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Board of County Commissioners

Agenda Reqnest
Date of Meeting:  April 11,2006
Date Submitted:  April 5, 2006
To: Honorable Chairman and Members of the Board
From: Parwez Alam, County Administrator l%A’
o Lillian Bennett, Director of Human Reséurces
Subject: Approval to Award Transitional Bonuses to Career Service, EMS and

Executive Support Employees and Adoption of Revisions to the Leon County
Personnel Policies and Procedures Manual, Section 5.01 ~ Pay Plan and
Section 9.01- Employee Performance Appraisal

Statement of Issue:

This agenda item requests Board approval to award Transitional Bonuses to Career Service,
Executive Support Service and Emergency Medical Services Employees and adopt revisions to the
Leon County Personnel Policies and Procedures Manual, Section 5.01 — Pay Plan {Attachment #1)
and Section 9.01 Employee Performance Appraisal (Attachment #2).

Background:

Since March of 1988, annual, lump sum meritorious awards have been distributed to reward Career
Service employees who have achieved “Exceeds” or “Outstanding” on their latest performance
evaluation. In 1999, the Board determined that they would no longer award a merit bonus to
employees who receive a “Meet Expectations™ on their performance evaluations and would continue
awarding those who are rated as “Exceed Expectations” or “Outstanding.” In FY 04/05, a $600.00
merit bonus was awarded to those Career Service employees who achieved “Outstanding” and
$400.00 for those with “Exceeds Expectations.”

In FY 200;/200)6{ Merit Pay awards ranged from $116.67 to $600.00, for a total cost of $1 51,266
(45 employees rated as “Outstanding” and 339 employees rated as “Exceeds Expectations™). A total
of 384 Career Service employees received merit pay, representing approximately 70% of the total
Career Service employees. Human Resource studies reflect that approximately 10-20% of a
workforce perform at an exceptional level. Leon County’s percentage is considerably higher. To -
address a number of issues concerning the performance evaluation system and pay process, a work
team studied various approaches to employee evaluations and made a recommendation on a new
system. A status report was presented and approved by the Board at the September 20, 2005 meeting
(Attachment #3). 00
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On January 13, 2006, the Board approved an agreement with Halogen Software as the vendor to
implement the County’s On-Line Employee Performance Appraisal System (Attachment #4). The
on-line Employee Performance Appraisal System is scheduled to be phased in on October 2006.

Analysis:

The new Employee Performance Appraisal System (EPA) became effective on October 1,2005. The
EPA includes new rating categories and rating scale. (Excelling, Fully Competent, Development
Needed and Unacceptable). Employees with appraisal review dates due after October 1 have been
evaluated under the new EPA system. Those employees with appraisal review dates prior to October
1 were evaluated under the old appraisal system. As a result of the two evaluation systems, the
traditional merit pay bonus amount of $400 and $600 is no longer applicable. Accordingly, staff is
requesting a one-time transitional bonus in the amount of $300 for all eligible employees.

FY 2005/06 Transitional Bonus -- The $300 transitional bonus will be awarded to eligible Career
Service, Executive Support Service and Emergency Medical Service employees. Senior Management
and Temporary Service employees are not eligible for the transitional bonus. Eligibility will be
based on employees obtaining a rating of “Fully Competent” or above under the new EPA system or
a rating of “Meet Expectations” or above under the old appraisal system. A total of 534 Employees
are eligible for the transitional bonus. ‘At $300 per employee, the total cost-of the-F¥.2005/06
bonuses will be approximately $150,832.00. : R

' The transitional bonus award will be made in accordance with the attached Guidelines for the
Administration of the Transitional Bonus (Attachment #5) and is based on the employee’s most
recent annual or probationary performance evaluation, prepared for the April 1, 2005 through March
31, 2006, evaluation cycle. The transitional bonuses are scheduled for distribution in April 2006.
Currently, funds are available in the Reserve for Pay Adjustments account for this purpose.

Performance Bonus - In accordance with the new EPA system, a Performance Bonus will replace
the traditional merit pay bonus after April 2006, The Performance Bonus is intended as a means of
rewarding Career Service, Executive Support or EMS employees for meritorious performance that
includes noteworthy service in providing work unit services, accomplishing work unit goals or
outstanding service to citizens. The performance bonus is also designed to encourage careers with
the County, to provide employees incentive, and to recognize individual differences in performance
of employees. The Performance Bonus is not automatic, but must be based upon a written
performance evaluation of the employee in accordance with the County's performance review
system. To be considered for the Performance Bonus, the employee must have an “Excelling” score
 on their annual performance evaluation. However, the “Excelling” score does not guarantee that the
employee will receive the Performance Bonus but only that the employee is under consideration for

the Perfonnan_qe Bonus. 2 2
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Division Directors will recommend employees for the bonus and Department Directors will be
responsible for the final selection. Each department will have a prorated share of available funds
based upon total FTE positions within the department. The Department Directors will have
flexibility in developing a selection process and in the distribution of funds based on ¢riteria outlined
by Human Resources. The maximum bonus amount awarded per employee will be $1,200.00 witha
minimum bonus amount of $600.00. Staff estimates that approximately 15% or a minimum of 112
employees will receive a performance evaluation score at the “Excelling” level and potentially be
eligible for the bonus. The total estimated cost impact of the Performance Bonus at $1,200 each is
$135,000 annually. Unlike the old appraisal and merit system, since the funds allocated are based on
total FTE positions, the total dollars expended should remain relatively constant in future years. The
new Performance Bonus is scheduled for award in December 2006 and will be brought to the Board
for final approval. '

Pay for Performance - In addition to the Performance Bonus which rewards employees with
outstanding and exemplary accomplishments, the new EPA system includes a “Pay for Performance”
component with the objective of relating employee pay to their performance. The “Pay for
Performance” component of the EPA system will be effective with annual increases approved in the
FY 2006/07 budget. :

Career Service employees may receive an annual pay increase based on performance. The purpose
of this increase is to recognize and reward those employees who are “Fully Competent” or
“Excelling” in their positions during the rating period. The amount of the performance pay will be
determined annually by the Board of County Commissioners. Staffis recommending that employees
who are rated as “Development Needed” receive a cost of living increase which is 2% less than the
increase approved for “Fully Competent™ and “Excelling” categories. Performance pay increases are
not guaranteed and may vary in amount contingent upon funding availability and annual Board
approval. Senior Management, Executive Support Service and EMS salary increases will be
determined annually by the County Administrator. For Career Service employees, the proposed
rating schedule for pay for performance is as follows: '

Table 1
Proposed Pay for Performance Annual Increase,
Career Service Only '
Effective 10/1/06 :

Rating Category Rating Range Proposed Pay Increase 10/1/06
Unacceptable 0.00 - .99 | No pay increase; usually, employee would not be
retained
Development needed 1.00 - 1.99 | Cost of living increase/2% less than Board
‘ . approved amount :
Fully competent 200 - 2.79 | Increase voted by the Board to exceed the cost of
Excelling 2.80_ - 3.00 | living increase

2
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In summary, staff requests Board approval of the FY 2005/06, $300 transitional bonus for Career
Service, EMS and Executive Support employees. In addition, staff request Board approval of
policies related to implementation of the new Employee Performance Appraisal System which
includes the annual “Pay for Performance” and Performance Bonus components by formally
adopting revisions to Section 5.01 —Pay Plan and Section 9.01- Employee Performance Appraisal of
the Leon County Polices and Procedures Manual. '

Options:

1. Approve the award of a $300 Transitional Bonus to eligible Career Service, Emergency
Medical Services, and Executive Support employees.

2. Adopt the revisions to the Leon County Personnel Policies and Procedures Manual, Section
5.01 — Pay Plan and Section 9.01- Employee Performance Appraisal in accordance with the
new Employee Appraisal System, which includes the “Pay for Performance” and
Performance Bonus components. :

3. Do not approve the award a $300 Transitional Bonus to eligible Career Service, Emergency
Medical Services, and Executive Support employees '

4, Do not adopt the revisions to the Leon County Personnel Policies and Procedures Manual,
Section 5.01 — Pay Plan and Section 9.01 Employee Performance Appraisal.

s. Board Direction

Recommendation:

Options #1 and #2.

Attachments: :

1. Proposed revisions to Section 5.01 —Pay Plan, Leon County Policies and Procedures Manual

2. Proposed revisions to Section 9.01- Employee Performance Appraisal. Leon County Policies
and Procedures Manual ‘

3. Board Agenda Item dated September 20, 2005 on Status Report on New Performance

Appraisal System :

4, Board Agenda Item dated January 16, 2006 on approval of Halogen Software for the new on-
line Performance Appraisal Program (without attachments)

5. Guidelines for Administration of Transitional Bonus
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PAY PLAN

5.01

5.02

5.03

5.03.1

Contents

The procedure for establishment, maintenance, and administration of an equitable pay
plan shall be applicable to all positions. The salary schedules shall include the minimum
and maximum rates of pay for all skill levels. For EMS; in addition to the salary
schedule, the pay plan inciudes shift differentials and Spécial Pays. The guidelines for

EMS shift differentials and special pays can be found jfi-the Emergency Medical Services
Standard Operating Guidelines Manual. When an employee eaches the ceiling of a
salary range they are “red circled” and receive no-additional pay increases until the pay
grade schedule raises the maximum above the employee’s salary or through other Board

action. i

Administration

The Human Resources Division' shall maintain the salary schedule which includes the
EMS shift differentials and special.pays, This includes .conducting a general salary
survey periodically from which recommendations may be made to adjust the schedules.
The salary survey shall consider prevailing pay-rates and fringe benefits within the
appropriate market. ... ‘ B

When approyg:fl’;ﬁ& the Board, the Pay Plan shall constitute the County's pay schedule for
pay grades of “all:positions, EMS shift differentials and special pays shall become

effective as designatet

Promotion

‘Upr').i-‘lf?ia;plromotion of :fét)ﬁe grade level, the employee will receive 5% or will be placed at
the new grade minimurn which ever is greater. Upon a promotion of two grade levels,
the employéee:will receive 10% or will be placed at the new grade minimum which ever is

., greater.

5.03.2

In no case will the promotional increase place an employee's salary above the maximum
of the assigned pay grade, even if this results in less than a 5% increase.

Demotion
Upon demotion for cause, the employee's salary will be placed on the new pay grade

level at a rate determined by the Department Head based upon the recommendation of the
Human Resources Director.

Personnel Policies and Procedures Manual v:l

Revised 03/06
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If the adjusted salary is above the maximum of the lower grade, the salary will be red
circled until changes in the pay grade schedule raise the maximum above the employee's

salary.

5.03.3 Transfer to Lower Classification

An employee may be transferred to a position in a lower pay grade, without cause, and
without a pay reduction, and the transfer may not be considered a demotion if the transfer
is voluntary or if it is the result of the employee's position being terminated. The
employee shall not be eligible for a subsequent promotional pay increase if the employee
is later transferred to a position in a pay grade equal fo the position occupied prior to the
initial transfer as a result of a merit promotion for:a period of twa ¥ears. The employee
shall be eligible for pay adjustments as they occur annually. Emﬂ@;gges placed in a
higher pay grade as a result of competitive selection shall have pﬁs:f.’k@‘tbabﬁshed in
accordance with Competitive Initial Placement:” . o -

504 FEducational Attainment Compensation

Benefits-eligible full-time and partitisie employees withtwo years of service earning
diplomas or degrees (GED, associate, “bachelor, masters;-doctorate) or professional
. certification, in job-related areas may- be eligible to.receive a 5% pay increase for each
~ job-related diploma, degree, or certification above thit required for the position_at the
time the employee “was ‘hired into the position. The maximum lifetime educational
" compensation benefit is 10%. No additional compensation will be approved for
educational” attainment once the 10% maximum has been reached. Employees who
participate in the Tuition "Assistance Program will not be eligible to participate in the
Educational’ ;tainmeng-a‘t;qmpéﬁ's'éﬁiaiﬁ;_l?rbgram.

‘;i.;\-‘lll diplomas, dég?.ees or 6‘éﬁiﬁcations considered for educational attainment increases

* must be completed. while employed with Leon County. Requests for educational

attainment increases must be received within six (6) months of completing the degree,
diploma ‘or certification. No retroactive pay increases will be granted for degrees,
diplomas’; er.certifications completed prior to initial placement in the current position.

Employees coptémplating completion of education or certification to qualify for
educational attainment compensation should consult with their supervisor or
Department/Division Director and the Human Resources Division to determine whether
the education or certification is eligible for educational attainment compensation. In
cases where an employee was previously enrolled in a certification, dipjoma or degree
program, the eligibility for educational attainment compensation will be determined by
the Humao Resources Director and the Department/Division Director on a case-by-case

basis.

Personnel Policies and Procedures Manual V:2 ) 2
Revised 09/05
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The qualifying criteria for educational attainment compensation shall have a direct
relationship with either the employee's present position or preparation for a
promotional opportunity, and shall be determined by the Human Resources Director
after consultation with the respective Department/Division Director. Diplomas,
degrees, or certifications used for educational attainment compensation must have a
study requirement or study guidelines for compietion. The study required must be at
least 42 clock hours. The diploma, degree, or certification must also include an
assessment of knowledge or skills required for successful completion. Class time
without assessment is not sufficient. Diplomas or degrees st be from an educational
institution that is accredited by one of the accrediting bodies approved by the U. S.
Department of Education. % :

Educational Attainment Compensation is not an_‘éiiﬁt_‘itﬁlément and ‘s contingent upon the
availability of funds. ' o

In no case will an educational attainment 'iﬁci*-'eg_s; place an employee's s lary above the
maximum of the assigned pay grade. SRR

All educational attainment cb_n;;gensation must "be approved by the County
Administrator. The effective date of the salary increase shall be the date of approval.

This policy will become effective :'i;;}mcdiatély;i»'f‘regalrdiéss of when certification or

degree was obtainec

5.04.1 Procgdﬁé@: Educational Attainﬁ;ent

Leon County cncdu}ggg_s,.,gm loyee .dg:_‘vwe_lgﬁp;ﬁrent and knowledge expansion.
After ‘émp1'5‘}‘;,ﬁ¢§;, shoﬁiﬁ,;aqﬂ‘employée obtain a job related higher level of education the
sipervisor shall -request probf. of attainment. This proof is presented through line

‘anagement to the’Human Resources Director with a letter of justification for salary

adjustment. The Human Resources Director will evaluate the request in accordance with
County pelicy, and will make a recommendation to the County Administrator. The line
managernent. is notified of the disposition of the request by the Human Resources
Director. :

Merit Pay—Performance Bonus

Merit-pay The Performance Bonus is intended as a means of rewarding an g_Career
Service, Executive Support or EMS employee for meritorious performance, to encourage
carcers with the County, to provide employees incentive, and to recognize individual
differences in performance of employees. Meritpay The Performance Bonus is not
automatic, but must be based upon a written performance evaluation of the employee in
accordance with the County's performance review system. To be considered for the
Performance Bonus, the employee must have an Excelling score on their performance

22
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evaluation. However, the Excelling score does not guarantee that the employee will
receive the Performance Bonus but only that the employee qualifies for consideration
of a Performance Bonus. Division Directors will recommend employees for the

e

Performance Bonus_and Department Directors will be responsible for the final

selection. The annual bonus amount will be determined annually and may vary in
amount contingent upon funding availability.

If funds for the purpose of awarding merit~payments the Performance Bonus are
appropriated by the Board, the Board shall determine the tu'nmgand range of amount for

the award of the Performance Bonus mentpayments.

5.06 Annpual Salarv Adjustments

The Human Resources Director will recommend toﬁle County Adm nﬁ'sﬁ‘ator, for
approval by the Board, any adjustments in the salas structure or segments of the salary
structure and levels of such adjustments.

. Performance Pay e
Career Service employees may receive an.annual pay increase based on performance.

The purpose of this increase is 10 recognize.arid veward.those employees who are Fully

Competent or Excelling in their posifions during the rating period. The amount and

Commissioners: Employees who are rated as Development Needed will receive a_cost
of living increase . which will be less than-the increase that is approved for the Fully
Competent_and Excelling: ¢ategories. Performance pay increases and cost of living
re. not_guaranteed and: may _vary_in _amount contingent upon funding

In temporary (O.P.S.Jpositions of longevity or scasonal return the employee may meet
the requiremeats of annual salary adjustment movement, when the incumbent has been in
the same positipn at Jeast six (6) months prior to salary adjustment period or the
incumbent has.returned for three (3) consecutive seasons with total employment of six (6) -
months or more. .

5.07 Other Pay Adjustments

It js anticipated that the needs of employees and departments will be met within the
framework of the Wage and Salary Program; however, should unforeseen circumstances
occur which may be considered in the best interest of the County, the Department Head
may request a rate adjustment. This request may be submitted through the Human

22
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. EMPLOYEE PERFORMANCE APPRAISAL

9.01 Purpose

The Employee Performance Appraisal System provides to employees,
descriptions and evaluations of work expectations. The current system is an
enhancement of a tasks and performance standards approach that has been
used since 1996. ' |

Good performance appraisals benefit both_employées and the o anization.
They promote common understanding of individual needs, work objectives

and standards of acceptable performance. They also g jive_employees and
managers a useful tool to aid in employee development. Théxevised Employee

Performance Appraisal System offers the following specific benefits:

-

# Core Values measured
% Supervisory and management skills

*» s measured

‘% Standards tied to Job Description Questionnaire (JDQ)
* Y

»

Automatic calculations
Weighted measures

. This section establishes procedures for appraising ‘Career Service, Executive Suppgrt
and_EMS employee :performance, completing theé Employee Performance Appraisal

System Form, and processing the form:: Detailed instructions for the appraisal system

are contained:in the Leon“County Employee Performance Appraisal Sysiem Handbook,

which can be_foiind on the County Intranet site. Generally—the—sameappraisal

sployees: '(Time tables will differ based on the type of

appr@jiﬁﬁﬁ'ﬁéﬁi i

‘Zﬁus section doe"ssjijb; pertain to :Senior Management emplovees. Senior Management
employees will be _assessed ¢ on the basis of their accomplishments _and continugus

imﬁrb’y_ement efforts as.a roved by the County Administrator.

9'02

The following; description of the types of performance appraisals:

1. Probationary/Trial - End of probation or trial period.

2. Extension of Probation Period - At time of request for extension.

3. Annual - One year from date of last review.

4 Special - Beginning at end of special probation or when performance

substantially dropped during a review period.

Personnel Pah'cfes and Procedures Manual X:1

Revised 03/06 P
i
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EMPLOYEE PERFORMANCE APPRAISAL

9.03

9.04

9.04.1

5. Change in Classification -Promotion/demotion/transfer, etc.

6. Separation - Separation from County service, when it has been more
than nine (9) months since the affected employee’s performance has been
evaluated.

Responsibility for Appraisal

The first week of each month, the Human Resources Division wﬂl notify Department
Directors and Division Directors of employee appralsa‘lsﬁ"‘ :
end of the month. The Performance Appraisal System Form (.
Appendix M) shall be compieted by the employee's immediate sg,;i
by the next level Supervisor, and then by the Division Director B
(or dcsrgnee) be signed by the employee and returned to Human Re B;oes

b
At six-month intervals the Human Resources Ermslon wﬂl also l'lOtlfY Bepartment and
Division Directors of performance progress revl due. These reviews are informal
sessions where the employee and:the supervisor meet f;dlscuss the employee's status on

performance standards and job tasks and contnbut:ons topit work goals.

Completion of the Emplovee Performance;'Anprmsal SyJem Form

The Employee Pcrformance Appraisal System Form'(See County Intranet site) is
used for Perfomlance Planmng, the Progress Review, and the Performance
Appraisal. The. diI‘GCtIOIlS mc‘ludcd in the fonn should be followed precisely .

Perfor'_mance Plan :

The performance. plan s a_ combination of the common factors and major

functions. The common  factors portion of the performance appraisal form

coritains one section to ‘be used for all employees who are appraised-
Career:;snerwce Exeeuttve Support or EMS employees. A second section of
common.factors is for the Career Service, Executive Support or EMS

., employeés who manage people or programs.

The major func jons portion is for capturing any major functions that are not

adequately addressed by the common factors. These major functions
should be tied to the responsibilities outlined in the Job L Description
Questionnaire (JDQ). The JDQ should be kept current so that the
employee’s major functions reflect the functions that are important to carry
out the major goals and objectives of the work unit,

Personnel Policies and Procedures Manual IX:2
Revised 10/97 0
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Employee Performance Appraisal

This phase is conducted at the beginning of the appraisal period according to the
following schedule:

Type of Employee Planhing Session Time

Career Service and Executive Support Employees | On or about January 1 Oetebert
hired prior to October 1, 1975 '

All-other-ongoing-employees

Career
Service, E.recunve Sunport and EMS employees

hired on or after 10/1/75 as well as promotions
and regssignments

E . + Senior-M

The steps to the Performance Planmng process can be faund in the Employee Performance
" Appraisal System Handbook located on’ Ihe Countv Intranet: sm

9.04.2 The Progress Review

Personnel Policies and Procedures Manual IX =
Revised 10/97 2
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Employee Performance Appraisal

. | A Progress Review session is a meeting between the supervisor and the .
employee to determine, informally, the employee’s performance since the
plan was developed. The review allows the supervisor and employee to
increase their level of communication concerning the employee’s ongoing

| performance.

. When to Hold Progress Reviews

A Midpoint Progress Review is required six months-into the appraisal year.
However, Progress Reviews may be held more often if the supervisor
notices an_inadequate level of job performidancé. - The employee ma

request a Progress Review if job changes:ioccur during_the appraisal

period. A Special Appraisal may be conducted instead. of a Progress
Review. o - =

The steps to the Progress Review process cai be f"””‘?ff%"»,_”le Employee ¥ rformance
Appraisal System Handbook. . =

9.04.3 The Employee Performance System Appraisal

The performance appraisal is conducted using the following schedule;
. Type of Employee Conduct Performance Appraisal

Personnel Policies and Procedures Manual % X:4
Revised 10/97 < 2
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1 Career Service and Executive Support QOetoberd—January 1
Employees hired prior to October 1,
1975

2.  Career Service, Executive Support and First day of the month of most recent
EMS Employees hired on or after October | employment

1, 1975

3.  Employee is promoted, demoted, Group Director may. delay the performance
reinstated, reclassified, or transferred appraisal for up to:one hundred twenty (120)
within sixty (60) days prior to his or her days to allow tirae for the supervisor to
annual Performance Appraisal date properly eval ateithe employee in the new

position ;

Prior to the Performance Appraisal Interview’

1. The supervisor rates each performance standard; .p tering the whole number rating
on the Employee Performance:Appraisal System Flm as follows:

Qment ‘eeded’ e
!y Comgetent
Excellmg o

:

The superv or should document performance throughout the appraisal period,
g ee : accomplishments. This information should be
lormance .

' ¢ narrative portions of the form except for the

~i¥_‘}Jusnﬁcanon forthe. overall'score.

3. The supervxsor lists ‘areas which need improvement a]ong with recommendations for
nnprove ent. Nu"tab]e performance by the employee is listed also.

4. The next- leveT superv1sor and the Division Director and-the-group-Director{er
designee) reviews the partially completed appraisal, collaborating with the

supervisor to resolve any areas of disagreement.

5. The supervisor, and Division Director and-Group-Director(or-Designee) sign the

appraisal to indicate agreement.
During and Following the Performance Appraisal Interview

Personnel Policies and Procedures Manual I¥:5
Revised 10/97 2
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Employee Performance Appraisal A b

6. The supervisor conducts the Performance Appraisal Interview with the employee to
discuss the level of performance on each performance standard. The employee is
encouraged to bring evidence of performance to this interview. '

. The
Below-Expeetations Unacceptable=
jons Development Needed=" .

ions Fully Competent=
Outsianding Performance Excelling=

8. The supervisor enters the calculations on ﬂlerformanee appraisal ferm and

provides justification for the performance levél, .

9. The employee signs the perfo appraisal.

. 10. The Group Director (or designeé;i;distribi\;fiééfihe .complétcd Employee Performance .
Appraisal System.Form as follows: AR

Original o the Human Resources ‘Office via the Group Director.

Copy to thccm loyee.:,. ..

mployee’s file in the Department.

9.05 Emplo ee Disaaree;ﬁ’ént with Appraisal

If an employee disagr}éés with any statement in a performance appraisal, he or she may
attach a written rebuttal of performance standards, job tasks, ratings or the overall
appraisal to the Performance Appraisal System form in the County's Human Resources
files. Performance Appraisals are not grievable.

Personnel Policies and Procedures Manual IX:6
Revised 10/97 5] 2
<
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Board of County Commissioners

Agenda Request 7
date of Meeting:  September 20, 2005
Yate Submitted: September 14, 2005
fo: Honorable Chairman and Members of the Board
rom: Parwez Alam, County Administrator
Lillian Bennett, Director of Human Resources
subject: Status Report on New Performance Appraisal System

ita S .
*his item provides a status report on the new performance appraisal system for career service and executive support

mployees (Attachment #1).

}ackground; o
iince 1996, employees in the Board of County Commissioners organization have used a performance appraisal system
aat lists specific job tasks and standards. Job tasks are rated using the scores of “below expectations (0)”, “meets

xpectations (1), “exceeds expectations (2)”, and “outstanding (3).” The task ratings are then averaged to get the

werall score. Following are the current overall score categories:

. . Table 1
Current Performance Appraisal System Score Categories
Score Category Range
Below Expectations 0 - .99
Meets Expectations 1.00 - 1.99
Exceeds Expectations , 2.00 - 2.79
Outstanding 2.80 - 3.00

Sorrective employee action plans are required for all employees with task ratings below 1.00. These plans are
nonitored during the appraisal year to ensure performance improvement. Until July 1, 2005, this system was used for
11 full-time Board employees. Beginning July 1, senior management employees are appraised on the basis of program

ind professional accomplishments using a less formal system.

For career service employees, the overall scores are used to determine eligibility for merit pay bonuses. Employees
who score at least 2.00 on the performance appraisal have been awarded merit increase bonuses since 1997. Career
service employees with scores in the range, 2.00-2.79 received $400 and those in the range, 2.80-3.00 received $600.
A review of appraisal ratings from April 1, 2004 to March 30, 2005, revealed that 71% of career service employees
met the requirement for merit pay. That percentage included 336 in the “exceeds” category and 44 in the “outstanding™

category.

Analysis:

ws of the current employee performance appraisal system revealed at least the following shortcomings:

All tasks were assigned equal weight. "
Supervisory/managerial skills were often not measured. "- 2
Organization core values were not measured.

Standards were not tied to job descriptions.
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ew Appraisal System. To address the above issues, a work team studied various approaches to empioyee

formance evaluation. On October 1, 2005, a new system which incorporates many of the team findings and

tses the aforementioned shortcomings will be instituted for career service and executive support cmployees.‘
ystem will incorporate the following:

Common rating factors.

Common factors for supervisors and program managers.
Assigned weights for all measures.

Flexible major functions tied to specific jobs.

Connections between major functions and job descriptions.
Connections between core values and common rating factors.

s of February 2006, the new system will be totally web-based and generate very little paper. Managers will rate
nployces online, and approve ratings via the use of electronic signatures. Employees will view appraisals online and
id online comments, as desired. Paper copies may be printed but will not be required (except for employces who do
ot have online access). In the interim, 10/1/05 — 1/31/05, managers will use an EXCEL paper form that will have all
f the content characteristics mentioned in the listing above, but will be transmitted via hard copy.

ave consistent measures on factors such as communications, initiative, and dependability. All
apervisors and managers will be rated on standard management measures. The common factors will not vary.

lowever, divisions will have the flexibility of adding major functions that are tied to specific jobs. The.divisions may
reight these functions as desired on a scale of 1 to 5, with 5 indicating that the function is essential to the performance

f the job.

11 employees will h

r “excelling (3).” The overall score of the appraisal will be a weighted average. The overall score categori

niividual factors and functions will be rated using “unacceptable (0)”, “development needed (1), “fully competent
ew system are as follows:

1

Table 2
New Performance Appraisal System Score Categories
Score Category Range
Unacceptable 0 - .99
Development Needed 1.00 - 1.99
Fully Competent 2.00 - 2,79
Excelling 2.80 - 3.00

Vierit Pay 2006. For the April 2006 Merit Pay, eligibility will be based on the current performance appraisal system
scores for some employees and on the new system scores for others. Because of the change in definitions for the new
system, the “fully competent” range will include both employees who scored 1.00 — 1.99 and who scored 2.00 ~ 2.79
imder the current system. Therefore, for this transitional period, employees with 1,00 — 1.99 under the current system
and employees who score 2.00 ~ 3.00 under the new system will both be eligible for merit. This inclusion will
significantly increase the number of persons receiving merit pay. In recent years, persons with scores of 2.00 — 2.79
-eceived $400 bonuses and those with scores of 2.80 — 3.00 received $600 bonuses. With the increased numbers, the
lotal projected cost is $219,600, up from the $149,466 expended in April 2005. To limit the increase in costs, the Merit
Pay bonus could be reduced to $300 for all recipients. At $300 per recipient, the total cost would not exceed $160,200.

Tt

|

_ The new bonus would be for noteworthy service in providing work unit services, accomplishing work unit goals,
or outstanding service to citizens. The pool for selecting recipients of this bonus would be career service and executive
support employees who had overall scores in the “excelling” category. Each department would select recipients from

those nominated by divisions. Each department would have a prorated share of available funds and wouf;') ve the
LU e
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Paaformance Bonus Proposal. The merit pay bonus has been budgeted for FY 2005-06. The agenda item for
will be presented in April 2006. It is proposed that a performance bonus replace the merit pay bonus after
2006
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xibility of distributing the funds. Th:s proposal will be presented for funding in the 06-

or Performance Proposal. In reviewing the large number of employees who received merit pay bonuses, it
ed that, in addition to rewarding outstanding exemplary accomplishment, employee pay should reflect
o mance. For the FY 2006-07 budget, a proposal will be presented to tie employee performance to employee pay.

s career service and executive service employees, the proposal may be as follows:

Table 3
Proposed Pay for Performance Increase, 10/1/06

Rating Category Rating Range Proposed Pay Increase 10/1/06

Unacceptable 0.00 - .99 | No pay increase; usually, employee would
not be retained
‘Development needed 1.00 - 1.99 | Cost of living increase ‘
Fully competent - 2.00 - 2.79 | Increase voted by the Board to exceed the
{ Excelling 2.80 - 3.00 | cost of living increase

ptions:
Accept the status report on new County Performance Appraisal System.

Do not accept the status report on the new County Performance Appraisal System.
Board direction.

ecommendation:
ption #1.

ttachment:
.EL]QX_CC Perforipance Appraisal System Form
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Board of Cbunty Commissioners
Agenda Request 6

ate of Meeting:  January 24, 2006
-ate Submitted: January 18, 2006

o: Honorable Chairman and Members of the Board

rom: Parwez Alam, County Administrator

1.illian Bennett, Director Human Resources

Approval of the Licensing Agreement with Halogen Software, Inc for the Purchase of Software

ubject:
for Leon County’s On-line Employee Performance Appraisal Program.

tatement of Issue;

his item seeks Board approval of the Licensing Agreement with Halogen Software, Inc as a sole source vendor for the
irchase of a software solution for Leon County’s On-line Career Service/Executive Support/EMS Employee

srformance Appraisal (EPA) Program (Attachment #1).

ackground;

1 March 2005, Human Resources staff met with County Administration on the creation of a new on-line Performance
ppraisal process to be implemented in the fall of 2005 for Career Services/Executive Support/EMS employees. The

ts of this new process will be to fully automate the performance appraisal system, standardize measures of core
!, measure supervisory/ management skills, tie job related standards to the Job Description Questionnaire (JDQ)
ng automatically calculate the overall employee performance ratings. The County Administrator approved the

roposed on-line Employee performance appraisal process and directed staff to proceed with implementation

Attachment #2). An agenda item was taken to the Board on September 20, 2005 to begin the New Employee
erformance Appraisal System process (Attachment #3).

n April 2005, Management Information Systems (M1S) and Human Resources (HR) staff began the process to
etermine the EPA system functions and how best to provide the technical solution for an on-line performance
ppraisal process. The options considered were to build the system in-house or to research the availability of a
oftware product that could be modified to accommodate the need of Leon County. With the assistance of a consultant
ired by MIS, system function requirements of the EPA system were developed to determine what the system
hould/must “do’ and “how” it should perform these functions (Attachments #4, #5 and #6). These requirements also
rrovided the basis to develop an estimate of development time, cost analysis to build vs. buy the software, and a set of

tandards/guidelines to evaluate potential software vendors.
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en the consultant was assigned the task of using the developed requirements to research the availability of software

sducts that most closely met the needs of Leon County. The consultant researched software products and brought
five (5) vendor/product recommendations to the HR/MIS team. Presentations of the five systems were

ivlcdge Point, Halogen Software, Sungard SCT Banner, Perfect Software, and People-Talk) (Attachment #6)!

1alysis: '
ie consultant and the HR/MIS team assessed the offerings of the five vendor/products to determine how the basic

nctional requirements were met and to compare pricing for licensing with an 800 employee base. Additionally, MIS
plored the option of developing a custom solution using in-house staff and out-sourced resources. The outline
ovides the assessment and cost comparisons of the various options.

ON-LINE EMPLOYEE PERFORMANCE APPRAISAL SYSTEM

VENDOR :
SOLUTIONS ASSESSMENT COST
Current HR/Payroll Solution
Svngusrd-SCT Does not offer a Performance Appraisal module. N/A
Although web-enabled with pre-configured reports and employee self-
Perfectsofiware service, it appeared to be weak in performance planning and appraisal. $40,000

Although web-enabled with pre-configured reports and employee self-
service, it appeared to be weak in performance planning and appraisal.

People-Track In addition, the performance review module is primarily a scheduling ,
function only. $48.000 '
Knowledegpoint Product appeared to meet functional requirements. - $50,000

Product appeared to meet functional requirements. The on-site
demonstration showed that this solution was more comprehensive and
suited specifically to performance planning and appraisal.

. Halogen Seftware |y 1hat Halogen's quoted price includes licensing, training,
maintenance, and conversion services. Whereas, other vendor costs
were only for licensing. Additionally, the price is in line with the
project budget. 335,599
CUSTOM
SOLUTIONS | ASSESSMENT COST
Wouid require use of 3 existing positians with & business opportunity
cost that other core business duties and responsibilities currently
In-House handled by existing positions would not be achieved. The cost to add 3
Resources new positions to accommodate the development or handle existing
duties and responsibilities would be approximately $75,000 each
(includes salary and benefits). $225,000
Would require 3 consultants with HR appraisal expertise to develop the
Out-Sourced solution, document and create training materials, and to migrate
Resources maintenance to in-house staff in a year. Average cost for 1 year of 1
appropriately skilled consultant is $200,000 ($100/hr x 2000 hrs/year). $600,000

< the cost for in-house customer solutions with existing staff or out-sourced resources is considerably more than
endor supplied products, the HR/MIS team recommendation is to purchase a product that can be supported and
ugmented with existing MIS assistance for future custom reports. Additionally, the team recommends the Halogen
oftware product as the solution for the County’s on-line employee appraisal system as it is assessed to

omprehensively meet HR’s requirements. The quoted price of $35,599 for licensing, training, maintenance, and
onversion services is aligned with the existing budget in the Management Information System Internet Related Project

JIP Account.

Qen Software is the software developer, provides all technical support, and serves as the sole distributor of the).
)erlormance appraisal software product. It is requested to acknowledge purchase of the software and on-going support
hrough Halogen Software as a sole source.
O
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1. Approve the Licensing Agreement with Halogen Software, Inc., as the sole source vendor for the purchase of the
on-line Employee Performance Appraisal system and authorize the chairman to execute. .
. Do not approve the Licensing Agrecment with Halogen Software, Inc., as sole source vendor for the purchase of
i the on-line Employee Performance Appraisal system.
‘Board Direction.

‘ecompmendation:

Iption #1
Jttachments:
1. Halogen Licensing Agreement
2. Staff Presentation to County Administrator
3. Status Report on New Performance Appraisal System
4. EPA Performance Appraisal (EPA) System Function Description
5. EPA Performance Appraisal System Workflow Description
6. Position Control Function Description
7. HR Performance Appraisal Vendor Systems Evaluation Recap

P 1. + s r M emen A e - -




Atzeiment # g

Fage @ of 5

GUIDELINES FOR THE ADMINISTRATION OF TRANSITIONAL BONUS

_ All Career Service, Executive Support and EMS employees who were empbyed
prior to October 1, 2005 are eligible for the Transitiona! Bonus.

. All eligible employees who received an overall rating of “Meets”, “Exceeds” or
“Outstanding” on the old performance appraisal system and “Fully Competent” or
“Excelling” on the new appraisal system on their most recent performance appraisal
~ will receive the transitional bonus.

_ Individuals, who have been Career Service employees for ten (10) or more years,
who leave County employment subsequent to their annual employment appraisal but
prior to the award of the transitional bonus, shall be eligible for a single award for
their most recent appraisal period prior to leaving County employment.

 The transitional banus will be awarded in the form of a lump-sum payment of
© $300.00. (Part-time and employees who have been employed less than one (1) year
would have their bonus pro-rated.)

_ The transitional bonus will be apportioned by the Human Resources Division to
eligible employees on the basis of scores on the annual or probationary performance
appraisal. ' |

_ The transitional bonus will be distributed in April 2006 as a separate paycheck, other
than the employee’s regular bi-weekly or monthly paycheck.



AWARDS CHART
Transitional Bonus, APRIL 2006

PERFORMANCE RATING Transitional Bonus
1.0-3.0 $300.00

PRORATION CHART HOURS WORKED

ANNUAL HOURS WORKED PRORATION FACTOR
2080 100%
1560 , 75%
1040 50%

PRORATION CHART FOR SERVICE LENGTH

START MONTH | PRORATION FACTOR .
April 2005 and Prior 1.000

May 2005 917

June 2005 .833

July 2005 750

August 2005 - .667

September 2005 .583

Oc{obér 1, 2005 and After ' Ineligible
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