








CITY OF DOVER
LEGISLATIVE, FINANCE, & ADMINISTRATION COMMITTEE MEETING

May 26, 2009
BUSINESS IMPROVEMENT DISTRICT -
ASSESSMENT (TAX) RATES FOR FISCAL YEAR 2009-2010

Submitted by: Donna Mitchell

INTRODUCTION

The Business Improvement District (BID) Ordinance adopted by City Council requires that Council
must adopt a BID budget and assessment every year. This report presents the proposed budget and
assessment for fiscal year 2009-10.

ORDINANCE REQUIREMENT AND BUDGET

(A)  Appendix D, Article lll, Section 9(f) requires that a budget be submitted to City Council for
consideration and approval.

For your consideration, we have attached the FY 2009-10 budget showing BID tax revenue
and the expenses charged against this revenue (Attachment A).

(B) For your consideration, we have also provided the tax calculation worksheet with
recommended rates (Attachment B).

REQUEST FOR ACTION

We request Council to approve the following budget for fiscal year 2009-10 Attachment A, and
Assessment (Tax) Rate for 2009-10 - Attachment B.



ATTACHMENT A

BUSINESS IMPROVEMENT DISTRICT

CASH RECEIPTS BUDGET FOR 2009-10

BID TAX REVENUE AND EXPENSES CHARGED AGAINST THIS REVENUE
ADMINISTERED THROUGH CITY OF DOVER ECONOMIC DEVELOPMENT.

BE IT ORDAINED BY THE MAYOR AND COUNCIL OF THE CITY OF DOVER, IN COUNCIL MET:

1. The amount hereinafter named aggregating Fifty-two thousand, nine hundred and fifty-two
dollars ($52,952) or so much thereof as may be necessary is hereby appropriated from current
revenues and other funds for the use by the City of Dover Economic Development for the fiscal
year beginning July 1, 2009, and ending June 30, 2010:

REVENUE PROPOSED
Tax Revenue $52,952
EXPENSES

Personnel & Administration Expenses $52,952



ATTACHMENT B

BUSINESS IMPROVEMENT DISTRICT
TAX CALCULATION WORKSHEET

JULY 1, 2009 TO JUNE 30, 2010

ZONE 1 ZONE 2 ZONE 3 TOTAL
Aggregate Assessments $31,920,900 $58,906,700 $29,939,400 $120,767,000
Assessment Tax Rate per $100 0.0822 0.0362 0.0180
Revenue Raised $26,239 $21,324 $5,389 $52,952
% Revenue Raised 50% 40% 10% 100%
Number of Parcels 123 115 49 287
Average Assessment $213 $185 $110 $185

NOTE: These figures were estimated per the reassessed values. The revenue percentages by
Zone are per the City of Dover Code Appendix D-Article 1ll, Section 9(e).

JULY 1, 2008 TO JUNE 30, 2009

ZONE 1 ZONE 2 ZONE 3 TOTAL
Aggregate Assessments $32,361,100 $58,864,900 $29,621,700 $120,847,700
Assessment Tax Rate per $100 0.0822 0.0362 0.0180
Revenue Raised $26,601 $21,309 $5,332 $53,242
% Revenue Raised 50% 40% 10% 100%
Number of Parcels 122 113 49 284
Average Assessment $218 $189 $109 $187

NOTE: These figures were estimated per the reassessed values. The revenue percentages by
Zone are per the City of Dover Code Appendix D-Article I, Section 9(e).



ACTION FORM

PROCEEDING: Legislative, Finance and Administration Committee AGENDA ITEM NO.:

DEPARTMENT OF ORIGIN: Human Resources DATE SUBMITTED: 4/1/09

PREPARED BY: Anthony DePrima, City Manager and Kim Hawkins, Human Resources Director

SUBJECT: Implementation of Management Advisory Group (MAG) Phase 2 —Pay for Performance
Evaluation System

REFERENCE: Phase 2 of MAG report

RELATED PROJECT: Phase 1 of MAG report

APPROVALS: City Council

EXHIBITS: Exhibit 1: 21 Recommendations from MAG Exhibit 2: Employee Recommendations
Exhibit 3: Performance Scores Definition Exhibit 4: PFP Instructions
Exhibit 5: PFP Policy Exhibit 6: MAG Phase 2 Report

EXPENDITURE REQUIRED: AMOUNT BUDGETED:
FUNDING SOURCE (Dept./Page in CIP & Budget):

TIMETABLE: Some aspects will be completed immediately while others will be presented by February 2010.

RECOMMENDED ACTION: Implementation of Recommendations as Outlined in Exhibits

BACKGROUND AND ANALYSIS

In September 2007 City Council indicated a desire to have the Pay for Performance Policy and its
implementation to be evaluated to determine whether it is meeting its original purpose. Interviews were held
with two consultants in November /December 2007. At the January 28, 2008 Leg and Fin meeting, the request
to award the bid was tabled awaiting mid-year review of the budget for funding purposes. At the March 10,
2008 Leg and Fin meeting it was recommended to approve the awarding of the bid to Management Advisory
Group (MAG). Council approved this recommendation on March 24, 2008. In May 2008 the scope of the
contract expanded to review the salaries of non-bargaining employees and the salary ranges of all non-
bargaining positions.

MAG obtained our current PFP documents from the City Manager and Human Resources Director. MAG
conducted two sets of mandatory on-site meetings with all non-bargaining employees. One set of meeting was
held in October and the other in December. The meetings were intended to obtain the employee’s perceptive of
the weaknesses and strengths of the PFP system and solutions to their concerns. The meetings were also held
with City Council members. At the conclusion of the second meeting, employees were encouraged to submit a
confidential survey regarding the PFP evaluation system. MAG issued the final report on February 13, 2009
and presented its findings to LFA on February 23, 2009.

Based upon the conclusions that MAG developed, the following is their recommendations, as well as the City
Manager’s and Human Resources for your consideration.

Indicated in Exhibit 1 are MAG’s 21 recommended changes to the current evaluation system. In addition,
Exhibit 2 provides a summary of the comments from the employees that will be implemented or further studied.
As previously mentioned, all non-bargaining employees and City Council had an opportunity to provide input to
the strengths, weakness and solutions of the PFP evaluation system.



One of MAG’s recommendations (recommendation #5-#7) was to change the title of three performance ratings.
Exhibit 3 illustrations these suggested changes.

As a result of MAG’s recommendation as well as the employee’s comments, the PFP instructions and policy
needed to be updated to reflect the recommendations. The updated instructions are provided in Exhibit 4 and
the policy is Exhibit 5.

While the MAG Phase 2 report was provided at the February 23" Leg and Fin meeting is it being provided once
again in electronic format.



Exhibit 1

Management Advisory Group (MAG) Phase 2 Recommendation

April 13,2009

Rec. # Page #in MAG’s Recommended Action City’s Recommended Action Estimated
Phase 2 Report Completion Date
& Related
Exhibit Attached
1 2-4 Change the PFP policy to require training for supervisors | Update language: Change the PFP | Immediately
once per year. If training is not attended, deny any | policy to require training for
salary increase for which the supervisor may be eligible. | supervisors once per year. If training
is not attended, deny any salary
increase for which the supervisor
Exhibit 5, page 5 may be eligible. The City Manager
Exhibit 5- may excuse a supervisor from the
Appendix A training.
2 2-5 Establish a more precise time frame within the set of | This recommendation is in reference | Immediately
Instructions so as to clearly define the time allotted for | to allowing sufficient time for the HR
each step in the performance review cycle. Director to review evaluations. The
instructions have been updated to
Exhibit 4, page 1 include a time frame of five days.
3 2-5 Written quarterly reviews should be done by | Required quarterly reviews will begin | Implement July
Department Heads, and documented in the evaluation | July 1, 2009 as this review cycle is | 1, 2009
Exhibit 4, page 2 | by entering into the PFP software. ending.
4 2-5 All evaluated employees should conduct self evaluation, | The PFP instructions will be updated | Effective with
with the purpose of then comparing them at the formal | accordingly. reviews to be
Exhibit 4 performance evaluation meeting. completed by
page 3 May 31, 2009.
5 2-6 Change the current performance form label of “Good” | The PFP evaluation will be updated. Effective with
to “Meets Expectations” on the evaluation form. reviews to be
Exhibit 3 completed by
Exhibit 4, page 4 May 31, 2009.
6 2-6 Change the current performance form label of | The PFP evaluation will be updated. Effective with
“Acceptable with Some Improvements Needed” to reviews to be
Improvement Needed” on the evaluation form. completed by
Exhibit 3 May 31, 2009.
7 2-7 Change the current performance label of “Outstanding” | The PFP evaluation will be updated. Effective with
to “Results Rarely Achieved by Others.” reviews to be
Exhibit 3 completed by

Exhibit 4, page 4

May 31, 20089.




Exhibit 1

Management Advisory Group (MAG) Phase 2 Recommendation

April 13,2009

Rec. # Page #in MAG’s Recommended Action City’s Recommended Action Estimated
Phase 2 Report Completion Date
& Related
Exhibit Attached
8 4-5 Create a committee structure to evaluate Council | If Council wants to pursue further, a | FY10
appointed positions that would make recommendation | separate Committee Action Form
on compensation adjustments for the evaluated | will be prepared and presented.
employee.
9 4-5 Apply the changes noted in Section 5.0 to the | This will become a goal for the HR | Present to City
development of Core Competencies for the Council | Director for FY10. A committee will | Council by
positions. See recommendation #15 - Streamline and | be formed to formally discuss. February 2010.
enhance Core Competency and Element statements.
10 5-3 Base the movement within the pay grade on the | According to MAG, this will be
concept of a “normal progression” career plan for | achieved by implementing
employees who “Meet Expectations” to reach midpoint | Recommendation #11.
in 10 years.
11 5-4 Use the arithmetic midpoint of the position’s assigned | Use the described method for | July 1, 2009
Exhibit 5 pay grade as the basis for calculating potential | calculating July 1, 2009 pay
page 1 &2 performance adjustments. increases.
Ex. 5 Appexd. A
12 5-6 Establish a simple and straightforward program for | Create a matrix for awarding July 1 | July 1, 2009
potential adjustments of zero (0) through an annually | pay increases.
determined percentage amount, based on budget | Appendix will be created based upon
Exhibit 5 — availability. budget and market conditions.
Appendix A
13 5-8 Automate the statistical normalization of rater | This will become a goal for the HR | Present to City
comparisons. Director for FY10. Council by
February 2010.
14 5-8 Hold up salary adjustments until all evaluations are | Not recommended for | Immediately
complete; publish stragglers on the City’s intranet. implementation. We  wish to

Exhibit 4, page 1

continue our current practice of
extending the  specific tardy
department head’s salary increase.
“Stragglers” will be handled by the
supervisor.




Exhibit 1

Management Advisory Group (MAG) Phase 2 Recommendation

April 13,2009

Rec. # Page #in MAG’s Recommended Action City’s Recommended Action Estimated
Phase 2 Report Completion Date
& Related
Exhibit Attached
15 5-12 Streamline and enhance Core Competency and Element | This will become a goal for the HR | Present to City
statements. See Rec. #9 Director for FY10. A committee will | Council by
be formed to formally discuss. February 2010.
16 6-1 Continue to complete performance evaluations annually | No additional action needed.
Exhibit 4, page 2 | as dictated by current policy.
17 6-2 Require quarterly review of all employees being | Additional monitoring of quarterly | Implement July
Exhibit 4, page 2 | evaluated. reviews will be maintained. 1, 2009.
18 6-3 Add responsible participation in the PFP as a | The core competency for Supervisory | Effective July 1,
Supervisory Core Competency Skills will be updated accordingly. 2009
19 6-3 Add monitoring and reminder goals to the Core | Rather than modify the PFP | Effective July 1,
Competency of the HR Director — Include monitoring goals | evaluation for this one | 2009
for the HR Director to ensure consistency with the City’s | recommendation, this suggestion will
Strategic Plan, reminding departments of the need for | become a standing goal for the HR
quarterly reviews, setting up annual training on the program, | pirector.
and identifying unusual scoring patterns to the City Manager,
the Department Head and the rater. This should be reflected
in the Supervisory Core Competency.
20 6-4 Continue the current process for appeals. No action needed.
Exhibit 5, page 4
21 6-5 Any pay out for performance over the maximum of the | In addition to the proposed | Effective with
range is a lump-sum one-time payout that does not roll | language, add, “the city reserves the | pay increases

Exhibit 5, page 2
Exhibit 5 —
Appendix A

into the base salary.

right not to award any pay increase
for employee’s whose salary is over
the maximum of the range.”

awarded on July
1, 2009.




Exhibit 2
Management Advisory Group (MAG) Phase 2 Employee Comments April 13,2009

Section 3 and Appendix 2 of Management Advisory Group’s (MAG) Phase 2 report provides the
anonymous views of employees and supervisors who attended workshops conducted by MAG in
October and December 2008. The views are in response to a series of questions posed to
employees who are evaluated under the PFP Evaluation System.

Employees were also asked to review the entire MAG Phase 2 report and submit any additional
comments to either the City Manager or the Human Resources Director. While employees were
provided approximately two and half weeks to submit additional comments, no additional
comments were received.

In analyzing Section 3 and Appendix 2, the City Manager and Human Resources Director
extensively reviewed all the comments. While all the comments were considered valuable and
will be reviewed frequently, eight recommendations will be further addressed. They are
indicated in the table.

Blank Intentionally




Exhibit 2

Management Advisory Group (MAG) Phase 2 Employee Comments

April 13, 2009

Rec. Employee Suggestion Intended City’s Date of Completion
Recommendation

1 Goals don’t flow down in a timely | City Council/City Manager | Implemented in FY 10.
manner and Mayor to establish goals

for Department Heads by
March 31 of each year.
Exhibit 4, page 5
2 Goals are not realistic under | All supervisors are to be | Effective with
current work load mindful of the number of | evaluations for FY 10.
goals being assigned.
Employees can create their
own goals for review by their
supervisor. The HR Director
Exhibit 4, page 5 & 6 will be more astute to the
Exhibit 5, page 2 number being assigned.

3 All evaluations are due at the same | This issue is being addressed | July 1, 2009
time thus causing a heavy work | by requiring quarterly
load in a short amount of time reviews. Thus as the fiscal

year ends three fourths of the
evaluation should be
Exhibit 4, page 2 complete.
4 Implement weighting of goals This option will be considered | If implemented, it will
an evaluation committee that | become effective in FY
will be created. 10.

5 Do not require an explanation for a | Explanation for a score of | Effective for
performance score of three and | three will not be required. evaluations being
four completed for FY09.
Exhibit 4, page 4

6 High performers are not awarded The salary matrix provides for | Immediately

additional compensation for
employees who receive a
higher than average
performance  score. An
improved effort will be
provided by supervisors in
rewarding high performers
with non-monetary incentives
and actions.

7 Provide educational training to | Training will begin being | Immediately
employees on the PFP system and | offered to employees.
process
Exhibit 5, page 5

8 Do not assign goals during | It is realized that the | Immediately
probationary period probationary period is a time

for learning.  Only when
necessary will goals be
Exhibit 4, page 2 assigned.




Exhibit 3
Management Advisory Group (MAG) Phase 2 Recommendations

Performance Rating Definitions April 13,2009
PERFORMANCE RATING DEFINITIONS

OUTSTANDING:

RESULTS RARELY ACHIEVED BY OTHERS Performance Points 5

MAG Rec. #7, page 2-7 of MAG Phase 2 report
This level of performance represents the achievement of significant and exceptional results.
The employee consistently achieved additional, significant results beyond established targets
and significantly exceeds position requirements. The employee actively and continuously
exhibits initiative and innovation and serves as a model for others.

COMMENDABLE: Performance Points 4

Demonstrates above-average knowledge, skills, abilities and effort. Performance goes
beyond the position requirements and exceeds expected results. Performance measurably
exceeds expectations. Employee exhibits initiative and resourcefulness in going beyond
expectations of job performance in accomplishing goals and objectives.

SOO0Db: MEETS EXPECTATIONS Performance Points 3

MAG Rec. #5, page 2-6 of MAG Phase 2 report
The employee is effective, with good, solid performance as demonstrated by achieving a
majority of results and demonstrating most competencies successfully. Job performance is
accomplished in an efficient and competent manner. This performance is fully satisfactory
and meets acceptable or expected standards for the job. Work efficiency and effectiveness
support the overall productivity of the work unit. Employee accomplishes assigned tasks
with expected direction and assistance.

ACCERPTABLEWITH SOMEAMPROVEMENT-NEEDED:
IMPROVEMENT NEEDED Performance Points 2

MAG Rec. #6, page 2-6 of MAG Phase 2 report
The employee has met the basic expectations however has not performed the assigned duties
in a fully competent manner thus requiring additional support of others. Inefficiency and/or
ineffectiveness effects the productivity of the work unit. Does not consistently demonstrate
the required knowledge, skills, abilities and/or effort for this position. Higher level of
performance may be possible through increased effort, training and guidance. Performance
at this level will be subject to continued careful assessment.

UNSATISFACTORY: Performance Points 1

Minimum standards for the job are not met; job duties are performed at a marginal level or
not performed, or must be performed by others. There is minimal contribution to work unit
productivity. Employee is unwilling or unable to improve. A need for further improvement
is clearly recognized, identified and must occur immediately. Employee requires constant
and close supervision. Continued performance at this level, absent any potential or evidence
of immediate improvement will lead to progressive discipline up to and including
termination.



Exhibit 4

Management Advisory Group (MAG) Phase 2
Revisions to PFP Instructions April 13,2009

Instructions for the Performance Review Cycle

Please realize that annual reviews are due to the Human Resources Director by May 31. A
supervisor shall arrange to meet with the employee to discuss the employee’s evaluation no
later than June 25 of each year.

Failure to provide a completed evaluation for an employee in a timely manner, no later then
July 1, will cause the effective date of the Department Head’s pay-for-performance pay
increase, if one was granted, to be extended by the number of days the evaluation was not
received if the failure to submit a completed evaluation harms the evaluated employee. For
example, if pay-for-performance increases are effective July 1 and the Department Head
submits the evaluation on July 5 (five days late), the Department Head’s pay-for-performance
increase would be granted, if he or she was entitled to one, on July 5. The employee’s
increase, if one was granted, would be retroactive to July 1. MAG Rec. #14, page 5-8 of MAG
Phase 2 report Sufficient time for review by the Human Resources Director shall be considered

When determrnrng a trmely manner. Fepe*ample—submrssren—ef—the—evaluanen—ondaneég

eause—harm—te—theevamated—empleyee—A minimum of flve days should be aIIowed for review
by the Human Resources Director. MAG Rec. #2, page 2-5 of MAG Phase 2 report

Before conducting a performance evaluation, a supervisor must give an employee a
reasonable time to demonstrate performance.

THROUGHOUT THE YEAR

Observe and document the employee S performance and grve |mmed|ate feedback Whenever
possible. 28
what—theempleyeeeees—betngeedﬂand—bad Thrs record WI|| be very helpful in completrng the
remarks/example section of the evaluation as well as ensuring the employee is not being
evaluated on a short timeframe.

Ask the employee for input about their performance during the year. This is important because
the performance review should be based on two-way communication, so that it is not merely a
“report card.” The employee’s input can be any combination of the following:

e A draft performance appraisal prepared by the employee
e A list of accomplishments and significant events
e An informal discussion between the employee and supervisor

It is important to keep in mind that the supervisor should collaborate and seek advice from others

in evaluating the employee throughout the year. Other supervisors, employees, customers,
division and department heads may be able to provide important insights.

April 2009 -1-



Exhibit 4

Management Advisory Group (MAG) Phase 2
Revisions to PFP Instructions April 13,2009

QUARTERLY REVIEW (generally October, December and March)

Meet informaty formally MAG Rec. #3 & #17, page 2-5 and 6-2 of MAG Phase 2 report-with
the employee to discuss progress toward the goals and objectives as outlined in Part 3 of the Pay-
for-Performance Evaluation for the previous year. Update, add or remove goals as necessary
since the last review in the PFP software. MAG Rec. #3 & #17, page 2-5 and 6-2 of MAG
Phase 2 report and Employee Rec. #3-Unexpected and unplanned assignments may arise. As
new goals are added, it is important to evaluate the employee’s capacity to accomplish already
established goals. By keeping goals and objectives current, the necessity of documenting
unplanned assignments in “Part 1” during the Annual Review will be minimized.

PROBATIONARY REVIEW

All new employees shall receive a formal probationary review for no less than six months of
active service and no more than seven months of active service. It is understood that the
probationary period is a learning period. Goals are not required during the probationary
period however if approprlate goals could be aSS|gned Employee Rec #8 (Exh|b|t - Goals

sectlon Annual ReV|eW for addltlonal mformatlon
ANNUAL REVIEW

Annual reviews are required for all employees. MAG Rec. #16, page 6-1 of MAG Phase 2
report

Employees hired between July 1 and November 30 of each year shall receive a probationary
review for no less than six months of active service and no more than seven months of active
service in addition to an annual review in May. On July 1, the employee would be eligible for a
pay-for-performance increase.

Employees hired between December 1 and June 30 shall not receive an annual review in May;
however, they would receive a probationary review upon completion of six months of active
service and no more than seven months of active service. Employees would be eligible for a
pay-for-performance increase at their one-year employment anniversary. These employees
would then receive an annual review in May of the following year and be eligible for a pay-for-
performance increase on July 1 of the following year.

The pay-for-performance evaluation instructions are available on Public Docs in the Pay for
Performance folder while the evaluation is available on the City’s intranet,
hitp:Hintranet/projectsipfpfbl  http://intranet/new. For assistance, please contact the Human
Resources Department. It is important to inform the employee that his or her yearly evaluation is
due. The supervisor shall set a meeting date and time with the employee to review the
evaluation. This will ensure that everyone has ample time to prepare for the evaluation.

April 2009 -2-



Exhibit 4

Management Advisory Group (MAG) Phase 2
Revisions to PFP Instructions April 13,2009

It is important to keep in mind that the supervisor should collaborate and seek advice from others
in developing the evaluation. Other supervisors, employees, customers, division and department
heads may be able to provide important insights into the evaluation process.

SELF EVALUATION

A self-evaluation is ret required by the employee unless—reguested-by-the-superviser. A self-
evaluation is-strengly—encouraged-sinee—itis provides an opportunity for an-the employee to

inform the evaluating supervisor of surrounding circumstances or extraordinary efforts that were
involved in the completion of the goals. MAG Rec. #4, page 2-5 of MAG Phase 2 report
Evaluators will be specifically seeking the employee’s synopsis of the results achieved on his or
her planned and unplanned goals. The employee shall be given a copy of a blank evaluation in
July by his or her evaluator so that he or she may prepare-a-seH-evaluation-prior-to-theformal
diseussion-of-the-evaluation. maintain the evaluation for quarterly and yearly reviews. MAG
Rec. #4, page 2-5 of MAG Phase 2 report

The employee may also wish to indicate goals they would like to achieve in the next review
period. Goals should be related to the overall vision and mission of the City as well as the
employee’s department.

Professional development opportunities are not considered goals and should not be noted in the
goal section of the evaluation. For example, complete an Excel class.

JOB DESCRIPTION

Obtain the current job description for the employee’s position to be reviewed by the employee
and supervisor during the annual budget process. In general this review will occur in December
or January each year. The job description shall be reviewed by the employee and the supervisor
individually. Reviewing the job description annually will ensure that the job description remains
up to date with current job duties. All changes must be submitted to the Human Resources
Director for consideration and final approval. If appropriate, the HR Director may recommend
the position be re-graded.

COMPLETING THE PAY FOR PERFORMANCE EVALUATION FORM

Page One

The intranet system will automatically complete Page 1 of the evaluation. Please realize that
each non-bargaining position has been assigned a weight for goals and objectives and one for

core competencies. If you think that the welghts need to be changed please contact the Human
Resources Director. Hy 3 3 3 ah-F

PART 1: Planned Goal and Unplanned Assignment Results

This section is to include comments on the degree and qualities of the results achieved and note
any extenuating circumstances affecting the results. It should also be noted how well an

April 2009 -3-



Exhibit 4

Management Advisory Group (MAG) Phase 2
Revisions to PFP Instructions April 13,2009

employee did in accomplishing the objectives and if they were completed in a timely manner. A
status report on each goal and unplanned assignment is required. Assign performance
points based upon the Performance Rating Definitions and the Key as noted in the Performance
Rating tab of the Pay for Performance intranet system. The performance score shall be indicated

in the Performance Rating box. Narrative information is very important in the review process
and is required in Part 1 of the evaluation; therefore, include remarks and whenever possible,
specific examples. It is very important to consider the difficulty of the goals and objectives
when scoring. Goals and objectives can have different degrees of difficulty. The completion of
a relatively easy goal and objective should not be scored the same as completing a difficult goal
and objective. An easily attainable goal that is completed should be rated “goed meets
expectations,” MAG Rec. #5, page 2-6 of MAG Phase 2 report-a more difficult goal should be
rated “commendable,” and achieving a very difficult goal should be “eutstanding results rarely
achieved by others.” MAG Rec. #7, page 2-7 of MAG Phase 2 report A very difficult goal or
objective that may be only partially completed may score the same as an easily attainable goal
that is completed. It is very important that the difficulty of the goal and objective not be gauged
on the employee’s ability, but on its relative difficulty when compared to goals and objectives
assigned to others.

After completing the Planned Goals and Objectives section, proceed to the Major Unplanned
Assignments contained in Part 1. This section should be completed in the same manner as
Planned Goals and Objectives. Major unplanned assignments are assignments which either were
not included on the previous year’s evaluation or were added during the quarterly review and
were not scheduled for completion throughout the fiscal year and required at least 40 hours to
complete.

The performance score is determined by dividing the sum of the points by the number of Planned
Goals and Unplanned Assignments. The result is then rounded to the nearest tenth. This figure
will be automatically calculated once the evaluation is saved. Please refer to page one of the
evaluation.

PART 2: Core Competency Elements

Each employee shall be evaluated on all the core competencies indicated in Part 2 with the
exception of categories that pertain to employees who supervise. This category is indicated. The
supervisor should review the Performance Rating Definitions on page 2 of the evaluation or
contained in the Performance Rating tab of the Pay for Performance intranet system prior to
completing this section.

Specific examples are to be provided in addition to remarks in the space provided. It is required
to provide documentation for a performance score of 1 and 2 as well as a performance
score of 5. A performance rating of three does not require an explanation. Employee Rec.
#5 (Exhibit 2) Specific examples and documentation is recommended for a performance
score of 4. Employees need to be aware how they are deficient as well as how they
performance is at or above the desired level. The examples provided for each competency on

April 2009 -4-



Exhibit 4

Management Advisory Group (MAG) Phase 2
Revisions to PFP Instructions April 13,2009

the evaluation form should be used as guidelines in developing the narrative in the
remarks/example section rather than merely copied.

Upon the completion of evaluating all core competencies, save the evaluation. By saving the
evaluation the score will automatically be calculated.

Once the weighted scores for planned goal and unplanned assignment results and core
competencies have been calculated the employee’s overall score will automatically be calculated
by the intranet system. This is calculated by adding the two weighted scores together.

Overall Comments

A detailed narrative is be included in the Overall Comments section (located at the end of Part 2,
Core Competencies) of the evaluation. This section should be used for the supervisor to express
any comments or concerns that were not addressed previously in the evaluation.

PART 3: Major Responsibilities for Next Year

List goals and objectives for the coming year that are to be evaluated during the next evaluation.
Evaluators are to be mindful of the number of goals that are assigned to employees.
Employee Rec. #2 (Exhibit 2) Each year Department Heads are to receive their goals by
March 31. Employee Rec. #1 (Exhibit 2)This will assist the departments in preparing goals
for their employees. It is encouraged that employee be involved in the development of the
departments fiscal year strategic goals. Employee Rec. #2 (Exhibit 2) All goals are to be
written in the S.M.A.R.T. (Specific, Measurable, Attainable, Realistically high, and Target date)
format. These goals are to be discussed with the employee during the formal evaluation process
and reviewed quarterly to determine the employee’s progress toward reaching them. For
information regarding S.M.A.R.T., please contact the Human Resources Department.

PART 4: Employee’s Professional Development Plan

Establish a Development Plan listing actions that the employee can take to improve performance
for the coming year. This may include suggestions for education and training, reading material,
research, job shadowing, counseling and other self-improvement programs. The Development
Plan should include specific actions that the employee can take to enhance performance. This
section of the evaluation affords the evaluator and the employee an opportunity to collaborate on
how the employee’s performance can be improved both as an individual and as a part of a team.
This section should be taken very seriously and should be considered one of the most important
parts of the evaluation.

Submission for Additieral-Appreval Human Resources Quality Control Review

Upon completing the evaluation, please electronically “Forward” the evaluation. This function is
within the Pay for Performance intranet system. This function indicates to the next approving
supervisor/department head that the evaluation has been completed and is ready for their review.
The intranet system allows the evaluation to be forwarded as well as “Returned”. The proper
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Exhibit 4

Management Advisory Group (MAG) Phase 2
Revisions to PFP Instructions April 13,2009

chain of command must be followed in order for the evaluation to reach the Human Resources
Director for final approvat review. Throughout the appreval review process, a supervisor may
return the evaluation to the previous level. This process should be continued until the final
approval review is receivedfrom completed by the Human Resources Director.

The evaluation is not to be presented to the employee until it has been approved reviewed by
the Human Resources Director. If the evaluation is presented to the employee before the
Human Resources Director appreves reviews it, the evaluator may be subject to presenting the
evaluation again_to the employee.

Review with the Employee

Once final appreval review is receivedfrom completed by the Human Resources Director, the
supervisor shall meet with the employee at the time and date originally scheduled at the
beginning of the evaluation process. The supervisor may shall provide a copy of the completed
evaluation up-te at a minimum of two days prior to the meeting to the employee. This will
allow fer the employee an opportunity to preview review the evaluation prior to the meeting.
At this the same time, the employee may shall give the supervisor a preview copy of the his or
her self-evaluation. Included in the self-evaluation should be at a minimum two SMART
goals that the employee developed. The department head/supervisor can consider the goals
for inclusion in the evaluation. Employee Rec. #2 (Exhibit 2)During the review, the
individual’s performance, strengths, and developmental needs are to be discussed. Explain the
reasons for the review. For example, probationary, annual, special or for another reason. During
the review, an open line of communication should be maintained. This is when the employee’s
and the supervisor will compare the employee’s self-evaluation sheuld-be-compared-with the
supervisor’s evaluation. The supervisor as well as the employee being evaluated should be open-
minded toward comments made. After the formal review with the employee, the supervisor may
need to modify the original evaluation to include information the employee presented during the
review process.

Signatures

The employee and the supervisor must sign the evaluation once it has been reviewed together.
The employee’s signature does not necessarily indicate agreement with the evaluation. If the
employee refuses to sign a performance evaluation, the supervisor must make a notation on the
evaluation to indicate that the employee refused to sign the evaluation. The employee and
supervisor may attach an addendum. The evaluation shall be presented to the Department Head
for review and signature. The Department Head shall then forward the evaluation to the Human
Resources Director.

Once the evaluation has been finalized, make a copy of the evaluation for the employee. Once

the evaluation is submitted to Human Resources, the Human Resources Director will sign the
evaluation. Human Resources will then forward to the department a copy of the signature page.
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The employee shall be informed that the evaluation will be placed in the employee’s personnel
file maintained in the Human Resources Department. Evaluations become a permanent record

in the employee’s file.
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City of Dover

Performance Based Pay Policy
For Non-Bargaining Employees

Apri-19-2005- April 13, 2009

l. Purpose

The City of Dover Performance Based Pay Policy is intended to provide equitable
compensation based on performance for all exempt and non-exempt positions
when considered in relation to each other and to general pay ranges for similar
employment elsewhere. This policy rewards excellence in core competencies, as
well as the ability to get results.

This will allow the City to maintain an effective, responsible and loyal work
force, and allow us to recruit and retain high quality employees. The Policy
establishes pay ranges and maintains an effective ongoing pay system for
appropriate compensation recognizing the importance of results-based
performance.

1. Pay Plan Maintenance

New market-based salary ranges shall be adopted every year after consideration
of a market survey that considers both external and internal movement in market
salaries. The ranges shall establish an entry-level rate—market-rate-a mid-point
MAG Rec. #11, page 5-4 of MAG Phase 2 report-and a maximum rate. The
purpose of the market survey is to ensure our salaries are moving
appropriately based upon the market. The key is to remain consistent in the
yearly evaluation. Sources will include, however not limited to the following:
e Employment Cost Index (ECI)
e Local government organization:
0 Kent County
State of Delaware
City of Newark
City of Salisbury, Maryland
Any other government organizations that is deemed
comparable
e The Bureau of National Affairs, (BNA) will to utilized to research
percentage of increased awarded to bargaining units in the state and
local government section.
e Salary increases awarded to City of Dover bargaining units

O 00O

Every five years the City will retain the services of a professional labor
market researcher to determine if the City’s ranges are being adjusted
accordingly. The City Manager will forward the results of the market survey and
his recommendations to Council for consideration during the annual budget
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process. The increases in salary ranges shall not be considered as cost of living
increases, but shall serve to keep ranges up to date so that employees’
performance is properly evaluated within the context of where their salary lies
within the market place.

1. Performance Evaluations and Advancement Guidelines

Performance evaluations must be completed annually, prior to any consideration
for an increase in pay. No supervisor shall receive an increase in pay until
subordinate evaluations are complete. The evaluation will include measurement of
the results of predetermined goals and objectives, unplanned assignment results
and core competencies. The evaluations shall give goals and objectives for the
coming evaluation year.

The amount of the proposed pay increase will be determined by the overall
Performance Score as applied to the Pay-for-Performance Worksheet in
accordance with the table found on the worksheet. The Pay-for-Performance
Worksheet shall be approved by City Council with the annual budget. Appendix
A is the model Pay-for-Performance Worksheet; the areas where percentage
increases will be placed have been left blank.

Each year, salary increases will be determined by a percentage of the mid-
point of each salary range. Once the percentage of mid-point is determined,
percentage decreases or increases will be awarded based upon the employee’s
individual score. MAG Rec. #11, page 5-4 of MAG Phase 2 report Any salary
increase granted to an employee whose salary is above the maximum of the
labor range shall receive a one-time lump sum payment that does not roll
into the employee’s base salary. MAG Rec. #21, page 6-5 of MAG Phase 2
report The city reserves the right not to award any pay increase for

there—may-be-no-increases:  While it is the intent of the City to keep salaries
competitive within the market place, the City Council reserves the right to set
percentage increases based on what it determines the City can afford regardless of
changes in the market.
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IV.  Evaluation Quality Control Systems

To ensure quality control, the Human Resources Department will review the-latest
employee performance evaluations i-August-ef each year prior to presentation
to the employee to ensure that they have clear and concise goals and objectives
with expected results that are aligned with the City’s Strategic Organizational
Plan. Goals are to be S.M.A.R.T. (Specific, Measurable, Attainable, Realistically
High, Target Date). In addition, to review if ample or insufficient goals have
been assigned to the employee. Employee Rec. #2 (Exhibit 2)

The comments supporting the results achieved must be specific to the goals and/or
competencies and not just a repetition of the goal or objective. Achievement or
lack thereof of results and progression in core competencies are to be outlined in
these comments.

The Human Resources Department will also review the evaluators for unusual
patterns such as consistently high/low patterns of scoring, as well as incomplete
or unrelated comments to support the performance points associated with the
goals and objectives. While there are no formal quotas, there is an expectation
that scoring will naturally fall into a normalized pattern, particularly as
evaluations are considered over time and in groups. Feedback will be given to
evaluators and their department heads to give them the opportunity to justify the
perceived inequities or patterns and if necessary correct the problem(s).

V. Procedures for New Job Titles/Grades and Re-grading and Retitling Existing
Positions

To establish new job titles, grade new positions, or re-grade and re-title existing
positions where job responsibilities have changed, the following procedure must
be followed (Please note that the procedure could be modified by the City
Manager during the budget process.):

1. Department heads must submit a proposed job description along with
a completed Position Analysis Factor (PAF) Guide to the Human Resources
Department with an explanation outlining the reasons for the new title, re-
grade or new position. The Human Resources Department will enter the
Position Analysis into the Job Analysis Qualification (JAQ) software to
determine the salary grade. The Human Resources Director shall compile
all of the new positions, new titles and new grades and forward them to the
City Manager for consideration within the annual budget.

2. To ensure that existing job titles and grades are kept current, as part of the
budget process each Department Head/supervisor will give the employee a
copy of their current job description and ask the employees to review the
description for accuracy. The employees will return the job descriptions
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within one (1) week of receiving them from the Department
Head/supervisor and discuss the changes (if any) with the Department
Head/supervisor. The Human Resources Department will review the
submitted information within one (1) week from receiving it from the
Department Head for appropriateness and use the Position Analysis Factor
Guide to reevaluate the position. When reclassification is initiated, all
incumbents holding the same job title should complete a JAQ. A desk audit
usually at the job site would then be conducted with the individual being
considered for reclassification or with a representative number of people if
the reclassification request affects a number of people with the same title.
Key questions concerning the job should be answered to assist in
determining the proper level within the overall pay and classification
system. The analysis of all the information is then compared to the current
position description for the various classifications’ levels and weighted,
using the same quantitative point-factor rating criteria used to establish the
level of all positions in the City pay plan. The Human Resources
Department will notify the Department Head and City Manager of the
outcome of the review and recommendations. The employee shall be
informed of the outcome by the Department Head. Proposed
reclassifications will be included in the budget proposal of the City
Manager.

Hiring, promoting and re-grading an employee to a new or open position
will be done in accordance with established procedures outlined in the
Employee Handbook.

Establishing the hiring salary or salary increase associated with a

promotion or re-grading will be derived as follows:

April 2009

a. Employees will be placed within the approved salary range at the entry
level. On occasion for highly skilled, technical, or managerial
positions, it would be necessary to hire above the minimum rate in the
range, but not above the market—+ate mid-point. In these cases,
consideration will be given to the applicant/employee’s education,
equivalent experience, related experience and past performance.
Recognizing that the current salary ranges are based on a 20-year
period between the entry salary and maximum salary the individual
may be placed within the salary range using the following guidelines:
(1) The employee will be given credit for equivalent experience year
for year; (2) Credit for related experience will be % year for year; (3)
Year for year equivalent experience credit will be given for college
experience beyond the minimum required where a related Master’s or
related Bachelor’s Degree has been obtained. A recommendation to
hire above the minimum rate in the range should be documented by the
supervisor, reviewed and endorsed by the Human Resources Director
and approved by the City Manager.
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VI.

VIII.

Personnel Performance Evaluation Appeal Process MAG Rec. #20, page 6-4 of
MAG Phase 2 report

Employees dissatisfied with performance evaluations are entitled to dispute the
evaluation through the following appeal process.

1.  Employees may request an appeal of the evaluation within seven (7) days of
receiving the evaluation.

2. The appeal must be filed with the employee’s immediate supervisor, in
writing, stating the reason(s) for the dispute. The contents of the appeal
request must include the specific categories being appealed, the rating
sought, and the justification for the change. The immediate supervisor’s
decision will be rendered to the employee, in writing, within seven (7) days.

3. Ifan employee is dissatisfied with the immediate supervisor’s decision, then
the appeal will be forwarded within seven (7) days to the next level of
supervision for that division along with a copy to the Human Resources
Director.

4. If the employee is still dissatisfied with the decision, the process will
continue through each level of supervision up to the City Manager or the
Mayor and Council depending on the reporting relationship. City Manager
and Council Appointee Department Heads shall have final decision on
employees within their departments. Mayor and Council shall hear any
appeals by the City Manager or Council Appointed Department Heads. Any
appeal going as far as the City Manager, Council Appointed Department
Heads, or Mayor and Council will be first submitted to the Human
Resources Director.

Instructions for Using the Pay-for-Performance Evaluation

Detailed instructions are located on Public Docs in the Pay-for-Performance
folder.

Evaluator Training

All evaluators will receive detailed training in setting S.M.A.R.T. goals and
objectives, preparing for and giving Pay-for-Performance evaluations, using the
Pay-for-Performance Worksheet and completing the Position Analysis Factor

Guide prior—to—implementation—of-this—new-system. Ongoing and refresher
training will take place as needed but-rotless-than-two(2)-times each fiscal year,

however never less then once. Failure to attend the training will result in no
salary increase awarded. Training will be mandatory, unless excused by the
City Manager. MAG Rec. #1, page 2-4 of MAG Phase 2 report and Training
will include the following subjects: introduction of policy, purpose, guidelines,
components of policy, evaluation, appeal process, S.M.A.R.T. goals and

April 2009 -5-



Exhibit 5

Management Advisory Group (MAG) Phase 2
PFP Policy April 13,2009

objectives, JAQ scoring system and plan administration. Each topic is to be
addressed as it relates to the employee as an evaluator.

X. Employee Training

Employee Rec. #7 (Exhibit 2)

All employees will be extended an invitation to attend annual training of the
Pay for Performance system. Subjects to be discussed are as followings:
introduction of policy, purpose, guidelines, components of policy, evaluation,
appeal process, SSM.A.R.T. goals and objectives, JAQ scoring system and
plan administration. Each topic is to be addressed as it relates to the
employee.

XI. Weights for Each Position

Each non-bargaining position was evaluated and weights were assigned that
determined the degree of responsibility and control it contained versus recurring
or scheduled tasks as identified in the position description. For example, if a
position was determined to have fairly low responsibilities and required the same
duties on a recurring basis, the core competencies weight will be greater than the
planned goals and unplanned assignment results weight. Conversely, a department
director’s position would receive the highest weight for planned goals and
unplanned assignment results and the lowest weight for core competencies since
the position has a much higher level of autonomy and responsibilities.
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Appendix A

P.F.P. Salary Calculation Worksheet
(Adopted by City Council )

Instructions: Percentage of increase is determined based on the midpoint of the labor grade for the
position in which the employee occupies. Fluctuation from the mid-point is based upon the
employee’s overall Pay for Performance score. Any salary increase granted to an employee whose
salary is above the maximum of the labor range shall receive a one-time lump sum payment that does
not roll into the employee’s base salary. MAG Rec. #21, page 6-5 of MAG Phase 2 report The city
reserves the right not to award any pay increase for employee’s whose salary is over the maximum of
the range.

OVERALL SCORE MAG Rec. #11 and 12, page 5-4 and 5-6 of
MAG Phase 2 report
FROM TO ADJUSTMENT
For example:
10 19 0%
20 29 2% of mid-point
30 35 3% of mid-point
(Market research recommended movement)

36 41 4% of mid-point
42 50 5% of mid-point
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Parks and Recreation Director

Organizational Value
Data

People

Assests

Experience

Education

Math
Communications
Judgement
Complexity

Impact of Decisions
Physical Requirements
Equipment Usage
Unavoidable Hazards
Safety of Others

EAC (Market Adjustment)

Total Points as determined
by MAG software

Grade

*Downgraded to 128

2003 2008
n/a 4

7 7

9 9

8 8

7 7

5 5

5 5

7 7

7 7

7 7

7 7

2 2

4 4

1 1

5 5

0 0
1588 1867
129* 132

Overview of Scoring Using MAG Software

April 8, 2009

By Kim Hawkins

City Manager

Organizational Value
Data

People

Assests

Experience

Education

Math
Communications
Judgement
Complexity

Impact of Decisions
Physical Requirements
Equipment Usage
Unavoidable Hazards
Safety of Others

EAC (Market Adjustment)

Total Points as determined
by MAG software

Grade

*Downgraded to 137

2003 2008
n/a 0
10 10
10 10
10 10
10 9

5 7

7 8

9 9

10 10

9 9

9 9

2 3

2 7

1 2

9 9
225 0
2765 2854
139* 139

Planning Director

Organizational Value
Data

People

Assests

Experience

Education

Math
Communications
Judgement
Complexity

Impact of Decisions
Physical Requirements
Equipment Usage
Unavoidable Hazards
Safety of Others

EAC (Market Adjustment)

Total Points as determined
by MAG software

Grade

*Downgraded to 131

2003 2008
n/a 7
9 7

9 8

5 7

8 7

7 7

6 6

7 7

9 9

9 9

8 8

2 2

9 3

2 2

6 2

0 0
1952 2121
133* 134
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GUIDE TO USING THE POINT FACTOR ANALYSIS SYSTEM:

To the extent possible, the classifier is guided by the selection of levels by the subject matter
experts on the job — the employee and the immediate supervisor — in assigning factor point levels for
each of the compensable work factors.

The classifier should be aware that employees who complete a “self evaluating” Job Analysis
Questionnaire are keenly aware that the results of the review and placement of the job is influenced
by the level self selected. There fore it is incumbent on the classifier to use the “self selected”
levels as a guide, but to objectively and thoroughly review the levels selected in light of the
appropriate overall placement of the position within the organization hierarchy, remembering that
the guide chart of point factors must be able to be applied to all positions in the organization from
the most entry level job to that of ultimate responsibility for the entire organization.

The classifier should also be aware, that in interpreting the factor levels, the incumbent in the
position is inherently drawn to make all decisions in his or her favor.

Keeping this in mind, if the factor being reviewed by the classifier has a total of 9 levels, and an
employee, who is several levels down in the organization, ranks him or her self at one of the highest
levels, it will be necessary to make some common sense adjustments.

As a guide each compensable work factor has the following number of levels:

Factor Levels
DATA RESPONSIBILITY: 10
PEOPLE RESPONSIBILITY: 10
ASSETS RESPONSIBILITY: 10
VOCATIONAL/EDUCATIONAL PREPARATION 9

EXPERIENCE REQUIREMENTS

MATHEMATICAL REQUIREMENTS
COMMUNICATIONS REQUIREMENTS
JUDGMENT

COMPLEXITY

IMPACT OF ERRORS

PHYSICAL REQUIREMENTS
EQUIPMENT USAGE

UNAVOIDABLE HAZARDS

SAFETY OF OTHERS

©0 ©

©OOo©o©o©og

The first three factors are considered the Major Factors. The other 11 factors are support factors.
The Major Factor serve as multipliers of all other factors in the system and are the key factors that
assess overall organizational responsibility. The overall responsibility one has for data, people and
assets permeate all of the decisions and actions taken an impact on the remaining factor. All of the
factors are additionally weighted to reflect their econometric value in the market place. For example,
the market place values complexity of the work higher than it values physical demands.

The selection of a Major Factor will directly influence the value of the support factors and should be
done only with a great deal of care and consideration.

Management Advisory
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ORGANIZATION VALUE®

Trainee/Apprentice

Employee

Lead Worker - Office Manager
Supervisor/Coordinator - First Line Manager
Group or Unit Manager - Small

Group or Unit Manager - Large

Department Manager/Administrator

Second Level Director - Superintendent - Coordinator (as used in large Schools)
Director

. Director reporting to CEO/CAO

10. Other (describe)

© O N0 A~®DNRPOo

Some leeway should be shown in determining the appropriate level and this particular organizational
structure (outlined above) is for a very large organization (up to 10,000 employees or more). Smaller
organizations would have fewer levels and the points should be applied accordingly. Smaller
organizations probably do not have more than 6-7 levels.

Management Advisory
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COMPETENCY FACTORS

DATA RESPONSIBILITY

DEFINITION OF DATA

Data are information, knowledge, and conceptions obtained by observation, investigation,
interpretation, visualization, and mental creation. Data are intangible and include numbers,
words, symbols, ideas, concepts, and oral verbalizations.

DEGREE GRADING CRITERIA AND DESCRIPTION

1 Description: Comparing or inspecting items against a standard

2 Description: Copying, transcribing, entering, or posting data or information

3 Description: Computing or performing arithmetic operations using data or information

4 Description: Summarizing, tabulating, or formatting data or information in accordance
with a prescribed schema or plan, to facilitate the identification and extraction of useful
information.

5 Description: Gathering, organizing, analyzing, examining, or evaluating data or
information and may prescribe action based on such data or information

6 Description: Coordinating or determining time, place or sequence of operations or
activities based on analysis of data or information and may implement and report on
operations and activities

7 Description: Planning or directing others in the sequence of major activities and
reporting on operations and activities which are very broad in scope

8 Description: Synthesizing or integrating analysis of data or information to discover
facts or develop knowledge or interpretations; changes policies, procedures, or
methodologies based on new facts, knowledge, or interpretations

9 Description: Developing new approaches or methodologies to solve problems not
previously encountered by analyzing, synthesizing, or evaluating data or information
using unconventional or untried methods.

10 Description: Formulating new concepts or theories based on original research,
intellectual creativity, and ideas

4
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PEOPLE RESPONSIBILTIY

DEFINITION OF PEOPLE

People are defined in the normal sense of the word and means co-workers, customers, crime
victims, patients, the general public, and any other persons the employee may encounter in the
course of work.

DEGREE

1

GRADING CRITERIA AND DESCRIPTION

Description: Following instructions and orders of supervisor

2 Description: Serving others such as customers, attending to their requests and
exchanging information with them

3 Description: Speaking or signaling to people to convey or exchange information of a
general nature

4 Description: Giving information, guidance, or assistance to people which directly
facilitates task accomplishment; may give instructions or assignments to helpers or
assistants

5 Description: Persuading or influencing others in favor of a service, point of view, or
course of action; may enforce laws, rules, regulations, or ordinances

6 Description: Supervising or leading others by determining work procedures, assigning
duties, maintaining harmonious relations, and promoting efficiency

7 Description: Counseling or instructing/training others through explanation,
demonstration and supervised practice or making recommendations based on
technical expertise

8 Description: Negotiating, exchanging ideas, information, and opinions with others to
formulate policy and programs or arrive jointly at decisions, conclusions, or solutions

9 Description: Directing or commanding others by issuing orders and instructions

10 Description: Mentoring others by advising, counseling, or guiding them regarding
problems that may be resolved by legal, scientific, clinical, spiritual, or professional
principles

5
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ASSETS REPONSIBILITY
DEFINITION OF ASSETS RESPONSIBILITY

Assets responsibility refers to the responsibility for achieving economies or preventing loss within
the organization.

DEGREE GRADING CRITERIA AND DESCRIPTION
1 Description: | have minimum responsibility for only small quantities of low cost

items or supplies where opportunities for achieving economies or preventing loss are negligible.

2 Description: | have some responsibility for achieving minor economies and/or
preventing minor losses through the handling of or accounting for materials, supplies or small
amounts of money.

3 Description: | have responsibility and opportunity for achieving moderate
economies and/or preventing moderate losses through the management of a small division;
handling supplies of high value or moderate amounts of money consistent with the operation of a
small division.

4 Description: | have responsibility and opportunity for achieving considerable
economies and/or preventing considerable losses through the management of a large division or
minor department; and/or handling of very large amounts of money.

5 Description: | have responsibility and opportunity for achieving major economies
and/or preventing manor losses through the management of a moderate sized department,
authorizing expenditures of large amounts of money or supervising the purchasing of high value
materials, supplies and equipment, or for providing routine legal counsel.

6 Description: | have responsibility for achieving major economies or preventing major
losses through the management of a large department, or through interpreting policy as legal
counsel.

7 Description: | have responsibility for achieving major economies or preventing
major losses through the management of a highly complex and/or technical department, or
through developing and recommending policy as legal counsel.

8. Description: | have responsibility and opportunity for achieving wide-spread economies
and/or prevent losses through the management of a department that has an organization-wide
impact or significant impact on the general population, or the supervision of a staff of attorneys.

9. Description: | have responsibility and opportunity for achieving widespread economies
and/or preventing losses through the development and administration of organization-wide
programs and policies that impact the operations of two or more major departments or three
or more minor department, or for providing legal counsel to the elected officials.

10. Description: | have responsibility for the overall administration of fiscal and
administrative policy with authority and responsibility over all departments or the direction of the
organization’s legal department. Reports directly to the top elected body.
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EXPERIENCE REQUIREMENTS

DEFINITION OF EXPERIENCE

Experience refers to the amount of work experience that is required for entry level into the
position that would result in a reasonable expectation that the employee can perform the job. It
may be experience that can be gained on the job or experience in a previous job.

DEGREE GRADING CRITERIA AND DESCRIPTION
1 Description: Requires a short demonstration up to and including one month.
2 Description: Requires a minimum of three months
3 Description: Requires a minimum of 6 months.
4 Description: Requires a minimum of one year.
5 Description: Requires a minimum of three years.
6 Description: Requires a minimum of five years.
7 Description: Requires a minimum of eight years
8 Description: Requires a minimum of ten years
9 Description: Requires over ten years
Management Advisory
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VOCATIONAL/EDUCATIONAL PREPARATION
DEFINITION OF VOCATIONAL/EDUCATIONAL PREPARATION

Vocational/Educational preparation includes job specific training and education that may be
acquired in a school, work, military, institutional or vocational environment. It does not include the
orientation time required of a fully qualified worker to become accustomed to the special
conditions of any new job. Nor does it include the amount of time that a worker spends to learn
reasoning, language, and mathematical skills, which are often learned in school.

DEGREE GRADING CRITERIA AND DESCRIPTION

1 Description: Requires instruction that is sufficient for satisfactory job performance

2 Description: Requires High school, GED or specialized vocational training

3 Description: Requires High school diploma, GED and formal training, special courses

or self-education that is equivalent to satisfactory completion of one year of college
education or specialized advanced training

4 Description: Requires Associate’s degree, vocational technical degree or specialized
training that is equivalent to satisfactory completion of two years of college education

5 Description: Requires Bachelor's degree or education and training equivalent to four
years of college education in business, liberal arts, or any field other than engineering
or the hard sciences

6 Description: Requires Bachelor's degree in engineering or the hard sciences such as
architecture, chemistry, geology, biology, mathematics, or physics or a Master's
degree in Liberal Arts, Information, or Fire Science

7 Description: Requires Master of Science degree in a professional or scientific field
such as physics, engineering, geology or closely related field

8 Description: Requires Master of Science degree in a professional or scientific field
such as physics, engineering, geology or closely related field with one year Doctoral
work

9 Description: Requires Medical Doctor, or Doctorate level degree.
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