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LETIER TO COMMISSION 

TO: Mayor Phillip Levine and Members of the City 

FROM: Jimmy L. Morales, City Manager 

DATE : May 30, 2014 

SUBJECT: Performance Management Update 

The purpose of this Letter to the Commission (L TC) is to provide a status update of the 
City's performance management program. 

In the past concerns have been raised by the Commission regarding the City's 
performance management program, particularly regarding perceptions that employees 
were all highly rated on performance evaluations regardless of actual performance. 

In the Fall of 2013, Human Resources and Organizational Development staff deployed a 
comprehensive training program in performance management for varying levels of city 
staff, including department directors, management team members, supervisors, 
bargaining unit representatives and front line staff; training a total of 230 employees to 
date. 

A copy of the PowerPoint used in the training is provided as Attachment 1. The City's 
standard performance evaluation form, which provides a rating between 0 and 100, is 
provided in Attachment 2. 

A different performance evaluation form is used for management team employees, 
which provides a rating between 1 and 5. A copy is provided as Attachment 3. In past 
years, these forms were used without a numeric rating, but they were amended to 
include a rating scale. 

STATUS UPDATE 

The tables below provide a comparison of performance ratings for prior years as 
compared with this year to date. It is not unusual to have a minimal number of 
employees receiving a rating of less than 50, as employees who continue to perform at 
this level would typically not remain long with the City. However, having 90 to 95 percent 
of employees rating as "exceeds expectations" or "significantly exceeds expectations" as 
occurred in FY 2011/12 and FY 2012/13, appears high. 



Page 2 
Performance Management Update 

FY 2011/12 COUNT PERCENTAGE 
Below 50 4 0.29% 
50-69.99 71 5.17% 
70-89.99 722 52.62% 

90 or Above 575 41.91% 
Total Evaluations 1372 100.00% 

Average Score 85.02 

FY 2012/13 COUNT PERCENTAGE 
Below 50 4 0.26% 
50-69.99 108 6.97% 
70-89.99 791 51.07% 

90 or Above 646 41 .70% 
Total Evaluations 1549 100.00% 

Average Score 85.13 

FY 2013/14 COUNT PERCENTAGE 
Below 50 1 0.14% 
50-69.99 138 19.71% 
70-89.99 458 65.43% 

90 or Above 103 14.71 % 
Total Evaluations 700 100.00% 

Average Score 77.29 

However, the evaluations for FY 2013/14 year to date appear to be moving in a more 
appropriate direction, with 80 percent receiving those ratings, while 20 percent rated as 
meeting expectations. 

The Management Team evaluation scores for the evaluation period October 1, 2012 
through September 30, 2013 were distributed as follows: 

COUNT PERCENTAGE 
1 - 2.99 0 0% 

3.0 - 3.49 9 17.65% 
3.5 - 4.24 26 50.18% 

4.25 - 5.00 16 31.37% 

We are continuing to train employees on the importance of the performance 
management, and expect to see continued improvement in performance as a result. 
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M·iami Beach Excellence Model 

• 

Customer Input Citywide Strategic Planning 

~ Proposed Department Work Plans 1 

l 
Proposed Annual Budget and Work Plan 

t 
FINAL ANNUAL BUDGET 

FINAL CITYWIDE ANNUAL WORK PLAN 

ro;;;;;;;; J..,,_ I 
I ·Final Annual Work Plans 

I 
nual Update 

Environmental 
Scan 

-. 
I 

Feedback 

.. 
I 

Perfonnance 
Monitoring 

- j 



Be.,a.-ch 

• The community, including CMB employees, 

has a shared VISION of the best possible 

future for the City of Miami Beach 

• Our MISSION is to play a role in achieving this 
• • 

v1s1on 

• KEY INTENDED OUTCOMES are how the City 

plans to accomplish it's vision and achieve its 
• • 

m1ss1on 



y of Miami Beach 
Ian Definitions (continued) 

• KEY INTENDED OUTCOMES are how the City 
plans to accomplish it's vision and achieve its . . 
m1ss1on 

• KEY PERFORMANCE INDICATORS express the 
City's key intended outcomes in measurable 
terms 

• Department Performance Indicators support 
Citywide key performance indicators 

• INITIATIVES are activities undertaken to propel the 
performance level for key performance indicators 



1aml '.Bea·ch. Miss,1on 
Statement 

We are committed to providing excellent public 
service and safety to all who live, work and play 

in our vibrant, tropical, historic community. 



ity of Miami Beach Vision 

• Cleaner and safer 

• Beautiful and vibrant 

• Unique, urban and historic environment 

• Mature, stable, residential community with a 
well-improved infrastructure 

• Cultural, entertainment, tourism capital and an 
international center for innovation and business 

• While maximizing value to our community for the 
tax dollars paid 



Performance Measures 

1. Input 
Such as dollars spent, number of employees needed/used 

2. Output 
Number of units produced, quality, length of time it took 
to achieve results 

3. Outcome 

What was accomplished and what it took to get there 

RESIDENTS CARE ABOUT RESULTS! 



1. Input 

e-·rrormance Measure Can Be 
Made Into an Objective 

Stay within budget 

2. Output 
Operate a camp for 400 middle school children 

3. Outcome 

Reduce reported crime activity for the age group by ten 
percent as compared to the previous summer 



lmoortant to Our Citizens? 

Compliance officers Code citations issued Appearance of the City 

Law enforcement personnel Number of arrests Reduction in crime rate 

Law enforcement personnel Increased street presence Reduction in crime rate 

Employees in City government Services delivered Increase/decrease in taxes 

EMS calls received Rescue services deployed Response time 

Park employees I Greenspace/equipment Better looking environment; 
maintenance increased safety in parks 



mance Measures Must Link 
o Vision Linkage - Cleaner 

o Key Intended Outcome (KIO) - Improve Cleanliness of Miami 
Beach Rights of Way Especially in Business Areas 

o Key Performance Indicator (KPI) - Citywide Public Area Cleanliness 
Rating Index ( 1 =Extremely Clean 6=Extremely Dirty) 

o Dept/Process - %of public area cleanliness assessments for 
sidewalks scoring 2 .0 or better 

o In-Process - Average # of days sidewalks in South Beach business 
area are cleaned 

o Initiative - FYl 3: Increase pressure cleaning on Washington 
Avenue, Lincoln Road and Ocean Drive from bi-weekly to weekly 
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mance Management Process 

• The success of strategic plans are closely linked to the 
effectiveness with which people are managed 

• There's a close correlation between an organization's 
performance and involving people in goal setting, focusing on 
results and rewarding performance 



mance Management Best 
Practices 

• Goal setting 

• Feedback 

• Career development 

• Pay and reward 



Goal Setting 

• Is interactive - provides meaningful clarity, connections and 
commitments 

• Translates the organization's strategies, key success factors 
and priorities into actions that an individual can and should 
do 

• Is a cascading process where one's goals are based on the 
performance necessary to achieve the goals of the next higher 
level organizational unit 



l>Setting (continued) 

• Creates the link between what the organization needs to be 
successful and how the individual can make a meaningful 
difference 

• Individuals who participate in setting their performance goals 
usually set higher goals and perform significantly better than 
those who are told what to do and do their best 



back~ Traditional 

• A manager's assessment of an employee's performance is 
often based on subjective criteria, biased conclusions and 
inadequate information - often given to the employee long 
after the performance period is over 

• It is like giving someone the score after the game has ended 

• It is ALWAYS frustrating to get feedback when one can no 
longer have an effect on the results 



back - Best Practices 

• Works best when it is "real time," objective, provided while in 
progress and linked to goals 

• When there is actual data not filtered by judgment; provides 
information on the causes and results that are within the 
individual's control 

• Data should be combined with discussions that focus on 
factors that helped and hindered performance 

• Feedback that shows progress toward critical goals has more 
meaning than just data 



Feedback- Warning 

• Feedback alone does not necessarily improve performance 

• Needs to be associated with meaningful goals and positive 
consequences to push performance toward a higher level 



Learning 

• A learning environment is created when managers coach 
individuals to performance improvement and individual 
growth 

• Is fostered when people are encouraged to try new things -
whether they succeed or fail 



Learning (continued) 

• Little can be done to "motivate" an individual to high 
performance if what they are asked to do is outside their core 
competencies 

• The manager's role shifts from judging performance to finding 
the best fit between the organization's needs and the 
individual's talents OR 

• Sometimes you need to recognize the fit is not there and take 
action accordingly 



Le'arning- Warning 

• Learning does not take place in an environment of fear and 
judgment 

• Organizations can paralyze themselves by concentrating on 
error-free results 

• In these environments, the negative consequences of failure 
are more important than the positive consequences of 
excelling in performance 
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Rewards 

• What works best performance is to link meaningful rewards 
with the goals and feedback on performance 

• If individuals expect they wi ll be rewarded intrinsically (by 
one/sown internal criteria) and/or extrinsically (appreciation 
shown by others), then they will associate positive personal 
benefits with the work they do 



Rew a rd s (continued) 

• Need to look beyond pay raises as the primary reward mechanism, 
especially since increases are minimal in most organizations 

• Consider what people value from their work environment: 

Public recognition 

- Private appreciation 

- Greater job challenges 

- Expanded responsibilities or control over resources 

- Promotions 

- Professional development 
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Rewards -Warning 

An entitlement culture emerges when 
people lose the connection between 
their performance and the rewards they 

• receive 



se snouta pe,rformance 
management serve? 

• Improve performance effectiveness and 
results 

• Develop employees 

• Facilitate communication and information 
exchange between employees and managers 



p~rpose aoes performance 
management serve? 

• Primarily serves administrative purposes 
which include: making pay decisions; 
providing documentation for the organization 
to defend itself 

• Enables the organization to deal with poor 
performers 



:A ·:Matter of Perspective 

Performance Evaluation 
Misconceptions 

• One time annual event 

• Retrospective 

• Short Term 

• Correction Oriented 

• Completing Form 

Performance Management 

• Ongoing 

• Prospective 

• Long Term 

• Progress Steps 

• Planning/Goal Setting 



Matter of Perspective (continued) 

Performance Evaluation/ Appraisal 
Misconceptions 

• Provides a judgment 

• Retrospective and event based; 
usually occurs at designated 
intervals and is often linked to 
pay or other rewards 

• Written 

• May cause fear and other 
emotional reactions 

Feedback 
• Provides information 

• Immediate, ongoing 
activity 

• Usually verbal 

• Perceived as neutral 



y of Miami Beach Current 
Performance Evaluation Form 

Rating Standards 
2-1 points = unsatisfactory 

4-3 points - needs improvement 

7-5 points - meets expectations 

8 points - exceeds expectations 

10-9 points - significantly exceeds expectations 



Rating Criteria 

Significantly exceeds expectations 
- I • 

• Consistently exceeds performance standards 

• Goes above and beyond; does significantly more than 
anticipated or expected 

• Is an exception 

• Contributions are unique to each person 



atfng Criteria 

Exceeds expectations 

• Exceeds performance standards 

• Frequently contributes to the organization's success by 
adding significant value 

• Frequently demonstrates a comprehensive understanding of 
work; takes action to identify needs and solve problems 

• Frequently meets or surpasses measures in individual 
performance plan 

• Mostly works independently and keeps supervisor informed 
of issues 



1te·r1a 

Meets expectations 

• Meets performance standards 

• Competently performs all aspects of job function 
and meets goals 

• Capably adiusts to changing workplace needs and 
work requirements 

• Meets measures in individual performance plan 

• Needs minimal supervision and keeps supervisor 
informed of issues 



Rating Criteria 

Needs improvement 

• More often than not, fails to perform most aspects of the 
position 

• More often than not, performance levels are below agreed 
upon expectations (individual performance plan) 

• More often than not, requires guidance and superv1s1on 
when performing routine job duties 

• Temporarily responds to feedback 
performance plan for improvement, 
demonstrate sustained improvement 

and individual 
but does not 



Rating Criteria 

Unsatisfactory 

• Consistently fa Is to perform most aspects of the position 

• Performance levels are consistently below agreed upon 
expectations (individual performance plan) 

• Consistently requires guidance and supervision when 
performing routine job duties 

• Despite feedback and individual performance plan for 
improvement, performance continues to function below 
expectations consistently 



f· ... M.iami Beach Performance Evaluation 

f 

Form 

City of Miami Beach 
Performance Evaluation Form 

---- -- - - ··-- ······-······-··--····-····-···-·--

MIAMIB ACH 
1
CMB ID# 

I 
!Employee I Tit le 
,Department i-:-----------~---

i""""'"••ry Date (MM/OD/YY) I 0 O=lfiod 0 """"''"" I 
1Eviluator . 1------ Tit le 
I Evaluator 
I 
I p· 
1 nnt Name 
I JN umber of Months with Supervisor 

!Period COllered (MMIDD/YY) To ---------10 ate Review discussed with Empl oyee (UM.IDDNY) 

I I Rcvtew Type 
1 @ Annual 0 Follow Up 0 C:Gmplction of Probotkm 0 Ch~e of Supcrvi!for 0 Other 
I 
llLs_E_m_p_la_y_e_e_e_li-9-ib-le_f_o_r_a_M_e_r_it -ln-c-re-a-.s-e_? ____ -;:::1=0=. ==Y=e=s===O=No=o""r=N=.A=.=:;;1-lf_y_es_--;===O=d...A-p-pr-oved ___ Q_ Not_ A_p_.p_ro_v_ed--,.-

1 

I Department Head Signature I Date 
I 
I 



• 
I 1 Beach Performance Evaluation 

Form (continued) 

Department Head Sigrature I Date 

Step I: Establishing Expectations 
I acknowledge thal I have discuised the Performance Factors with the Employee. 

I acknowledge 1hat my Supervisor has discussed the Performance Factors with me. 

Step II: Mid-term Feedback 

Emplo~ee's performan::;e discussed at Mid-term Feedback seision 

Supervisors Initials I Date 

Employee's Initials I Date 

Step Ill: Completion of Review 

1s step should take place at the very begiming of the evaluation period 

Superv~·: tntiel: I O«c 

~ee·*~ /Date 
I --! 

1s step should take place whenever an employee 11 having difficulties or 
here is a change in priorities and performance standards 

Department Director/ACM/CM Signature I Date: .Requi-ed any ti'Tle 9111>loyee significantly exceeds e•pectat1ons -
'P•rtmlnt OirtctarlACMICM PRINT NAME 

Evaluator's Supervisor Signature I Date: 

Evaluator Signature / Date: 



!EYaluator's SupeMsor Signature I Dile: 
~ 
Evaluator's SupeNtsor PRM NAME 

I EValuat()r Signature I Date: -

I 
I 
I 
I 

;Evaluator PRINT NAME 

ormance 
Form (continued) 

h received fhis RtMew and discussed 1t with my Supervisor. (On signing this Reinew, I acknowledge having discussed 
I 

!a wrth the Evalua1or and ha¥ing received a copy. I may not necessarily agree with the conclusions.) 

I 

valuation 

Em'Ptovee Sign_ature I [)_ate:_ . _ = .., ---- -- =- ] f!!!ls little LAST mp In di• proC911 

I 
I Step IV: Appeal Process 
:Appeals must be made within Len icalendar days and are only for ratings below 5 or owerall below &l. 

[ Classified -=+ 
01 wi'.h to Appeal 0 I do not ""511 to~ 

1Employee Signature I Date 
I 
I 
I 
I 

I PMP revised August 2013 
L_ -~~~~~-~~~~ 

0 I cannot decide at this hme whether or not to appeal, howeve .• 
I have been adYised of the above requirements. 



ity ofMiami Beach Performance Evaluation 
Form (continued) 

Individual Performance Factors 

Performance Factors are to be completed and initialed by both the employee and the supervisor at the beginning of the evaluation 
oenod. 

Score Definition 

Exceeds Meets 
Significantly Exceeds Expectations Expectations Expectations Needs Improvement Unsatisfactory 

7 -
10- 9 8 5 4-3 2- 1 

Mid-term 

eedback 

Employee's Individual Performance 
Factors: on Target 

Key expectations, goals, projects, 
responsibilities Weic:iht Score Total Yes I No 

Performs assianed tasks under aeneral suoervision. Mr. Doe is competent in his job and quick to 
understand instructions and expectations. When he is uncertain, he does not hesitate to seek 

1 clarification. Once he has a full understanding of what is expected of him he can be depended upon 10 10 100 
o do his work well with little supervision. When making rounds, supervisors routinely find him on 
ask rather than taking breaks on working on something else unrelated to the original assignment. 

2 

3 



City of Miami Beach Performance Evaluation 
Form (continued) 

City Wide Performance Factors 

Performance Factors are to be completed and initialed by both the employee and the supervisor at the beginning of the evaluation period. 
' Score Definition 

Meets 
Significantly Exceeds Expectations 

Exceeds 
Expectations Expectations Needs Improvement 

7-
10- 9 8 5 4-3 

jselect the factors most appropriate to level and scope 
bt the emplovee's position. 

1 lcUSTOMER SERVICE 

2 trEAMWORK 

~
rovides effective, efficient service to external/internal customers and 

epresents the City in a positive manner. John Doe received a rating of 
0 in this performance factor because of his dedication to customer 
ervice. For example, during this rating period he went beyond the call 
f duty when a citizen left city hall without paperwork he needed. 

Understanding the urgency of the situation from the customer's 
perspective, John took it upon himself to deliver the paperwork to the 

~
tizen's home. He had other options but he chose the one the benefit 
is customer most. On a separate occasion he took it upon himself to 
rganize a customer service strategy which helped him and his co­
orkers address an unusually high number of walk-in customers in 

ecord time. 

Develops rapport with people at all levels. Establishes and maintains 
~ooperative relationship and deals with others in a factual manner. 
!Encourages continual team improvement. 

w 

10 

10 

Unsatisfactory 

2 - 1 

Mid-term 

Feedback 

on Target 

S Total Yes/ No 

10 10 



City ofMiami Beach Performance Evaluation 
Form {continued) 

City Wide Performance Factors 

Performance Factors are to be comoleted and initialed bv both the emolovee and the suoervisor at the beoinnino of the evaluation oeriod. 

6 

7 

Score Definition 

Significantly Exceeds Expectations 
Exceeds 

Expectations Meets Expectations 
7-

Needs Improvement 

10-9 8 5 4.3 

DEPENDABILITY Reliability in the job; includes meeting deadlines. 

S/L, Tardies, AWOL, LWOP) Number of sick hours I incidents used [ ]. 
While Mr. Doe is at work, he performs his job well. Unfortunately, he has 

~TTENDANCE demonstrated an inability to show up to work on time and as scheduled. 
Twice during this performance evaluation period he was suspended without 
pay due to his excessive tardiness and absenteeism. 

Unsatisfactory 

2" 1 

Mid-term 

Feedback 

on Target 

W S Total Yes I No 

9 

9 1 9 
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City of Miami Beach Performance Evaluation 
Form (continued) 

I I I Pr-ofessional D eveJopment Opportunities 

1111 .ordor '10 lYPO your COftlnlOlltG dout:.to- CllCt< ln tho bOM l>CIOW. 

II _ CareerlProf'essional Go alls : 

II. Com1petencles {knol\Nledge, si<llls , abll t t:les) needed to be developed to meet 
'these goals: 

IH. Tr:aJn•ngllEdue.at:lonf E:x:perlenc:e neede d to develop these com 1petencl es 

IV. Action P lan and TI me Table for Dev.e ·l opment Activ i ties 



1 Be·ach Pe·rformance Evaluation 
Form (continued) 

Some supervisors have understood explanations regarding 
employees who meet expectations to mean that employees may 
not receive an overall rating of 80 or above. If you have employees 
who merit high ratings, by all means reflect that on their 
performance evaluations. Just keep in mind that any individual 
rating above a 7 requires an explanation. Also remember that 
overall ratings of usignificantly exceeds expectationsn need to be 
approved by the Department Director, Assistant City Manager or 
City Manager. 



1 Be·ach Performan,ce Evaluation 
Form (continued) 

The evaluator (rater, supervisor) and the reviewer need to be in 
agreement as to what is reflected on a performance 
evaluation. Both need to sign the performance evaluation BEFORE 
it is presented to the employee. However, a reviewer cannot force 
a rater to change a rating. If agreement cannot be reached and you 
find yourselves at an impasse, the matter needs to be resolved by 
the Department Director or Assistant City Manager, whomever is 
most appropriate. 
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Planning the Review and the 
Environment 

• Plan in advance; all managerial review must 
be completed prior to meeting 

• Lay out plan for performance discussion -
collect and review notes, statistics, citations 
and performance based examples 

• Schedule sufficient time to focus on the 
• review 



Planning the Review and the Environment 
(continued) 

• No cell phones, no emails, no text messaging, 
no electronic devices, no interruptions, no 
multitasking 

• Plan for an open dialogue - opportunity to 
review performance, consider lessons learned, 
progress for period 

• Prepare to discuss the full range of issues that 
may arise during the meeting 



p g the Review and the Environment 
(continued) 

• Don't be defensive - if employee criticism is 
justified due to management failure or lack of 
resources, accept and move on 

• Handle dissent professionally - disagreement 
should be noted as a matter of record 



e· Review and the Environment 
(continued) 

• Respect the process and the individual 

• Again: No cell phones, no emails, no text 
messaging, no electronic devices, no 
interruptions, no multitasking 
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1ng the Review and the Environment 
(continued) 

Difficult evaluations 

Describe performance/behavior 

Be specific, cite observed examples, past incidents, not 
meeting goals and impact on employee, team, customer 
department, etc 

Solicit constructive employee input into performance 
measures for the following review period (this may need 
a second meeting) 

Agree upon plan and establish dates to review progress 



Goal Setting/Performance Standards 

• Define and establish specific goals/objectives for the review 
period 

• Come to an agreement on time lines of break out data for 
progress reports on goals and objective 

• Communicate changes or redirection of goals and objectives 
in a timely manner 

• Every meeting with an employee should end with you 
reminding the employee you are there to help at any time 



Goal Setting/Performance Standards 
(continued) 

• Align performance measures (goals) with the department's 
work plan 

• Establish mutually agreed to goals which add value 

• Recommend and recognize behaviors that are aligned with 
the department's work plan 

• Establish intermittent review/progress dates 

• Every meeting with an employee should end with you 
reminding the employee you are there to help at any time 



Rating Perils 

• Halo/horn effect 

• Central tendency 

• Leniency 

• Recency 

• Similarity/Like me 



Other Rating Perils 

• Make objective statements 

• Consider the totality of the employee's 
performance 

• Keep adequate records so you can use specific 
examples 

• Discuss specific performance issues and 
behaviors objectively 



Avoid Other Rating Perils (continued) 

• Keep in mind the legal impact of inflated 
performance ratings 

• Specific comments should avoid any 
connotations which are connected to: age, 
sex, marital status, religion, national origin, 
sexual orientation, disability or veteran status 



rd Other Rating Perils (continued) 

• Be mindful of personal relationships which 
may influence the ratings 

• Rating everyone "significantly exceeds 
expectations" 



Meets Expectations 

• An individual who is competently doing the 
job he or she was hired to do MEETS 
EXPECTATIONS 

• Most employees MEET EXPECTATIONS 

• Not everyone exceeds or significantly exceeds 
expectations, not even the boss 

• MEETS EXPECTATIONS - not four letter words 



legal Guidelines 

Every rater (evaluator) and reviewer 
(supervisor/manager) is responsible for ensuring 

that performance evaluations do not create a 
legal liability for the City 



legal Guidelines (continued) 

• Employees must be evaluated on factors relevant to 
their jobs 

• Employees must be informed about what is expected 
of them and the standards against which they will be 
evaluated at the beginning of the rating cycle 

• There must be a standard, well documented 
procedure for how the performance management 
will be conducted, with defined roles and 
responsibilities for employees and managers 



-·~gal Guidelines (continued) 

• Managers and employees should be trained 
on the performance management process and 
relevant skills 

• Managers should keep records to document 
examples of effective, and especially, 
ineffective employee performance to 
substantiate their evaluation ratings 



__ gal Guidelines (continued) 

• Managers shall be held accountable for discussing 
performance issues with employees and providing them with 
feedback in a timely manner during the rating cycle 

• Performance evaluations should be reviewed by a higher-level 
manager prior to presentation to the employee 

• The organization provides processes whereby employees can 
formally comment on and/or appeal their evaluations 
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Updated Policy Issues 

Each individual rating at 4 or below and at 8 or 
above requires a written explanation 

- Putting specifics in writing help the evaluator avoid biases 
in ratings 

- The human resources director has been tasked with the 
responsibility to return all performance evaluations that 
do not meet this criterion 

- Human resources staff is available to assist raters 
(evaluators) and reviewers through the process 



Updated Policy Issues (continued) 

All performance evaluations with an overall score between 90 
and 100, significantly exceeds expectations, must be signed by 
the department director and appropriate assistant city manager 

The manager must sign off on such scores for member of the 
management team 

- The human resources director has been tasked with the 
responsibility to return all performance evaluations that 
do not meet this criterion 

- Human resources staff is available to assist raters 
(evaluators) and reviewers through the process 



~ 

Reminder 

Every meeting with an employee 
should end with you reminding the 

employee you are there to help at any 
time 



Next Steps 

• Make sure there is documented set of 
expectations for every employee you 
supervise as soon as possible - signed by the 
employee 

• Close out any past due evaluations 
immediately - establish new expectations for 
the next evaluation at the same time 



City of Miami Beach 
Performance Evaluation Form 

/V\IA/V\1 BEACH 
CMB ID# 

Employee 

Department 

Anniversary Date (MM/DD/YY) 
~~~~~~~~ 

Evaluator 

Evaluator 

Print Name 

Number of Months with Supervisor 

Period Covered (MM/DD/YY) 

Date Review discussed with Employee (MM/DDIYY) 

To 

Title 

Oclassifled 

Title 

Review Type--------------------------~ 

@ Annual 0 Follow Up 0 Completion of Probation 0 Change of Supervisor 0 Other 

0 Undassified 

Is employee eligible for a merit increase ? I 0 Yes @ NoorN.A. If yes 0 Approved 0 Not Approved 

Department Head Signature I Date 

Department Head Print Name 

Step I: Establishing Expectations 
I acknowledge that I have discussed the Performance Factors with the Employee. 

I acknowledge that my Supervisor has discussed the Performance Factors with me. 

Step II: Mid-term Feedback 

Employee's performance discussed at Mid-term Feedback session. 

Supervisor's Initials I Date 

Employee's Initials I Date 

Department Director/ACM/CM Signature I Date: 

Department Director/ACM/CM PRINT NAME 

Evaluator's Supervisor Signature I Date: 

Evaluator's Supervisor PRINT NAME 

Evaluator Signature I Date: 

Evaluator PRINT NAME 

Step Ill: Completion of Review 

Superviso~s Initials I Date 

I received this Review and discussed it with my Supervisor. (On signing this Review, I acknowledge having discussed 

it with the Evaluator and having received a copy. I may not necessarily agree with the conclusions.) 

ATTACHMENT 2 

m yee Signature I Date: I• Is the LAST step In the P.roceSS 

Step IV: Appeal Process 
Appeals must be made within ten calendar days and are only for ratings below 5 or overall below 50; applies to classified service employees only. 

Classified 

0 I wish to Appeal D I do not wish to appeal 

Employee Signature I Date 

PMP revised August 2013 

O I cannot decide at this time whether or not to appeal , however, 
I have been advised of the above requirements. 



Individual Performance Factors 

Performance Factors are to be completed and initialed by both the employee and the supervisor at the beginning of the evaluation period. 

Score Definition 

SignificanUy Exceeds Expectations Exceeds Expectations Meets Expectations Needs Improvement Unsatisfactory 
10-9 8 7 -5 4 -3 2-1 

Mid-term 

Feedback 

Employee's Individual Performance Factors: on Target 

Kev expectations, aoals, projects, responsibilities Weight Score Total Yes I No 

1 

2 

3 

4 

5 

I Totals: 

llndividual Overall Score: i I 
Overall Score 

SignificanUy Exceeds Expectations Exceeds Expectations Meets Expectations Needs Improvement Unsatisfactory 

100 -90 89.9 - 80 79 9 - 50 49 9- 30 29.9- 1 



City Wide Performance Factors 

Performance Factors are to be completed and initialed by both the employee and the supervisor at the beginning of the evaluation period . 

Score Definition 

Significantly Exceeds Expectations Exceeds Expectations Meets Expectations Needs Improvement Unsatisfactory 

10 - 9 8 7-5 4- 3 2-1 

Mid-term 

Feedback 

Select the factors most appropriate to level and scope on Target 

of the employee's position. w s Total Yes I No 

"' 10 0::: 1 CUSTOMER SERVICE 
Provides effective, efficient service to external/internal customers and 

0 represents the City in a positive manner. 
I-
0 
< Develops rapport with people at all levels. Establishes and maintains 10 
LL 2 TEAMWORK cooperative relationship and deals with others in a factual manner. Encourages 

w 
continual team improvement. 

~ w 3 PRODUCTIVITY Produces quality work in a timely manner. 10 
>-

~ 
0 Possesses knowledge required to accompl ish job duties. Understands job via 9 ...I 
a.. 4 JOB KNOWLEDGE experience, education, training or observation . Strives to learn and adapt to 

< ::!! changes and new methods. u. w 
5 COMMUNICATIONS Communicates clearly (written or oral) . Keeps supervisor informed. 9 

6 DEPENDABILITY Reliability in the job; includes meeting deadlines. 9 

~ 7 ATTENDANCE (S/L, tardies, AWOL, LWOP) Number of sick hours/incidents used [ ]. 9 

8 SAFETY Complies with rules of safety on the job. 9 - I-
~ 9 PROBLEM SOLVING Identifies key issues and analyzes appropriate alternatives. 9 

~ 
10 DECISION MAKING Uses good judgement when developing and evaluating alternatives. 9 

~ 11 INNOVATION Offers creative suggestions, develops new & unique approaches to service. 9 

i 12 TIME MANAGEMENT Uses available time efficiently and displays appropriate sense of urgency. 9 - 13 DIVERSITY LEADERSHIP Supports hiring, promoting and maintaining a diverse workforce. 10 

14 TEAM BUILDING 
Encourages internal and cross functional teamwork. Emphasizes cooperation 10 

<ll among employees. 
> Provides information, training & authority. Empowers employees to make 10 l 15 EMPOWERING 

decisions. 

16 MANAGEMENT OF INNOVATION Creates a climate where employees are comfortable expressing ideas. 10 
w Provides employees with accurate and timely feedback. Works with employees 10 17 EMPLOYEE DEVELOPMENT 

to establish development plans for professional growth. oa 
18 COACHING I COUNSELING Supports and assists employees with action plans for problem performance. 10 

~ 19 APPRAISING 
Evaluates employee's performance and discusses in a constructive way. 10 
Number of employee evaluations completed this period [ J due [ ]. 

c: Plans ahead , schedules work, sets realistic goals, and anticipates and prepares 9 
~ 20 PLANNING I ORGANIZING 

for assignments . Sets logical priorities. 

21 MANAGEMENT OF SAFETY 
Promotes good safety habits. Trains & ensures employees use safety 9 

... procedures . 

j 22 PERSUASIVENESS 
Conveys ideas in a convincing way & gains support from others . Communicates 9 
clearly in writing and orally. 

23 ECONOMIC MANAGEMENT 
Develops realistic forecasts & budgets. Effectively utilizes resources. Meets 9 
forecast & budget objectives . Is responsive to business conditions. 

24 STRATEGIC MANAGEMENT Makes decisions & operates with attention to long range strategic direction. 9 

25 
PROFESSIONAL I TECHN ICAL Has a clear understanding of current practices , materials, concepts and 10 
EXPERTISE knowledge of relevant fields . - I Totals: 

ICity Wide Overall Score: 

Overall Score 
Significantly Exceeds Expectations Exceeds Expectations Meets Expectations Needs Improvement Unsatisfactory 

100 - 90 89 9 - 80 79 .9 - 50 49 9 - 30 299-1 



Performance Summary 

In order to type your comments double-Click in the box below. Type all text within the box in the blue area. 



Professional Development Opportunities 

In order to type your comments double-Click in the box below. Tvpe all text within the box in the blue area. 

I. Career/Professional Goals: 

II. Competencies (knowledge, skills, abilities) needed to be developed to meet 
these goals: 

Ill. Training/Education/Experience needed to develop these competencies 

IV. Action Plan and Time Table for Development Activities 



.. Calculations 

Individual Performance Total City Wide Performance Total Total - + - = 
**The total is only divided by 2 when both Individual Performance Factors and City Wide Performance Factors are scored. 

100-90 
Significantly Exceeds Expectations 

Performance Rating Scale 
89.9-80 

Exceeds Expectations 

79.9- 50 
Meets Expectations 

Employee Comments 

49.9-30 
Needs Improvement 

Employees may write a response to the evaluation in the space below or attach a separate page. 
This response must by signed and dated by the employee. 

Employee Signature/Date 

Final 
Score 

12** =-
29.9 -1 

Unsatisfactory 



MIAMI BEACH 

Employee Information 

Employee Name 

Job Title 

Completed By 

Job Title 

Section 1: Performance On Established Objectives 

ATTACHMENT 3 

Management Team Individual Performance Plan 
Evaluation Form 

Employee ID: 

Period Covered: 

DepartmenUDivision: 

Type of Review: D Annual D Mid-Year 

Objectives, weights and performance standards are developed with the employee at the beginning of the review period. At the time 
of annual review, please consider all factors that could have affected the outcome, as well the level of effort made to achieve stated 
objectives. Objectives should focus on outcomes and stem from departmental business plans and budget priorities. At the end of 
each review period, future performance objectives should be mutually developed and agreed upon between the employee and the 
supervisor for the next review period. 
1. Unsatisfactory 
2 . Needs Improvement 
3. Meets Ex ectation 

4 . 
5. 

Exceeds Expectations 
Significantly Exceeds Expectations 

List objectives and performance standards below, and enter the assigned weights (%) 
in Column I. Ensure total weights add to 100%. 

Performance Standards: 

Status: 

Weighted 
Rating= 

*R 



Management Team Individual Performance Plan Evaluation Form 

Performance Standards: 

Status: 

Performance Standards: 

Status: 

Performance Standards: 

Status: 

Page 2 of 8 



Management Team Individual Performance Plan Evaluation Form 

Performance Standards: 

Status: 

Performance Standards: 

Status: 

Performance Standards: 

Status: 

Page 3 of 8 



Management Team Individual Performance Plan Evaluation Form 

Performance Standards: 

Status: 

Performance Standards: 

Status: 

Objective 10 

Performance Standards: 

Status: 

Sum of 
Performance Objective Total Rating: Weighted 

Ratings 

Page 4 of 8 



Management Team Individual Performance Plan Evaluation Form 

Section 2: Management/Professional Performance Dimensions 

1. Unsatisfactory 
2. Needs Improvement 
3. Meets Expectation 

4. Exceeds Expectations 
5. Significantly Exceeds Expectations 

Performance Dimensions 

Innovation, Creativity , Strategic Vision 

Performance 
Rating (1-5) 

Develops innovative and creative solutions to issues consistent with the City's strategic vision of "Delivering Excellence." 
Demonstrates proactive, forward-thinking approaches in determining business objectives and direction. Frequently assesses 
the business and environmental trends and changes in stakeholder preferences to develop strategic initiatives to improve 
service delivery. 

Supporting Narrative 

Customer Service Focus 
I 

Promotes and instills a courteous, yet effective, customer service approach in all areas of operation and responds 
expeditiously to service issues in a manner that provides value to customers. Anticipates both external and internal customer 
service needs and empowers staff to develop and implement sound , innovative approaches to service delivery. 

Supporting Narrative 

Management Skills and Leadership 

Develops sound business plans and operating procedures. Demonstrates effective task priority setting skills; exercises good 
judgment; applies solid problem-solving skills; delegates authority and empowers staff and takes appropriate action to resolve 
issues and to eliminate non-value added tasks. Demonstrates a high level of professionalism, managerial and technical job 
knowledge and applies best practices . Produces clear, accurate and well-developed work products, meets established 
deadlines and complete projects on schedule; demonstrates prudent fiscal and resource management skills. 

Clearly communicates (written and verbally) to citizens , organizations and elected officials . Promotes ethical behavior and 
holds individuals at all levels, including external stakeholders to high ethical standards. Demonstrates courage, both in 
decision-making and executing job responsibilities. Demonstrates a capacity and willingness to assume additional 
responsibilities , establishes meaningful and challenging departmental objectives, monitors departmental productivity 
effectiveness, provides appropriate feedback and promotes continuous improvement. 

Page 5 of 8 



' 

Management Team Individual Performance Plan Evaluation Form 

Supporting Narrative 

Employee Development and Self-Development 

Empowers and motivates employees, and encourages a high performance work environment. Develops and implements 
workforce planning strategies to include succession planning , mentoring and organizational design that best align with the 
department's present goals and objectives and anticipated future needs. Develops, empowers, trains, and motivates 
employees to improve competencies and professional knowledge to manage increasingly complex responsibilities. 

Develops personal competence, skills and abilities to remain current in the industry/service area and acquires additional skills 
necessary to improve job performance and to assist subordinates in solving problems and addressing leadership. 

Supporting Narrative 

Teamwork and Interdepartmental Teamwork 

Fosters a team approach , encourages and accepts input from others, is accessible to employees and promotes effective 
employee communication within and across departments and business units. Makes interdepartmental teamwork a priority 
and promotes a work environment in which employees strive to develop and maintain effective and routine interdepartmental 
cooperation . Maintains professional and positive relationships with supervisors, peers, subordinates and works effectively with 
others to achieve City goals. 

Supporting Narrative 

Personnel Management 

Creates and maintains a productive work environment, recognizes high achievers as appropriate, takes disciplinary action 
when needed. Communicates performance standards in advance and provides employees with timely, accurate and detailed 
performance evaluations. 

Supporting Narrative 

SUM: 

Average Rating: 

Page 6 of 8 



Management Team Individual Performance Plan Evaluation Form 

Section 3: Overall Performance Rating 

-Section 1: Performance Objectives 

Section 2: Management/Professional Performance Dimensions 

OVERALL RATING 

Section 4 : Comments 

Page 7 of 8 



Management Team Individual Performance Plan Evaluation Form 

Statement of Commitment 
The objectives and performance standards have been discussed and agreed to for this rating period. 

Initial Goals and Ob"ectives Settin 

Appraiser's Signature Reviewer's Signature Employee's Signature 

Print Name Print Name Print Name 

Date Date Date 

Mid-Year Review 

Appraiser's Signature Reviewer's Signature Employee's Signature 

Print Name Print Name Print Name 

Date Date Date 

Annual Year Review 

Appraiser's Signature Reviewer's Signature Employee's Signature 

Print Name Print Name Print Name 

Date Date Date 

Page 8 of 8 


