CitY OF LA VISTA
MAYOR AND CITY COUNCIL REPORT
AuGUST 4, 2009

Subject: Type: Submitted By:
COUNCIL PoLicy 4 RESOLUTION
STATEMENT - PAY FOR PERFORMANCE ~ ORDINANCE RITA M. RAMIREZ
RECEIVE/FILE ASSISTANT CITY ADMINISTRATOR
SYNOPSIS

A resolution has been prepared to approve a Council Policy Statement regarding Pay for Performance.

FiscAL IMPACT

Adjustments to salary ranges and the establishment of a base factor for FY 10 have been incorporated into the
recommended budget.

RECOMMENDATION

Approval.

BACKGROUND

Council has reviewed the proposed Policy Statement regarding Pay for Performance (PFP) on three previous
occasions. Based on the feedback received, several changes were incorporated into the policy and the final
version is being presented for adoption.

Following a discussion with Council in April, approval was given to move existing employees whose salary
was below the new minimum for their range to the new minimum. The fiscal year 2010 budget was also
prepared in conjunction with the proposed policy, incorporating a 3% increase to the salary ranges and a 3%
base factor for those positions not covered by a collective bargaining or other contractual agreement.

As reported previously, a new web-based performance appraisal system (Success Factors) has been selected and

will be ready for implementation on October 1, coinciding with the beginning of new fiscal year. (An
evaluation for a “mock™ employee using La Vista’s core and role specific competencies is attached.)
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RESOLUTION NO.

A RESOLUTION OF THE MAYOR AND CITY COUNCIL OF THE CITY OF LA VISTA,
NEBRASKA APPROVING A COUNCIL POLICY STATEMENT PERTAINING TO A PAY FOR
PERFORMANCE COMPENSATION SYSTEM; AND PROVIDING FOR AN EFFECTIVE DATE.

WHEREAS, the City Council has determined that it is necessary and desirable to create
Council Policy Statements as a means of establishing guidelines and direction to
the members of the City Council and to the city administration in regard to
various issues which regularly occur; and

WHEREAS, the City Council of the City of La Vista has determined that a Council Policy
Statement regarding a Pay for Performance Compensation System is necessary;,
and

WHEREAS, said policy statement has been reviewed by the City Council, the City
Administrator, and City staff; and

WHEREAS, the effective date of the Council Policy Statement shall be October 1, 2008.

NOW, THEREFORE, BE IT RESOLVED, that the Mayor and City Council of La Vista, Nebraska, do
hereby approve the Council Policy Statement pertaining to a Pay for
Performance Compensation System as presented at the City Council meeting.

PASSED AND APPROVED THIS 4TH DAY OF AUGUST 20089.
CITY OF LA VISTA

Douglas Kindig, Mayor

ATTEST:

Pamela A. Buethe, CMC
City Clerk
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SUBJECT: EmMPLOYEE COMPENSATION — PAY FOR PERFORMANCE
ISSUED: (Date)
IssUED BY: Brenda Gunn, City Administrator

Purpose

The City's Pay for Performance compensation program is designed to attract, retain, motivate and
reward qualified employees who demonstrate a commitment to the City of La Vista, Nebraska and its
mission through the payment of financial compensation that is commensurate with the employee’s
ability, responsibility and contribution toward the City’s goals.

Objectives
The primary objectives are to:

»resﬁbnsibilities

¢ Maintain internal equity by evaluating jobs to assure tha 7
others within

and the required skills, experience, and education are va
the organization. ‘
e Ensure external competitiveness by developing and maintaining
current market rates of pay.
e Promote a pay for performance philosoph
distinguish between levels of performance.
e Ensure that compensation actions comply wit
e Provide employees with information o
current market pay for each position.
Provide flexibility to allow the syste

Provisions

The City Administrator or er designated representative shall be responsible for administering the
Pay for Performance program according to the following provisions:

e Salary Ranges

Salary ranges will be established for each class of positions and shall be approved by the
Governing Body as part of the annual Compensation Ordinance. Each range will be defined by
minimum and maximum salary amounts. The range defines the pay opportunities for the class of
positions.

The Governing Body shall annually consider adjustments to the salary ranges.
Recommendations for adjustments to the salary ranges shall be based on information compiled
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from multiple sources including but not limited to national surveys conducted by the Society for
Human Resource Management (SHRM) or Workforce Management, the U.S. Bureau of Labor
Statistics, World at Work, and the Consumer Price Index. Additionally, the City of La Vista will
conduct a market study every three years for all positions covered by the pay for performance
program to ensure market comparability. Every five years position descriptions will be reviewed
to maintain internal equity and relevancy.

Adjustments to the salary ranges do not increase employee pay, but do increase the range
maximum. Upon implementation of a salary range adjustment all ranges are adjusted upward.
Any employee (other than a probationary employee) who is below the minimum after a salary
range adjustment will be moved to the new minimum.

Starting Salaries

New employees in positions that are part of the Pay f 3 ram shall be hired at
the minimum of the pay range in which the position is ifi |
with the approval of the Human Resources Depat
Administrator that an exceptionally well-qualified applicant™be
to exceed the mid-point of the range. The City Administrato
above the entry level salary. (In accordance with the provision
Procedures Manual, the City Administrator may approve a starti
the mid-point of the position grade range in exceptiohal.circumstanc

mum, not

Y- appointment
City Personnel Policy and
of compensation above

Performance Appraisals

The performance appraisal process provi
performance-based salary increase
used as a factor in determining
who should be transferred, re

e performance appraisal system which rewards
: tability/flexibility, communication, dependability,
k and work place safety as core competencies. As salary
he performance appraisal, it shall be the responsibility of

completed annuail sed on their existing evaluation date.

For employees with a hire date after October 1, 2009, performance appraisals shall be
completed annually based on the employee’s anniversary date in his/her current position.

An employee that has received a “Fails to Meet Expectations” performance rating and has been
placed on a Performance Improvement Plan shall have a performance appraisal after 90 days.

Prior to the time frame set out above, employees will be required to complete a self-evaluation
using the approved performance appraisal instrument, which shall be reviewed with their
supervisor. This requirement is meant to provide an opportunity for open communication
between the employee and the supervisor on measurements of performance. An important part
of the performance appraisal is the establishment of goals for the next year. Goal achievement

2



should, where appropriate, be linked to individual and departmental performance goals and/or
measures.

Direct supervisors are responsible for completing employee performance appraisals. The
performance appraisal shall be reviewed and approved by additional department/division
supervisors, if appropriate, as well as the Department Head. Prior to presenting the appraisal to
the employee, it must be submitted to Human Resources for review and approval, along with a
Personnel Action Form (PAF) if a salary adjustment is being recommended. After the appraisal
and the PAF are reviewed by HR and returned, the appraisal will be presented to the employee.

Recommended salary adjustments shall be one of the followmg
(1 a salary increase in an amount commensurate

performance consistent with pay for performance gulig
(2) maintain the current rate of pay, or ;
(3) reduction of the current salary.

corresponding level of

Performance Appraisal Appeal Process

best positioh evaluate an
Human Resources will not
e can demonstrate that

The City believes that managers and supervisors ares
employee’s work performance and work behavior. For this rea;
attempt to substitute its judgment for the supervisor's unless an em

written appeal to the Department Head within 15
supervisor. The appeal must include (1) a written

xplaining the nature and extent of the disagreement; (2) a copy
ith the employee’s comments; and (3) any relevant supporting

If the employeeﬁ' to disagree with their performance appraisal, he/she may then appeal
to Human Resources within 15 working days. The appeal must include all of the information
submitted on appeal to the Department Head and the Department Head'’s written response.

Human Resources’ response to appeals of an employee performance appraisal may include

some or all of the following actions:

a. Review the appraisal, appeal, and supporting documentation.

b. Contact the employee and/or the supervisor to obtain clarification or additional information.

c. Contact the Department Head to obtain clarification or additional information.

d. Collect additional information from other relevant sources.

e. Make a decision and inform the employee in writing with a copy to the supervisor and the
Department Head. [f applicable, take any necessary action to implement the decision.



Human Resources shall present a final recommendation to the City Administrator for approval.
This decision shall be final.

Performance Ratings
The City’'s performance appraisal system is based on the following rating system:

Fails to Meet Expectations (An overall score of 0-1.8): Does not meet standard job expectations.
May not provide an acceptable level of service to citizens, the general public and other
employees. Performance is inconsistent; additional training may be needed. May have received
one or more warnings during the review period.

inimum job expectations.
le service to citizens,
within his/her control.

Meets Expectations (An overall score of 1.9-2.6): Consistenr
Is competent in all essential job functions and routinely,
the general public and other employees. Meets most p
The employee does what is necessary and is a valued

Exceeds Expectations (An overall score of 2.7-3.6). F
routinely exceeds some job expectations; routinely de
reliability; routinely provides service to citizens, the general pubh
level. Meets most performance goals and surpasses others withi

Exemplary (An overall score of 3.7-4.0): Co ceeds most

all major expectations. Provides exemplar i i g
employees. Surpasses most performanc
department and City mission.

er control Actively supports

Note: Receipt of the “Exemplary’ srmance rating is rare and should be
reserved for only those employ .

xpectations” rating, current performance deficiencies, support
rtment or City, actions the employee must take to address the
a timeline for completion of the actions. If the employee’s
the employee will be subject to termination. If the employee’s

Employees may be considered for performance pay increases each year as part of their annual
performance appraisal according to the following:

(1) An employee whose overall performance is rated “Meets Expectations” is eligible to receive a
merit increase in an amount to be defined annually by the Governing Body. This shall be known

as the base factor.

(2) An employee whose overall performance is rated “Exceeds Expectations” is eligible to
receive a merit increase in an amount equal to the base factor plus 1%.
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(3) An employee whose overall performance is rated “Exemplary” is eligible to receive a merit
increase in an amount equal to the base factor plus 2%.

The Governing Body shall annually determine the amount of the base factor for pay for
performance increases subject to the City’s overall financial state. The goal is to appropriately
reward and recognize employees for the overall appraisal rating.

Exceptions:

« Employees in their introductory period will not be eligible for an increase.

s An employee receiving an overall rating of “Fails to Meet Expectations” will not be eligible

for an increase.

« Employees placed on a Performance Improvement Plan, will not be eligible for an
increase.
An employee subject to disciplinary action ¢
written warning, or more than two oral warning
evaluation will not be eligible for an increase.
An employee subject to disciplinary action cons
oral warnings in the year immediately preceding™
limited increase.** -
** Increases in these situations are the exception anc
Administrator.

R
R X4

0y
%

Employee salaries shall be maintained within
they currently hold. Employees whose salary i
overall performance is rated “Exceeds E

compensation above the top of the r :
by the Governing Body for that ye
employee’s base salary for subsequ

3y classification, the employee’s salary shall be advanced to the
pay range. If the employee’s rate of pay prior to promotion was

(3) Demotion: Upon demotion an employee may receive a decrease in pay. It shall be the
responsibility of the City Administrator or his/her designated representative to determine
the amount of the pay decrease, if any.
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Annual Review for Alfred Apple

Apple
Alfred
- Police Officer
Police Department
01/15/2005
Operations
‘Road Patrol

rlgmator Rita Ramirez.
Review Period: 07/01/2008 - 06/30/2009
L eDate 07/31/2009

Spe al cnrcumstances require that he take on
uring-this evaluation period and he
he sh operatlng thhout lnCIdent

Alfred wnte
detail;

Rating: 2.0 - Me_e_ts' E;(becfai
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Meets all team deadlines and responsibilities; listens 1o others and values oplmons helps {eam leader o meet goals
- iwelcomes newcomers and promotes & team atmosphere - , .

Ratmg 2 0- Meets Expectatlons

Comments by Rita Ramlrez. -
fred typlcally fulfills his commltments to the members of hlS shlft effectrvely Hlswork is thorough and trmely

tands duties and responsibilities, has necessary job knowledge, has necessary technical skills; understands
any mlssmn/values keeps jOb knowledge current, is in command of cntlcal issues.

.Ramirez: - _ -
ed takes the responsibility of working ) pe n. He is willing to make ndependent choices
always accepts 'esponslbrlrty for the outcome of his decrsrons He assumes a reasonable level of nsk and always

, . s regular assignments he often seeksout
new work. He clearly enJoys the challenge of taklng on dlfferent tasks G - e

Handles questions and complaints from citizens and general public as necessary, communicates effectively and.
rofessionally with citizens and the public, always available for citizens and the public, follows Clty procedures fo solve
itizen problems, understands the City's goals and services, marntalns pleasant and professmnal image.

| Rating: 2.0 - Meets Expectatio

Understands and follows City and Depariment safety procedures, keeps workplace clean and sate, takes action to report
or correct unsafe actions or srtuatlons supports and partici in City sa grams and initiatives: :

Ratlng 20 Meets Expectatlo S

, tiorward and honest manner, is accountable for actions, malntams confldentlahty supports
“company values, conveys good news and bad :

'Ratmg 3.0 - Exceeds Expe tatlons

Comments by | tha Ramlrez
Alfred is always trusted and respecte ] by others He is admlr d for belng honest, dlrect and a person ofh

lfred a'ctlvely protects conﬁdential inform ion: He i is always careful to guard agalnst careless release of 1mportant
|nformatron and makes sure that others follow his lead; :
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Skilled in the use of computers; adapts to new technology, keeps abreast of changes, learns new programs quickly, uses
-icomputers 1o improve productivity.

Rating; 2.0 - Meets Expectatuons, :

Comments by Rita Ramirez:
‘1 Alfred is competent in his use of software appllcatlons. He rsraware of some of the advanced commands and features

within apphcatlons and attempts to learn more about them

oC has demonstrated skrll in the use of the in-house software requnred to do hIS JOb He can usually resolve
apphcatlon problems that-occur from time to time,

Recognizes problems and responds, systematlcally gathers information, sorts through -complex-issues, seeks mput from
others, addresses root cause of issues, makes ’nmely demsrons, can make drffrcult decrsnons _uses consensus when
possrble “communicates decisions to others.- : . :

Ratlng. 2.0 -Meeis. Expectatrons

Leads through change and advers1tyr makes the tough call when needed bUlldS consensus when appropnate motwates

{Keeps information organlzed and accessnble maintaing clean/funictional work space works systematically/efficiently,
“imanages time well; . ,

‘Rating: 2.0 - MeetsE : ectatlo s

, Comments by Rita Ramirez: - @ @ - .
Sizing up complex.issues is one of Alfred" strengths. He quickly sorts through the pieces; pulls-out the key elements;
and draws upan effective action plan : - - , ' =

Manages a fair workload, volunteers for addmonal work, pnormzes tasks develops good work procedures, manages time
I, handles information flow.

Ratlng. 2.0 - Meets Expectations:

Annual Review for Alfred Apple Page 3 of 5




ZThis section is for evéluaﬁng accomi)iiéhments of goals.

:The weights for the goals in thlS sectlon must add up to 100, and there must be a.rating for each ‘goal before the form is
sent for signatures. . . :

- : . : Category: Goals
:Goal Name*: ' Metnc‘ o Weighting Start Date:. Due Date % Status:
Serve as the Chair of Chair and sucessfully execute said ‘Factor: 10/01/2009 :12/31/2010. Complete: Not Started
one event ’ event 50.0% ; 0.0%

subcommittee for the: _ '

.:;La Vista 50 celebration

Rating: Select a rating...

Metric: o :Welghtmg Start Date: Due Da :
- Successful completion of | both -~ Factor; 07/01/20087 07/01/2010 Complete

Comments by tha Ramlrez :
Alfred has successfully completed the Accident lnvestlgat D
Negotiations Course, -
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There m st be an:Overall Form Rating 'before the forrn is sent for signatures.
' : ' Overall Performance Rating 2.18/ 4.0

Adaptability/Flexibility, - e o ' 2.0 - Meets Expectations
Communication e 3.0 - Exceeds Expectations
'Dependability . : » 2.0 - Meets Expectations
Teamwork 2.0 - Meets Expectations
Job Knowledge e e 2.0 - Meets Expectations
Initiative ' 3.0 - Exceeds Expectations
Citizen/Public Service . , 2.0 - Meets Expectations
Safety and Work Environment i 2.0 - Meets Expectations
Integrity/Ethics . 3.0 - Exceeds Expectations

- Computer Skills - , . ' - ~ 2.0-Meets Expectations
_ Decision Makmg/Judgment ' 2.0 - Meets Expectations
Leadership = Lo ~ 2.0-Meets Expectations
~ Personal Organization 2.0 - Meets Expectations
- Problem SoIV|ng/AnalyS|s : - 3.0 - Exceeds Expectations
‘ ' 2.0 - Meets Expectations
_ Serve as the Chair of one event s mittee for the La Vista 50 celebration Select arating... -50.
_.Complete Accident Investigation Course and Hostage Negotiations Course 2.0 - Meets Expectatrons - 50.0%

hen your review form reaches the Signature Mode, dlick on the Send button tdisi'gn"th document. Your electronic signature
will be stored in thls sectron of the form - - :

Slgnatures lndrcate that the Performance Assessment dlscusswn has been held

Rita Ramirez

Rita Ramirez:

Alfred Apple -
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