 
reconsider ratings or procedural violation of these rules. 
 
 

Record-Keeping 
 
Performance appraisal documents must be maintained in a confidential manner and should only be shared 
with employees if there is a legitimate business-related reason.  Business-related reasons include but are not 
limited to sharing the document with an administrator in another unit if that administrator is considering the 
employee for a vacancy.  A PPR document may also be shared with another state agency office when done in 
connection with providing a reference for hiring or promotion of the employee. 
 
 
 
 
 
 
 
 
 
 
 
 


