I.
Introduction

Performance Management Partnership (PMP) is a management method adopted by the Metropolitan Washington Airports Authority to connect employees' ongoing activities to the Authority's annual performance goals. It does so through a three-phase process of planning, management and evaluation that requires each employee to contribute to his/her work group goals by performing assigned functions consistent with Performance Factors. A performance reward is linked to the level of performance.

Performance management is a continuous 12-month process. During the planning phase, from December 1 through December 31, the performance management focus is on establishing work group goals and selecting individual performance factors. From January 1 through November 30, the performance management focus shifts to coaching, assessing, reinforcing and refining work group performance and individual behavior. Near the end of each performance period, from November 1 through November 30, emphasis is on the year-end evaluation of work group performance and individual behavior.

During the evaluation phase, one of three ratings (Far Exceeded/Achieved/Did Not Achieve) is assigned to each work group and shared by each employee in the group. In addition, each employee receives one of three ratings (Far Exceeded/Achieved/Did Not Achieve) for compliance with the individual behavioral standard formed by selected performance factors. These two ratings are combined to form the employee's overall performance rating that determines the performance reward level.

II.
Performance Management Partnership

The PMP occurs in three phases during the performance period:

	Phase One:  Planning


· Managers and employees develop and discuss work group goals and performance measures. 

· Managers and employees are expected to reach consensus on performance factors that define a standard of behavior for each employee. When there is no consensus, the supervisor retains the right to select the performance factors. Employees may select additional factors at their discretion if a supervisor's final selected factor(s) are less than four. However, in no case can the total Additional Performance Factors exceed four.

	Phase Two:  Managing


· Managers coach performance, reinforce positive behavior and communicate with employees regarding progress toward goals.

· Managers and employees collect and discuss supporting data throughout the performance period.

	Phase Three:  Evaluating


· Managers conduct mid-year reviews and determine whether progress is being made as planned.

· Managers conduct year-end evaluations after employees conduct self-evaluations.

The PMP requires documentation of performance goals, performance factors used to establish individual performance standards, mid-year reviews and year-end performance evaluations. PMP requires supervisors and employees to discuss progress toward goals, and to document achievements and significant events. To help meet these requirements, the form in Appendix A has been adopted for the PMP.

III.
Performance Management Partnership Overview

A. 
Work Group Goals and Measures

Following are the Authority Goals:

· Have a strong customer service focus

· Attract, motivate and retain a high quality, diverse workforce

· Provide quality facilities for our customers 
· Maintain financial strength

· Integrate with the world around us

· Keep the Authority aligned with the changing aviation industry 
· Reflect the diversity of the region in Authority contracting programs
As well, the Authority has developed a set of Strategic Initiatives that guide offices in setting priorities and allocating resources.  The Strategic Initiatives include:

•
Safety, Security, and Risk Reduction

•
Financial Strength, Efficiency, and Accountability

•
Competitive Airline Rates and Charges

•
Fair Marketplace

•
Incorporation of Industry Changes 
Based on the Authority’s Goals and the Strategic Initiatives, the Vice President for Public Safety establishes goals that create performance expectations for the Office of Public Safety.  These goals are approved by the President and Chief Executive Officer and the Executive Vice President and Chief Operating Officer.  

The Chief of Police and employee representatives selected by the Union will collaboratively develop recommendations on work group structures for the Vice President's review. The Vice President shall make the final determination on all work groups under his/her supervision. The work groups shall establish and work toward annual goals approved by the Chief of Police.  Management and the Union will collaboratively develop work group goals and measures that are derived from the Police Department goals and measures.  Performance planning should begin in November with a review of the work group goals from the previous year, and continue as the Office of Public Safety and Police Department goals and measures are established, finalized and provided to work group members.
To convey performance expectations, work groups must develop performance goals and related measures. Work group goals are statements that describe what a work group expects to achieve. Each goal should be accompanied by a measure, a statement that describes the level of achievement required for success. The employees who are expected to achieve these goals and measures should provide input to them. Effective measures are:

Specific

Measurable in terms of quantity, quality, cost, savings, etc.

Aligned to the goals of the higher work group

Realistic

Time-oriented.

B.  
Performance Factors

Performance factors describe how employees perform job responsibilities and contribute to attaining work group goals, and have significant impact on the ultimate success of the work group.  All employees are evaluated on the following five shared performance factors:  

· Authority Commitment
· Customer Service

· Valuing Diversity

· Job Expertise/Quality Work

· Safety, Security & Risk Reduction
Supervisory employees will also be evaluated on the following three shared supervisory 

performance factors.  

· Process & Technology Integration
· Workplace Planning 

· Coaching & Leadership 
Employees may select two to four of the following additional performance factors.  

· Attention to Detail

· Initiative

· Open Communication

· Planning & Organizing

· Professional Maturity

· Teamwork & Cooperation

To construct an individual performance standard, individuals with supervisory or managerial responsibilities follow a three-step process:

1. Select each of the five Shared Performance Factors

2. Add the three Shared Supervisory Performance Factors

3. Select two to four Additional Performance Factors.

Non-supervisory employees omit step two. The selection of Performance Factors is described further in Part II under Phase One: Planning.

When constructing an individual performance standard, the employee and supervisor seek to agree on factors that will enhance the employee's ability to contribute to attaining work group goals in an optimal manner. When there is no consensus, the supervisor makes the final determination of performance factors. If the supervisor selects fewer than four Additional Performance Factors, the employee may select an Additional Performance Factor or Factors. Behavioral indicators for each factor are described in the Performance Factors Dictionary which follows in Appendix A. Behavioral indicators are examples of how an employee demonstrates the factors. Employees are not required to perform all of the behavioral indicators to receive an Achieved or Far Exceeded rating for that factor. Union officials performing activities as the exclusive employee representatives will not be penalized in their group or individual ratings for performing union duties.

C. Key Activities During the Performance Year 


[image: image1]
IV. 
Evaluating Performance.

A.
Individual Performance 


Performance factors will be consistent with the duties and responsibilities covered in the employee’s job description.  Performance factors will permit the evaluation of job performance on the basis of observable criteria related to the employee’s job.  Performance factors will be described in objective, job-related terms.  Performance factors will include only those aspects of work over which an employee has control.  Supervisors will consider unforeseen circumstances beyond the employee’s control as mitigating factors.


Evaluations shall be based solely on performance during the performance year or that part of the performance year that the employee has worked.  Employees will not be evaluated on performance factors that were not disclosed to the employee at the beginning of the rating year or at the time of substantial job change.


Whenever a work group goal involves a time period for an action that requires the cooperation of multiple employees, supervisors will document the separate contributions of each employee.  


The evaluating supervisor (the current supervisor) shall assign an overall rating to each employee under his/her supervision in November of the performance year by completing the PMP form. The overall rating shall be Did Not Achieve, Achieved, or Far Exceeded.
a. When an employee regularly works for two or more supervisors at the same time, or has had multiple supervisors during the performance year, the Employer shall designate one of them as the evaluating supervisor.  The evaluating supervisor shall obtain input from the other supervisor(s) and from the next higher level supervisor (reviewer).  

b. The evaluating supervisor will normally be from within the same unit or section as the employee.  A separating supervisor (i.e., retirement, resignation) shall provide input and documentation on the performance of all employees under his/her supervision to the reviewing supervisor.

c. If the Employer determines that an employee’s current supervisor should not conduct the year-end evaluation (i.e., supervisor’s extended absence, short time as supervisor), the reviewer shall complete the year-end evaluation.  

d. A supervisor should not evaluate an employee until he/she has received PMP training.


Normally, the employee will be notified of any performance deficiency.  Any delay in disclosure will be considered, along with other relevant factors, in determining the impact of the deficiency on the performance rating.


Supervisors will conduct one mid-year performance review and one year-end performance evaluation meeting with each employee.  Additional performance reviews may be conducted at the request of the employee or as the supervisor deems appropriate.  The supervisor must discuss the overall performance rating in person with the employee.  


Employees should submit job performance information or documentation that they want the supervisor to consider in evaluating the employee’s performance.  


Employees will sign and date mid-year performance reviews and year-end evaluations.  The employee’s signature indicates that the employee has had an opportunity to review the performance review and evaluation and discuss them with the supervisor.  The employee’s signature does not indicate the employee’s agreement with the performance review or evaluation or with the overall rating and does not limit the employee’s right to appeal.

B.  
Work Group Performance


Performance measures will permit the evaluation of work group performance on the basis of observable criteria and will be described in objective, job-related terms. Performance measures will include only those aspects of work over which the work group has control.  Supervisors will consider unforeseen circumstances beyond the work group’s control as mitigating factors.


Work group evaluations shall be based solely on work group performance during the performance year.  Work groups will not be evaluated on performance measures that were not disclosed to the work group at the beginning of the rating year or at the time of substantial change.


The evaluating supervisor shall assign an overall rating to each work group in November of the performance year.  The overall rating shall be Did Not Achieve, Achieved, or Far Exceeded.

The overall evaluation rating assigned to each work group shall be assigned to each employee in the group.

When a work group has had multiple supervisors during the performance year, the Employer shall designate one of them as the evaluating supervisor.  The evaluating supervisor shall obtain input from the other supervisor(s) and from the next higher level supervisor (reviewer).  A separating supervisor (i.e., retirement, resignation) shall provide input and documentation on the performance of the work group under his/her supervision to the reviewing supervisor.

If the Employer determines that a work group’s current supervisor should not conduct the year-end evaluation (i.e., supervisor’s extended absence, short time as supervisor), the reviewer shall complete the year-end evaluation.  


Normally, the work group will be notified of any performance deficiency.  Any delay in disclosure will be considered, along with other relevant factors, in determining the impact of the deficiency on the work group’s performance rating.


Supervisors will conduct one mid-year work group performance review and one year-end work group performance evaluation with each member of the work group during their individual mid-year review and year-end evaluation. 


Work group employees should submit job performance information or documentation that they want considered in evaluating work group performance.  


The evaluating supervisor must discuss the overall performance rating with the work group.  This may be accomplished in a group(s) or with individual employees during their review or evaluation.

If a majority of the members of a work group disagree with the work group’s mid-year performance progress review, the work group may request a meeting with the reviewer, within 14 days of the review.  The work group will select up to three employees to represent the work group.  The reviewer will meet with the work group representative(s), the evaluating supervisor, and, at the work group’s request, a Union representative to discuss the review.  The reviewer will document the meeting and provide a copy to the work group representatives, the evaluating supervisor, and, if applicable, the Union representative.  


C.      General Conditions


Supervisors are expected to informally counsel and coach work groups and individuals on performance and provide feedback (positive or negative) on an ongoing basis.  


Supervisors are strongly encouraged to recognize positive work group and employee performance and accomplishments, during the performance year, through the Authority Awards Program or other appropriate programs.


Supervisors will notify work groups and employees of the date of their mid-year performance reviews and year-end performance evaluations.  The reviews and evaluations may be delayed for operational and other compelling reasons.  Work groups and employees will be notified of the revised schedule.


Supervisors will maintain documentation to support performance ratings. Employees will have access to records that relate to their work group and individual performance.  Supervisors will not be arbitrarily limited to a set number of performance ratings at specific levels. 

D. 
Performance Ratings

Each employee receives two performance ratings that are combined to form the overall evaluation rating. One rating will be assigned to each work group and communicated to each work group employee. Another rating is assigned to each employee based on individual performance. The ratings are described below.

Ratings for Work Group Measures

	Rating
	For Each Measure
	For Overall Measures Rating

	FAR
	Actual results are significantly
	Work group performance is rated "Far

	EXCEEDED
	above the stated measure.
	Exceeded" for more than half of all

	
	
	measures and no measure receives a "Did

	
	
	Not Achieve" rating.

	ACHIEVED
	Actual results are equal to or
	Work group performance is rated

	
	slightly above the stated
	"Achieved" or higher for at least half of

	
	Measure.
	all measures and no more than one

	
	
	measure receives a "Did Not Achieve"

	
	
	rating.

	DID NOT
	Actual results are below the
	Work group performance is rated

	ACHIEVE
	stated measure.
	"Achieved" or higher for less than half of

	
	
	all measures or two or more measures are

	
	
	rated "Did Not Achieve."


Ratings for Performance Factors

	Rating
	For Each Factor
	For Overall Performance Factor Rating

	FAR
	Employee consistently
	Employee performance is rated "Far

	EXCEEDED
	demonstrated a pattern of
	Exceeded" for more than half of all

	
	Behavior that went significantly
	factors and no factor receives a "Did Not

	
	beyond appropriate indicators
	Achieve" rating.

	ACHIEVED
	Employee consistently
	Employee performance is rated

	
	demonstrated a pattern of
	"Achieved" or higher for at least half of

	
	Behavior that clearly displayed
	all factors and no more than one factor

	
	appropriate indicators.
	receives a "Did Not Achieve" rating.

	DID NOT
	Employee did not consistently
	Employee performance is rated

	ACHIEVE
	demonstrate behavior that
	"Achieved" or higher for less than half of

	
	displayed appropriate
	all factors, or two or more factors are

	
	Indicators.
	rated "Did Not Achieve".


There are nine possible overall performance ratings are shown in the table below​.

Overall Evaluation Ratings Work Group/Individual

	Far Exceeded Measures

&

Far Exceeded Factors
	Achieved Measures

&
Far Exceeded Factors
	Did Not Achieve Measures

&

Far Exceeded Factors

	Far Exceeded Measures

&

Achieved Factors
	Achieved Measures

&
Achieved Factors
	Did Not Achieve Measures

&

Achieved Factors

	Far Exceeded Measures

&

Did Not Achieve Factor
	Achieved Measures

&
Did Not Achieve Factors
	Did Not Achieve Measures

&

Did Not Achieve Factors


E.  
Responsibilities of Key Participants

The PMP places responsibilities on Authority employees, supervisors, and the Human Resources Office as described below.

Authority employees are strongly encouraged to:

· Contribute to establishing work group goals and performance measures.

· Collaborate with supervisors to select performance factors that contribute to attaining work group goals.

· Document contributions to work group goals and activities or events that demonstrate meeting the standard established by selected performance factors.

Authority supervisors are required to:

· Involve employees responsible for achieving work group goals in the process of establishing the goals and determining appropriate performance measures.

· Collaborate with employees to select performance factors that create a standard of performance that enhances each employee's ability to contribute to work group goals.

· Provide guidance, communication, feedback and reinforcement to employees that facilitate contributions to work group goals in a manner consistent with selected factors.

· Observe and document the contributions and performance of employees and performance of work groups under their supervision.

· Conduct year-end performance evaluations of employees under their supervision and discuss the results with each employee.

Second Level Supervisors who serve as reviewers are required to:

· Consult with supervisors and employee representatives during the planning phase of performance management to enhance the selection of performance factors, work group goals, and performance measures that facilitate participation by all employees in efforts to achieve work group goals.

· Consult with supervisors during the managing phase of performance management to encourage direct observation of employee behavior and work group performance and assist with the design/implementation of systems to monitor work group progress toward goals.

· Consult with employees and employee representatives during the managing phase of performance management to determine whether the supervisor is providing effective coaching to achieve the work group goals.

· Review mid-year reviews and year-end performance evaluation ratings to ensure that evaluators documented conclusions and conducted reviews and evaluations in a manner consistent with requirements of the PMP.

The Office of Human Resources is required to:

· Provide training and assistance to promote understanding, acceptance and compliance with requirements of the PMP.

· Administer the PMP in a timely manner, consistent with program guidelines.

· Offer support services to assist managers, supervisors and employees to achieve performance goals.

Union Rights and Responsibilities

· The Union agrees to provide feedback to the Employer and recommend changes that will enhance the PMP.
· The Union retains all rights identified by the Negotiated Agreement.  Any changes to the PMP for bargaining unit employees are subject to the provisions of the Negotiated Agreement.
· The Union retains the right to file a grievance, in accordance with the Negotiated Agreement, over claimed violations, misinterpretations, or misapplications of this PMP agreement.  Appeals of overall performance ratings will be filed in accordance the Appeals Section of this PMP agreement.

V.  
Performance Rating Appeals

A.  
Individual Performance Rating Appeals

Only year-end overall evaluation ratings are subject to appeal. Subrating levels 1 and 2 for the Achieved/Achieved rating are also subject to appeal.  Following the mid-year review, the employee may submit a written statement regarding his/her performance within 10 workdays. The statement shall be attached to the mid-year review and included in the performance documentation.

Any employee who disagrees with his/her overall performance factor year-end rating may appeal the rating in the following manner. All required time frames may be extended by mutual agreement of the Parties.

Step 1 - Within 7 workdays of receipt of the rating, an employee and/or their Union representative may direct a written appeal to the Chief of Police through the Station or Bureau Major, who will immediately forward the appeal to the Chief of Police. The Chief of Police shall render a final written decision to the employee stating the reasons for the decision within 7 workdays of receipt.

Step 2 - For any employee receiving an overall performance factor rating of "Did Not Achieve" after Step 1, the Union may request arbitration on the employee's overall performance factor rating. The arbitration shall be conducted in accordance with the negotiated agreement.

B. 
Work Group Performance Rating Appeals

The mid-year work group performance review is not subject to appeal. The supervisor or an employee representative selected by the work group may attach a written statement to the mid-year review within 10 workdays of the mid-year review. The statement will be considered as performance documentation in the year-end evaluation.

Any supervisor (or a representative of the work group) who disagrees with an overall year-end evaluation rating assigned to the work group under his/her supervision, may appeal the rating after the end of the performance phase (November 30).  If a majority of the employees in a work group disagree with the overall evaluation assigned to the work group, the supervisor or a work group representative shall appeal the rating in the following manner. All required time frames may be extended by mutual agreement of the Parties.

Step 1 No later than 7 calendar days of receipt of the evaluation, the work group supervisor and/or a representative of the work group may direct a written appeal to the Chief of Police describing why the work group disagrees with its performance rating.  The Chief of Police will meet with up to three representatives of the work group, and, at the work group’s request, a Union representative to discuss the appeal.  The Chief of Police will issue a written decision to the representatives of the work group and the Union president or designee within 7 calendar days of the meeting.  

Step 2  If the appeal is not settled at Step 1, the Union President or designee may request an appeal panel to consider the work group’s rating.  The Union President shall notify the Vice President for Public Safety in writing within 7 calendar days of receipt of the Step 1 decision.  The Vice President may intervene to resolve the appeal prior to the panel convening.  A single three-member panel shall be established if one or more work group appeals are filed.  The panel shall consist of one non-bargaining unit Police Department employee chosen by the Employer, one bargaining unit employee chosen by the Union, and one employee of the Office of Human Resources at the level of specialist or higher jointly selected by the Employer and the Union.  Union representatives and supervisors who had a role in evaluating the work group or in the performance appeal are excluded from being panel members.

The Union and the Employer will each submit the names of two Human Resource professionals from the Office of Human Resources who have agreed to serve on the panel.  With alternating strikes, the Union and the Employer will select the panel member.  The initial strike will be determined by a coin toss.  The Vice President for Human Resources, Labor Relations staff, and any person with a family or an off-duty employment relationship with a member of the work group are excluded from being panel members.

The panel shall meet to consider the work group appeal as soon as possible. The Union and the Employer may present evidence and testimony in support of their positions.  The panel shall render a decision, in writing, to the parties within 2 days of the meeting.  The appeal panel’s decision will be final, unless contrary to law. 

C. 
General Conditions, Appeals


If an appeal is pending at the time that annual pay adjustments are made, the employee’s pay adjustment will be based on the initial rating.  The employee’s pay will be adjusted retroactively if the employee’s appeal is subsequently upheld and the employee qualifies for a revised pay adjustment.


If the Employer or appeals panel convenes a meeting for the purpose of examining an appeal, off-duty witnesses will be placed on official time.  On-duty witnesses may present their evidence on duty time.  At each step of the appeal process, the employee and/or Union may call witnesses who have relevant information that should be considered.  The number of on-duty witnesses called at any one time shall be limited to the number who can be spared from their duties without undue interference to the mission of the Police Department.


The Employer shall, upon request, provide the employee or his/her Union representative with necessary information from official records to aid in determining the appeal, insofar as possible, without violating laws or regulations, and if the request is reasonable and timely.  Reasonable time during working hours will be allowed for employees and their Union representatives to prepare and present appeals, including attendance at meetings with the Employer representatives and before the appeal panel.  


All time limits may be extended by mutual consent of the Parties. 


An employee has the right, on his/her own behalf, to present and process an individual performance rating appeal through Step 1.  The Union shall be provided with a copy of the employee’s written appeal and the Employer’s written decision(s).


If representatives of a work group file a work group performance rating appeal, and the work group consists of bargaining unit members, the Union shall be notified and shall be permitted to represent the interests of bargaining unit members during all steps of the appeal.


The Union retains the right to file a grievance, in accordance with the Negotiated Agreement, over misapplications of the appeals process, but cannot grieve individual or work group performance ratings.  

If an adverse individual or work group performance rating is appealed under this agreement, any adverse action based on the performance rating will be held in abeyance pending final resolution of the rating appeal.

The provisions of the Collective Bargaining Agreement between the Union and the Employer, governing “Discipline Procedure” and “Grievance and Arbitration” will apply when adverse action is proposed against a bargaining unit employee for unsatisfactory performance.

VI. 
 Pay for Performance

A.   
Pay for Performance

The PMP ensures that employees' future pay adjustments are determined by their performance contribution to work group goals. This concept rewards performance and eliminates pay for longevity. Under PMP, employees' job performance and contributions to attaining work group goals determine future pay adjustments. There will be one performance reward matrix for all Authority employees.

If an employee's base pay is less than the pay range maximum, the performance reward will be added to the employee's base pay. If the earned reward results in an amount beyond the pay range maximum, the excess amount will be paid to the employee in a lump sum. If an employee's base pay is at the pay range maximum, the performance reward will be paid to the employee in a lump sum. For the purpose of tax withholding, lump sum performance rewards will be treated as earned income. Market adjustments to pay structures shall be considered on an annual basis, separate from PMP.

B.   
Linking Pay to Performance

Pay for Performance links pay rewards to performance by linking the nine overall evaluation ratings with nine performance reward ranges. The primary performance reward determinants are:

· The employee's overall performance rating
· The annual pay for performance budget for each Authority office
· The employee's time in the performance year (full vs. partial year); prorated rewards are payable down to one quarter of a full performance year

· The range of pay adjustment options for each rating box based on the employee’s individual performance and contributions to attaining work group goals
For information, following are the number of pay adjustment options for each overall rating.

	One Pay Option
	Five Pay Options
	One Pay Option

	Five Pay Options
	Five Pay Options
	One Pay Option

	One Pay Option
	One Pay Option
	One Pay Option


Pay out for a performance cycle ending in December will occur the next January in the form of an adjustment to base pay or a lump sum, or both, depending on the employee's position in the pay range.

VII. 
Adverse Ratings

Generally, failure to achieve work group goals will affect the supervisor and the work group employees. However, the impact on the supervisor will be more significant. The failure may subject the supervisor to a diminished reward (or no reward), a corrective action plan, and possible adverse action. In addition, it may also negatively influence the supervisor's performance factor rating. Likewise, employees will be individually accountable for not achieving their performance factors. The first and second occurrences must be consecutive overall ratings.

A.  
Individual Performance

If a supervisor determines that an employee is performing below an achieved level, the supervisor shall notify the employee in writing of intent to rate "Did Not Achieve". The written notice shall indicate the potential consequences of not meeting performance standards. The supervisor and employee will develop, within 30 days of the written notice, a performance improvement plan to improve the employee's performance. The employee shall have at least 60 days to improve his/her performance. Failure of the employee to improve performance to an achieved level by the year-end evaluation period will result in a "Did Not Achieve" year-end rating. This constitutes the "First Occurrence" (see table below).

The employee shall again be notified in writing of the intent to rate "Did Not Achieve". The supervisor shall provide the employee with a revised performance improvement plan within 30 days of the written notice and the employee shall have another 60 days to improve his/her performance. Failure of the employee to improve performance to an achieved level in the 60-day period will result in a "Did Not Achieve" rating. This constitutes the "Second Occurrence" (see table below).

An employee has the right to appeal an overall rating of "Did Not Achieve", as described in Section V, "Performance Rating Appeals". If an employee receives a second "Did Not Achieve" rating, the employee has the same right to appeal that rating. Any adverse action resulting from the two consecutive "Did Not Achieve" ratings is grievable under the grievance procedures of the negotiated agreement.  The only issue grievable is whether the appeal process was followed.
B.
Work Group Performance

Work groups that are not achieving goals must be given written notice, a performance improvement plan, and a 60-day opportunity to improve their performance. The written notice shall indicate the potential consequences of not achieving goals or measures. Failure of the work group to improve performance to an achieved level in the 60-day period will result in a year-end "Did Not Achieve" rating. This constitutes the "First Occurrence" (see table below).  Individual employees may not be disciplined for failure of the work group to meet its goals.  Individual employees may only be disciplined for non-achieving individual performance.
The following table summarizes the consequences of receiving overall Did Not Achieve ratings.

	
	Overall Rating for Work Group Goals and Measures:

Did Not Achieve
	Overall Rating for

Performance Factors:
Did Not Achieve

	First Occurrence

(at year-end)
	
	

	Supervisor
	Diminished reward or no reward

&

Performance improvement plan with Opportunity to improve


	Diminished reward or no reward

&

Performance improvement plan with Opportunity to improve



	Employee
	Diminished reward or no reward

&

Performance improvement plan with Opportunity to improve


	Diminished reward or no reward

&

Performance improvement plan with Opportunity to improve



	Second Consecutive Occurrence

(during the next performance year)
	
	

	Supervisor
	Adverse action
	Adverse action



	Employee
	
	Adverse Action




VIII.  
Definitions

Additional Performance Factors. Performance factors that supervisors and employees agree to include as part of their evaluation. Employees must have a minimum of two and a maximum of four additional factors.

Appeal. A request by an employee to review a matter of concern or dissatisfaction relating to the year-end overall performance rating received on the Performance Management Partnership Form.

Behavioral Indicator. An observable behavior related to a performance factor. For example, a behavioral indicator for the factor customer service is, "stays calm in the face of a customer's anger or lack of control."

Employee. The individual whose performance is being evaluated.

Employee Representative. One or more employees who represent a particular work group and who are selected by the work group.

Final Evaluation. A performance evaluation discussion between the employee and the supervisor to note the employee's accomplishments and areas for improvement that have been noted throughout the performance period.

Goal. A general work objective toward which group effort is directed.

Measure. A statement in specific, observable or definable terms that defines success. A measure related to group goals will address the quality, quantity, timeliness and cost of the end product or service.

Mid-Year Review. A written performance review midway through the rating period between the supervisor and the employee to review the employee's progress toward work group measures and performance factors.

Performance Factor. A skill or behavior employees use to do their jobs. A performance factor is observable, related to group goals and may be developmental. An example of a performance factor is "Customer Service."

Performance Factors Dictionary. A listing of defined performance factors with behavioral examples (Behavioral Indicators) for each factor. The Performance Factor Dictionary is a resource for supervisors and employees to use in planning, managing and evaluating performance.

Performance Management Partnership Form. The official written summary of an employee's performance during the rating period. Employees and supervisors document goals, measures, performance factors, and performance on this form.

Rater. The supervisor or first management level responsible for evaluating an employee's performance.

Rating Period. Begins January 1 and ends December 31 of each calendar year. All Performance Management Partnership Forms must be completed and returned to the Office of Human Resources by November 30 of each year so that pay adjustments may be made in January of the following year.

Reviewer. The supervisor responsible for reviewing and signing the employee's final evaluation.

Shared Performance Factors. The five factors on which all employees are rated:​ Authority Commitment, Customer Service, Valuing Diversity, Job Expertise/Quality Work, and Safety, Security & Risk Reduction.

Supervisor. One who oversees a person, group, department or operation with the responsibility to manage and evaluate performance.

Shared Supervisory Performance Factors. Three factors on which all supervisors are rated: Process & Technology Integration, Workplace Planning, and Coaching & Leadership

Workdays. Monday through Friday, excepting approved holidays, used to define time frames for taking action.

Work Group. The group of employees determined by the Vice President, based upon recommendations by supervisors and employee representatives, that works toward a common set of goals/measures. 

APPENDIX  A

METROPOLITAN WASHINGTON AIRPORTS AUTHORITY

PERFORMANCE MANAGEMENT PARTNERSHIP AGREEMENT

	Name (Last, First, Middle Initial)
	Ceridian Clock Number:

	     
	     

	Position Title:
	Pay Plan and Pay Level:

	     
	     

	Organization Group and Location:
	Performance Period:

	     
	From:     
	To:     


	Phase One: Planning Performance (December 1-31)


Before the beginning of the performance period, the supervisor and the employee agree on performance expectations for the performance period, and sign and date this agreement in Part 5. Performance expectations should be recorded n the following manner:
A: Work Group Performance Goals and Measures (Part One)tc  \l 4 "A:  Work Unit Performance Measures (Part One of this Worksheet)"
Supervisors, in collaboration with their employees, write SMART (Specific, Measurable, Aligned, Realistic, and Time-bound) goals and measures and share them with their work groups.  Effective measures address most, if not all, of the following: quality, quantity, timeliness, and cost.
B:  Performance Factors (Part Two)tc  \l 4 "B:  Performance Factors (Part Two of this Worksheet)"
All employees will be rated on the five Shared Performance Factors.  All supervisors will be rated on the three Shared Supervisory Performance Factors as well as the Shared Performance Factors In addition, supervisors and employees will add two to four Additional Performance Factors to their performance agreement.  Refer to the Performance Factors Dictionary for definitions and clearly communicate expectations.

	Phase Two: Managing Performance (January 1-December 31)


Throughout the performance period, employees are encouraged to make informal notes regarding any significant events and accomplishments.  These notes will be helpful when the supervisor and employee to engage in dialogue regarding achievement of goals and employee performance.  Supervisors are required to conduct a mid-year performance review with their employees between May 15 and June 15.  Supervisors and employees are to sign and the date PMP form in Part 5.

	Phase Three: Evaluating Performance (November 1-30)


About November 1, supervisors give the PMP agreement to employees and ask them to complete a self-evaluation (to facilitate dialogue in the evaluation meeting).  Employees return the completed PMP agreement and self-evaluation to their supervisors.  Supervisors review the self-evaluations and determine their ratings.  The ratings are discussed with the second-level supervisor who signs the agreement in Part 5.  Supervisors then schedule meetings with employees to discuss their performance and rating.  Supervisors and employees sign the PMP form in Part 5.  Supervisors must provide supporting information for any measure or factor rated Far Exceeded (FE) or Did Not Achieve (D).  All evaluations shall be completed and submitted to the Office of Human Resources by November 30.

	Part One:  Work Group Goals and Measures—establish work group goals related to each Strategic Initiative focus area shown below. 




tc  \l 3 "One:  Work Unit Performance Measures"
	Group Goals

(First-level supervisor completes at

 the beginning of performance period))
	Group Measures
(First-level supervisor completes at beginning of performance period)
	Rating & Results
(Second-level supervisor completes at end of performance period)

	SAFETY, SECURITY, RISK REDUCTION


	
	FE         A          D

FE               M                D

	FINANCIAL, STRENGTH, EFFICIENCY, AND ACCOUNTABILITY
	
	FE         A          D



	COMPETITIVE AIRLINE RATES AND CHARGES
	
	FE         A          D



	FAIR MARKETPLACE
	
	FE         A          D



	INCORPORATION OF INDUSTRY CHANGESS
	
	FE         A          D




FINAL RATING OF GROUP PERFORMANCE RELATED TO WORK GROUP GOALS AND MEASURES
FE = Far Exceeded         A = Achieved         DNA = Did Not Achieve
	Part Two: Performance Factors


	Shared Performance Factors
	Rating

	Authority Commitment 

Demonstrates an understanding of the link between one’s own job responsibilities and overall Authority goals. Performs one’s job with the broader goals in mind.

Comments:      

	 FORMCHECKBOX 
FE   FORMCHECKBOX 
A   FORMCHECKBOX 
D



	Customer Service 
Meets internal and external customers’ needs in a manner that provides satisfaction. “Customer” may include passengers, Authority employees, airlines, vendors, contractors, concessionaires, and others who interact with the Authority. 
Comments:      

	 FORMCHECKBOX 
FE   FORMCHECKBOX 
A   FORMCHECKBOX 
D

	Valuing Diversity
Demonstrates ability to monitor, evaluate and adapt personal behavior to respond to diversity.  Recognizes value of promoting development of diversity issues.   Respects the rights and dignity of employees and customers, creating a work environment conducive for everyone.

Comments:      

	 FORMCHECKBOX 
FE   FORMCHECKBOX 
A   FORMCHECKBOX 
D

	Job Expertise/Quality Work 

Applies and improves specialized knowledge, skills and judgment to effectively accomplish goals.  
Comments:      

	 FORMCHECKBOX 
FE   FORMCHECKBOX 
A   FORMCHECKBOX 
D

	Safety, Security and Risk Reduction 
Works in a safe manner that minimizes hazards and maintains a work environment that contributes to the well being of oneself and others.

Comments:      

	 FORMCHECKBOX 
FE   FORMCHECKBOX 
A   FORMCHECKBOX 
D


	Shared Supervisory Performance Factors
	Rating

	Process and technology integration 
Integrates business practices, processes and technologies.

Comments:      

	 FORMCHECKBOX 
FE   FORMCHECKBOX 
A   FORMCHECKBOX 
D

	Workplace planning 

Arranges or conducts training and education programs to improve and update subordinate’s and his/her own job related skills and to maintain required certifications.  Seeks to further his/her own professional development.

Comments:      

	 FORMCHECKBOX 
FE   FORMCHECKBOX 
A   FORMCHECKBOX 
D

	Coaching and leadership 

Provides direction and motivation toward accomplishing work group goals.  Works to improve the performance and skills of others by implementing the PMP.  Clearly defines performance expectations; provides continuous, clear and specific feedback to employees in a way that builds confidence and self-esteem; conducts mid-year reviews and year-end performance feedback evaluation meetings with employees.
Comments:      

	 FORMCHECKBOX 
FE   FORMCHECKBOX 
A   FORMCHECKBOX 
D


	Additional Performance Factors

(Check two to four factors)
	Rating

	 FORMCHECKBOX 
 Attention to Detail
Accomplishes tasks thoroughly through concern for all areas involved no matter how small.

Comments:      

	 FORMCHECKBOX 
FE   FORMCHECKBOX 
A   FORMCHECKBOX 
D

	 FORMCHECKBOX 
 Initiative
Evaluates, selects and acts on various methods for solving problems and meeting objectives before being asked or required to do so. Works in a self-directed manner rather than awaiting instructions or assignments.

Comments:      

	 FORMCHECKBOX 
FE   FORMCHECKBOX 
A   FORMCHECKBOX 
D

	 FORMCHECKBOX 
 Open Communication
Exchanges timely and quality information.  Encourages the smooth flow of information up and down the organization as well as inside and outside the organization; encourages open expression of ideas and opinions.

Comments:      

	 FORMCHECKBOX 
FE   FORMCHECKBOX 
A   FORMCHECKBOX 
D

	 FORMCHECKBOX 
 Planning and Organizing
Establishes a systematic course of action for self or others to ensure accomplishments of a specific objective.

Comments:      

	 FORMCHECKBOX 
FE   FORMCHECKBOX 
A   FORMCHECKBOX 
D

	 FORMCHECKBOX 
 Professional Maturity
Maintains a positive outlook and works constructively under pressure.  Responds resourcefully and accepts responsibility for learning and change.

Comments:      

	 FORMCHECKBOX 
FE   FORMCHECKBOX 
A   FORMCHECKBOX 
D

	 FORMCHECKBOX 
 Teamwork and Cooperation
Works effectively with others to achieve Authority and work group goals and measures. Demonstrates the ability to treat team members with cooperation and respect, share useful information, support and comply with team decisions, and solicit team members’ and/or other departments’ opinions to resolve issues.

Comments:      

	 FORMCHECKBOX 
FE   FORMCHECKBOX 
A   FORMCHECKBOX 
D


Overall Rating-

Performance Factors:
 FORMCHECKBOX 
Far Exceeded
 FORMCHECKBOX 
Achieved
 FORMCHECKBOX 
Did Not Achieve

Key: FE - Must be a majority with no D; A must be a majority with no more than one D.

	Part Three: Overall Evaluation Rating


	 FORMCHECKBOX 
Far Exceeded Measures &

Far Exceeded Factors
	 FORMCHECKBOX 
Achieved Measures &

Far Exceeded Factors
	 FORMCHECKBOX 
Did Not Achieve Measures &

Far Exceeded Factors



	 FORMCHECKBOX 
Far Exceeded Measures &

Achieved Factors
	 FORMCHECKBOX 
Achieved Measures &

Achieved Factors
	 FORMCHECKBOX 
Did Not Achieve Measures &
Achieved Factors



	 FORMCHECKBOX 
Far Exceeded Measures &

Did Not Achieve Factors


	 FORMCHECKBOX 
Achieved Measures &

Did Not Achieve Factors
	 FORMCHECKBOX 
Did Not Achieve Measures &

Did Not Achieve Factors


	Part Four: Supervisor and Employee Comments


 FORMCHECKBOX 
 Separate sheet(s) attached.

	Supervisor Comments:     

	Employee Comments:     


	Part Five: Signatures


Planning Phase Signatures

	Employee:
	Date:

	                                                                                   
	

	Supervisor:
	Date:

	
	


Mid-Year Evaluation Signatures

	Employee:
	Date:

	
	

	Supervisor:
	Date:

	
	


Final Evaluation Signatures

	
	

	Supervisor: (Please sign and print name) 
	Date:

	                                                                                
	

	Second Level Supervisor:
	Date:

	
	

	Employee:
	Date:

	


Authority Commitment 

DEFINITION
Demonstrates an understanding of the link between one's own job responsibilities and overall

Authority goals and needs and performs one’s job with the broader goals in mind.

Behavioral Indicators (samples)



[image: image2]
· Actively participates in Performance Management Partnership.  Chooses Performance Factors, asks for feedback about performance, does self-evaluation.

· Uses Authority resources, such as equipment, paper, supplies, materials and so on with the same care and efficiency as one's own possessions.

· Takes personal ownership in the Authority's success.

· Expresses pride in the Authority.

· Unites with co-workers to loyally support the Authority and its goals.

· Takes specific actions to demonstrate a personal commitment to keep the airport running.

· Responds immediately when called to return to work.

· Responds to the scene of an incident without hesitation and takes appropriate action.

· Endures personal hardships, such as inclement weather and long hours, to meet operational requirements.

· Keeps objectives that are related to Authority goals at the top of one's own priorities and the priorities of one's work group.

· Works with other functional areas to identify solutions which best benefit the Authority.

· Arrives at work on time every day.

· Uses leave time according to established procedures.

Customer Service
DEFINITION
Meets internal and external customers' needs in a manner that provides satisfaction for the customer.  "Customer" may include passengers; employees of the Authority, airlines, vendors, contractors, and concessionaires; and others who interact with the Authority.

Behavioral Indicators (samples)


· Serves customers with enthusiasm and a smile.

· Identifies internal customers and considers how to meet their needs.

· Asks questions to identify internal and external customers' needs, expectations and/or satisfaction.

· Responds to customers with an appropriate level of urgency.

· Refers customer to appropriate department or employee to solve specific problems.

· Clearly states what one can and can't do to meet the customer's needs, with the emphasis strongly on overcoming barriers and creatively applying what one can do.

· Fulfills commitments made to internal and external customers, despite distractions or obstacles.

· Goes out of one's way to provide excellent service to the customer, to the fullest extent consistent with the Authority’s other goals.

· Stays calm in the face of a customer's anger or lack of control.

· Checks with customer for impact of changes to the service or work output which are under consideration.

· Looks for external trends that are likely to shape the wants and needs of customers in the near future.

· Teaches others what is important to the customer.

Valuing Diversity

DEFINITION

Demonstrates ability to monitor, evaluate and adapt behavior to respond to diversity; recognizes value of promoting development of diversity issues. Respects the rights and dignity of employees and customers, creating a work environment conducive for everyone.

Behavioral Indicators (samples):



[image: image3]
· Views the involvement of employees who have a broad base of experience as an asset to the organization.

· Treats others as individuals rather than representatives of a group.

· Looks at issues and opportunities from others' viewpoints before making decisions.

· Gives feedback openly and respectfully to others whose different behaviors and values affect their credibility and effectiveness.

· Treats people fairly and equitably.

· Does not support or participate in inappropriate behaviors that create an uncomfortable atmosphere for an individual or group.

· Actively seeks opinions and ideas from people of varied backgrounds and experiences to improve decisions.

· Accommodates different personal styles that are effective in accomplishing desired outcomes.

Job Expertise/Quality of Work
DEFINITION

Applies and improves specialized knowledge, skills and judgment to effectively accomplish goals.

Behavioral Indicators (samples):



[image: image4]
· Applies organization policy and procedures correctly and in a timely manner.

· Knows assigned role and performs it in emergency situations without the need for further discussion.

· Understands technical/procedural aspects of one's job.

· Uses a wide range and depth of professional/technical or specialized knowledge and skills.

· Makes self available to others to help solve professional/technical or procedural problems or issues.

· Keeps up to date on resources available to serve the customers' needs.

· Recommends new ideas and technologies to meet changing work demands.

· Actively participates in professional or trade organizations to stay abreast of current developments.

Safety, Security & Risk Reduction
DEFINITION

Works in a safe manner that minimizes hazards and maintains a work environment that contributes to the well being of oneself and others.

Behavioral Indicators (samples):



[image: image5]
· Helps customers and others follow safe procedures.

· Responds to safety and security issues with an appropriate level of urgency.

· Regularly communicates safety and security awareness as a priority.

· Follows appropriate hazardous materials management procedures.

· Learns and follows safety and security policies.

· Wears/uses required safety equipment.

· Anticipates potential safety and security problems and alerts supervisors as appropriate.

· Knows airport disaster and security plans, including one's role and responsibilities.

· Acts decisively to resolve or prevent breeches in airport security.

· Reports missing or broken tools or equipment.

Process and Technology Integration

DEFINITION

Integrates business practices, processes and technology.

Behavioral Indicators (samples):



[image: image6]
· Promotes effective partnerships with other Authority Offices.

· Leads partnerships that effectively contribute to the Authority’s success
Workplace Planning
The supervisor arranges or conducts training and education programs to improve and update subordinate’s and his/her own job related skills and to maintain required certifications.  The supervisor seeks to further his/her own professional development.

Behavioral Indicators (samples):


[image: image7]

Maintains interest in professional development


Provides or arranges for quality training for subordinates


Effectively coordinates training with other activities


Encourages employees to participate in training and education programs


Shares information from training and education programs


Encourages and provides guidance to employees seeking promotional    

           opportunities

Coaching & Leadership
DEFINITION

Provides the work group with meaningful direction and motivation toward accomplishing work group goals. Works to improve the performance and skills of others by implementing the Performance Management Partnership. Clearly defines performance expectations with employees; provides continuous, clear and specific feedback to employees in a way that builds confidence and self-esteem; conducts mid-year reviews and year-end performance feedback evaluation meetings with employees.

Behavioral Indicators (samples):



[image: image8]
· Leads by example serving as a role model to others.

· Communicates a vision to lead others through a changing environment effectively.

· Holds self and others accountable for achieving expected results.

· Takes responsibility for things that go wrong in the work group for which one is responsible.

· When team consensus is not possible or appropriate, makes a decision and lets the team know the rationale for it.

· Clearly states actual performance compared to expected or desired performance.

· Gives focused and constructive feedback and guidance to others in a manner that maintains self-esteem.

· Reinforces effective behaviors or results; gives reassurances after setbacks.

· Talks privately with employees immediately about problems with their performance, providing necessary focus, guidance and direction.

· Gives encouragement to others to improve their motivation.

· Helps others learn from experiences by teaching them to examine reasons for success or failure.

· Supports and encourages employees in their professional development.

· Recognizes and rewards exceptional performance.

· Establishes measurable and achievable performance expectations.

Attention to Detail

DEFINITION

Accomplishes tasks thoroughly through concern for all areas involved no matter how small.

Behavioral Indicators (samples):



[image: image9]
· Provides accurate, consistent data and information in a usable form on a timely basis.

· Writes down important details so that they are not lost or forgotten.

· Carefully monitors the details and quality of own and, where appropriate, others' work.

· Maintains properly equipped work area.

· Spends the necessary time to ensure that the result is right.

· Verifies the accuracy of information to identify missed details.

· Notices discrepancies and corrects or reports them, as appropriate.

· Demonstrates a high level of focus on the task at hand.

· Returns materials and equipment to proper place when finished.

· Keeps accurate records of work performed, where appropriate.

Initiative

DEFINITION

Evaluates, selects and acts on various methods for solving problems and meeting objectives before being asked or required to do so; self-directed rather than awaiting instructions or assignments.

Behavioral Indicators (samples):
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· Takes action before being asked or before being forced to by events.

· Looks for opportunities to learn and assume responsibility.

· Recognizes and acts on opportunities.

· Digs beneath the obvious to get at the facts even when not asked to do so.

· Looks beyond one's own job to offer suggestions for operational improvements.

· Tries out new ideas after consideration of all factors and potential consequences and outcomes.

· Seeks information from many different sources before deciding on approach.

· Identifies a problem and develops a solution.

· Completes assignments with minimum supervision.

· Identifies tasks or procedures that should be streamlined.

Open Communication

DEFINITION

Exchanges timely and quality information. Encourages the smooth flow of information both up and down the organization as well as inside and outside the organization; encourages open expression of ideas and opinions.

Behavioral Indicators (samples):
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· Keeps coworkers informed of both positive and negative information.

· Accurately and promptly reports errors, mistakes, delays or unintended outcomes without glossing over what went wrong.

· Checks understanding by stating how one understands the message and asking the speaker to verify or clarify.

· Challenges others' positions through constructive discussion of the alternatives.

· Demonstrates respect for the opinions and ideas of others.

· Responds to opposing views in a non-defensive manner.

· Takes time to listen to others.

· Communicates priorities.

· Follows up with others to provide updates.

Planning and Organizing

DEFINITION

Establishes a systematic course of action for self or others to ensure accomplishment of a specific objective.

Behavioral Indicators (samples):
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· Keeps track of completed and incomplete activities to accomplish stated objectives.

· Plans with an appropriate and realistic sense of the time required and the potential obstacles that might be encountered.

· Plans work with an awareness of the interrelationships among activities in an area or project, planning work assignments and resource allocation accordingly.

· Modifies planned actions when necessary to achieve desired results.

· Manages time effectively to accomplish what needs to get done.

· Develops or uses systems to organize and track information and commitments (e.g., "to-do" lists, appointment calendars, follow-up file systems).

· Establishes follow-up dates at the end of meetings and provides reminders if deadlines slip.

· Handles multiple demands and competing priorities effectively.

· Works effectively under short deadlines.

Professional Maturity

DEFINITION

Maintains a positive outlook and works constructively under pressure. Responds resourcefully and accepts responsibility for learning and change.

Behavioral Indicators (samples):
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· Accepts responsibility and deals constructively with own mistakes, feedback and failure.

· Accepts feedback from a variety of perspectives to broaden one's capability.

· Identifies what can be learned from mistakes or negative events.

· Adjusts readily to changing demands.

· Works to make a friendly impression by using good eye contact and calling people by name whenever possible.

· Maintains respectful working relationships with coworkers.

· Maintains composure under stress and pressure on the job.

· Acknowledges and works through conflict in a constructive manner.

· Deals with others politely even if voicing a complaint.

· Presents an appropriate professional appearance.

Teamwork and Cooperation

DEFINITION

Works effectively with others to achieve Authority and work group goals and measures. Demonstrates the ability to treat team members with cooperation and respect, share useful information, support and comply with team decisions, and solicit team members and/or other departments' opinions to resolve issues.

Behavioral Indicators (samples):
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· Participates willingly toward accomplishing group goals, doing one's share of the work.

· Cooperates with others even without a direct reporting relationship.

· Demonstrates interest in helping others to solve problems and in accomplishing work objectives.

· Treats all members of the group with respect.

· Contributes to the group discussions or processes.

· Tries alternative ways to work with people that will create better results and working relationships.

· Gives recognition to the team rather than seeking individual credit.
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COP establishes work group goals and measures in collaboration with Union representatives.





Supervisor and employee agree on appropriate performance factors





Work group begins to achieve goals.  Employees make contributions consistent with  goals and measures.





Supervisor conducts 


Mid-Year Performance Review





Group and Employee Performance


Achieved or Far Exceeded Expectations





Group or Employee Performance


Did Not Achieve Expectations





Within 30 days, supervisor conducts review of goals, measures, or factors, as appropriate.  Supervisor prepares Action Plan to improve performance.





Supervisor conducts follow-up evaluation within 60 days of Mid-Year Review. If performance does not achieve expectations, supervisor gives notice of intent to give adverse rating.





Employee submits self-evaluation to supervisor.  Then,


supervisor conducts year-end evaluation.





Year End Evaluation submitted to Office of 


Human Resources by November 30





 Vice President, Public Safety approves





↔Manager reviews 


completed evaluations eevaluations
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