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TO: Office of the City Manager
ATTN: Deborah Edgerly

FROM: Finance and Management Agency
DATE: January 20, 2004

RE: A SUPPLEMENTAL REPORT REGARDING A SALARY PLAN FOR
UNREPRESENTED EMPLOYEES

SUMMARY

At its meeting of January 13, 2004, the Finance and Management Committee reviewed the
outstanding issues o a recommendation for a salary plan for unrepresented employees in the UK1
(Executive Employees) pay plan. After a discussion of the plan, the Committee agreed to implement a
three percent general increase for Unit U31 (Confidential Employees) and UK1 (Executive
Employees), with a three percent additional employee retirement contribution for FY04 and FY05.
Also, the Committee approved future general and merit increases for Unit U31 comparable to those
negotiated with IFTPE, Local 21. The Committee moved the recommendation of Unit UK1 general
and merit increase plan, with modifications as specified in Attachment A, and the adoption of 50
percent ranges to the January 20th City Council meeting. The Committee requested analysis by the
City Attorney regarding the recommendation by Councilmember Brunner that if a salary in the
Executive Pay plan is recommended to be 20 percent higher than the next direct report, that a rationale
be presented to Council in closed session.

FISCAL IMPACT

Funding for the three percent general increase and merit increases are included in the FY(3-04 budget.
Staff does not anticipate any additional cost in the current fiscal year for implementing the 50 percent
salary ranges. The fiscal impact for the proposed retroactive merit increases for UK1 employees for
FY03 is between $68,000 (2.5%) to $150,000 (5.5%) (See Attachment B). The Budget Office
recommends funding the increases through available budget contingency funds.

BACKGROUND

Unit UK is comprised of executive management positions from the City Manager to the department
head level. At its December 16, 2003 meeting, the Council approved a three percent salary increase
for FY04, with a three percent additional employee retirement contribution for FY04 and FYO0S5 for
unrepresented employees. This increase is the same granted represented employees. Additionally, the
proposed 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 difference between the bottom of the range and the top of the
range.

Item: 02 O

City Council
January 20, 2004
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The 50 percent range 1s standard practice in modern compensation systems. Public Sector Personnel
Consultants, in its January 2003 report to the City Council, developed 50 percent ranges, based on a
nationwide market study, and adjusted for local cost of living.

The Finance and Management Committee approved the 50 percent ranges, contingent upon analysis
by the City Attorney whether Council is allowed to review the rationale in closed session for any
merit adjustment that increases the salary to more than 20 percent above the next direct report. The
Office of the City Attorney has informed the City Manager that this would be a violation of the
Charter which prohibits Council interference in administrative matters.

The Committee further modified the Executive Pay Plan recommending the award of a single increase
instead of the current general increase and merit increase. This award is based upon the results of
Flexible Performance Plan and would provide a range of zero (0) to the current Consumer Price Index
(CPI) plus four percent increase. If the CPI is above five percent, Counci! will review the City
Manager’s recommendation for increases. Incumbents below the mid-point would receive a higher
percentage increase than those above the mid-point, with the increase amount based on the
performance of each incumbent. The City Manager may provide a one-time bonus in years where
economic limitations do not allow for the annual base salary increase. Salary ranges would be
reviewed biennially through a market study. Changes to salary ranges would continue to be approved
by Council.

KEY ISSUES AND IMPACTS

The adoption of the 50 percent range for unrepresented classification as recommended by staff in
concurrence with the consultant will allow the City of Oakland to adopt the best practice model. This
model provides the City with the opportunity tc hire new staff at 2 lower rate of pay and increase their
compensation as their skills develop and improve. The broad range also provides incentive for
recruitment and retention of experienced tenured staff and provides flexibility to recruit or promote
less experienced staff at a lower initial salary.

The proposed salary plan for UK1 employees separates the executive management from other
represented and unrepresented classifications for the purpose of general and merit increases. While
general increases for other unrepresented and represented employees will be based upon negotiated
agreements with labor unions, the executive plan provides for the executive management increases to
be determined by the CPI and in alternate years, market survey data along with the performance
review. This eliminates the current practice of executive management receiving increases comparable
to represented employees and the conflict of interest that arises as executive management sits on the
management team for labor negotiations. Further, as proposed, the executive pay plan would combine
the general increase and the performance based increase into a single award, subject to City Council
approved critena.

SUSTAINABLE OPPORTUNITIES
None
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DISABILITY AND SENIOR ACCESS
None

RECOMMENDATION AND RATIONALE

Staff recommends that the City Council approve the recommended expansion of the pay ranges from
approximately 20 to 50 percent for executive employees and the modified pay plan for one annual
increase with satisfactory or above performance or a one-time bonus for executive management in the
UK unit of representation. Staff further recommends that Council approve retroactive increases for
executive staff for one year (these employees have not received increases for the past two years)
ranging from 2.5 to 5.5 percent, based on individual performance.

ACTION REQUESTED OF THE CITY COUNCIL

Staff requests that the City Council approve 1) an expansion of the pay ranges from approximately 20
to 50 percent for executive management; and 2) a modified single increase each year that combines
the general and merit increases with a 0 to the CPI plus four percent based upon performance or a one-
time bonus in years where economic limitations do not allow for the annual base pay increase. Staff
further recommends that City Council approve retroactive increases of 2.5 to 5.5 percent for one year
for executive staff.

Respectfully,submitted,

illiam E. Noland
Interim Director
Finance and Management Agency

Prepared by:

Tricia Freitas

Interim Human Resource Manager
Finance and Management Agency

APPROVED AND FORWARDED TO THE
CITY COUNCIL:

farcd Kb,

OFFICE, OF THE CITY MlNA¢ER
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Attachment A

Employee Unit

Council Adopted Previously

Current Recommendation to
Council

UK — Agency/Dept Heads

A 3% increase, with 3% retirement
give-back m FY03-04.

Salary increases may not exceed
approved ranges. Increases and
bonuses are subject to approval of
the Mayor/City Manager and are
linked to performance but may be
limited, at the discretion of the
Mayor/City Manager, duc to
budgetary limitations.

An expansion of the pay ranges from
approximately 20 to 50 percent for
executive management.

A modified single increase each year
that combines the general and merit
increases with a 0 — to the CPI plus 4
percent based upon performance or a
one-time bonus in years where
economic limitations do not allow for
the annual award.

Past due merit increase amounts for
FYO03. (See Attachment B)

U31 — Confidential

Generally, positions that would
normally be represented by Local
21, but are privy to labor relations
matters.

Same as Local 21 — 3%, with 3%
retirement give-back in FY03-04.
1% general increase in FY04-05.
Mirroring Local 21 general and
merit increase.

U51- Exempt Limited Duration
Employees

No merit or general increase
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Attachment B

FISCAL IMPACT OF PAST DUE MERIT INCREASES FOR UK1

Percent Increase
Increase Amount
1.0% $27,266
1.5% $40,900
2.0% $54,533
2.5% $68,166
3.0% $81,799
3.5% $95,432
4.0% $109,066
4.5% $122,699
5.0% $136,332
5.5% $149,965
6.0% $163,599

The Interim City Manager recommends increases retroactive for one year from 2.5 to five 5.5
percent based upon recommendations from the former City Manager. The fiscal impact of the
increases would therefore be between $68,000 (2.5%) to $150,000 (5.5%).
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January 20, 2004
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Office of the City Manager {510} 238-3301

Deborah A, Edgerly FAX: (510) 238-2223

Interim City Manager TDD: (510) 238-2007
December 12, 2003

To:  Oakland City Council
From: Finance & Management Agency/City Manager’s Office

Re:  Attachments to Item S-24, Salary Plan Recommendations
Qakland City Council Agenda of December 16, 2003

Enclosed are the attachments to Item S-24, the unrepresented salary plan recomendations,
as requested by City Council. The attachments are being provided to all agenda
subscribers by email from the City Clerk.

submitted,

William Noland
Interim Director
Finance & Management Agency

APPROVED FOR FORWARDING
TO THE CITY COUNCIL

W [ 24 e

Office of the City Ma:nag‘fr I

ORA/COUNCIL
JAN 2 ¢ 2004

)
SINANCE & ENT G-
SN\ 3 2008



ATTACHMENT A

Proposed vs. Current Salary Ranges

Unit UK1 Employees
Current Ranges 50% Range

Title Low Mid High Low Mid High
City Manager 187,944 217416 246,388 179,148 223932 268,728
City Manager, Assistant 154,620 178,872 203,112 147,384 184,236 221,076
Agency Director, Fire Services 160,464 178,728 196,992 147,276 184,092 220908
Agency Director, Econ & Comm Dev 147,252 164016 180,792 135,156 168,936 202,728
Agency Director, Finance and Mgt 147,252 164,016 180,792 135,156 168,936 202,728
Agency Director, Public Works 147,252 164,016 180,792 135,156 168,936 202,728
Agency Director, Police Services 142 968 159,252 175,524 131,220 164,028 196,836
Director, Citizens Potice Review Board 140,244 156,216 172,175 128,712 160,896 193,080
Director of Museum Services 127,212 141,696 156,180 116,760 145944 175,128
Director AHHS 121,140 134,940 148,740 111,192 138,984 166,788
Director of Library Services 121,140 134,940 148,740 111,192 138,984 166,788
Director, City Planning 121,140 134,540 148,740 111,192 138,984 166,788
Director of Building 121,140 134940 148,740 111,192 138,984 166,788
Director of Housing & Comm Dev 121,140 134,940 148,740 111,192 138,984 166,788
Director of Parks & Recreation 121,140 134,940 148,740 111,192 138,984 166,748
Director of Retirement Services 115,380 128,508 141,648 105,900 132,372 158,844

City Clerk 115,380 128,508 141,648 105,500 132372 158,344
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CITY OF OAKLAND e FEETT ey
SUPPLEMENTAL AGENDA REPORT a0
3 3]
TO: Office of the City Manager
ATTN: Deborah Edgerly
FROM: Finance and Management Agency
DATE: December 16, 2003
RE: A SUPPLEMENTAL REPORT REGARDING A SALARY PLAN FOR

UNREPRESENTED EMPLOYEES

SUMMARY

At the Finance and Management Committee meetings of October 28, 2003 and December 9, 2003, the
Committee reviewed a recornmendation 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) and UK1 (Executive Employees), with a 3 percent additional employee
retirement contribution for FY04 and FY0S. Also, the Committee approved future general and merit
increases for Unit U31 comparable those negotiated with IFTPE, Local 21. The Committee moved
the recommendation of Unit UK1 general and merit increase plan and the adoption of 50 percent
ranges for unrepresented employees to the December 16 City Council meeting. The Committee
requested a comparison of the existing annual salary ranges to the proposed ranges for the UK1
classifications including the current and proposed percentage difference between the UK1
classifications and their direct report classifications.

FISCAL IMPACT

Funding for the 3 percent general increase and merit increases are included in the FY03-04 budget.
Staff does not anticipate any additional cost in the current fiscal vear for implementing the 50 percent
salary range for unrepresented classifications.

BACKGROUND

Unit UK1 is comprised of executive management positions from the City Manager to the department
head level. The U31unit is comprised 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. At the October 28, 2003 Finance and
Management Committee meeting, the Committee approved a 3 percent salary increase for FY04,
with a 3 percent additional employee retirement contribution for FY04 and FY05 for unit U31
employees. This increase is the same granted represented employees. Additionally, the proposed plan
provides for 50 percent salary ranges developed by Public Sector Personne! Consuitants. That is, the
high point of the range is 50 percent above the low point. Current ranges provide for an approximate
20 percent difference between the bottom of the range and the top of the range.




Deborah Edgerly
Re: A Supplemental Report Regarding A Salary Plan for Unrepresented Employees
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The 50 percent range is standard practice in modern compensation systems. Public Sector Personnel
Consultants, in their January 2003 report to the City Council, developed 50 percent ranges, based on a
nationwide market study, and adjusted for local cost of living.

The table in Aftachment A provides the comparison requested by Council of current annual salary
ranges for UKI classifications to the proposed 50 percent ranges. The table in Attachment B provides
the percentage difference between the mid point of the current and proposed salary ranges for UK1
classifications and one of their subordinate classifications.

KEY ISSUES AND IMPACTS

The adoption of the 50 percent range for unrepresented classification as recommended by staff in
concurrence with the consultant will allow the City of Qakland to adopt the best practice model. This
model provides the City with the opportunity to hire new staff at a lower rate of pay and increase their
compensation as their skills develop and improve. The broad range also provides incentive for
retention of experienced tenured staff.

The proposed salary plan for UK1 employees separates the executive management from other
represented and unrepresented classifications for the purpose of general and merit increases. While
general increases for other unrepresented and represented employees will be based upon negotiated
agreements with labor unions, the executive plan provides for general increases for the executive
management to be determined by the Consumer Price Index and in alternate years, market survey
data. This eliminates the current practice of executive management receiving increases comparable to
represented employees and the conflict of interest that arises as executive management sits on the
management team for labor negotiations.

The proposed salary plan for UK1 employees would be consistent with represented and other
unrepresented employees by providing both a general increase and the opportunity for merit increases.
On an annual basis, represented employees receive two increases, a general increase based upon
negotiated agreements and a merit increase. Annual merit increases are based on employees meeting
established performance objectives. Employees receive a step increase or a percentage increase based
upon the pay plan for their classification. Likewise, the proposed plan for executive management
provides for two increases, a general increase tied to the Consumer Price Index or market data and
merit increases based upon the executive meeting the established performance objectives in
accordance with the administration plan.

SUSTAINABLE OPPORTUNITIES
None
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DISABILITY AND SENIOR ACCESS
None

RECOMMENDATION AND RATIONALE

Staff recommends that the City Council approve the recommended expansion of the pay ranges from
approximately 20 to 50 percent for executive and unrepresented employees. Staff further recommends
that the Council approve a 3 percent general increase with a corresponding 3 percent retirement
contribution in FY04 and FY0S5 and the adoption of the salary plan for UK1 classifications.

ACTION REQUESTED OF THE CITY COUNCIL

Staff requests that the City Council approve 1) an expansion of the pay ranges from approximately 20
to 50 percent for unrepresented employees; 2) a 3 percent general increase with a corresponding 3
percent retirement contribution for UK1 and U3 1 employees and 3) the UK1 salary plan for future
general and merit increases.

Respectfully submittec
!

1

William E. Noland
Interim Director
Finance and Management Agency

Prepared by:

Tricia Freitas

Intertm Human Resource Manager
Finance and Management Agency

APPROVED AND FORWARDED TO THE
CITY COUNCIL:

ol 4. «2/144,&{

OFFICE OF THE CITY MAL\ﬁGElj

-IANCE JENT Gy



CITY OF OAKLAND
SUPPLEMENTAL AGENDA REPORT o n I

TO: Office of the City Manager
ATTN: Deborah Edgerly

FROM: Firance 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 availabie when the Council considers the revised salary schedule.

BACKGROUND

Unit UK 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 FYO0S. This increase is the same granted
represented management employees. In addition, the plan provides for 50 percent salary ranges
developed by Public Sector Personnel Consuitants. 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 30 percent is standard practice in modem compensation systems. Public Sector Personne!
Consultanis. 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 UK positions to the proposed 50 percent ranges.

KEY ISSUES AND IMPACTS ORA/COUNCIL
None

SUSTAINABLE OPPORTUNITIES JAN 2 0 2004
Noene )

| NANCE & ENT .

J 304



Deborah Edgerly
December 9, 2003 Page2of 2

DISABILITY AND SENIOR ACCESS
None

RECOMMENDATION AND RATIONALE

Staff recommends that the City Council approve a 3 percent genera! increase, including an additional
corresponding 3 percent increase in employes 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,

William E. Noland
Interim Director
Finance and Management Agency

APPROVED AND FORWARDED TO THE
FINANCE AND MANAGEMENT COMMITTEE:

' - !
N : . ,'/‘ s .
Tl S s Tl

OFFICE OF THE CITY MAN;&GER;

“NNCE A WA G

JAN 3 2004



ATTACHMENT A

Proposed vs. Current Salary Ranges

Unit UK1 Employees
Current Ranges Proposed 50% Range
Title Low Mid High Low Mid High
City Manager 13,662 I8,118 20,574 14,666 18,332 21,959
City Manager, Assistant 12,385 14,900 16,926 12,037 13,046 18,056
Agency Director, Fire Services 13372 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 Directur, 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 10,965 13,631 16,357
Director of Museum Services 10,601 11,808 13,015 8,519 10,649 [2,778
Director AHHS 10,095 11,245 12,395 9,879 12,349 14,819
Director of Library Services 10,095 11,245 12,395 0,879 12,349 14,819
Director, City Planning 10,095 11,245 12,395 9,879 12,349 14,819
Director of Building 10,095 1,345 12,395 8,950 11,188 13425
Director of Housing & Comm Dev 10,095 11,245 12,395 8,950 [1,188 13,425
Director of Parks & Recreation 10,0935 11,245 12,395 9,879 12,349 14,819
Director of Retirement Services 9,613 10,709 11,304 9,403 11,754 14,105

City Clerk 9,615 10,709 11,804 8,108 10,136 12,163




CITY OF OAKLAND
AGENDA REPORT

TO: Oftfice of the City Manager
ATTN:  Deborah Edgerly

FROM: Finance & Management Agency
DATE:  QOcwober 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 10 move forward with those recommendations.

FISCAL IMPACT

The adopted budget for fiscal year (FY) 2003-2003, prevides funding for executive, management
and unrepresented positions equivalent to the general increases negotated for represented
employess, 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 comtained within the
City Council adopted budget for FY'03-35. Futwe fiscal impacts of the plans would be
integrated into the Council’s biannual budger appropriation process.

BACKGROUND

In order to clarify the meaning of the terms utilized in this report, a Glossary of Terms has been
included in Amachment A, This will hopetuily alleviate confusion in terms that are closely
related whije providing a ccmmon language for the purpose of this reporr.
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October 14, 2003

The existing structure for Executive, unrepresented and management salaries consists of a pay
tacle.  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
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 sc as to
maintain system integrity and avoid compaction between non-management and maragement
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 recornmendations and City Manager’s approval within
departmental budgetary limitations. Over time the pay table has proven to be too nparraw 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 (MQU). The MOU provides for increases of five percent per
year of satisfactory cr above performance up to the control (mid) point. Advancement above the

mid-peint 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 te¢ Mayor and
Council pricrities 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

Keyv issues and impacts include 1) inconmsistent systems for compensating represented and
unrepresented emplovees regarding cost of living increases, 2) clanfication of classifications
included in this discussicn, and 3) recommendations for revisions tc the performance
compernsation sysiem for executive, management and unrepresented employess,

General Increase

Currentlv represented empiovess were given a general increase for FY 2003-2004 of thres
percent. Management smplovees represenied by Local 21 have agreed 1o pay an addinonal thres
percent o their pre-iaX imcome for reurement benerts. Lhe adopred budget for FY'02-04 and
FY*04-03 orovides Tor an sguivalent increzse Jor executive and unrepresented 2mployees, thres




Deborah Edgerly Page No. 3
October 14, 2003

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 repert 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 Svstem

Currently employees in management and unrepresented classifications receive annual
performance reviews in April based upen the City’s current Performance Management System.
This system was established in 1999. For executive leve! 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 pricrities. 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 ta 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 pravided
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 cwrent system. Best practices indicate that the most imporant 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 mesting 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 Svstem

The report from Public Service Personnel Consultamts 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 aralysis smdy. This range is considered unusually narrow by industry
standards and proves w e intlexibie in setting minimum salaries at the prevailing rate, praviding

raram™

retention incentive and vetlecting differences in job performance.
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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 pravided annually
with satisfactory performance ranging from twe 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 recommendaticn and approvals

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

PROGRAM DESCRIPTION

The program described below incorporates recommendations from the consultant’s repert, 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 clagsifications. The recommendation is based upon performance.

l. Executive Management Plag (EMP)
Classifications in the pay plan consist of department heads, elected officials or pasitions
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.

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

¢ PayPlan
The salary structure is an cpen 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 marker
value of each classification and tc maintain its current status in the market. A
report will te submirted 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 vears, the Consumer Price Index. Merit increases would be 2armed 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-ime bonus, ncreases ic base pay may not exceed the Council
approved ranges. This merit increase is linked tc the emplovee’s Flexible
Performance Plan bur may e limited at the discretion of the Mavor and City
Manager due o budgetarv reasonms. A general increase of thres percent is
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recormrended 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 cwrent language of the Memorandum of
Understanding utilizing the existing Performance Management System for performance
appraisais and pay pian. ‘

¢ 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 wauld accompany each
performance objective.

+ 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 cne-half to five percent. [t is recommended that
the management classifications utilize the pay table with fifty percent ranges in
keeping with the consuitant’s recommendations, The Office of Personnel will
conduct 4 salary survey every two years consistent with the City’s fiscal year
cycle to determine the market value of each classification and o maintain cur
current status in the market. Recommendations for adjustments to the pay ranges
for particuiar classifications based upon the market data would be provided to the

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

Unrepresented Plan

Classifications in the unrepresented pay plan consist of confidential managers and
employees who have the authority to speak in the neme of policymakers or whose wark
requires vague or broad responsibilities including labor relaticns matters. They are direct
reports 1 department heads cr other staff.  These classifications are listed in Attachment
B. Itis recommended that the performance plans for unrepresented classifications follow

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

¢ Performence Appraisal Plan
The recommendaticn is o utilize the exisung Performance Management Syseem
Wit four ratings: sxcesds sxpectations, fuily effective, nesds improvement. and
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unsatisfactory. Cutcomes that are quantitative and/or narrative in nature would
accompany each perfcrmance objective.

¢ 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 Maycr 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 Councii 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 latiude for the Mayor and City Manager in
determining the compensation for uarepresented emplovees. 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 inciude inconsistencies in

determining compensation increases and the lack of meaningful and relevamt performance
expectations.
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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 pravide general increases for unrepresented classes that

mirror Lacal 21 represented percert increases of one, four, four and four through June
30, 2008.

Approve the recommendation to develop modifications to the cument Flexible
Performance Agreement for classifications including language for flexible merit

. increases,

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

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 committes in Jamuary 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,
Willam E. Noland
Interim Finance & Management Agency Director

APPROVED FOR FORWARDING
TC FINANCE & MANAGEMENT COMMITTEE

Mo [ 5 oo

QFFICE OF THE CITY MANAGE%R \

Attachments:

A - Glassarv of Terms

B - Classification Appropriation

C - Performance Plan Zor Unrepresented Empiovess

D — Matrix Describing Unrepresented Empioves Salarv 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 {evel positions that
has a pre-determined relationship to the market value of the like classifications in other agencies.

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

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

Flexible Performance Agreement- a performance management togl which cutlines 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.




Deborah Edgerly
October 14, 2003

Page No. 9

Attachment B

CLASSIFICATIONS
Executive

Agency Director, Financial Services

Agency Director, Fire Services

Agency Directar, Police Services

Agency Director, Public Works

Assistant City Manager

City Attorney

City Auditor

City Clerk

City Manager

Deputy Director, Community & Economic Development
Director AHHS

Directar of Building

Director of Building & Planning

Directer of Housing & Community Development
Director of Library Services

Director of Museum Services

Director of Personnet Resource Management
Director, City Planning
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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

Exec Assist to the City Attorney

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



Debarah Edgerly
Ocrober 14, 2003

Page INo. 11

Management Classifications (exempt)

Administrative Services Manager I1
Agency Adminisirative Managey
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, Afirmative Action
Manager, Capital Improvenent
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, [nspection 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 Coardinator
Project Manager

Project Manager II

Project Manager IIT
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Management Classifications (non-exempt)

ADA Projects Coordinator
Administrative Services Manager [
Budget & Operations Analyst
Capital Improvement Project Cocrdinator
City Land Surveyor

Community Action Agency Director
Complex Manager

Controller, Assistant

Database Administrator

Deputy City Auditer 11

Deputy City Clerk

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

Executive Assistant ta Agency Director
Facility Manager

Financial Analyst

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

Monitoring & Evaluaticn Supervisor
Network Architect

Office Manager

Program Analyst [II

Project Manager

Real Estate Agent, Supervising
Retirement Systems Acccuntant
Bevenue Analyst

Senicr Services AdmInIStraror

Supnort Services Supervisor
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Management Classifications (non-exempt) cont.

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

Watershed Program Supervisor

ORA/COUNCIL
JAN 2 02004

-iean(E & MA ENT GMTE.
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ATTACHMENT C

Unrepresented Employee Salary Guidelines

Group

(General Increases

Merit Increases

UKI1 - Agency/Dept Heads

Determined by biannual salary
survey and internal comparisons
tc 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 aliow greater
Jatimide in recruitment and staffing.
Merit increases may consist of a
percentage ranging from 0-6%, a
fiat amount, or a one-time bonus
may be substituted for a salary
increase. Salary increases may ngt
exceed approved ranges. Increages
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 Mayar/City
Manager, due to budgetary reasons.

31 - Confidential

Same as Local 21 - 3%, with 3%
retirement give-back in FY03-04.
1% general increase in FY(04-05.
Mirroring Local 21 general
[mcrease 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 - 3%, based
on employees’ annual performance
appraisals, but may be limited, at
the discretion of the Mayor/City
Manager, due to budgetary reasons.

U4l - Attorney V's

Special Counsel and Attorney V
positions.

|

New bargaiming unit.
Recommended bargaining
guidelines to be discussed in

closed session.

To be determined through the
collective bargaining process.

‘ U351 - Exempt Limited Duration
L
j

Local 790 and Local 21 positions
should mirrer provisions for
those locals. General increases

for Unrep positions should te
| considered by the Mayor/ City
| Manager on case by case hasis,

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

As these positions are limited-term, |
there should not be the nesd for
annual merit adjusunents. Any
exceprions should be at the

f discretion of the Mavor Citv

: Manager.
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Employes Name:
Position:

Agency/Dept./Division:
Evaluatian Peried:

Section I. Orgauizational 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 reguired and/or requested.

Select from the following

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. Contect your supervisor or designated representative prier to 30 minutes of
scheduled start time if you will be late or ahsent.

¢. Submit request for annual leave or vacaticn at least two weeks priar to your
requested leave/vacation date. Im caseofunexpected or emergency: equests

(Le., sick leave, bereavement leave, family emergency, etc.) contact your
SUDETVisor 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 wark day.

Commnents;

Use of Time: Manages own time and uses appropriate work methods, | Select from the following
technigues, and equipment to achieve the most effective and efficient result in
the time avatlabie; is mwually respectful of the time and schedule of others;
balances multiple priorities and focuses on desired outcomefs).

Standards:

a. Fast mestings to have specific, identfisble outcomes. When. coordinating
meetings, inform participants of the beginning and ending time. Keep to
schedule uniess all participamts agree to extend time, Develep and follaw
meeting agendas, Reserve BFA meeting rooms i advance.

3. Be on dme to all meerngs, interviews, zppoinmments, ew, Contac:
IUTerviser 2nd/or participants when vou will he late.

3. Lse up-:0-dare echnolagy 0 accompilsh work sxpeditiousiy rex. Voice mail,
s-mall, 3x, seftwere, 2.

I, Zmeure vou are teadilv availania o the Mavor, Titv Meanager. :nd Assistamt '

-f-
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City Managers at all times (l.c.,wear yow pager, keep vour cell phone on,
inform others whern you leave the office and when you expect to return, etc.)

2. Personal phone calls or socializing should take place during breaks and unch
hour,

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

Comments:

Teamwork and Collaboration: Makes and sustains effective and productive | Select from the following
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 commitrnents 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-warkers with respect at all times. Allow for differing points of
view.

c. Attend and participate in staff mestings and other meetings as assigned.
d. Maintain a clean and hazard-free work station. Contribute to the upkeep of
shared spaces (i.e., latchen, photocopy area, reception area, etc)

Comments:

Customer Service: Responds effectively, courteously, respectfully, and in a | Select from the follewing
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 tap of your priority Hst.

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

¢. Answer telephone in accordancs with City Manager Telephone Policy. Do
1ot allow vour voice mail box or e-mail box fo beccme full. Create an
axtended absence message when vour will be away from the o ffce for Jour
aQurs or mare.

i. Provide orompr cesponse 0 all community and swif conmtacts. Provide
vesponse within division guidelines Zor correspondence, phene or e-mail |
messages. When maicng tererrals, ansure that COmMMUNITY members are placed
‘ direct comract with 2ppropriate sahnon Ciry departments and/or the{
Dakiand’s Assistence Center.  [f direc: conmer canmor be made, nform
sommumty members tiat iershe san cail vou T the staff sersom t@s 70T
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responded within 48 hours,

Comments:

Accountabilitv: Follows through on assigned rasis; meers work deadlines or
informs others in a timely fashion wheniwhy o 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 assistanice in completing assignments.

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

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

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

Comments:

Select from the following

Adaptability and Problem Solving: Adapis to erganizational 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 oppertunities to continuously improve your skill set and

knowledge base. Approval for training opportunities on City time will take
into censideration your current work load and departmental resources.

5. Successfully undertake, implemen:, and complete changes in work
assigmments.

. Take appropriate steps to ensure that a positive image of the Budget and

¢
Finance Agency is maintained. Identify potential issues and help address them
pefore they become crises.

4. Upon discovery of a probleryissue (ie., misuse of City funds, unaddressed
communiry nesd, practice inconsistent with applicable laws, broken equipment,
¢tc.) inform appropriate staif of its existence and, if within vour authonity and
cesponsibuiiry, take steps to address or resolve it.

Comments:

Select from the following

Jositions) Sets clear axpeciations and communicares City missian, goais, and
Jolicies; provides zpprepricie coaching and “eedbaci; compiezes performance

mprove overail ampioyee serrormance.

Performance Management: (Complere for Supervisory/ management |

ppraisais on ume nd consisient with the Citv's jerformance appraisal .
. > - - - 1 . . i
ystem. foilows :hrough on stajf enhancemen:t sians or corrective zcrion o

Select om the following

Periormanes Arprasay (999 i



Standards:

a, Coraplete all Parformance Appraisals within established dmelines. Include
all relevant information to suppert rangs. C onduct appreisals ina fair and
unoiased manner.

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

<. Teke appropriate steps to ensure that all staff under your supervision are
performing at a Fully Effective or higher level through fesdback, ccaching,
training, discipline, termination, etc.

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

Comments:

Section II: Performance Objectives and Standards
Performance Qbjective #1:
Standard:

Standard:

Standard:

Standard:

Comments:

Performance QObjective #2:
Standard:

Standard:

Standard:

Standard:

{omments:

Performance Chjective #3:
Standard:

Standard:

Standard:

Standard:

Comments:

Performance Chjective #4:
Standard:

Standarg:

Standard:

Standard:

Comments:

Performance Objectve 75
Standard:

Standard:

Standard:

Standard: %

Select from the following

Select from the foilowing

Seiect from the follawing

Select from the following

Select from the following

Comments:
Performance Chjecuve 36 © Sefect Tom the “Gilowing
Standard: !

Standard: |

derfarmance Aopraisai/ 1995 fi




Standard;
Standard;
Comments:

Section I: Overall Evaluation
Describe the employes’s overall performancs,

Comments: Select from the following

Section IV: Comumendation Recommended

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

Comments:

Section V: Skill Enhancement Plan
Please describe the mutnally agreed upon employee development plan needed to correct deﬁclenmes ta

bring the employes 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: Emnlovee Comments

Comments:

i Performance ~cpraisal/909 5



COMMUNICATING EXPECTATIONS: The performance expectations for the evaluation cycle have

been communicated to the employes,

Employee / Date Evaluzator / Date

ond 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

] Iwishto 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 [evel consistently exceeds all of the job standards and performance

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

Fully Effective

An empioyee at this level consistently meets the sswablished job standards and performance expectations. The
results consigtently achieved are thase the City would expect of emplayess in this position level.

Improvement Needed

Performance does not consistently mesr the essenrial job standards and performancs expectations of the
position ar is marginaily acceptable. Development is needed o reach full effectiveness.

E Unacceptabie

i

|

| Darfprmance demonstrates @n nability or unwillingness “0 mest ‘ob standards 2nd oerformancs ~xpectations of
he tosition. Tmmeciate and sustained imerovement (s required.

I



CITY OF OAKLAND
AGENDA REPORT
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TC: Office of the City Manager
ATIN:  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 reccmmendations
for a salary plan for executive, management and unrepresented positions in the City’s
classification system.  This report provides additional information and recommendations for
Counci! consideration.

The main issues that will be addressed are: 1) development of appropriate pay and performance
plans for executive, unrepresented and management leve! positions; 2) clarification of the classes
under discussion; and 3) reaching common terms for each plan. The report alsc 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 o the general increases negotiated for represented
employees, thres percent in FY’'03-04 and cne 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 neumal as they will be conrained within the
City Council adopted budget for FY'03-05.  Furure fiscal impacts of the plans would be
integrated inte the Council’s biannual budget appropriation procsss.

BACKGROUND

In order 1o clari® the meaning At the terms urilized in this report, 2 Glossarv of Terms has besn
inciuded in Agachment A, This will hoperuilv alleviate confusion in terms that are closelv
relatad witile nroviding & commen language Zor the purpose of this repert. ORA,COUNC"_

JAN 2 0 2004
FINANCE & ENT GMTE.
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The existing structure for Executive, unrepresented and management salaries consists of a pav
table.  The original structure included thirty-three pay grades. Pay grades nineteen to thirty-

e¢ were 1or pesitions designared as mapagement. These positions were defined by a range of
twenty percent. The conmwol point of the range was originally set at one hundred percent of the
market. Salarv surveys were o be conducted every two years and adjustments were to be made
in the salary ranges as needed based upcn a combination of market value, recruitment
competitiveness and City nezd, 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
positicns. 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 toc narrow o
reflect changes in the market and has become skewed as we have added paygrades to provide
adequate compensation o 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 MQU prevides 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 Personnet Consultants to this Committes 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
execuiive positions more closely aligning deparmmental expected outcomes to Mayor and
Council priorities and positive and negative consequences for performance. This report provides
recommendations for next steps in revising the cwrent compensation plan for executive,
unrepresented and management employees for the City of Oakland with appropriate performance
plans for zach designaticn.

KEY ISSUES & IMPACTS

Key issues and impacts inciude 1) inconsistent systems for compensaiing represented and
unrepresented employees regarding cost of living increases, 2) clarification of classifications
included in this discussion and recommendations for revisions to the performance, aad 3)
compensation system for execurive, management and unrepresented smplovees,

Ceneral Increase

Currenriv represented emplovess were given 2 general increase for FY 2003-2004 of tres
percent. Vianagement smpiovess represented bv Local 21 have agreed 1o pay an additional three
percent of their pre-iax icome Ior refirement denerdts. The adopred budget for FY 02-04 and
FY™04-0% provides Zor an squivalent increase for execurive and unrepresented smolovess. thres
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percent and ane percent respectively. However executive and unrepresented employees have not
been given the general increase for FY *03-°04 and will be subject to paving the additional three
percent of their salary toward retirement benefits; thereby, suffering a petental loss in pay for
FY 2003-2003 if the increase is not implemented.

Clanfication 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 1ssue. The wide variety of classes in the unrepresented categery has been a cause for
concem 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 System

Curently employess 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 gcals which are based on the Mayor and
Council goals and priorifies. For management, unrepresented and all other permanent status
positions, empioyees are evaluated on organizational valves and standards as well as specific
performance objectives. Executive positicns are evaluated on outcomes as they relate to Mayor
and Counctil 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 cther 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 fo informal processes prevail, contacted agencies
reported that their annual mert increases for execurive employees were ted to mesting and
exceeding departmemal performance goals. The current practice of tying departmental goals to
the Mayor and Council pricrities in the Flexible Performance Agresment already provides this
basis for the Ciry.

Compensaticn Svstem

The report rom Public Service Personnel Consultants and staff recommendations. idenrify
limitations with the current compensaticn svstem. The City currennly utlizes a twenty percent
salary range for its compensation svstem. This range was established in the early 1990°s as a
part of 2 cigywide job znalvsis studv. This range is considersd unusually narrow by industrv
standards and proves 0 pe ntlexible in seming minimum salaries ar the prevailing rate, providing
rerenticn ‘ncentive and rerlecting dirferences in job performarnce.
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QOur cument compensaticn system provides general increases for represented emplovees as
agreed upon by conwact. General increases, as well as merit increases, are provided annually
with saisfactory performance ranging from two and one-half to five percent depending upon the
pay plan that the classification falis under. Unrepresented and management emplicyvees receive
merit increases based upon Department Head and City Maneger 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 recommendaticr is based upon performance.

Executive Menacement Plan (EMP)

(lassifications 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 respensibility for
administering the EMP.

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

s PayPlan

The salary structure is an open salary range of fifty percent with a minimu,
coatrol point and maximum. A pay table will be developed based upon the
consultant’s recommendaticn of seventy pay grades with two and a-half percemt
between each grade. The Office of Personne! will conduct a saiary survey every
two years consistent with the City’s fiscal year cycle to determine the market
value of each classification and 0 mainrain its current starus in the market, A
report will be submitted 0 the City Manager regarding the survey findings.
including recommendations for realignment of classes. Any changes will require
City Council adopton through the salary ordinance process. The plan would
inciude annual general increases based upon the salary survey results, and in
alternate vears, the Consumer Price Index. Merit increases would be earned hased
on annual performance ratungs. The Mavar and the City Manager would have the
flexibility to award merit increases ranging ffom zero to six percent, 3 flat
ZmOUnt, OF & one-time ponus. [ncreases 10 base pay mav not 2xcesd the Couneil
approved ranges. [his merit increase is linked w0 the =mpiovee’s Tiexitie

erformance Plan bur may be limited ar the discretion of the Mavor and Ciry
Manager due 1o budgerarv reasons. A general increase of three percent is
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recommended for FY'03-°04 while the new plan is being develeped 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 appraisais and pay plan.

« 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/cr narrative in nature would accompany each
performarce objective.

s 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
grdinance 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
bread responsibilities including labor relations matters. They are direct reperts 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 s described below.

+ Performance Appraisal Plan
The recommendatien is to urilize the sxisting Performance Managemenr System
with five ratings: exceptional, exceeds sxpeciaticns. mests expectations, neads
improvement. and unsatisfactory. Qutesmes that are quantirative and/or naranyve

i nature would accompany =ach perronnances gujective.
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+ PayPlan

It 1s 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 1o
budgetary reascns. 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 {c 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 Counctl adeptior 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 recomimendation 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 employess. Further it requires the least time
and effort in terms of changes to the sysiem. the cuiture and the requirements for establishing
performance criteria for compensation increases.  Disadvanrages may include inconsistencies in
determining compensation increases and the lack of meaningful and relevant performance
expectarions,

ACTION(S) REQUESTED OF CITY COUNCIL

1. Approve the recommendation ¢ submit aireetly to City Council the salary ordinancs w
provide general imereases to eXeculive, management 2nd unrepresented classes of three
nercent for ©Y 03-"04; and t¢ provide increases Zor unrerresented classes that mirror
Tocal 21 represented percenr increzses oI one, Sour znd four through Jupe 20, 2008
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Approve the recommendation to develop modifications to the current Flexible
Performance Agreement for classifications including language for flexible merit
increases.

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

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 pians.

Respectlully Submitted, J

William E. NoTand
Interim Finance & Management Agency Directer

APPROVED FOR FORWARDING
TO FINANCE & MANAGEMENT COMMITTEE

C*O’q/? /,’i ﬂ - é"w LA

QOFFICE OF THE CITY M@IA}}ER /

Amachments:

A - Clossary of Terms

B - Classification Appropriation

C - Pertormance Plan for Unrepresented Emplovees

D ~ Mawix Describing Unrepresented Zmploves Salary Guidelines
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Attachment A
Glossarv of Terms

Consumer Price Index — a measure of the average change over time 1n 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 level positions that
has a pre-determined relaticnship to the marker 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 - classificaticns 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 m relation
to Mayer and City Council priorites.

(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 poal for a specific position or group cf 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.

Derformance Management Svstem - an integrated system that provides meaningful feedback on
an individual’s work performance based upon established expecrations thar are realistic and
achievable. '
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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 & Econcmic Development
Director AHHS

Director of Building

Director of Building & Planning

Director of Housing & Community Development
Diractor of Library Services

Director of Museum Services

Director of Personnel Resource Management
Director, City Planning
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Unrepresented Classifications

Administrative Assistant to the Mavor

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

Exec Assist to the City Attorney

Executive Assistant to the City Auditor

Executive Assistant to the City Council

Eixec 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

Adminisirative Services Manager [T
Agency Admistration Manager
Assistant to the Dirvector

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 (exempi) cont.

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

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

Open Government Coardinator
Project Manager

Project Manager [T

Project Manager I1I



Managemenr Classifications (non-exempt)

ADA Projects Cocrdinator
Administrative Services Manager I
Budget & Operations Analyst
Capital improvement Project Coordinator
City Land Surveyor

Community Action Agency Director
Complex Manager

Controller, Assistant

Database Administrater

Deputy City Auditor [II

Deputy City Clerk

Disakility 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
[nformation Systems Supervisor
Management Assistant

Monitoring & Evaluation Supervisor
Network Architect

Office Manager

Program Analyst [1I

Project Manager

Real Estare Agent, Supervising
Retirement Systems Accountant
Revenue Analyst

arvices Administrator

T
=8
Q
L
tn

upport Services Supervisor
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Management Classifications (non-exempt) coni.

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

Watershed Program Supervisor
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ATTACHMENT C

Unrepresented Emplovee Salary Guidelines

Group

General Increases

Merit Increases

UKI - 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 greats
latitude in recruitment and staffing.
Merit increases may consist ofa
percentage ranging from 0-6%, a
flat amount, or a one-time bonus
may be substifuted for a salary
Increase. Salarv increases mav 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%
retirerent give-back m FY(03-04.
1% general increase in FY04-05.
Mirrering Local 21 general
Increase mitigates any
compaction issues with Local 21
position ranges.

Position ranges should be mcreased
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.

U4]1 - Attorney V's

Special Counsel and Attorney V
posiiions.

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

To be determined through the
collective bargaining process.

US1 — Exemprt Limired Duration

Local 794 and Local 21 pesitions
should mirror provisions for
those locals. General increases
for Urnrep positens should be
considered v the Mavor/Ciry

- Manager on case bv case hasis.

Position ranges should be mcreased

from 20% to 50%, to allw greater
latitude in recruitment and staffing.

Asg these posiuons are limired-ierm,
armual ‘nereases there should aot
he the nesd for annuai merit

* adjustmenrs. Anv excsprions should
: be ar the discretion of the
" Mayor/City Manager.




ATTACHMENT D

Emploves 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 followine
and tardiness; gives notice when absence or tardiness is unavoidable; receives N
authorization when time off is needed; cbserves appropriate lunch and break
schedules; submits justification for absences as required and/or requested.

Standards:

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

b. Contact your supervisar 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. Incase o Tunexpectsd or emergency requests
(ie., sick leave, bereavement leave, family emergency, efc.) contact your
Supervisor as soon as possible.

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

Cornrments:
Use of Time: Manages own time and uses appropriate work merhods, | Select from the foilowing
technigues, 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 muitiple priorities and focuses on desired ourcomefs).

Standards:

1. Host mestings to have specific, idenufiable cutcomes. When coordinating
meetings, inform participants of the beginming and snding time. Keep i
schedule unless zll partcipents agres 1o exwend tme. Develop and follow
mestung :gendas, Reserve BFA mesnng recoms in advance.

2. Be on ame to all mesungs, interviews, appointments, <. Conract
supervisor znd/or saricipants when vou will Se late.

[ ¥}

. Use up-to-date secknology w0 2ceomnplish work sxpeditiousiy {ex, Vaics maii,

2-mail, 72X, soITWare, 21c.
3. Snsurs o zra seadilv availabiz o the Mavar, Ciry Menager, and Assistent ! i

-

u
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Ciry Managers a: ali times {(i.2.,wear vour pagsr, keep vour cell phone on,

forT nfhars whan wnit teata tha Af S es and apha— A1 evment fe matie pre
T170TT ONSDS When vou save the office and when YOU 2XpECt 10 Teluy, Etu.)

&. Persona! phone calls or socizlizing shoulc take place during breaks and unch
hour.

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

Commroents;

Teamwork and Collaboration: Makes and sustains effeciive and productive | Select from the following
relationships with other members of the organization and the public; is
respectful of differing viewpoints; meeis commimmenis to co-workers and/or
teamn 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 arse.

b. Treat co-workers with respect at zll 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 (L.¢., kitchen, photocopy area, reception ares, etc)

Comments:

Customer Service: Responds effecrively, courteously, respecifully, and in a | Select from the following
timely manner to the needs of u diverse set of internal and external customers,
provides information and services in a clear, concise, thorough, accurate, and
timely fashion.

Standards:
a. Generally piace 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 circumsiances.

. Answer telephone in accordance with City Manager Telephone Policv. Do
a0t zllow your voice mail box or e-mail bex t¢ become fill. Create an
axtended absence message when vour will be awav fom the o ffice for four
70UTS OF TCTE.

i. Provide crompr cesponse 0 all community snd staii conracks.  Provide
tesponse within division guidelines for correspomdence, zhome or =-mail
messages, When maiing rarerrals. ensure that community members are placsd
n dirset eomact with cppreprizte siar in City deparfments cad/or the |
Dakland’s Agsistance Center. If direct conmer cammot he Tmade, informj
community members chat fershe cep call vou if che stard nerson has aer




responded within 48 hours.

Comments:

Accountabilitv: Follows through on assigned tasks, meeis work deadlines or
informs others in g tmely 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 rescurceful 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 divisien. '

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

Cornments:

Select from the following

Adaptabilitv and Problem Selving: Adapts to organizational 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 continuously improve your skill set and
knowledge base. Aporoval for training oppormmities cn City time will take
into consideration your current work load and departmental resources.

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

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

d. Upen discovery of a problemyissue (i.e.. misuse of Ciry funds, unaddressed
community need, practice nconsistent with applicable laws, broken equipment,
2tc.) inform appropriate staff of its existence and, if within your authority and
responsibility, take steps to address or resolve it.

—

CIIIMENLS:

Select from the following

Parformance VManagement: Complers or suzerviscry/  management
sositions) Sets clear sxpecrarions and communicates Ciry inission, goals, ana
Jolicies; provides appropriate codeiting and reeaback: compleres pertormance
<ppraisais on dme and consisignr svith che Clv'’s performance appraisal
svstem: “dllows chrougn on starf emhanczment sians or corrzciive Icrion o
‘mprove averail ampiovee pertormance.

| Select Fom the Hllowing |




Standards:

a. Complete ail Performance Appraisals within established timelines. Include
all relevant information to suppori ratings. € onduct appraisalsin 2 fair and
untiased manmer,

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

c. Take approprizate 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 I 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 rom the following

Performance Objective #3:
Standard:

Standard:

Standard:

Standard:

Comments:

Select from the following

Performance Objective #4:
Standard:

Stendard:

Standard:

Standard:

Comments:

Select Tom the following

Performance Cbjecuve #3:
Standard:

Standard:

Standard:

Stendard:

Commernts:

Seiect Tom the foilowing

Jerzormance COhjecuve =4:
Standard:
St2ngarc:

| Seieet Tom e Dilawing

t
i
i
|

Zerformance ACorusal 1999 my




Standard: ’ I
Standard:
Comsmnents: !

Section OI: Overall Evaluation
Describe the employee’s overal! performance.

Commenis: Select from the following

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

Comments:

Section V: Skill Enhancement Plan

Please describe the mutually agreed upen 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: Emplovee Comments

Comments;

PRIQIMANc: ~0pmaisal t9YY By




COMMUNICATING EXPECTATIONS: The performance sxpectations for the evaluation cycle have
besn communicated fo the employee.

Empicyes/ 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‘_’d Reviewer / Date Agency Reviewing Officer / Date

[]  Iwishto appeal this appraisal and discuss it with the Reviewing Officer of my
Agency/Depariment.

RATINGS KEY

Exceeds Expectations
The performance of an employes at this level consistently excesds all of the job standards and performance

expectations. The employes 1s performing at 2 level weil beyond what is normally expected of the majority of
employees with similar duties.

Fuily Effective
An emplovee at this level consistently meets the estblished job standards and performancs expectarions. The
results consistently achieved are these the Ciry would expect of emplovess in this position level.

Improvement Needed
PerrTormance does not censistently meet the sssental job sizndards and nerformance expectations Qe OH A’C |
nosition ar ‘s merginzily 2cceptanle. Development is neaded to reach full erfectivensass. QUNECH

Unaccenrable . JAN 3 0 ZDM

~ l RIS - .. . - . .
Perrormance demOnsTates an nability or unwiilingness to mest job standards and performance SXpeciarions ol |
-he Josition. Immediale and sustained improvement (¢ reauired, ‘

EMENT CMTE.
2004

ANANGE



