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Document: Resolution 2004-65
POLICY: HESPERIA HONORS PROGRAM AND PERFORMANCE APPRAISALS

1.00 PURPOSE

The purpose of this policy is to further define the City’s Personnel Rules and Regulations, as
adopted originally on September 15, 1988 and which have been amended from time to time,
by relating options for Pay for Performance incentives, as well as providing guidance on the
preparation and administration of Performance Appraisals.

2.00 PROCEDURE

A. For the purposes of this policy, a Performance Appraisal is the formal evaluation of an
employee’s performance prepared on the appropriate Performance Appraisal Form
(Exhibits 1 and 2). Disciplinary actions and counseling are not covered under this
policy.

B. With the exception of short-term temporary employees, all employees of the City shall
. receive Performance Appraisals as provided for in this policy and the City’s Personnel
Rules and Regulations.

C. All Performance Appraisals shall be administered on either one of the following forms,
Senior Management/Management/Professional Supervisory {Exhibit 1) or General
Employee (Exhibit 2), depending on the employee's position with the City. As only
one form is being utilized per classification of employee, Performance Appraisals shall
be administered under one of the following formats. :

Annual The employee is to be provided the opportunity to
complete an Employee Self-Evaluation/Feedback Form
(Exhibit 3). The rater is required to provide comments
under each rating category and under Supervisor
comments, with the exception of when an employee
receives a “Meets the City's High Expectations” rating in a
rating category.

Six-Month An Employee Self-Evaluation/Feedback Form is not
required. Rater comments are required only if the
employee receives a "Does Not Mest Expectations" rating
under a rating category and under Supervisor comments.

. Any Probationary Period An Employee Self-Evaluation/Feedback Form is not
required. The rater is required to provide comments under
each rating category and under Supervisor comments,
with the exception of when the employee receives a
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“Meets the City’s High Expectations” rating in a rating
category.

All employees shall receive performance evaluations in accordance with the schedule
noted in the City's Personnel Rules and Regulations.

To provide employees an opportunity to actively participate in their annual
Performance Appraisal, all employees who receive Annual Performance Appraisals
shall be given the opportunity to complete and discuss with their immediate Supervisor
an Employee Self-Evaluation/Feedback form. All employees shall be given at least
thirty (30) days to complete the form. After the employees have completed the form,
they shall be provided the opportunity to discuss their comments with their immediate
Supervisor prior to the Supervisors completion of the Performance Appraisal.
Discussing the contents of the self-evaluation/feedback form is strictly voluntary on the
part of the employee. If the employee does not wish to participate by completing a
self-evaluation form, he/she should check the box indicating this, sign the form and
retumn the form to the Supervisor. If an employee who completes a feedback form
desires that said form be attached to his/her annual appraisal, they are to indicate this
by checking the appropriate box on the submitted feedback form.

To provide employees time to read and contemplate their Performance Appraisal, their
Supervisor shall provide the employee a copy of the Performance Appraisal at least
one (1) working day, but not more than three (3) working days, prior to discussing the
employee's performance with him/her.

As the 6-month Performance Appraisal is intended to provide feedback by the
Supervisor on the employee’s performance mid-point between annual appraisals, it is
not necessary to provide the employee with an advance copy of the Performance
Appraisal or to request that the employee complete a Self-Evaluation/Feedback form.

An employee who desires to respond to any comment(s) in either his/her annual or 6-
month Performance Appraisal shall have a maximum of five (5) working days from the
date the appraisal is administered to prepare and submit his’her written response. In
the event that an employee does not sign his/her appraisal or submit a written
response to an appraisal within five (5) working days of the date the appraisal was
discussed, the appraisal shall be processed with the notation in the employee’s
signature space “Employee Refused to Sign”. For the purpose of this Policy, a work
day shall be based on the employee’s regularly scheduled days to work.

Any dispute arising out of the content of a Performance Appraisal shall be handled by
the respective Supervisor, Department Director and, if needed, the City Manager.

Prior to discussing the Performance Appraisal with the employee, all Performance
Appraisals are to be reviewed by the respective Department Director and the Deputy
Human Resources/Risk Management Director.

An appraisal given to an employee within 15 calendar days of due date shall not be
considered as late.
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A variety of rating categories have been developed in the attached performance
appraisal documents. The narratives that describe the level of performance within
each rating category are offered as a general guideline of the behaviors that would
support such a rating. It is understood that an employee may not demonstrate all
behaviors contained within the namative. Therefore, it is incumbent on the rater to add
comments to each rating category, as required by the policy or as the rater deems
necessary, to support the rating level.

Hesperia Honors Program (Pay for Performance)

All Hesperia salary ranges shall consist of (and upon implementation be converted to)
11 (eleven) 2% (two-percent) Honors Levels or Steps. Honors Level 11 is the
maximum salary level for any given classification. As such, no additional base salary
increases are available past Honors Level 11. Movement within a salary range as the
result of the annual performance review shall be govemed as follows:

Does Not Meet Expectations: 0 steps

Meets the City’s High Expectations: 1 Honors Level
Exceeds Expectations: 2 — 4 Honors Levels
Far Exceeds Expectations: 5 — 6 Honors Levels

Please refer to the attached performance appraisal documents for categorical rating
factors. The staff member must have a majority of the rating factors in the specific
category to qualify for the Honors Level increase as noted above.

In addition, based upon Department Director recommendation and City Manager
approval, the following Hesperia Honors lump sum payments may be awarded in any
amount up to the maximum percentage allowed once in a 12-month time period for
overall outstanding job performance that advances the mission of the City. {As such,
the following percentages are the maximum award allowable in any 12-month time
period and said award can only be given once in said 12-month time period regardiess
of the percentage awarded to the employee). For determining the lump sum award,
only base annual salary will be used to calculate the award.

Up to 2% (two-percent) for General staff

Up to 3% (three-percent) for Professional/Supervisory staff

Up to 3% (three-percent) for Management staff

Up to 4% {four-percent) for Senior Management staff

(Performance lump sum awards for At-Will employees shall be govemed by the
individual employment contract with the City. For those At-Will employees without a
performance clause, the above awards shall be applicable per classification).

Appointment of all new hires/employees within the Honors Level salary range shall be
at the recommendation of the Department Director with ultimate approval by the City
Manager. Initial Honors Level placement for existing staff shall be at the Honors Level
that is closest to existing salary without any reduction in salary.
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3.00 RESPONSIBILITY ASSIGNMENTS

EMPLOYEE:

SUPERVISOR:

HUMAN RESOURCES
DEPARTMENT:

DEPARTMENT DIRECTORS:

Original Implementation Date 7/01/2004 Revised N/A

Responsible to complete self-evaluation within 30
(thirty) calendar days of receipt if they desire to
complete said form.

Responsible to read, discuss, and/or sign/respond
to all appraisals provided for in this Policy within
five (5) working days of the date the appraisal is
administered to him/her.

Responsible to prepare and conduct appraisals at
the time intervals provided for in Sections D or E of
this Policy, or more often as deemed appropriate
by the Supervisor/Department Director.

Responsible to have the respective Department
Director and the Deputy Human Resources/Risk
Management Director review all Performance
Appraisals before they are formally discussed with
the employee.

Responsible for proposing recommendations for
Hesperia Honors lump sum awards/Honors Level
salary increases and seeking Department Director
approval prior to discussing said award/salary
increase with the employee.

Responsible to inform Supervisors at least forty-five
(45) working days before a Performance Appraisal
is due.

Responsible, as requested, to assist Supervisors
with the preparation of a Performance Appraisal.

Responsible to ensure that Performance
Appraisals are completed pursuant to the
requirements of this Policy.

Responsible to review all Perfformance Appraisals
prior to the appraisal being formally discussed with
the employes.

Responsible for proposing recommendations for
Hesperia Honors lump sum awards/Honors Level
salary increases and seeking approval from the
City Manager prior to discussing said award/salary
increase with the employee.



Hesperia Honors Program ORG-15 Page 5
and Performance Appraisals

Responsible to ensure City Manager review and
approval of all Performance Appraisals that receive
a rating of “Exceeds Expectations” or “Far Exceeds
Expectations.”

Responsible to seek City Manager approval of all
new hires/employees.

DEPUTY HUMAN RESOURCES/

RISK MANAGEMENT DIRECTOR: Responsible to review all Performance Appraisals |
before they are formally discussed with an |
employee.

Responsible to have the respective Department
Director review Performance Appraisal Forms
before they are formally discussed with the
employee, as he/she deems necessary. |

Responsible to periodically review and update this

policy.
. Responsible to ensure that Performance
Appraisals are completed pursuant to the

requirements of this Policy.

CITY MANAGER: If required, responsible to review and sign
Performance Appraisals, especially those that
receive a rating of “Exceeds Expectations” or “Far
Exceeds Expectations.”

Responsible for approving or disapproving the
hiring and salary placement of new employees.

Responsible for approving or disapproving all
Hesperia Honors lump sum awards.

Original implementation Date 7/01/2004 Revised N/A




Hesperia Honors Program ORG-15 Page 6
and Performance Appraisals

. 400 EXHIBITS

1. Senior Management, Management, Professional/Supervisory Employee Performance
Appraisal Form

2. General Employee Appraisal Form

3. Employee Self-Evaluation/Feedback Form

4. Hesperia Honors Program Salary Schedule Example Matrix
Recommended for Approval:

L

Rod Foster
Deputy City Manager

APPROVED:

/él“ﬁ’f'ﬂwqu_

RoBb Quincey
City Manager

Original Implementation Date 7/01/2004 Revised N/A
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Exhibit 3

CITY OF HESPERIA
Employee Self-Evaluation/Feedback Form

EMPLOYEE NAME:

Department Name: Supervisor Name:

Form Given to Employee (Date): Returned to Supervisor (Date):
COVERS REVIEW PERIOD FROM: TO

City records indicate that your Performance Appraisal will soon be due. In an effort to better evaluate your work
performance, your feedback would be appreciated. Although NOT REQUIRED, this is an opportunity for you to
reflect on the past months and take an active role in the evaluation process. Please provide responses in a
thoughtful manner, and word your sentences as objectively as possible. If you do not wish to participate, please
indicate below and retum the form to your supervisor within two (2) working days. It is your option to dedline,
complete all, or any portion of this form. After you submit this form, the original will be retained in the supervisor's
file, and a copy will be returned to you. Thank you.

(3 1 do not wish to participate or complete a self-evaluation form.
O3 Please attach this form to my annual appraisal.

If you elect to participate, please respond to the following questions and retumn the

form to your supervisor within thirty (30) days from today.

1. What do you feel are your top job-related accomplishments since your last review
period?

2 What steps have you taken toward professional advancement since your last

review?

3. Have you contributed any ideas to improve work, safety, communications, reduce
costs, etc.?

4, In what ways and/or areas could you improve?

5. Please list three to five suggested goals for next evaluation period.

DISTRIBUTION:  Original to Supervisor
Copy to Employee




. Exhibit 4
Hesperia Honors Program

@ Salary Schedule Example Matrix
Current City Salary Schedule
Executive Secretary
A B c D E
2748 2885 3029 3181 3340
Planner
A B c D E
4059 4262 4475 4699 4934
Information Systems Manager
A B c D E
5091 5346 5613 5894 6189

Example of Proposed Hesperia Honors Program Salary Schedule
. Executive Secretary

Honors Level 1 2 3 5 s 8 7 8 g 3 1
2748 2803 2859 2916 2075 3034 3095 3157 3220 3284 3350

Planner

Honors Level 1 2 3 4 5 6 z 8 9 o 11
4059 4140 4223 4307 4394 4481 4571 4663 4756 4851 4948

Information Systems Manager

Honors Level 1 2 3 4 s 6 7 8 2 18 1n
5091 5183 5207 5403 5511 5621 5734 5848 5965 6085 6206




RESOLUTION NO. 2004-65
RESOLUTION NO. HCRA 2004-07
RESOLUTION NO. HFPD 2004-23
RESOLUTION NO. HWD 2004-14

A JOINT RESOLUTION OF THE CITY COUNCIL OF THE CITY OF HESPERIA,
CALIFORNIA, AND THE BOARDS OF THE HESPERIA COMMUNITY
REDEVELOPMENT AGENCY, THE HESPERIA FIRE PROTECTION DISTRICT

AND THE HESPERIA WATER DISTRICT APPROVING ORGANIZATIONAL

POLICY NO. ORG-15, HESPERIA HONORS PROGRAM AND
PERFORMANCE APPRAISALS

WHEREAS, the City of Hesperia and its subsidiary districts maintain that a pay for performance
system known as the Hesperia Honors System is in the best interests of the organization; and

WHEREAS, the Council/Boards have approved organizational policy No. ORG-15, Hesperia
Honors Program and Performance Appraisals; and

WHEREAS, the Council/Boards must adopt an employee salary matrix by resolution.

NOW THEREFORE, BE !T RESCLVED BY THE CITY OF HESPERIA CITY COUNCIL AS
FOLLOWS:

Section 1. That the recitals above are true and adopted as findings.
Section 2. That organizational policy No. ORG-15 is approved and adopted.

Section 3. That the employee salary matrix attached as Exhibit A is approved and
adopted.

Section 4. That the City Clerk shall certify to the passage and adoption of this resolution
and enter it into the book of original resolutions.

ADOPTED AND APPROVED this 16" day of June 2004.

< eSS

Tad Honeycutt, Mayor/Chair

ATTEST:

\ .

Vicki C. Soderquist; CMCIAAE
City Clerk/Board Secretary



STATE OF CALIFORNIA )
COUNTY OF SAN BERNARDINO )

CITY OF HESPERIA )

I, Vicki C. Soderquist, City Clerk of the City of Hesperia, California, do hereby certify that
Resolution No. 2004-65 was duly adopted by the City Council of the City of Hesperia, California
at an Adjourned Regular Meeting thereof held on the 16™ day June 2004 by the following vote
to wit:

AYES: Lindley, Nowicki, Pack, Vogler, and Honeycutt

NOES: None

ABSENT: None

ABSTAIN: None

O 0 St

Vicki C. Soderquist, CMCTAAE
Cy Clegk. " Yesp,

l, , City Clerk of the City of Hesperia,
California, do hereby certify that the foregoing Resolution No. 2004-65 is a full, true and correct
copy of that now in file in this office.

IN WITNESS WHEREOF, | have hereunto set my hand and affixed the seal of the City
of Hesperia, California, this ‘ day of 200__.

%

U, TS T v

City Clerk

Seal



CITY POSITION SUMMARIES AND SALARY RANGE TABLES
SALARY RANGE TABLE

NON-REPRESENTED FULL-TIME CITY POSITIONS
2004-05 Fiscal Year Budget (Salaries Effective July 1, 2004)

CLASSIFICATION TITLE / RANGE
GENERAL

Administrative Technician
Construction Inspector
Engineering Aide

Executive Secretary
Maintenance Crew Supervisor
Payroll Analyst

Information Systems Technician
Personnel Technician

Senior Code Enforcement Officer
Senior Community Development Technician
Senior Engineering Technician
Senior Office Assistant

PROFESSIONAL/SUPERVISORY

Administrative Analyst

Animal Control Supervisor
Assistant Engineer

Building Inspection Supervisor
Code Enforcement Supervisor
Customer Service Supervisor
Community Development Technician Supervisor
Management Analyst

Plans Examiner

Planner

Personnel Analyst

Project Manager

Secretary to the City Manager
Senior Construction Inspector

MANAGEMENT

Deputy Finance Director

Deputy HR/Risk Management Director
Human Resources/Risk Manager
Information Systems Manager
Information Systems Specialist
Principal Planner

Public information Officer

Public Works Superintendent
Senior Accountant

Senior Development Specialist
Senior Management Analyst
Senior Engineer

Senior Planner

Senior Plans Examiner

1 2 3

2617 2669 2722
3339 3408 3474
2445 2494 2544
2748 2803 2859
3681 3755 3830
3339 3406 3474
2748 2803 2859
2748 2803 2859
3339 3406 3474
2748 2803 2859
3339 3406 3474
2617 2669 2722

3339
3866
4059
3681
3681
3681
3681
4059
4059
4059
4059
4059
3181
3681

3408
3943
4140
3755
3755
3755
3755
4140
4140
4140
4140
4140
3245
3755

3474
4022
4223
3830
3830
3830
3830
4223
4223
4223
4223
4223
3310
3830

6613
6613
5091
5091
4262

6745
6745
5193
5193
4347
5091 5193
4475 4565
4475 4565 4656
4475 4565 4656
4475 4565 4656

6880
6880
5297
5297
4434
5297
4656

4475 4565 4656

5091
4475
4475

5193 5297
4565 4656
4565 4656

Page 1 of 2

4 5

2776 2832
3544 3615
2595 2647
2916 2974
3907 3985
3544 3615
2916 2974
2916 2974
3544 3615
2016 2974
3544 3615
2776 2832

3544 3615
4102 4184
4308 4334
3907 3985
3907 3985
3907 3985
3907 3985
4308 4394
4308 4394
4308 4394
4308 4394
4308 4394
3376 3444
3907 3985

7018 7158
7018 7158
5403 5511
5403 5511
4523 4614
5403 5511
4749 4844
4749 4844
4749 4844
4749 4844
4749 4844
5403 5511
4749 4844
4749 4844

& 7z

2889 2947
3687 3761
2700 2754
3034 3095
4065 4146
3687 3761
3034 3095
3034 3095
3687 3761
3034 3095
3687 3761
2889 2947

3687
4268
4482
4065
4065
4065
4065
4482
4482
4482
4482
4482
3513
4065

3761
4353
4572
4146
4146
4146
4146
4572
4572
4572
4572
4572
3583
4146

7301
7301
5621
5621
4706
5621
4941
4941
4941
4941

7447
7447
5733
5733
4800
5733
5040
5040
5040
5040

g 2

3006 3066
3836 3913
2809 2865
3157 3220
4229 4314
3836 3913
3157 3220
3157 3220
3836 3913
3157 3220
3836 3913
3006 3066

3836 3913
4440 4529
4663 4756
4229 4314
4229 4314
4229 4314
4229 4314
4663 4756
4663 4756
4663 4756
4663 4756
4663 4756
3655 3728
4229 4314

7596 7748
7596 7748
5848 5965
5848 5965
4896 4994
5848 5965
5141 5244
5141 5244
5141 5244
5141 5244

4941
5621
4941
4941

5040 5141
5733 5848
5040 5141
5040 5141

5244
5965

5244
5349

5244

Exhibit A

10

3127
3991
2922
3284
4400
3991
3284
3284
3991
3284
3991
3127

3991
4620
4851
4400
4400
4400
4400
4851
4851
4851
4851
4851
3803
4400

7903
7903
6084
6084
5094
6084
5349
5349
5349
5349
5349
6084
5349

11

3190
4071
2980
3350
4488
4071
3350
3350
4071
3350
4071
3190

4071
4712
4948
4488
4488
4488
4488
4948
4948
4948
4948
4948
3879
4488

8061
8061
6206
6206
5196
6206
5456
5456
5456
5456
5456
6206
5456
5456



CLASSIFICATION TITLE / RANGE

SENIOR MANAGEMENT

Assistant to the City Manager {Unclassified/At-
will) ’

Deputy City Manager (Unclassified/ At-Will)

City Clerk {Unclassified/At-Will)

Deputy Director of Development Services-
Community Development

Deputy Director of Development Services-
Economic Development

Director of Development Services-City Engineer
'{Unclassitied/At-Will)

Director of Management Services (Unclassified/At-
Wwill)

Exhibit A

I &8 92 18 1

(LS
N
L)
(23
Ien
»

5091 5193 5297 5403 5511 5621 5733 5848 5965 6084 6206
8039 8200 8364 8531 8702 8876 9054 9235 9420 9608 9800
5712 5826 5943 6062 6183 6307 6433 6562 6693 6827 6964
7291 7437 7586 7738 7893 8051 8212 8376 8544 8715 8889
7291 7437 7586 7738 7893 8051 8212 8376 8544 8715 8889
8441 8610 8782 8958 9137 9320 9506 9696 9890 10088 10290

8039 8200 8364 8531 8702 8876 9054 9235 9420 9608 9800
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