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TO: Office of the City Manager
ATTN: Deborah Edgerly
FROM: Finance and Management Agency
DATE: December 9, 2003
RE: A SUPPLEMENTAL REPORT REGARDING A SALARY PLAN FOR
UNREPRESENTED EMPLOYEES
SUMMARY

At the Finance and Management Committee meeting of October 28, 2003, the Committee received a
recommendation for a salary plan for unrepresented employees. After a discussion of the plan, the
Committee agreed to implement a 3 percent general increase for Unit U31 (Confidential Employees),
with a 3 percent additional employee retirement contribution for FY04 and FY05. The Committee
further agreed to reconsider the matter of Unit UK1 (Executive Employees) salaries at the December 9
meeting. The Committee requested a comparison of the existing salary ranges and the proposed ranges
for the UK1 employees.

FISCAL IMPACT
Funding for the 3 percent general increase is included in the FY04 budget. The total cost of the
proposed salary adjustments will be available when the Council considers the revised salary schedule.

BACKGROUND

Unit UK1 is comprised of executive management positions from the City Manager to the department
head level. The proposed salary plan includes a 3 percent increase for FY04, with a 3 percent
additional employee retirement contribution for FY04 and FY05. This increase is the same granted
represented management employees. In addition, the plan provides for 50 percent salary ranges
developed by Public Sector Personnel Consultants. That is, the high point of the range is 50 percent
above the low point. Current ranges provide for an approximate 20 percent spread between the bottom
of the range and the top of the range.

The 50 percent is standard practice in modern compensation systems. Public Sector Personnel
Consultants, in their January 2003 report, developed 50 percent ranges, based on a nationwide market
study, adjusted for local cost of living. The table in Attachment A compares current monthly salary
ranges for UK1 positions to the proposed 50 percent ranges.

KEY ISSUES AND IMPACTS
None

SUSTAINABLE OPPORTUNITIES
None
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DISABILITY AND SENIOR ACCESS
None

RECOMMENDATION AND RATIONALE

Staff recommends that the City Council approve a 3 percent general increase, including an additional
corresponding 3 percent increase in employee retirement contributions and an expansion of the pay
ranges from approximately 20 to 50 percent for executive employees.

ACTION REQUESTED OF THE CITY COUNCIL

Staff requests that the City Council approve a 3 percent general increase, including an additional
corresponding 3 percent increase in employee retirement contributions and an expansion of the pay
ranges from approximately 20 to 50 percent for executive employees.

Respectfully submitted,

Miliam E. Noland
Interim Director

Finance and Management Agency

APPROVED AND FORWARDED TO THE
FINANCE AND MANAGEMENT COMMITTEE:

OFFICE OF THE CITY MANAGER
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ATTACHMENT A

Proposed vs. Current Salary Ranges

Unit UK1 Employees
Current Ranges Proposed 50% Range
Title Low Mid High Low Mid High
City Manager 15,662 18,118 20,574 14,666 18,332 21,999
City Manager, Assistant 12,885 14,906 16,926 12,037 15,046 18,056
Agency Director, Fire Services 13,372 14,894 16,416 10,905 13,631 16,357
Agency Director, Econ & Comm Dev 12,271 13,668 15,066 10,905 13,631 16,357
Agency Director, Finance and Mgt 12,271 13,668 15,066 10,905 13,631 16,357
Agency Director, Public Works 12,271 13,668 15,066 10,905 13,631 16,357
Agency Director, Police Services 11,914 13,271 14,627 10,905 13,631 16,357
Director of Museum Services 10,601 11,808 13,015 8,519 10,649 12,778
Director AHAS 10,095 11,245 12,395 9.879 12,349 14,819
Director of Library Services 10,095 11,245 12,395 9,879 12,349 14,819
Director, City Planning 10,095 11,245 12,365 9,879 12,349 14,819
Director of Building 10,095 11,245 12,395 8,950 11,188 13,425
Director of Housing & Comm Dev 10,095 11,245 12,395 8,950 11,188 13,425
Director of Parks & Recreation 10,095 11,245 12,395 9,879 12,349 14,819
Director of Retirement Services 9,615 10,709 11,804 9,403 11,754 14,105
City Clerk 9,015 10,709 11,804 8,108 10,136 12,163
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CITY OF OAKLAND 7
AGENDA REPORT

TO: Office of the City Manager
ATTN:  Deborah Edgerly

FROM: Finance & Management Agency
DATE:  October 14, 2003

RE: Request to Approve Preliminary Salary Plan Recommendations for Executive,
Management and Unrepresented Classifications

SUMMARY

At the direction of the City Council, the City contracted with a consulting firm in the Fall of
2002 to conduct a salary and benefits survey for executive and management level classes. In
mid-July the Public Sector Personnel Consultants (PSPC) presented a report to this Committee
entitled “Salary and Benefits Survey and Recommended Salary Plan for Executive,
Management, and Unrepresented Positions”.  Following that report, the Finance and
Management Committee directed staff to develop additional information and recommendations
for a salary plan for executive, management and unrepresented positions in the City’s

classification system.  This report provides additional information and recommendations for
Council consideration.

The main issues that will be addressed are: 1) development of appropriate pay and performance
plans for executive, unrepresented and management level positions; 2) clarification of the classes
under discussion; and 3) reaching commeon terms for each plan. The report also contains staff
recommendations and requests Council approval to move forward with those recommendations.

FISCAL IMPACT

The adopted budget for fiscal year (FY) 2003-2005, prevides funding for executive, management
and unrepresented positions equivalent to the general increases negotiated for represented
employees, three percent in FY’03-04 and one percent in FY'04-‘05.  General increases and
merit increases for FY'03-'04 and FY’04-05 will be addressed in these recommendations. The
fiscal impact of the recommendations will be cost neutral as they will be contained within the
City Council adopted budget for FY’03-05. Future fiscal impacts of the plans would be
integrated into the Council’s biannual budget appropriation process.

BACKGROUND

In order to clarify the meaning of the terms utilized in this report, a Glossary of Terms has been
included in Attachment A. This will hopefully alleviate confusion in terms that are closely
related while providing a common language for the purpose of this report.

X
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The existing structure for Executive, unrepresented and management salaries consists of a pay
table.  The original structure included thirty-three pay grades. Pay grades nineteen to thirty-
three were for positions designated as management. These positions were defined by a range of
twenty percent. The control point of the range was originally set at one hundred percent of the
market. Salary surveys were to be conducted every two years and adjustments were to be made
in the salary ranges as needed based upon a combination of market value, recruitment
competitrveness and City need, as determined by the City Manager and budgetary limitations. In
addition, general increases were given equal to those provided to represented employees so as to
maintain system integrity and avoid compaction between non-management and management
positions. Merit increases for Executive employees were based on performance at the discretion
of the City Manager. Unrepresented and management employees received merit increases based
upon performance with Department Head recommendations and City Manager’s approval within
departmental budgetary limitations. Over time the pay table has proven to be too narrow to
reflect changes in the market and has become skewed as we have added paygrades to provide
adequate compensation to attract and retain employees.

With the emergence of Local 21, International Federation of Professional and Technical
Employees, merit increases for represented management staff on ranges are given per the
Memorandum of Understanding (MOU). The MOU provides for increases of five percent per
year of satisfactory or above performance up to the control (mid) point. Advancement above the
mid-point of the salary range may be given at two and a half to five percent per year based upon
Agency/Department Head recommendation and City Manager’s approval.

The report presented by Public Sector Personnel Consultants tg this Committee provided their
recommendations to the Council regarding restructuring the City’s current compensation plan.
Additionally, a committee of City representatives prepared a study for the City Manager
regarding further refinements of the City’s Flexible Performance Agreement system for
executive positions more closely aligning departmental expected outcomes to Mayor and
Council priorities and positive and negative consequences for performance. This report provides
recommendations for next steps in revising the current compensation plan for executive,

unrepresented and management employees for the City of Qakland with appropriate performance
plans for each designation.

KEY ISSUES & IMPACTS

Key issues and impacts include 1) inconsistent systems for compensating represented and
unrepresented employees regarding cost of living increases, 2) clarification of classifications
included in this discussion, and 3) recommendations for revisions to the performance
compensation system for executive, management and unrepresented employees.

General Increase

Currently represented employees were given a general increase for FY 2003-2004 of three
percent. Management employees represented by Local 21 have agreed to pay an additional three
percent of their pre-tax income for retirement benefits. The adopted budget for FY’03-04 and
FY*04-05 provides for an equivalent increase for executive and unrepresented employees, three

Finance & Man Committee
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percent and one percent respectively. However executive and unrepresented employees have not
been given the general increase for FY *03-°04 and will be subject to paying the additional three
percent of their salary toward retirement benefits; thereby, suffering a potential loss in pay for
FY 2003-2005 if the increase is not implemented.

Clarification of Classifications

The Council requested clarification on which classifications are considered Executive,
management and unrepresented. We have included a list in Attachment B of this report to clarify
this issue. The wide variety of classes in the unrepresented category has been a cause for
concern in establishing a policy for this unit. Employees serving in these classes, while subject
to being “at will,” do not receive the benefits of a contract as the executive management
classifications do. Recommendations for performance and compensation systems for each of
these are included below per Council’s request.

Performance Management System

Currently employees in management and unrepresented classifications receive annual
performance reviews in April based upon the City’s current Performance Management System.
This system was established in 1999. For executive level classifications, the City adopted a
“flexible performance management agreement.” The Performance Management System ties
individual employee performance to departmental goals which are based on the Mayor and
Council goals and priorities. For management, unrepresented and all other permanent status
positions, employees are evaluated on organizational values and standards as well as specific
performance objectives. Executive positions are evaluated on outcomes as they relate to Mayor
and Council goals, departmental performance and individual goals.

A recent staff report recommending refinements to the Flexible Performance Agreement for
executive positions in the City and best practice information from other agencies provided
information for the development of these recommendations. Additionally, per Council request,
we have researched East Bay Municipal Utility District’s Management Salary Plan for ideas on
changes to our current system. Best practices indicate that the most important factor for the
success of any performance management system is buy-in and participation from the policy
makers. While a wide variety of formal to informal processes prevail, contacted agencies
reported that their annual merit increases for executive employees were tied to meeting and
exceeding departmental performance goals. The current practice of tying departmental goals to
the Mayor and Council priorities in the Flexible Performance Agreement already provides this
basis for the City.

Compensation System

The report from Public Service Personnel Consultants and staff recommendations identify
limitations with the current compensation system. The City currently utilizes a twenty percent
salary range for its compensation system. This range was established in the early 1990’s as a
part of a citywide job analysis study. This range is considered unusually narrow by industry
standards and proves to be inflexible in setting minimum salaries at the prevailing rate, providing
retention incenfive and reflecting differences in job performance,

Finance & Man mittee
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Our current compensation system provides general increases for represented employees as
agreed upon by contract. General increases, as well as merit increases, are provided annually
with satisfactory performance ranging from two and one-half to five percent depending upon the
pay plan that the classification falls under. Unrepresented and management employees receive
merit increases based upon Department Head and City Manager recommendation and approvals

as departmental budgets allow. Merit increases for executive employees is at the discretion of
the City Manager,

PROGRAM DESCRIPTION

The program described below incorporates recommendations from the consultant’s report, best
practice agencies, current practices and the City’s Classification and Compensation staff. It
clearly defines the compensation and performance system recommended for each of the three
levels of classifications. The recommendation is based upon performance.

l. Executive Management Plan (EMP)
Classifications in the pay plan consist of department heads, elected officials or positions
that report directly to the City Manager. These classifications are listed in Attachment B.

It is recommended that the City Council delegate to the City Manager the responsibility
for administering the EMP.

e Performance Appraisal Plan
The recommendation is to slightly revise the current Flexible Performance Plan
establishing five ratings: exceptional, exceeds expectations, fully effective,
improvement needed and unacceptable. Outcomes that are quantitative and/or
narrative in nature would accompany each performance objective.

¢ PayPlan
The salary structure is an open salary range of fifty percent with a minimum,
control point and maximum. A pay table will be developed based upon the
consultant’s recommendation of seventy pay grades with two and a-half percent
between each grade. The Office of Personne! will conduct a salary survey every
two years consistent with the City’s fiscal year cycle to determine the market
value of each classification and to maintain its current status in the market. A
report will be submitted to the City Manager regarding the survey findings,
including recommendations for realignment of classes. Any changes will require
City Council adoption through the salary ordinance process. The plan would
include annual general increases based upon the salary survey results, and in
alternate years, the Consumer Price Index. Merit increases would be eamned based
on annual performance ratings. The Mayor and the City Manager would have the
flexibility to award merit increases ranging from zero to six percent, a flat
amount, or a one-time bonus. Increases to base pay may not exceed the Council
approved ranges. This merit tncrease is linked to the employee’s Flexible
Performance Plan but may be limited at the discretion of the Mayor and City
Manager due to budgetary reasons. A general increase of three percent is
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recommended for FY’03-'04 while the new plan is being developed and
implemented.

2. Management Plan
Classifications in the Management plan generally consist of division and section

managers who report to department heads or other staff. These classifications are listed
in Attachment B.

Management would be governed by the cumrent language of the Memorandum of
Understanding utilizing the existing Performance Management System for performance
appraisals and pay plan. '

e Performance Appraisal Plan
The recommendation is to utilize the existing Performance Management System
with four ratings: exceeds expectations, fully effective, improvement needed and
unacceptable. Increases would be provided in keeping with the current MOU.
Outcomes that are quantitative and/or narrative in nature would accompany each
performance objective.

e PayPlan )
The current compensation system provides general increases for represented
employees as agreed upon in the MOU and merit increases with satisfactory
performance annually of two and one-half to five percent. It is recommended that
the management classifications utilize the pay table with fifty percent ranges in
keeping with the consultant’s recommendations. The Office of Personnel will
conduct a salary survey every two years consistent with the City’s fiscal year
cycle to determine the market value of each classification and to maintain our
current status in the market. Recommendations for adjustments to the pay ranges
for particular classifications based upon the market data would be provided to the

City Manager. Any changes will require City Council adoption through the salary
ordinance process.

3. Unrepresented Plan
Classifications in the unrepresented pay plan conmsist of confidential managers and
employees who have the authority to speak in the name of policymakers or whose work
requires vague or broad responsibilities including labor relations matters. They are direct
reports to department heads or other staff. These classifications are listed in Attachment
B. It1s recommended that the performance plans for unrepresented classifications follow

the City’s Performance Management System (Attachment C). The pay plan is described
below.

o Performance Appraisal Plan
The recommendation is to utilize the existing Performance Management System
with four ratings: exceeds expectations, fuily effective, needs improvement, and




Deborah Edgerly Page No. 6
October 14, 2003

unsatisfactory. QOutcomes that are quantitative and/or narrative in nature would
accompany each performance objective.

e PayPlan

It is recommended that unrepresented classifications receive comparable general
increases to represented management employees, three percent and one percent
respectively for FY’03-°04 and FY’04’05. Merit increases ranging from zero to
five percent would be based upon the employee’s annual performance evaluation
but may be limited, at the discretion of the Mayor and City Manager, due to
budgetary reasons. It is recommended that these classifications utilize the pay
table with fifty percent ranges in keeping with the consultant’s recommendations.
The Office of Personnel will conduct a salary survey every two years consistent
with the City’s fiscal year cycle to determine the market value of each
classification and to maintain our current status in the market. Recommendations
for adjustments to the pay ranges for particular classifications based upon the
market data would be provided to the City Manager. Any changes will require
City Council adoption through the salary ordinance process.

ENVIRONMENTAL OPPORTUNITIES

There are no environmental opportunities impacted by this report.

DISABILITY AND SENIOR ACCESS

‘There are no disability or senior access issues related to this report.

RECOMMENDATIONS AND RATIONALE

The recommendations for Council approval require both short and long term actions.

ALTERNATIVE RECOMMENDATIONS

The alternative recommendation for Council consideration would be to maintain the current
performance management and compensation systems, The advantage of maintaining the current
systems of compensation and performance management for executive, management and
unrepresented employees is that it provides latitude for the Mayor and City Manager in
determining the compensation for unrepresented employees. Further it requires the least time
and effort in terms of changes to the system, the culture and the requirements for establishing
performance criteria for compensation increases. Disadvantages may include inconsistencies in

determining compensation increases and the lack of meaningful and relevant performance
expectations.

ittee
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ACTION(S) REQUESTED OF CITY COUNCIL

L. Approve the recommendation to submit directly to City Council the salary ordinance to
provide general increases to executive, management and unrepresented classes of three
percent for FY"03-’04; and to provide general increases for unrepresented classes that
mirror Local 21 represented percent increases of one, four, four and four through June

30, 2008.

2. Approve the recommendation to develop modifications to the current Flexible
Performance Agreement for classifications including language for flexible merit
increases.

3. Approve the recommendation to revise the pay plan for executive, management and

unrepresented classifications to create a fifty percent pay range structure.

4, Approve the recommendation for staff to proceed with the development of the new
performance and pay plan for executive, management and unrepresented classifications
providing a comprehensive report to this committee in January to include the
recommended pay plan, the revised draft for the Flexible Performance Plan and the time
line to implement the new performance and pay plans.

Respectfully Submitted, \

Wilam E. Noland
Interim Finance & Management Agency Director

APPROVED FOR FORWARDING
TO FINANCE & MANAGEMENT COMMITTEE

Monde [ Eo o

OFFICE OF THE CITY MANAGE{R l

Attachments:

A - Glossary of Terms

B - Classification Appropriation

C - Performance Plan for Unrepresented Employees

D — Matrix Describing Unrepresented Employee Salary Guidelines

Finance & Mana
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Attachment A
Glossary of Terms

Consumer Price Index — a measure of the average change over time in the prices paid by urban
consumers for a market basket of consumer goods and services.

Cantrol Point — a point in the pay range system determined for management level positions that
has a pre-determined relationship to the market value of the like classifications in other agencies.

Cost of Living Increase - an increase usually directly associated with the Consumer Price Index
for the local Bay Area market.

Exempt - classifications not govemed by the Civil Service Commission or the Civil Service
Personnel Rules.

Flexible Performance Agreement- a performance management tool which outlines departmental
and individual performance expected and actual outcomes of an executive employee in relation
to Mayor and City Council priorities.

General Increase ~ a salary increase given by the governing body based upon a variety of factors
which may include the local market, attraction and retainment issues, equity issues and the cost
of living in the area.

Market — the local, regional or national area that defines where a potential competitive job
candidate pool for a specific position or group of classifications would reside.

Merit Increase — a salary increase that is provided to an individual employee based upon meeting
or exceeding performance criteria or performance expectations.

Performance Management System - an integrated system that provides meaningful feedback on
an individual’s work performance based upon established expectations that are realistic and
achievable.

Finance & Man ommittee
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Attachment B

CLASSIFICATIONS
Executive

Agency Director, Financial Services

Agency Director, Fire Services

Agency Director, Police Services

Agency Director, Public Works

Assistant City Manager

City Attorney

City Auditor

City Clerk

City Manager

Deputy Director, Community & Economic Development
Director AHHS

Director of Building

Director of Building & Planning

Director of Housing & Community Development
Director of Library Services

Director of Museum Services

Director of Personnel Resource Management
Director, City Planning

Finance & Mana
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Unrepresented Classifications

Administrative Assistant to the Mayor

Agsist Director, Parks, Recreation & Cultural Affairs
Assist Director, Pub Works Agency

Asgsistant to the City Manager

Budget Director

City Attorney, Assistant

City Manager Analyst

Controller

Deputy Chief of Fire Department

Exec Assist to the Assist City Manager

Exec Assist to the City Attorney

Executive Assistant to the City Auditor

Executive Asgistant to the City Council

Exec Assistant to the City Manager

Exec Dir to Public Ethics Commission
Financial Analyst, Principal

Human Resource Analyst, Senior Supervising
Human Resource Analyst, Principal
Manager, Human Resources
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Management Classifications (exempt)

Administrative Services Manager II
Agency Administrative Manager
Assistant to the Director

Assistant to the City Auditor

Cable TV Station Manager

City Architect, Assistant

City Auditor, Assistant

City Clerk, Assistant

Curator of Art, Chief

Curator of Education, Chief
Curator of History, Chief

Curator of Natural Science

Deputy Director, Housing
Emergency Services Manager, Assistant
Engineer, Civil Principal

Exec Assist to the Assist City Attorney
Fire Division Manager

Legal Communications Officer
Librarian, Administrative

Manager, Affirmative Action
Manager, Capital Improvement
Manager, Claims & Risk

Manager, Contract & Employment
Manager, Crime Laboratory
Manager, Electrical Sexrvices
Manager, Emergency Services
Manager, Environmental Services
Manager, Equipment Services
Manager, Information Systems

Finance & Ma,

Octo

mmittee
2003



Deborah Edgerly
October 14, 2003

Page No. 12

Management Classifications (exempt) cont.

Manager, Inspection Services
Manager, Legal Administrative Services
Manager, Museum Operations
Manager, Park Services

Manager, Planning & Building
Manager, Public Works Operations
Manager, Real Estate Services
Manager, Rehabilitation Services
Manager, Senior Services
Manager, Youth Services

Open Government Coordinator
Project Manager

Project Manager I1

Project Manager III
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Management Classifications (non-exempt)

ADA Projects Coordinator
Administrative Services Manager [
Budget & Operations Analyst

Capital Improvement Project Coordinator
City Land Surveyor

Community Action Agency Director
Complex Manager

Controller, Assistant

Database Administrator

Deputy City Auditor III

Deputy City Clerk

Disability Benefits Coordinator
Emergency Medical Services Coordinator
Employee Assist Services Coordinator
Equal Opportunity Specialist
Executive Assistant

Executive Assistant to Agency Director
Facility Manager

Financial Analyst

Health & Human Services Program Planner
Human Resources Analyst
Information System Administrator
Information Systems Supervisor
Management Aseistant

Monitoring & Evaluation Supervisor
Network Architect

Office Manager

Program Analyst [II

Project Manager

Real Estate Agent, Supervising
Retirement Systems Accountant
Revenue Analyst

Senior Services Administrator

Support Services Supervisor

Finance & Mana

Committee

Octo

4, 2003



Deborah Edgerly

Page No. 14
October 14, 2003

Management Classifications (non-exempt) cont.

Training & Public Services Administrator
Transportation Planner, Senior

Urban Economic Coordinator

Watershed Program Supervisor




ATTACHMENT C

Unrepresented Employee Salary Guidelines

.

Group General Increases Merit Increases ]
UK1 - Agency/Dept Heads Determined by biannual salary Position ranges should be increased

survey and intemal comparisons
to avoid any compaction issues.

Recommendations for
adjustments to ranges will be
presented to Council for
ratification. Increases in the years
between the surveys will be
based on CPI changes.

from 20% to 50%, to allow greater
latitude in recruitment and staffing,
Merit increases may consist of a
percentage ranging from 0-6%, a
flat amount, or a one-time bonus
may be substituted for a salary
increase. Salary increases may not
exceed approved ranges. Increases
and bonuses are subject to approval
of the Mayor/City Manager.

In general, increases/bonuses are
linked to performance against the
employee’s Flexible Performance
Plan, but may be limited, at the
discretion of the Mayor/City
Manager, due to budgetary reasons.

U31 — Confidential

Same as Local 21 — 3%, with 3%
retirement give-back in FY03-04.
1% general increase in FY04-05.
Mirroring Local 21 general
increase mitigates any
compaction issues with Local 21
position ranges.

Position ranges should be increased
from 20% to 50%, to allow greater
latitude in recruitment and staffing.

Increases range from 0 ~ 5%, based
on employees’ annual performance
appraisals, but may be limited, at
the discretion of the Mayor/City
Manager, due to budgetary reasons.

U41 - Attorney V’s

Special Counsel and Attorney V
posttions.,

New bargaining umit.
Recommended bargaining
guidelines to be discussed in
closed session.

To be determined through the
collective bargaining process.

U51 — Exempt Limited Duration

Local 790 and Local 21 positions
should mirror provisions for
those locals. General increases
for Unrep positions should be
considered by the Mayor/City
Manager on case by case basis.

Position ranges should be increased
from 20% to 50%, to allow greater
latitude in recruitment and staffing.

As these positions are limited-term,
there should not be the need for
annual merit adjustments. Any
exceptions should be at the
discretion of the Mayor/City
Manager.




AlTAUHMENT L

Employee Name:
Position:

Agency/Dept./Division:
Evaluation Period:

Section I: Organizational Values and Wark Habits:

Attendance: Reports for work regularly with a minimum number of absences
and tardiness; gives notice when absence or tardiness is unavoidable, receives
authorization when time off is needed; observes appropriate lunch and break
schedules; submits justification for absences as required and/or requested,

Standards:

a. Be at your desk and ready to wark at the beginning of the work day or as
otherwise arranged with your supervisor,

b. Contact your supervisor or designated representative prior to 30 minutes of
scheduled start time if you will be late or absent.

¢. Submit request for annual leave or vacation at least two weeks prior to your
requested leave/vacation date. In case ofunexpected or e mergency requests
(i.e., sick leave, bereavement leave, family emergency, etc.) contact your
supervisor as soon as possible.

d. Two 15-minute breaks and one 1-hour lunch may be taken. Breaks may not
be combined or used to extend lunch time or shorten the work day.

Cornments:

Select from the following

Use of Tlme: Manages own time and uses appropriate work methads,
technigues, and equipment to achieve the most effective and efficient result in
the time available; is mutually respectful of the time and schedule of others,
balances multiple priorities and focuses on desired outcome(s).

Standards:

a. Host meetings to have specific, identifiable outcomes. When. coordinating
meetings, inform participants of the beginning and ending time. Keep to
schedule unless all participants agree to extend time. Develop and follow
meeting agendas. Reserve BFA meeting rooms in advance.

b. Be on time to all meetings, interviews, appointments, etc. Contact
supervisor and/or participants when you will be late.

¢c. Use up-to-date technology to accomplish work expeditiously (ex. Voice mail,
e-matl, fax, software, etc.)

d. Ensure you are readily avaiiabie to the Mayor, City Manager, and Assistant

Select from the following

-1-
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City Managers at all times (i.e.,wear your pager, keep your cell phone on,
inform others when you teave the office and when you expect to return, etc.)

e. Personal phone calls or socializing should take place during breaks and lunch
hour.

f. Personal use of City equipment will not take place during work time.

Comments:

Teamwork and Collaboration: Makes and sustains effective and productive
relationships with other members of the organization and the public, is
respectful of differing viewpoints; meets commitments to co-workers and/or
team members.

Standards:

a. Meet commitments to co-workers and team members at all times. Da your
“fair share” of the work within the team. Willingly contribute to time-sensitive
group efforts as they arise.

b. Treat co-workers with respect at all times. Allow for differing points of
view.

c. Attend and participate in staff meetings and other meetings as assigned.

d. Maintain a clean and hazard-free work station. Contribute to the upkeep of
shared spaces (i.e., kitchen, photocopy area, reception area, etc)

Comments:

Select from the following

Customer Service: Responds effectively, courteously, respectfully, and in a
timely manner o the needs of a diverse set of internal and external customers,
provides information and services in a clear, concise, thorough, accurate, and
timely fashion.

Standards:
a. Generally place the needs of our customers at the top of your priority list.

b. Treat all customers in an open, honest, amicable and respectful manner.
Empathize with the customer’s circumstances.

c. Answer telephone in accordance with City Manager Telephone Policy. Do
not allow your voice mail box or e-mail box to become full. Create an
extended absence message when your will be away from the o ffice for four
hours or more.

d. Provide prompt response to all community and staff contacts. Provide
response within division guidelines for correspondence, phone or e-mail
messages. When making referrals, ensure that community members are placed
in direct contact with appropriate staff in City departments and/or the
Qakland’s Assistance Center. If direct contact cannot be made, inform

Select from the foilowing

community members that he/she can call you if the staff person has not

.2-
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responded within 48 hours.

Comments:

Accountability: Follows through on assigned tasks, meets work deadlines or
informs others in a timely fashion when/why a deadline cannot be met; makes
responsible use of City resources (time and money).

Standards:

a. Meet deadlines or inform appropriate staff in advance to adjust schedule
and/or get assistance in completing assignments.

b. Keep projects on budget at all times. Be resourceful with the expenditure of
City funds. Leverage resources whenever possible.

c. Provide updates on assignments at least monthly to your supervisor and co-
workers within your division.

d. Regularly meet with staff to ensure that projectsiassignments are moving
forward to completion in a timely manner. (managers and supervisors only)

Comments;

Select from the following

Adaptability and Problem Selving: Adapts to orgamizational changes (e.g.
technology, resources, personnel); takes initiative in identifying the existence
of a problem and takes appropriate steps to resolve it.

Standards:

a. Take advantage of opportunities to confinuously improve your skill set and
knowledge base. Approval for training opportunities on City time will take
into consideration your current work load and departmental resources.

b. Successfully undertake, implement, and complete changes in work
assignments.

c. Take appropriate steps to ensure that a positive image of the Budget and
Finance Agency is maintained. Identify potential issues and help address them
before they become crises.

d. Upon discovery of a problemvissue (i.e., misuse of City funds, unaddressed
community need, practice inconsistent with applicable laws, broken equipment,
etc.) inform appropriate staff of its existence and, if within your authority and
responsibility, take steps to address or resolve it.

Comments:

Select from the following

Performance Management: (Complete for supervisory/ management
positions) Sets clear expectations and communicates City mission, goals, and
policies; provides appropriate coaching and feedback; completes performance
appraisals on time and consistent with the City's performance appraisal
system, follows through on staff enhancement plans or corrective action to
improve averall employee performance.

Select from the following
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Standards:

a. Complete all Performance Appraisals within established timelines. Include

all relevant i nformation to support ratings. C onduct appraisals in a fair and
unbiased manner.

b. Maintain documentation on all staff members and their accomplishments
(positive and negative) throughout the year.

¢. Take appropriate steps to ensure that all staff under your supervision are
performing at a Fully Effective or higher level through feedback, coaching,
training, discipline, termination, etc.

d. Host regular staff meetings to ensure all staff are aware of the City mission,
goals, policies, and Budget and Finance Agency issues

Comments:

Section II: Performance Objectives and Standards

Performance Objective #1:
Standard:

Standard:

Standard:

Standard:

Comments:

Select from the following

Performance Objective #2:
Standard:

Standard:

Standard:

Standard:

Cormments:

Select from the following

Performance Objective #3:
Standard:

Standard;

Standard:

Standard:

Comments:

Select from the following

Performance Objective #4:
Standard:

Standard:

Standard:

Standard:

Comments:

Select from the following

Performance Objective #3:
Standard:

Standard:

Standard:

Standard:

Comments:

Select from the following

Performance Objective #6:
Standard:
Standard:

Select from the following
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Standard:
Standard:
Comments: ]

Section [II: Qverall Evaluation
Describe the employee’s overall performance.

Comments: Select from the following

Section IV: Commendation Recommended

If applicable, describe how the employee’s performance was truly exceptional and worthy of
consideration for commendation.

Comments:

Section V: Skill Enhancement Plan

Please describe the mutually agreed upon employee development plan needed to correct deﬁclenc1es to

bring the employee up to the level of “fully effective”. This must be completed for each and every rating
that is less than “fully effective”.

Comments:

Section VI: Employee Comments

Comments:
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COMMUNICATING EXPECTATIONS: The performance expectations for the evaluation cycle have
been communicated to the employee.

Employee / Date Evaluator / Date

2“‘TReviewer / Date

COMMUNICATING THE APPRAISAL: The appraisal has been communicated to the employee.
Signature does not necessarily signify consent and agreement.

Employee / Date Evaluator / Date

2™ Reviewer / Date Agency Reviewing Officer / Date

[0  Iwish to appeal this appraisal and discuss it with the Reviewing Officer of my
Agency/Department.

RATINGS KEY

Exceeds Expectations

The performance of an employee at this level consistently exceeds all of the job standards and performance

expectations. The employee is performing at a level well beyond what is normally expected of the majority of
employees with similar duties.

Fully Effective

An employee at this level consistently meets the established job standards and performance expectations. The
results consistently achieved are those the City would expect of employess in this position level.

Improvement Needed

Performance does not consistently meet the essential job standards and performance expectations of the
position or is marginally acceptable. Development is needed to reach fuil effectiveness,

Unacceptable

Performance demonstrates an inability or unwillingness to meet job standards and performance expectations of
the position. Immediate and sustained improvement is required.

CMrmance Appraisal/1999 fnl
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CITY OF OAKLAND
AGENDA REPORT
_ 20030CT -2 PH 3: 22
TO: Office of the City Manager

ATTN:  Deborah Edgerly
FROM: Finance & Management Agency
DATE:  October 14, 2003

RE: Request to Approve Preliminary Salary Plan Recommendations for Executive,
Management and Unrepresented Classifications

SUMMARY

At the direction of the City Council, the City contracted with a consulting firm in the Fall of
2002 to conduct a salary and benefits survey for executive and management level classes. In
mid-July the Public Sector Personnel Consultants (PSPC) presented a report to this Committee
entitled “Salary and Benefits Survey and Recommended Salary Plan for Executive,
Management, and Unrepresented Positions”.  Following that report, the Finance and
Management Committee directed staff to develop additional information and recommendations
for a salary plan for executive, management and unrepresented positions in the City’s
classification system.  This report provides additional information and recommendations for
Council consideration.

The main issues that will be addressed are: 1) development of appropriate pay and performance
plans for executive, unrepresented and management level positions; 2) clarification of the classes
under discussion; and 3) reaching common terms for each plan. The report also contains staff
recommendations and requests Council approval to move forward with those recommendations.

FISCAL IMPACT

The adopted budget for fiscal year (FY) 2003-2005, provides funding for executive, management
and unrepresented positions equivalent to the general increases negotiated for represented
employees, three percent in FY'03-04 and one percent in FY'04-'05.  General increases and
merit increases for FY'03-°04 and FY’04-05 will be addressed in these recommendations. The
fiscal impact of the recommendations will be cost neutral as they will be contained within the
City Council adopted budget for FY’03-05. Future fiscal impacts of the plans would be
integrated into the Council’s biannual budget appropriation process.

BACKGROUND

In order to clarify the meaning of the terms utilized in this report, a Glossary of Terms has been
included in Attachment A. This will hopefully alleviate confusion in terms that are closely
related while providing a common language for the purpose of this report.

CINANGE & MANAGEMENT CMTE,  TNANGI ENT CMTE
DEC 92003
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The existing structure for Executive, unrepresented and management salaries consists of a pay
table.  The original structure included thirty-three pay grades. Pay grades nineteen to thirty-
three were for positions designated as management. These positions were defined by a range of
twenty percent. The control point of the range was originally set at one hundred percent of the
market. Salary surveys were to be conducted every two years and adjustments were to be made
m the salary ranges as needed based upon a combination of market value, recruitment
competitiveness and City need, as determined by the City Manager and budgetary limitations. In
addition, general increases were given equal to those provided to represented employees so as to
maintain system integrity and avoid compaction between non-management and management
positions. Merit increases for Executive employees were based on performance at the discretion
of the City Manager. Unrepresented and management employees received merit increases based
upon performance with Department Head recommendations and City Manager’s approval within
departmental budgetary limitations. Over time the pay table has proven to be too narrow to
reflect changes in the market and has become skewed as we have added paygrades to provide
adequate compensation to attract and retain employees.

With the emergence of Local 21, International Federation of Professional and Technical
Employees, merit increases for represented management staff on ranges are given per the
Memorandum of Understanding (MOU). The MOU provides for increases of five percent per
year of satisfactory or above performance up to the control (mid) point. Advancement above the
mid-point of the salary range may be given at two and a half to five percent per year based upon
Agency/Department Head recommendation and City Manager’s approval.

The report presented by Public Sector Personnel Consultants to this Committee provided their
recommendations to the Council regarding restructuring the City’s current compensation plan.
Additionally, a committee of City representatives prepared a study for the City Manager
regarding further refinements of the City’s Flexible Performance Agreement system for
executive positions more closely aligning departmental expected outcomes to Mayor and
Council priorities and positive and negative consequences for performance. This report provides
recommendations for next steps in revising the current compensation plan for executive,
unrepresented and management employees for the City of Oakland with appropriate performance
plans for each designation.

KEY ISSUES & IMPACTS

Key issues and impacts include 1) inconsistent systems for compensating represented and
unrepresented employees regarding cost of living increases, 2) clarification of classifications
included in this discussion and recommendations for revisions to the performance, and 3)
compensation system for executive, management and unrepresented employees.

General Increase

Currenily represented employees were given a general increase for FY 2003-2004 of three
percent. Management employees represented by Local 21 have agreed to pay an additional three
percent of their pre-tax income for retirement benefits. The adopted budget for FY 03-04 and
FY*04-05 provides for an equivalent increase for executive and unrepresented emplovegs, three

Ite
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percent and one percent respectively. However executive and unrepresented employees have not
been given the general increase for FY *03-°04 and will be subject to paying the additional three
percent of their salary toward retirement benefits; thereby, suffering a potential loss in pay for
FY 2003-2005 if the increase is not implemented.

Clarification of Classifications

The Council requested clarification on which classifications are considered Executive,
management and unrepresented. We have included a list in Attachment B of this report to clarify
this issue. The wide variety of classes in the unrepresented category has been a cause for
concern in establishing a policy for this unit. Employees serving in these classes, while subject
to being “at will,” do not receive the benefits of a contract unlike the classifications do.
Recommendations for performance and compensation systems for all each of these are included
below per Council’s request.

Performance Management Systemn

Currently employees in management and unrepresented classifications receive annual
performance reviews in April based upon the City’s current Performance Management System.
This system was established in 1999. For executive level classifications, the City adopted a
“flexible performance management agreement.” The Performance Management System ties
individual employee performance to departmental goals which are based on the Mayor and
Council goals and priorities. For management, unrepresented and all other permanent status
positions, employees are evaluated on organizational values and standards as well as specific
performance objectives. Executive positions are evaluated on outcomes as they relate to Mayor
and Council goals, departmental performance and individual goals.

A recent staff report recommending refinements to the Flexible Performance Agreement for
executive positions in the City and best practice information from other agencies provided
information for the development of these recommendations. Additionally, per Council request,
we have researched East Bay Municipal Utility District’s Management Salary Plan for ideas on
changes to our current system. Best practices indicate that the most important factor for the
success of any performance management system is buy-in and participation from the policy
makers. While a wide variety of formal to informal processes prevail, contacted agencies
reported that their annual merit increases for executive employees were tied to meeting and
exceeding departmental performance goals. The current practice of tying departmental goals to
the Mayor and Council pricrities in the Flexible Performance Agreement already provides this
basis for the City.

Compensation System

The report from Public Service Personnel Consultants and staff recommendations, identify
limitations with the current compensation system. The City currently utilizes a twenty percent
salary range for its compensation system. This range was established in the early 1990°s as a
part of a citywide job analysis study. This range is considered unusually narrow by industry
standards and proves to be inflexible in setting minimum salaries at the prevailing rate, providing
retention incentive and reflecting differences in job performance. :

FINANCE MENT CMTE. Item:
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Our current compensation system provides general increases for represented employees as
agreed upon by contract. General increases, as well as merit increases, are provided annually
with satisfactory performance ranging from two and one-half to five percent depending upon the
pay plan that the classification falls under. Unrepresented and management employees receive
merit increases based upon Department Head and City Manager recommendation and approvals
as departmental budgets allow. merit increases are at the discretion of the City Manager.

PROGRAM DESCRIPTION

The program described below incorporates recommendations from the consultants report, best
practice agencies, current practices and the City’s Classification and Compensation staff. It
clearly defines the compensation and performance system recommended for each of the three
levels of classifications. The recommendation is based upon performance.

Executive Management Plan (EMP)

Classifications in the pay plan consist of department heads, elected officials or positions that
report directly to the City Manager. These classifications are listed in Aftachment B. It is
recommended that the City Council delegate to the City Manager the responsibility for
administering the EMP.

e Performance Appraisal Plan
The recommendation is to slightly revise the current Flexible Performance Plan to
establishing the five ratings: exceptional, exceeds expectations, fully effective,
improvement needed and unacceptable. Outcomes that are quantitative and/or
narrative in nature would accompany each performance objective.

e PayPlan
The salary structure is an open salary range of fifty percent with a minimum,
control point and maximum. A pay table will be developed based upon the
consultant’s recommendation of seventy pay grades with two and a-half percent
between each grade. The Office of Personnel will conduct a salary survey every
two years consistent with the City’s fiscal year cycle to determine the market
value of each classification and to maintain its current status in the market. A
report will be submitted to the City Manager regarding the survey findings,
including recommendations for realignment of classes. Any changes will require
City Council adoption through the salary ordinance process. The plan would
include annual general increases based upon the salary survey results, and in
alternate years, the Consumer Price Index. Merit increases would be earned based
on annual performance ratings. The Mayor and the City Manager would have the
flexibility to award merit increases ranging from zero to six percent, a flat
amount, or a one-time bonus, Increases to base pay may not exceed the Council
approved ranges. This merit increase is linked to the emplovee’s Flexible
Performance Plan but may be limited at the discretion of the Mayor and City
Manager due to budgetary reasons. A general increase of three percent is
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recommended for FY’'03-°04 while the new plan is being developed and
implemented.

Management Plan
Classifications in the Management plan generally consist of division and section managers who
report to department heads or other staff. These classifications are listed in Attachment B.

Management would be governed by the current language of the Memorandum of Understanding
utilizing the existing Performance Management System for performance appraisals and pay plan.

e Performance Appraisal Plan
The recommendation is to utilize the existing Performance Management System
with four ratings: exceeds expectations, fully effective, improvement needed and
unacceptable. Increases would be provided in keeping with the current MOU.
Outcomes that are quantitative and/or narrative in nature would accompany each
performance objective.

e PayPlan

The current compensation system provides general increases for represented
employees as agreed upon in the MOU and merit increases with satisfactory
performance annually of two and one-half to five percent. It is recommended that
the management classifications utilize the pay table with fifty percent ranges in
keeping with the consultant’s recommendations. The Office of Personnel will
conduct a salary survey every two years consistent with the City’s fiscal year
cycle to determine the market value of each classification and to maintain our
current status in the market. Recommendations for adjustments to the pay ranges
for particular classifications based upon the market data would be provided to the
City Manager. Any changes will require City Council adoption through the salary
ordinance process.

Unrepresented Plan
Classifications in the unrepresented pay plan consist of confidential managers and employees

who have the authority to speak in the name of policymakers or whose work requires vague or
broad responsibilities including labor relations matters. They are direct reports to department
heads or other staff. These classifications are listed in Attachment B. It is recommended that
the performance plans for unrepresented classifications follow the City’s Performance
Management System (Attachment C). The pay plan is described below.

¢ Performance Appraisal Plan
The recommendation is to utilize the existing Performance Management System
with five ratings: exceptional, exceeds expectations, meets expectations, needs
improvement. and unsatisfactory. Outcomes that are quantitative and/or narrative
in nature would accompany each performance objective.
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e PayPlan

It is recommended that unrepresented classifications receive comparable general
increases to represented management employees, three percent and one percent
respectively for FY'03-°04 and FY (4’05, Merit increases ranging from zero to
five percent would be based upon the employee’s annual performance evaluation
but may be limited, at the discretion of the Mayor and City Manager, due to
budgetary reasons. It is recommended that these classifications utilize the pay
table with fifty percent ranges in keeping with the consultant’s recommendations.
The Office of Personnel will conduct a salary survey every two years consistent
with the City’s fiscal year cycle to determine the market value of each
classification and to maintain our current status in the market. Recommendations
for adjustments to the pay ranges for particular classifications based upon the
market data would be provided to the City Manager. Any changes will require
City Council adoption through the salary ordinance process.

ENVIRONMENTAL OPPORTUNITIES

There are no environmental opportunities impacted by this report.

DISABILITY AND SENIOR ACCESS

There are no disability or senior access issues related to this report.
RECOMMENDATIONS AND RATIONALE

The recommendations for Council approval require both short and long term actions.
ALTERNATIVE RECOMMENDATIONS

The alternative recommendation for Council consideration would be to maintain the current
performance management and compensation systems. The advantage of maintaining the current
systems of compensation and performance management for executive, management and
unrepresented employees is that it provides latitude for the Mayor and City Manager in
determining the compensation for unrepresented employees. Further it requires the least time
and effort in terms of changes to the system, the culture and the requirements for establishing
performance criteria for compensation increases. Disadvantages may include inconsistencies in
determining compensation increases and the lack of meaningful and relevant performance
expectations,

ACTION(S) REQUESTED OF CITY COUNCIL

1. Approve the recommendation to submit directly to City Council the salary ordinance to
provide general increases to executive, management and unrepresented classes of three
percent for FY’03-°04; and to provide increases for unrepresented classes that mirror
Local 21 represented percent increases of one, four and four through June 30, 2008,
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2. Approve the recommendation to develop modifications to the current Flexible
Performance Agreement for classifications including language for flexible merit
increases.

(V3]

Approve the recommendation to revise the pay plan for executive, management and
unrepresented classifications to create a fifty percent pay range structure.

4. Approve the recommendation for staff to proceed with the development of the new
performance and pay plan for executive, management and unrepresented classifications
providing a comprehensive report to this committee in January to include the
recommended pay plan, the revised draft for the Flexible Performance Plan and the time
line to implement the new performance and pay plans.

Respectfully Submitted,

William E. NéTand
Interim Finance & Management Agency Director

APPROVED FOR FORWARDING
TO FINANCE & MANAGEMENT COMMITTEE

N N
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Attachments;

A - Glossary of Terms

B - Classification Appropriation

C - Performance Plan for Unrepresented Employees

D — Matrix Describing Unrepresented Employee Salary Guidelines
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Attachment A
Glossary of Terms

Consumer Price Index — a measure of the average change over time in the prices paid by urban
consumers for a market basket of consumer goods and services.

Control Point — a point in the pay range system determined for management leve! positions that
has a pre-determined relationship to the market value of the like classifications in other agencies.

Cost of Living Increase - an increase usually directly associated with the Consumer Price Index
for the local

Exempt - classifications not governed by the Civil Service Commission or the Civil Service
Personnel Rules.

Flexible Performance Agreement- a performance management tool which outlines departmental
and individual performance expected and actual outcomes of an executive employee in relation
to Mayor and City Council priorities.

General Increase — a salary increase given by the governing body based upon a variety of factors
which may include the local market, attraction and retainment issues, equity issues and the cost
of living in the area.

Market — the local, regional or national area that defines where a potential competitive job
candidate pool for a specific position or group of classifications would reside.

Merit Increase — a salary increase that is provided to an individual employee based upon meeting
or exceeding performance criteria or performance expectations.

Performance Management System - an integrated system that provides meaningful feedback on
an individual’s work performance based upon established expectations that are realistic and
achievable. '

FINANGC GEMENT CMTE.
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Attachment B

CLASSIFICATIONS
Classifications

Agency Director, Financial Services

Agency Director, Fire Services

Agency Director, Police Services

Agency Director, Public Works

Assistant City Manager

City Attorney

City Auditor

City Clerk

City Manager

Deputy Director, Community & Economic Development
Director AHHS

Director of Building

Director of Building & Planning

Director of Housing & Community Development
Director of Library Services

Director of Museum Services

Director of Personnel Resource Management
Director, City Planning

FINANCE & ENT CMTE.
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Unrepresented Classifications

Administrative Assistant to the Mayor

Assist Director, Parks, Recreation & Cultural Affairs
Assist Director, Pub Works Agency

Assistant to the City Manager

Budget Director

City Attorney, Assistant

City Manager Analyst

Controller

Deputy Chief of Fire Department

Exec Assist to the Assist City Manager

Fixec Assist to the City Atforney

Executive Assistant to the City Auditor

Executive Assistant to the City Council

Exec Assistant to the City Manager

Exec Dir to Public Ethics Commission
Financial Analyst, Principal

Human Resource Analyst, Senior Supervising
Human Resource Analyst, Principal
Manager, Human Resources

FINANCE & JAGEMENT CMTE
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Management Classifications (exempt)

Administrative Services Manager I1
Agency Admistration Manager
Assistant to the Director

Assistant to the City Auditor

Cable TV Station Manager

City Architect, Assistant

City Auditor, Assistant

City Clerk, Assistant

Curator of Art, Chief

Curator of Education, Chief
Curator of History, Chief

Curator of Natural Science

Deputy Director, Housing
Emergency Services Manager, Assistant
Engineer, Civil Principal

Exec Assist to the Assist City Attorney
Fire Division Manager

Legal Communications Officer
Librarian, Administrative
Manager, Affirmative Action
Manager, Capital Improvement
Manager, Claims & Risk

Manager, Contract & Employment
Manager, Crime Laboratory
Manager, Electrical Services
Manager, Emergency Services
Manager, Environmental Services
Manager, Equipment Services

Manager, Information Systems
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Management Classifications (exempt) cont.

Manager, Inspection Services
Manager, Legal Administrative Services
Manager, Museum Operations
Manager, Park Services

Manager, Planning & Building
Manager, Public Works Operations
Manager, Real Estate Services
Manager, Rehabilitation Services
Manager, Senior Services
Manager, Youth Services

Open Government Coordinator
Project Manager

Project Manager I1

Project Manager III
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Management Classifications (non-exempt)

ADA Projects Coordinator
Administrative Services Manager I
Budget & Operations Analyst

Capital Improvement Project Coordinator
City Land Surveyor

Community Action Agency Director
Complex Manager

Controller, Assistant

Database Administrator

Deputy City Auditor 11

Deputy City Clerk

Disability Benefits Caordinator
Emergency Medical Services Coordinator
Employee Assist Services Coordinator
Equal Opportunity Specialist
Executive Assistant

Executive Assistant to Agency Director
Facility Manager

Financial Analyst

Health & Human Services Program Planner
Human Resources Analyst
Information System Administrator
Information Systems Supervisor
Management Assistant

Monitoring & Evaluation Supervisor
Network Architect

Office Manager

Program Analyst III

Project Manager

Real Estate Agent, Supervising
Retirement Systems Accountant
Revenue Analyst

Senior Services Administrator
Support Services Supervisor

Ite
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Management Classifications (non-exempt) cont.

Training & Public Services Administrator
Transportation Planner, Senior
Urban Economic Coordinator

Watershed Program Supervisor




ATTACHMENT C

Unrepresented Employee Salary Guidelines

Group

General Increases

Merit Increases

UK1 - Agency/Dept Heads

Determined by biannual salary
survey and internal comparisons
to avoid any compaction issues.

Recommendations for
adjustments to ranges will be
presented to Council for
ratification. Increases in the years
between the surveys will be
based on CPI changes.

Position ranges should be increased
from 20% to 50%, to allow greater
latitude in recruitment and staffing.
Merit increases may consist of a
percentage ranging from 0-6%, a
flat amount, or a one-time bonus
may be substituted for a salary
increase. Salary increases may not
exceed approved ranges. Increases
and bonuses are subject to approval
of the Mayor/City Manager.

In general, increases/bonuses are
linked to performance against the
employee’s Flexible Performance
Plan, but may be limited, at the
discretion of the Mayor/City
Manager, due to budgetary reasons.

U31 — Confidential

Same as Local 21 — 3%, with 3%
retirement give-back in FY03-04.
1% general increase in FY04-05.
Mirroring Local 21 general
increase mitigates any
compaction issues with Local 21
position ranges.

Position ranges should be increased
from 20% to 50%, to allow greater
latitude in recruitment and staffing.

Increases range from 0 — 5%, based
on employees’ annual performance
appraisals, but may be limited, at
the discretion of the Mayor/City
Manager, due to budgetary reasons.

U41 - Attorney V's

Special Counsel and Attorney V
positions.

New bargaining unit.
Recommended bargaining
guidelines to be discussed in
closed session.

To be determined through the
collective bargaining process.

U51 - Exempt Limited Duration

Local 790 and Local 21 positions
should mirror provisions for
those locals. General increases
for Unrep positions should be
considered by the Mayor/City
Manager on case by case basis.

Position ranges should be increased
from 20% to 50%, to allow greater
latitude in recruitment and staffing.

As these positions are limited-term,
annual increases there should not
be the need for annual merit
adjustments. Any exceptions should
be at the discretion of the
Mayor/City Manager.




ATTACHMENT D

Zx PERFORMANCE APP

Employee Name:
Position:
Agency/Dept./Division:
Evaluation Period:

Section I: Organizational Values and Work Habits:
Attendance: Reports for work regularly with a minimum number of absences | Select from the following
and tardiness; gives notice when absence or tardiness is unavoidable; receives
authorization when time off is needed; observes appropriate lunch and break
schedules, submits justification for absences as required and/or reguested.

Standards:

a. Be at your desk and ready to work at the beginning of the work day or as
otherwise arranged with your supervisor.

b. Contact your supervisor or designated representative prior to 30 minutes of
scheduled start time if you will be late or absent.

c. Submit request for annual leave or vacation at least two weeks prior to your
requested leave/vacation date. In case ofunexpected or e mergency requests
(i.e., sick leave, bereavement leave, family emergency, etc.) comtact your
supervisor as soon as possible.

d. Two 15-minute breaks and one 1-hour lunch may be taken. Breaks may not
be combined or used to extend lunch time or shorten the work day.

Comments:
Use of Time: Manages own time and uses appropriate work methods, | Select from the following
techniques, and eguipment to achieve the most effective and efficient result in
the time available; is mutually respectful of the time and schedule of others;
balances multiple priorities and focuses on desired outcome(s).

Standards:

a. Host meetings to have specific, identifiabie outcomes. When coordinating
meetings, inform participants of the beginning and ending time. Keep to
schedule unless all participants agree to extend time. Develop and follow
meeting agendas. Reserve BFA meeting rooms in advance.

b, Be on fime to all meetings, interviews, appointments, etc. Contact
supervisor and/or participants when you will be late.

¢. Use up-to-date technology to accomplish work expeditiously (ex. Voice mail,
e-mail, fax, software, etc.)

d. Ensure vou are readily available to the Maver. City Manager, and Assistant
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City Managers at all times (i.e.,wear your pager, keep your cell phone on,
inform others when you leave the office and when you expect to return, etc.)

e. Personal phone calls or socializing should take place during breaks and funch
hour.

f. Personal use of City equipment will not take place during work time.

Comumnents:

Teamwork and Collaboration: Makes and sustains effective and productive
relationships with other members of the organization and the public; is
respectful of differing viewpoints;, meets commitments to co-workers and/or
team members.

Standards:
a. Meet commitments to co-workers and team members at all times. Do your
*“fair share” of the work within the team. Willingly contribute to time-sensitive

group efforts as they arise.

b. Treat co-workers with respect at all times. Allow for differing points of
view.

¢. Attend and participate in staff meetings and other meetings as assigned.

d. Maintain a clean and hazard-free work station. Contribute to the upkeep of
shared spaces (i.e., kitchen, photocopy area, reception area, etc)

Comments:

Seiect from the following

Customer Service: Responds effectively, courteously, respectfully, and in a
timely manner to the needs of a diverse set of internal and external customers;
provides information and services in a clear, concise, thorough, accurate, and
timely fashion.

Standards:
a. Generally place the needs of our customers at the top of your priority list.

b. Treat all customers in an open, honest, amicable and respectful manner.
Empathize with the customer’s eircumstances.

c. Answer telephone in accordance with City Manager Telephone Policy. Do
not allow your voice mail box or e-mail box to become full. Create an
extended absence message when your will be away from the o ffice for four
hours or more.

d. Provide prompt response to all community and staff contacts. Provide
response within division guidelines for correspondence, phone or e-mail
messages. When making referrals, ensure that community members are placed
in direct contact with appropriate staff in City departments and/or the
Qakland's Assistance Center. If direct contact cannot be made, inform
community members that he’/she can call vou if the staff person has not

Select from the following

2
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responded within 48 hours.

Comments:

Accountabilitv: Follows through on assigned tasks; meets work deadlines or
informs others in a timely fashion when/why a deadline cannot be met; makes
responsible use of City resources (time and money).

Standards:

a. Meet deadlines or inform appropriate staff in advance to adjust schedule
and/or get assistance int completing assignments.

b. Keep projects on budget at all times. Be resourceful with the expenditure of
City funds. Leverage resources whenever possible.

¢. Provide updates on assignments at least monthly to your supervisor and co-
workers within your division.

d. Regularly meet with staff to ensure that projects/assignments are moving
forward to completion in a timely manner. (managers and supervisors only)

Comments:

Select from the following

Adaptability and Problem Solving: Adapts fo organizational changes (e.g.
technology, resources, personnel); takes initiative in identifying the existence

of a problem and takes appropriate steps fo resolve it.
'Standards:

a. Take advantage of opportunities to continuously improve your skill set and
knowledge base. Approval for training opportunities on City time will take
into consideration your current work load and departmental resources.

b. Successfully undertake, implement, and complete changes in work
assignments.

c. Take appropriate steps to ensure that a positive image of the Budget and
Finance Agency is maintained. Identify potential issues and help address them
before they become crises.

d. Upon discovery of a problem/issue (i.e., misuse of City finds, unaddressed
community need, practice inconsistent with applicable laws, broken equipment,
etc.) inform appropriate staff of its existence and, if within your authority and
responsibility, take steps to address or resolve it.

Comments:

Select from the following

Performance Management: (Complete for supervisory/ mandagement
positions} Sets clear expectations and communicates Ciry mission, goals, and
policies; provides appropriate coaching and feedback; completes performance
appraisals on tme and consistent with the City's performance appraisal
svstem; follows through on staff enhancement plans or corrective action to
improve overall employee performance.

Select from the following
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Standards:

a. Complete all Performance Appraisals within established timelines. Include
all relevant information to support ratings. C onduct appraisalsina fair and
unbiased manner.

b. Maintain documentation on all staff members and their accomplishments
(positive and negative) throughout the year.

c. Take appropriate steps to ensure that all staff under your supervision are
performing at a Fully Effective or higher level through feedback, coaching,

training, discipline, termination, etc.

d. Host regular staff meetings to ensure all staff are aware of the City mission,
goals, policies, and Budget and Finance Agency issues

Comments:

Section II: Performance Objectives and Standards

Performance Objective #1;
Standard:

Standard:

Standard:

Standard:

Comments:

Select from the following

Performance Objective #2:
Standard:

Standard:

Standard:

Standard:

Comments:

Select from the following

Performance Objective #3:
Standard:

Standard:

Standard:

Standard:

Comments:

Select from the following

Performance QObjective #4:
Standard:

Standard:

Standard:

Standard:

Comments:

Select from the following

Performance Objective #5:
Standard;

Standard:

Standard:

Standard:

Comments:

Select from the following

Performance Objective 76:
Standard:
Standard:

Select from the following

-
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Standard:
Standard:
Comments:

Section III: Overall Evaluation
Describe the employee’s overall performance.

Comments: Select from the following

Section IV: Commendation Recommended
If applicable; describe how the employee’s performa.nce was truly exceptional and worthy of
consideration for commendation.

Comments:

Section V: Skill Enhancement Plan

Please describe the mutually agreed upon employee development plan needed to correct deficiencies to
bring the employee up to the level of “fully effective”. This must be completed for each and every rating
that is less than “fully effective”.

Comments:

Section VI: Employee Comments

Comments:

'
wn
1
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COMMUNICATING EXPECTATIONS: The performance expectations for the evaluation cycle have
been communicated to the employee.

Employee / Date Evaluator / Date

2" Reviewer / Date

COMMUNICATING THE APPRAISAL: The appraisal has been communicated to the employee.
Signature does not necessarily signify consent and agreement.

Employee / Date Evaluator / Date

2" Reviewer / Date Agency Reviewing Officer / Date

[l  1wishto appeal this appraisal and discuss it with the Reviewing Officer of my
Agency/Department.

RATINGS KEY

Exceeds Expectations

The performance of an employee at this level consistently exceeds all of the job standards and performance
expectations. The employee is performing at a level well beyond what is normally expected of the majority of
employees with similar duties.

Fullv Effective
An employee at this level consistently meets the established job standards and performance expectations. The
results consistently achieved are those the City would expect of employees in this position level.

Improvement Needed
Performance does not consistently meet the essential job standards and performance expectations of the

position or is marginally acceptable. Development is needed to reach full effectiveness.

Unacceptable
Performance demonstrates an inability or unwillingness to meet job standards and performance expectations of

the position. Immediate and sustained improvement is required.

-
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