














































































































































is being requested. When appropriate, the employee shall submit a medical 
statement from a qualified medical provider stating the employee's medical 
restrictions. 

4. The employee and his/her supervisor/manager meet and discuss the 
request for reasonable accommodation which may include, but is not limited to 
job site modification, assistive devices, work schedule modification, elimination 
of non- essential job functions, assignment to restricted duty, etc. 

5. ManagPr documents all possihle reasonable accommodations, including 
those suggested by the employee. 

6. Manager/supervisor advises the employee that the request for reasonable 
accommodation will be evaluated, and that in the interim, the employee should 
not perform any tasks that are prohibited by the restriction(s). 
Manager/supervisor will make necessary arrangements for completion of tasks. 

7. Manager/supervisor will review medical statement and, if necessary, 
obtain additional medical information from a qualified medical provider. 
Manager/supervisor must obtain a signed release of information from the 
employee if he/she needs to contact the employee's physician. If necessary, send 
relevant job information to physician requesting clarification of work restrictions. 
Copy employee and others with a need to know on any correspondence with the 
physician. 

8. Manager/supervisor will ~etermine whether reasonable accommodation 
can be made. Manager/supervisor approves the reasonable accommodation by 
completing the f01m "Reasonable Accommodat_ion Consideration". In cases 
where a manager/supervisor needs assistance in detem1ining whether an 
adjustment or accommodation can be made, the Reasonable Accommodation 
Panel will be convened by the manager/supervisor. 

9. The Reasonable Accommodation Panel will engage in an interactive 
dialogue to decide whether a reasonable accommodation can be made. The 
Diversity represent~tive will be responsible for coordinating required 
documentation for the panel. 

10. Diversity staff shall provide a copy via certified mail of the final decision 
to the employee within 14 (fourteen) days. If additional time is required, the 
employee will be notified. 

11. The employee requesting a Reasonable Accommodation may appeal in 
writing to appropriate senior management, i.e., General Manager, Division 
Director or Associate Regional Administrator if the request has not been 
approved. 
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B. Workplace Adjustments 

The Metropolitan Council also recognizes that situations arise in which employees are 
unable to fully perform their job because of an impairment which does not meet the ADA 
definition of a disability. In such situations, the Metropolitan Council allows that at 
management's discretion and in consideration for business necessity and availability of 
resources or other considerations, workplace adjustments may be provided to employees 
whose mental or physical impairment limit their ability to completely perform the job. 
Workplace adjustments are not required by law or regulation. 

1. Employee notifies manager/supervisor of the need for a workplace 
adjustment. 

2. The employee and his/her supervisor/manager meet and discuss the 
request for a workplace adjustment which may include, but is not limited to job 
site modification, assistive devices, work schedule modification, elimination of 
non-essential job functions, assignment to restricted duty, etc. 

3. Manager/supervisor advises the employee that the request for a workplace 
adjustment will be evaluated, and that in the interim, the employee should not 
perform any tasks that are prohibited by the restriction(s). Manager/supervisor 

. will make necessary arrangements for completion of tasks. 

4. Manager/supervisor will review medical statement and, if necessary, 
obtain additional medical information from a qualified medical provider. 
Manager/supervisor must obtain a signed release of infom1ation from the 
employee if he/she needs to contact the employee's physician. If necessary, send 
relevant job information to physician requesting clarification of work restrictions. 
Copy employee and others with a need to know on any correspondence with the 
physician. 

In its role as the ADA Coordinator for the Metropolitan Council, the Office of Diversity 
will serve as a resource during the reasonable accommodation or workplace adjustment 
process. The Office of Diversity will also collect all data and documents necessary for 
reporting the Metropolitan Council's disability management activity to all regulating 
organizations such as the Minnesota Department of Employee Relations. 
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Metropolitan Council 

WORKPLACE ADJUSTMENT CONSIDERATIONS 

Date of Request Name of Applicant/Employee 

Job Title Division 

Describe Adjustment Requested: 

*Pemrnnent ___ Temporary If temporary, how long? _____ _ 

Is request suppo1ied by written documentation? Yes No If yes, please explain: 

Describe adjustments considered: ____________________ _ 

What adjustments were implemented? __________________ _ 

What is the cost? Attach invoices, please pay requests, etc. if available) _____ _ 

What was the reason for not implementing the 
adjustment? __________ _ 

Supervisor's Signature ___________ _ Date ---------

A copy of this record of consideration must be forwarded to the Diversity Office. 

* The workplace adjustment or reasonable accommodation must be re-evaluated if the job 
changes or the employee changes positions. 
Re\ ised 1999 



~ Metropolitan Council 
~ Working for the Region, Planning for the Fu.tu.re 

PROCEDURE: Staffing 

Section/Number: 4-la 
Dept. Responsible: Human Resources 
Special Note: Supersedes all previous staffing procedures 

I. Policy: 

Total Pages: 
Effective Date: 
Revision No. 

4 
9/11/98 

It is the policy of the Metropolitan Council to recruit, select and retain the best qualified 
candidates for open positions. The system designed to accomplish this goal will be based on 
merit principles, equal opportunity, affirmative action, and internal advancement opportunities 
for current employees. It will be administered in a way that is fair, consistent and administratively 
efficient; that conforms to applicable laws, regulations, policies and labor agreements; and, that 
ensures the selection of high quality employees who contribute to the achievement of Council 
goals. 

II. Procedure: Staffing 
The purpose of this procedure is to set forth a clear hiring process; to provide a methodology that 
ensures consistent application of the principles and practices of hiring; to set forth a hiring 
process that is understandable by all Council staff; and to develop an effective program for 
achieving the Council's affirmative action goals. 

The goal of the selection process is to provide managers and directors with a diverse pool of 
qualified candidates from which to select employees, using selection procedures that are fair, 
consistent and meet professional, and legal standards. The entire selection process contains four 
parts: posting, screening, interviewing and selecting. 

This procedure applies to all Council positions in the classified service unless specifically 
addressed in a collective bargaining agreement. This procedure will be administered in 
compliance with the diversity, equal opportunity and affirmative action policies. 

Definition 

Affirmative Action Need - The under-representation of a protected group in a Council job group, 
or an affirmative action goal, identified in the Council's Affirmative Action Plan(s). 

Responsibilities 

Human Resources is responsible for the implementation of this procedure. Directors, managers 
and the Office of the Regional Administrator have associated responsibilities. 

Human Resources: 

• Ensures all applicable policies and procedures are followed by Human Resources staff 
involved in the hiring process, including the affirmative action program. 
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• Consults with hiring managers on aspects of the selection process including development of 
position descriptions, position qualifications, recruiting strategies, interview process and 
administration. 

• Coordinates the hiring process to ensure compliance with policies and procedures, timeliness 
of filling positions, and resolving applicant issues. 

• Ensures that the hiring procedure achieves Council equal opportunity and affirmative action 
goals. 

• Ensures that the internal procedures are followed. 

• Ensures hiring process is completed in a cost-effective manner. 

Office of Diversity: 

• Communicates with hiring manager and Human Resources regarding affirmative action 
needs. 

• Assists Human Resources in establishing recruitment plans that attract protected group 
members. 

• Monitors aspects of the hiring and selection process to ensure that the process complies with 
with the diversity, affirmative action and equal opportunity policy. 

Hiring Manager: 

• Works with Human Resources to fill all job vacancies, including short term and long term 
temporary vacancies, as well as regular positions 

• Follows all policies and procedures involved in filling job vacancies. 

• Participates in affirmative action recruiting efforts to develop pool of candidates and to 
achieve HR/Diversity objectives. 

Regional Administrator: 

~ Oversees Council compliance with policies, procedures, affirmative action objectives and 
complement control. 

Posting/Strategy 

Hiring Manager/Human Resources: 
1. 
2. 

3. 
4. 

Initiates requisition for job vacancy. 
The requisition authorization is approved within each operating division, including 
assignment of affirmative action needs and determination of budgetary status. 
Positions requisition is assigned to Human Resources Generalist. 
Human Resources Generalist convenes meeting with strategy team members--hiring 
department representative and Diversity representative if applicable. The Office of 
Diversity has the option to participate in strategy meetings when there is an affirmative 
action need. 

Strategy Team Members: 
5. Reviews and updates job description for content and qualifications; develops strategy for 

recruitment; determines the need to post internally and/or externally based on 
organizational and affirmative action needs, assigns interview panel members; and 
discusses general process for selection and any testing required for the position. 
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Human Resources: 
6. Human Resources sends all notices of job openings to each operating division via e-mail. 

Each Human Resources office is responsible for posting job notices at the operating 
division's facilities. Notice of job openings will be posted for a minimum of l O working 
days. 
This procedure applies to all· position postings, except those specifically provided for by a 
collective bargaining agreement. 

7. Determines advertising and recruitment activities, and accepts applications. 

Screening 

Human Resources: 
8. Screens applications for mm1mum qualifications based on the knowledge , skilles and 

abilities required to performe thejob and eliminates non-qualified applicants. 

Hiring Manager/Human Resources Generalist: 
9. Screens applications and establishes a ranked list of candidates. Adds Veterans' Preference 

points and adjusts ranking accordingly. 

Human Resources: 
l 0. Forwards a list of interviewees to the Office of Diversity for concurrence. In order to 

fulfill the objectives in the Affirmative Action Plan, it is at this point in the process that 
either Human Resources or Diversity may recommend the expansion of the interview pool 
to include protected group candidates from the list of persons eligible to be interviewed. 

Office of Diversity: 
11. Replies to Human Resources I request for concurrence. 

Interviewing 

Human Resources: 
12. Determines interview schedule and any testing required for the position. 

• Creates behaviorally-anchored interview questions based on the critical knowledge, 
skills and abilities of the position. ,. 

• Reviews interview questions with hiring manager. 

• Ensures preparation of interview materials. 

• Communicates interview process to panel members. 

Interview Panel: 
13. Conducts interviews and assesses applicants' responses to questions. The Office of 

Diversity has the option to participate in the interview process when there is an affirmative 
action need. 

Human Resources: 
14. Calculates each candidate I s points and averages the interviewer's scores for a final 

average. Provides the hiring manager with the names of applicants who achieve a passing 
score for consideration. 

Hiring Manager: 
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15. Makes hiring decision from the list of candidates who achieved passing scores in the 
interview. If an affirmative action need has been identified for the position and protected 
group applicants who would meet that need were interviewed but not selected, the hiring 
manager must contact the Office of Diversity and discuss the rationale for the person 
selected. The rationale must include the following information: 

• A statement explaining the exceptional qualifications of the non-protected group 
candidate. 

A statement about the department's overall affirmative action hiring record. 

Information concerning a qualified internal candidate and the opportunity for 
advancement. 

• 
Information about any other extenuating circumstances impacting the hiring decision. 

Information about the recruitment efforts undertaken for the position . 

The hiring manager will submit a written recommendation for hire to the Human 
Resources Generalist with the documented reasons for the person selected. 

16. Human Resources and Diversity meet to discuss and decide if concurrence can be 
reached. 

Office of Diversity: 
17. Agrees or disagrees with the rationale and forwards recommendations to Human 

Resources. If agreement is reached, proceed to step # 18. If agreement is not reached, 
proceed to step # 19. 

Human Resources: 
Once agreement is reached, the procedure continues as follows: 
18. Human Resources Generalist 

• Completes pre-employment reference check, drug screening and scheduling of pre­
employment physicals, if applicable. A conditional offer of employment may be 
extended contingent upon the successful completion of drug screen and/or physical. 

• Determines appropriate starting salary. 

• Prepares personnel authorization form and routes for sign off. 

• Upon receipt of the completed personnel authorization form Human Resource 
Generalist or the manager contacts the selected candidate to extend job offer and 
establish the effective date of employment. 

• Notifies applicants and interviewees not selected. 

Executive Management: 
19. Final authorization will be made for all positions by the Regional Administrator - Regional 

Administration/Transportation Planning, Division Director·.., Community Development, 
Division Director - Environmental Services, General Manager - Wastewater Services, 
General Manager - Metro Transit, or designee in consultation with the Office of Diversity 
or Human Resources Manager. 
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General Diversity Policies 

How well do you understand the Metropolitan Council's overall approach to diversity? 

0 Very well 
0 somewhat 
0 not at all 

1111!1111!111 -llllillllllll 
llllillllllll 

llllillllllll 

11111111 

11111111 

11111111 

11111111 .. .. -.. 
11111111 

11111111 

2 To what extent do you understand the Metropolitan Council's Discrimination, Harassment and Inappropriate Behavior policy? ma 

II 

0 to a great extent 
0 to some extent 
0 not at all 

.. -1111111111 

1111111111 

3 To what extent do you understand the Metropolitan Council's Reasonable Accommodation and Workplace Adjustment policy? 1111111111 

1111111111 

0 to a great extent 1111111111 

0 to some extent 1111111111 

0 not at all 1111111111 

Diversity Committee 

4 To what extent are you familiar with the role and responsibilities of the Metropolitan Council's Diversity Committee? 

0 to a great extent 
0 to some extent 
0 not at all 

5 To what extent do you believe the Diversity Committee is effective in representing the diverse concerns and opinions of the 
Metropolitan Council's workforce? 

0 to a great extent O not at all 
0 to some extent O don't know 

6 How can the Metropolitan Council improve the Diversity Committee's effectiveness? 

0 increase accessibility of committee members to workforce 
0 improve workforce awareness of members and their role 
0 otner ------------
0 don't know 
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1111111111 

1111111111 
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1111111111 

1111111111 

1111111111 
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1111111111 .. .. 
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1111111111 

1111111111 

1111111111 

1111111111 

III Affirmative Action 1111111111 

7 To what extent do you understand the Metropolitan Council's Affirmative Action Plan goals? 

0 to a great extent 
0 to some extent 
0 not at all 

8 Do you believe the Metropolitan Council has been successful or unsuccessful in recruiting a diverse workforce 
over the past three to five years? 

0 very successful 
0 somewhat successful 

0 not at all successful 
0 don't know 

9 Do you believe the Metropolitan Council has been successful or unsuccessful in retaining a diverse work force 
over the past three to five years? 

0 very successful 
0 somewhat successful 

0 not at all successful 
0 don't know 

l O Do you agree or disagree that there is a fair process for promoting internal candidates into vacant jobs? 

0 strongly agree 
0 agree 

0 disagree 
0 strongly disagree 

11 Do you agree or disagree that there is a fair and non-discriminatory selection process for all job applicants? 

0 strongly agree 
0 agree 

0 disagree 
0 strongly disagree 
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- · :·.Jlt Complaints - ,·· 

- 12 If confronted with a work related conflict where do you normally seek assistance first? ---------

Qcoworker 
O manager or supervisor 
O Office of Diversity 

0 employee assistance program 
Ounion 
0 other ___________ _ 

13 Do you know how to report an incident of discriminatory harassment or inappropriate behavior? 

Oyes Ono 

- 14 Would you say the formal complaint channels are communicated effectively? -- Oyes Ono -- 15 When I've had a diversity-related conflict it has been resolved in a timely manner? -------------------------------- --

0 strongly agree 
0 a_gree 
0 disagree 

0 strongly disagree 
0 never-had a diversity related conflict 

16 If you had a diversity related conflict, why might you not report it? 

O fear of retaliation Odo not know how to report it 
O pressure from coworkers O I probably would report it 
0 belief nothing would be done 

17 Have you ever filed a complaint with the Office of Diversity? Oyes Ono 

18 If you were to file a complaint with the Office of Di:versity which best describes the outcome you would expect? 

0 fair and impartial investigation 
0 one-side investigation 
0 nothing happens 

19 How confident are you that you would receive an impartial investigation of a complaint if handled by the 
Office of Diversity? 

0 very confident 
0 som,~what confident 

0 not at all confident 
Odon't know 

20 How confident are you that you would receive an impartial investigation of a complaint if ha.IJ.clled by your 
supervisor or manager? 

0 very confident 
0 somewhat confident 

• • V Organizational Performance 

0 not at all confident 
Odon't know 

----
21 Please tell us to what degree you think the following 

programs are effectively administered? 

a Affirmative Action Hiring 

vety~~lt\ctive 

0 

sontiwhat 
eltecffive 

0 

~g~~ 
0 
0 
0 
0 
0 
0 

dou1t-~ow 

0 ------
b Employee involvement 
c Diversity communications 
d Diversity training 
e Complamt processing 
f Reasonable accommodation and workplace adjustments 

0 0 
0 0 
0 0 
0 0 
0 0 

- 22 How comfortable are you bringing diversity-related issues to the Office of Diversity? -- 0 very comfortable 0 not at all comfortable - 0 somewhat comfortable -- 23 How comfortable are you bringing diversity-related issues to your manager or supervisor? -- 0 very comfortable 0 not at all comfortable - 0 somewhat comfortable -- 24 To what extent do you believe the Office of Diversity would go to help you resolve an important diversity issue? ---- 0 co a great extent 
0 to some extent 

0 not at all 
Odon't know 

0 
0 
0 
0 
0 

- 25 To what extent do you believe your supervisor or manager would go to help you resolve an important diversity issue? -------· 
0 to a great extent 
0 to some extent 

0 not at all 
Odon't know 
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26 How effective do you think the Office of Diversity is in resolving diversity-related conflicts? 

0 very effective O not at all effective 
0 somewhat effective O don't know 

27 How effective do you think supervisors or managers are in resolving diversity-related conflicts? 

0 very effective 
0 somewhat effective 

0 not at all effective 
Odon't know 

28 Do you think the diversity policies are administered fairly or unfairly by: 

.•:~ty ~ y d6ai?il'iiow 
0 a Senior Managers 

b Middle Managers/Supervisors 
c Office of Diversity 

0 
0 
0 

0 
0 
0 

0 
0 

29 To what extent do you believe each are held accountable for compliance with the Discrimination, Harassment, 
and Inappropriate Behavior policy? t91i~~ t tu7~-e 

11
.
0
,.,,r ,-~~:~_'1,.'.• .. , 

enint eif!1nt ; ,_,,, dtS,t~lffi:ow 

a Senior Managers 
b Middle Managers/Supervisors 
c Office of Diversity 

0 0 0 0 
0 0 0 0 
0 0 0 0 

30 To what extent do you believe each effecLively carry out their responsibilities to ensure an equal opportunity and 
discrimination and harassment-free work environment? t~·j~t tq:~ffmle , . .,ir~?i,·_ ,f:.\r·1_ • , 

a Senior Managers 
b Middle Managers/Supervisors 
c Office of Diversity 

31 To what extent do you believe that each walk the talk as it 
relates to diversity? 

a Senior Managers 
b Middle Managers/Supervisors 
c Office of Diversity 

},.•·'VJ Communications 

32 For each of the following statements please indicate whether you 
strongly agree, agree, neither agree nor disagree, disagree or 

··wit ···•ttt not("1all dd11,~ow 

0 0 0 0 
0 0 0 0 
0 0 0 0 

-~- e 

0 
0 
0 

rtofw.m 
0 
0 
0 

dd-if,~jJow 

0 
0 
0 

strongly disagree . stt6j,)ly 
~e "a~e nej_d(f t,sree 

nor· d1ifagree ·dU(Pe .Sd ·; ·~ .• y ~.;,-

i ' ·ee 

33 

a Enough information on diversity services and assistance 
is co u ic to me? 0 

b Enou i ormation on diversity services and assistance 
is 'I to me? 0 

0 
c My manager or supervisor is accessible to discuss 

diversity issues? 
d I would like to see more activities celebrating the diverse 

cultures and groups we have in our employee po~ulation? 0 
e Employee suggest!ons and OP,ii:iions are welcome. 0 
f Employee suggestions are solicited? 0 

How often is diversity discussed as part of your workgroup meetings? 

0 frequent!Y. 
0 occasionally 
Onever 

0 0 

0 0 

0 0 

0 0 
0 0 
0 0 

34 Which of the following communications methods do you prefer to receive information related to diversity? 

0 in person 
0 electronic (email, imranet) 
0 newsletters 

VII Training 

0 informal gatherings 
0 from manager or supervisor 
0 don't want to receive any diversity information 

0 

0 

0 

0 
0 
0 

35 How effectiv~ has diversity training provided by the Metropolitan Council been in raising your awareness of diversity 
issues in the workplace? 

0 very effective 
0 somewhat effective 
0 not at all effective 

• 

0 

0 

0 

0 
0 
0 

•• 
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36 How effective has diversity training provided by the Metropolitan Council been in changing your behavior around 
diversity issues? 

0 very effective 
0 somewhat effective 
0 not at all effective 

37 As a result of attending diversity training do you agree or disagree that you are better able to interact with people who are 
different than you? 

0 strongly agree 
0 a_gree 
0 disagree 

0 strongly disagree 
o did not attena diversity training 

38 To what extent do you understand the kind of words, symbols, and actions considered offensive to members of the 
Metropolitan Council's diverse employee population? 

0 to a great extent 
0 to some extent 
0 not at all 

39 How would you prefer that future diversity training be delivered? 

0 classroom training 
0 computer based training 
0 informal brown bag sessions 

0 by your manager/ supervisor 
0 site specific workgroup sessions 
0 college or university seminars 

40 How often should formal classroom diversity training be offered to employees? 

0 twice a year 
0 once a year 

0 once every two years 
0 other ________ _ 

- 41 Please select any of the training seminars that you would voluntarily attend? -- 0 conflict resolution O discrimination/harassment 
- 0 dealing with difficult people O disability management/reasonable accommodation 
- 0 cross cultural communication O other __________ _ 
- 0 gender differences --- '\TUI Demographics -- 42 Are you? 0 male 0 female -----------------

43 Do you perceive that you have a mental or physical impairment? 

Oyes Ono 

44 What race do you consider yourselP. 

0 American Indian or Alaskan Native O Hispanic 
0 Asian or Pacific Islander O Whue or Caucasian 
0 Black or African American 

4 5 Number of years with the Metropolitan Council? 

00-5 
0 6-10 
0 11-15 

0 16-20 
0 21-25 
0 more than 25 

- 46 What is your current job classification? -- 0 Administrative Support ( admin assistant, secretary, customer service 
- ~ep, data collector, account clerk) 
- 0 Man~r, Supervisor (shift mgr, accounting supervisor) 
- 0 Official, Administrator, Director (general mgr, assistant general mgr., 
- division directors) 
- 0 Professional (accountant, en~neer, planning analyst, HR generalist) 
- 0 Protective Services (police ofiicer, police inves~~tor) 
- 0 Skilled Crafts (Electrician, Interceptor Service Worker 2, Machinist, 
- Mechanic, operators, Pipefitters, Boiler Maintenance, Bricklayer, 
- Painter) 
- 0 Service Maintenance (Assistant Operator, Interceptor Service Worker 
- 1, Laborer, Drivers, Dispatchers) 
- 0 Technician, Para-Professional (accounting·technician, drafter, 

1\ I 
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- computer operator, interns) - ) = 11 .-----------------------------------------------------~ 
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Metropolitan Council 
Positive Performance 

Manager /Supervisor 
Performance Review 

Guidelines 



Perfo 

Performance Management Approach 

Managing Performance: Meeting our business goals 

11 Manager and employee jointly set work goals, clarify expectations and review 
results 

1111 Individual work goals are tied to organization and department goals 
11 Performance is discussed regularly throughout the year and formally reviewed 

annually 
1111 Employee coaching and development are the primary tools used to address 

performance issues 
• Discipline is handled fairly with a problem-solving approach 

Employee Development: Maintaining our highly skilled workforce 

11 Performance discussion and review is focus~d on employee development to 
meet business challenges and to improve performance 

1111 Development plan are created annually 

Employee Recognition: Creating work environments that encourage 

maximum performance 

111 All employees are treated with dignity and respect 
11 Employees participate in making decisions that affect them 
• Achievements are recognized on the organization, department and individual 

levels 
On-line location: 

✓ Review form: word template: File/new/metc/mgmtperf 
✓ Guidelines: councilinfo: performance appraisal 
✓ Policy/procedure: councilinfo: policies/procedures:4-7 

✓ Development plan form: v:all:forms:devplan 

1 



Name of Individual 

Division 

Metropolitan Council 
Performance Review (Management) 

Title 

Department 

Type of Review __________ Period of Review 

Review Date / ------

Original Employment Date __ / __ /__ Time in Position ____________ _ 

PART A: Performance Factors 
This section provides a description of five (5) critical outcome areas important to organizational success at the Metropolitan Council. 
Please rate each outcome area using the rating scale on the last page of this document. 

In addition to the ratings, please indicate the relative weight of each of the five categories so that the total weight equals 100 
percent. 

1. Organizational Effectiveness: Producing desired results. Promoting participative decision making, individual accountability, 
appropriate recognition of accomplishment and continuous improvement. Performance Factor Weight ____ _ 

I Expected and Achieved Results 

Expected Results: 
Achieved Results: 

Expected Results: 
Achieved Results: 

Expected Results: 
Achieved Results: 

Average Rating for Performance Factor 1: 

Rating Additional Comments 

2. Customer Service and Stakeholder Relationships: Developing strong customer and stakeholder relationships in order to fulfill 
public responsibility. Performance Factor Weight ___ _ 

--1 Expected and Achieved Results Rating Additional Comments 

Expected Results: 
Achieved Results: 

Expected Results: 
Achieved Results: 

Expected Results: 
Achieved Results: 

Average Rating for Performance Factor 2: 

2 
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Name of Individual Date ----

Financial Integrity: Efficiently using financial resources through planning, provision of cost competitive service, financial 
compliance and controls, and effective use of staff. Performance Factor Weight ----

\ Expected and Achieved Results Rating Additional Comments 

Expected Results: 
Achieved Results: 

Expected Results: 
Achieved Results: 

Expected Results: 
Achieved Results: 

Average Rating for Performance Factor 3: 

4. Productive, Equitable, Positive Work Environment: Creating a safe and healthy work environment which promotes 
continuous learning, effective communication, and a partnership between labor and management. 

Performance Factor Weight ___ _ 

I Expected and Achieved Results Rating Additional Comments 

.... .<peeled Results: 
Achieved Results: 

Expected Results: 
Achieved Results: 

Expected Results: 
Achieved Results: 

Average Rating for Performance Factor 4: 

5. Management of Workforce Diversity: Providing leadership in creating and maintaining an inclusive organization. Promoting 
the development and contributions of all employees. Visibly supporting the agency's Equal Opportunity and Affirmative Action 
policies, procedures, programs. Performance Factor Weight ___ _ 

I Expected and Achieved Results Rating Additional Comments 

Expected Results: 
Achieved Results: 

Expected Results: 
Achieved Results: 

)ected Results: 
Achieved Results: 

Average Rating for Performance Factor 5: 

3 



Name of Individual Date ----

Overall Performance Factor Rating 

Performance (A) (B) (C) 
Factor Performance Factor Rating Performance Factor Weight(%) Total (Column A times Column B) 

1- One 
2-Two 

3 - Three 
4 - Four 
5 - Five 
Overall Performance Factor Rating (Total of Column C) 

Please provide an explanation for the Overall Performance Factor Rating for this individual. Also add any additional comments 
about areas not covered by the performance factors and competencies. 

Part B: Management Competencies 
These eight (8) managerial competencies are considered essential skills needed by all managers and supervisors in order to 
accomplish the organizational results indicated in Part A. These are the same competencies which are part of the Pro-D management 
development program. This section is not rated, however, please complete Part B by describing your observations of this individual 
making use of each competency. 

1. THINKING {Analyze Issues; Sound Judgment): Identifying problems and recognizing symptoms, causes, and alternative 
solutions; making timely, creative, sound decisions even under conditions of risk and uncertainty. 

Observations 

2. ORGANIZATIONAL KNOWLEDGE {Technical/Functional Expertise; Knowledge of the Business): Applying the knowledge and 
skills needed to do the job, including technical competence in one's own field and familiarity with policies and practices of the 
broader function, the organization, and the industry. 

Observations 

3. INTERPERSONAL {Build Relationships; Display Organizational Savvy; Manage Disagreements): Interacting with others in 
ways that enhance understanding and respect, perceiving the needs of others, developing smooth working relationships, and 
dealing effectively with conflict. 

Observations 
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Name of Individual Date ----

LEADERSHIP (Provide Direction; Lead Courageously; Influence Others): Taking charge and making things happen through 
the effective action of others. Assessing employee strengths and development needs~ providing specific feedback and coaching. 

Observations 

5. COMMUNICATION (Speak and Write Effectively): Sending and receiving information clearly, accurately, thoroughly, and 
effectively; encouraging the open expression of ideas and opinions. 

Observations 

6. SELF-MANAGEMENT (Act with Integrity; Demonstrate Adaptability; Develop Onesel0: Demonstrating sound business 
ethics. Responding appropriately and confidently to the demands of work challenges when confronted with changes, ambiguity, 
adversity, or other pressures. Pursuing learning and self-development; seeking and using feedback. 

Observations 

7. MOTIVATION (Drive for Results; Show Work Commitment): Establishing high performance standards, working hard to 
attain those standards, taking initiative, and demonstrating commitment to the organization. 

Observations 

8. ADMINISTRATIVE (Establish Plans; Manage Execution): Developing plans that are comprehensive, realistic, and effective in 
meeting goals. Structuring one's own activities and the activities of others; coordinating the use of resources in a way that 
maximizes productivity and efficiency. 

Observations 
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Name of Individual Date ----

Part C: Development Needs 
Please use this section to describe development plans necessary to meet anticipated development needs due to changes in 
responsibility or changes in the workplace. Use this section to indicate specific development plans intended to address performance 
problems if the employee received a rating of one (1) in Part A of this review. 

Part D: Employee Comments 
This space is to be used by the employee to make any comments regarding this performance appraisal. 

Signature of direct supervisor _________________ _ Date 

I have reviewed and discussed the information contained here. 

Signature of individual evaluated Date ---------------
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Metropolitan Council 
Performance Review (Management) 

I. Managers and supervisors in non-represented positions in RA and ES, and in the 
Confidential Manager's Association (CMA), please use the following rating scale for 
Section A of the performance review form: 

Category Definition Rating Comp 

Distinguished A level of performance for which the employee 3 2.51 to 3.00 
Perfonnance: invariably exceeds the requirements for the position. 

Proficient A level of performance completely fulfilling the 2 2.00 to 2.50 
Perfonnance: requirements and expectations for the position. This 

level of performance is generally attained by the 
majority of employees. 

Required A level of performance below the requirements and the 1 Below 1.99 
Improvement: expectations for the position. This level of performance 

requires a written performance improvement plan as 
part of the review process. Use Section C of the 
performance review form to describe a development 
plan intended to address necessary improvements. 

II. For managers and supervisors in the Transit Manager and Supervisor Association 
(TMSA), non represented positions in Transit and the Management Association 
(MANA), please use the following rating scale for Section A of the performance 
review form: 

Category: TMSA Definition: MANA Definition: Rating Comp 

Excellent Accomplished all objectives or Consistently exceeds job goals 5 4.51 to 
perfonned all tasks and excelled and requirements 5.00 
in a substantial number 

Very Good Accomplished all objectives or Generally exceeds job goals and 4 3.51 to 
performed all tasks and excelled requirements 4.50 
in some 

Good Accomplished substantially all Generally meets job goals and 3 2.51 to 
objectives or performed requirements 3.50 
substantially all tasks assigned 

Fair Accomplished some objectives Generally falls short of goals and 2 1.51 to 
or perfonned some tasks requirements 2.50 
assigned 

Unsatisfactory Many objectives unrealized or Cons_istently falls short of goals 1 Below 1.51 
many tasks not perfonned and requirements 
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1-'ertormance Kev1ew Process 

ManagN Employee 

Manage( and Employee jointty meet to discuss e>q>ectatioos, 
goals and results for the coming year. 

Manager and employee discuss Part B and the 
employee's deYelopment and training requirements 

needed to overoome weal«-iesses identified in Part B. 

8q>ectations and results are agreed on . 
Development and training needs are written doMl in 

Part C of the Performance Review form. 

r- ---, 
Progress and status are periodically reviewed durtng the year. 
L_ __ · _ _J 

Manageresks 
employee to complete 
a PR fonn and Indicate,__ __ __, 

his/her achieved 
results. 

her underatanding c1 
the employee's 

achieved results and/or 
ratl 

Officlal e of year Performance Review Meeting 

Manager and employee discuss each others perceptions c1 
results and 

Manager makes 
decision about ratings 
and completes Part A 

of the PR fonn. 

Manage( 6eOds fonn to 
employee to l1MEM' 

and sign. 

Manager reoeM?S the 
form 

Employee reviews 
the PR fonn. 

Employee and manager meet to l"IMeW ratirlJS and complete 
Part B and Part C c1 the employee bm 

Completed fonn is filed, 
copies to employee and HR 
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Five Critical Outcome Areas - Examples 
Organization Effectiveness: Producing desired results. Promoting participative decision 
making, individual accountability, and appropriate recognition of accomplishment and 
continuous improvement. 

:::::: 95% audit compliance with environmental regulations and address any deficiencies within 
three months 

:::::: Install new computer system and complete conversion by September within 5% of budget 

Create smart growth advertising campaign for regional citizen using radio and internet at a 
cost not to exceed $20,000 

Customer Service and Stakeholder Relationships: Developing strong customer and 
stakeholder relationships in order to Jul.fill public responsibility. 

Sign and process paperwork within three working days to maintain customer unit's 
workflow. No more than one complaint per month 

Survey internal customers regarding staffing procedure. Design and implement 
improvements by mid-year. Assess customer satisfaction in December. Increase customer 
satisfaction by 25% 

:::::: Respond to external customer's complaints within three working days. 

Financial Integrity: Efficiently using resources through planning, effective use of staff, 
providing cost competitive service, and financial compliance and controls. 

:::::: Complete capital improvement project within 5% of budget by November without addition 
to staff 

Decrease overtime by 5% through redistributed staff assignments and project prioritization 

Implement time saving procedure in accounts payable process; monitor and evaluate by 
mid-year. 

Productive, Equitable, and Positive Work Environment: Creating a safe and healthy work 
environment, which promotes continuous learning, effective communication, and a partnership 
between labor and management. 

:::::: Use staff involvement in creating solutions to garage safety issues. Implement by end of 
first quarter 

:::::: Jointly create a development plan for each employee as part of annual performance review 
process 

:::::: Hold quarterly, all-division meetings which include time to for employees to voice 
concerns 

Management of Workforce Diversity: Providing leadership in creating and maintaining an 
inclusive organization. Promoting the development and contribution of all employees. Visibly 
supporting the agency's Equal Opportunity and Affirmative Action policies, procedures, and 
programs. 

:::::: Establish task force to create division strategy for dealing with interpersonal conflicts 
between staff 

:::::: Use DBE for at least 5% of all division contracts. Monitor and report to division managers 
quarterly 

Conduct one staff workshop on diversity issues and related policies; encourage discussion 
about diversity during at least two staff meetings per year 
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Guidelines for Defining Expected Results 

Set by the Employee; Approved by the Manager 
Before employees establish their objectives, the manager should provide the direction or focus 
toward which staff goals should be oriented. Ideally, this thrust also supports the organization's 
priorities. Division leaders need to identify and communicate their goals in order for managers 
and supervisors to translate them into expected results on their own performance reviews. 

Focused on Business Results, Written Specifically 
Make expected results unambiguous by answering the question, "How will we know this goal is 
accomplished-what will the end result be?" 

✓ Focus on end results 
✓ Define outputs or results 
✓ Have a target date for completion 
✓ Express in quantitative terms 
✓ Specify cost factors 
✓ Excellent Performance Criteria should answer questions like these: 

• What quality standards must be met? 

• What people need to be involved? 

• What quantities should be achieved? 

• What schedule is to be met? 
• How accurate must the work be? 

• Who will approve it? 

Few Rather than Many 
A good criterion for determining whether a particular result should be included in the PR is to 
ask, "Would this expectation be worth discussing during the year?" There is no magic number 
for how many to include. Eight to twelve should be sufficient. 

Change as Conditions Change 
If employees are ~eld accountable for objectives that are no longer attainable for reasons beyond 
their control, it doesn't make sense to hold them to those objectives. Adjust goals as conditions 
warrant. The manager always has the options of keeping the objectives firm, but be flexible and 
don't let the system override good judgement 

Assign Weighting To Critical Outcome Areas 
Once the expected results are established, determine the weighting of each outcome area in terms 
of importance and time spent. This should be established. at the beginning of the review period. 
Weighting can be adjusted at the end of the review period, if warranted, due to changing 
conditions. 
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Scheduling: 

Preparation: 

Meeting: 

Making 
Feedback 
Discussions 
Productive: 

Reviewing Achieved 
sults 

Schedule the performance review meeting at a time and location 
convenient to both individuals. 

Prior to the scheduled performance review session, both the 
manager and the employee complete a review form, including 
documentation of achieved results directly related to expected 
results established at the beginning of the review period. 

The session is intended to be a shared exchange of information 
about achieved results. The purpose is to review and learn from 
past performance by answering the following questions: 

• What went well? Why? What could be applied to other 
project work to improve outcomes? 

• What went OK? What could be done differently to 
improve outcomes? 

• What did not go well? Why? What could be done 
differently to improve outcomes? 

Specific, Descriptive Information:· Either positive or negative 
feedback is most meaningful if it contains specifics and 
describes the results of the performance. Focus on the event 
or the situation rather than attack or accuse the employee in 
an evaluative approach. 

Immediate: If you have provided immediate, regular feedback 
throughout the year, there will be no surprises at the end of 
the year. 

Two-Way: Productive feedback discussions require the boss to 
take responsibility for making the conversation two-way. 
Without hearing the employee's reaction to what is said, the 
manager does not learn whether the feedback is accepted. 
Moreover, the employees often need time to process, 
assimilate and accept feedback. Encouraging employees to 
share their thoughts and feelings during the review process 
helps. 
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ved Results 

1. Organization Effectiveness: Producing desired results. Promoting participative decision 
making, individual accountability, and appropriate recognition of accomplishment and 
continuous improvement. Performance Factor Weight _25% __ 

• Expected Result: 95% audit compliance with environmental regulations and address any 
deficiencies within three months. 

• Achieved Result: 99 .5% audit compliance with regulations. One deficiency addressed 
within one month. 

Rating: _5 __ 

• Expected Result: Install new computer system and complete conversion by September 
within 5% of budget. 

• Achieved Result: System installation completed August 15. 10% over budget. 
Rating: _4 __ 

Average rating/or Performance Factor 1:_4.5_ 
2. Customer Service and Stakeholder Relationships: Developing strong customer and 

stakeholder relationships in order to fulfill.public responsibility. 
Performance Factor Weight _30% __ 

• Expected Result: Sign and process paperwork within three working days to maintain 
customer unit's workflow. No more than one complaint per month. 

• Achieved Result: Average of five complaints per month. Average paperwork process is still 
4 days. 

Rating: __ 2_ 
• Expected Result: Survey internal customers regarding staffing procedure. Design and 

implement improvements by mid-year. Assess customer satisfaction in December. Increase 
customer satisfaction by 25%. 

Achieved Result: Survey delayed until August. Improvements in the draft stage. Assessment of 
customer satisfaction after that. 

Rating: _3 __ 
Average rating/or Performance Factor 2:_2.5_ 
3. Financial Integrity: Efficiently using resources through planning, effective use of staff, 

providing cost competitive service, and financial compliance and controls. 
Performance Factor Weight _20% __ 

• Expected Result: Complete capital improvement project within 5% of budget by November 
without addition to staff. 

• Achieved Result: Project completed Dec. 15, under budget by $5,000. Resulted in 10% 
decrease in fueling costs. 

Rating: _4 __ 
• Expected Result: Decrease overtime by 5% through reassignment/ prioritization. 

• Achieved Result: Decreased overtime by 15%. Completed process evaluation which 
resulted in major efficiencies in work process. 

Rating: _5 __ 
Average rating/or Performance Factor 3:_4.5_ 
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4. Productive, Equitable, and Positive Work Environment: Creating a safe and healthy 
work environment, which promotes continuous learning, effective communication, and a 
partnership between labor and management. Performance Factor Weight _15% __ 

• Expected Result: Use staff involvement in creating solutions to garage safety issues. 
Implement by end of first quarter. Decrease accidents by 10%. 

• Achieved Result: Accidents decreased by 5%. 
Rating: _4 __ 

• Expected Result: Hold quarterly, all-division meetings which include time to for employees 
to voice concerns. 

• Achieved Result: Meetings held Feb, May and Aug. Survey shows improvement in morale. 
Rating: _4 __ 

Average rating for Performance Factor 4:_4.0_ 

5. Management of Workforce Diversity: Providing leadership in creating and maintaining an 
inclusive organization. Promoting the development and contribution of all employees. Visibly 
supporting the agency's Equal Opportunity and Affirmative Action policies, procedures, and 
programs. Performance Factor Weight _10% __ _ 

• Expected Result: Establish task force to create division strategy for dealing with 
interpersonal conflicts between staff. 

• Achieved Result: Conflict resolution training delivered to all department employees. 25% 
reduction in employee complaints. 

Rating: _5 __ 
• Expected Result: Use DBE for at least 5% of all division contracts. Monitor and report to 

division managers quarterly. 
Achieved Result: 4.5% DBE utilization. Quarterly reports completed. Increased staff awareness 
of the goal. 

Rating: _3 __ 
Average rating for Performance Factor 5:_4.0_ 
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Communicating About Performance That Is Not 
Meeting Your Expectations: 

Whenever an employee is confronted with an issue that implies failure, some 
defensiveness will occur. The manner in which the manager handles this 
defensiveness is the critical, make-or-break point in any performance review 
discussion. The following guidelines can help employees move past their 
defensive reactions and objectively examine the issues. 

* Convey your positive intent: makes it easier for the other person to hear 
your feedback 

* Describe specifically what you have observed: describing the facts 
without judgment or interpretation helps the employee believe that what 
you say is real and valid and sets the stage for building a solution 

* State the impact of the behavior or action: helps establish a mutual stake 
in a better outcome 

* Listen: When the employee reacts defensively, this is the moment to 
listen and try to understand the employee's point of view. Restate what 
you have heard and avoid arguing over details. Reduce the employee's 
defensiveness by exploring feelings. 

* Get agreement on the problem : No real commitment to improve or 
change will occur until the employee accepts that a problem exists and it 
needs to be rectified. 

* Involve the employee in determining solutions: move the discussion 
away from problems and toward solutions. Employees are more likely to 
commit to solutions they develop. 

* Ask the employee to summarize: this will help you to know your 
employee's understanding of an established course of action. 

* Set a follow-up date: remember that all development is a process of 
trying and adjusting. Expect trial and error. Provide meaningful 
coaching to your employee along the way. 
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Discussing Management Competencies 
' 

I----------------------------------------------------------- ------ -------------------------------------------------------------------------- I 

❖ This section of the review is not rated. It is designed to cue a conversation about how one 
gets the job done and provides the opportunity to give/get valuable feedback. 

❖ Talk about this section at the beginning of the review period by asking, "What areas do you 
think will be most important to your accomplishing expected results?" "How might you 
hone those skills?" 

❖ At the end of the review period, reviewer and reviewee can discuss which competencies were 
most important and how they were applied during the year. Also include competency 
building in your development planning. 

❖ If the reviewee has taken ProD and already has a development plan, there is no need to start 
over. Integrate any new development plans generated by the review process into the original 
plan. 

Examples: 

1. THINKING (Analyze Issues; Sound Judgment 

Observations: This manager learns new information quickly, values knowledge and 
exercises thoughtful and sound judgment before making a decision. She obtains as 
much data from as many sources as possible to include in her decision making process. 

2. ORGANIZATIONAL KNOWLEDGE (Technical/Functional Expertise; Knowledge of the 
Business 

Observations: This manager attends professional organizations in her area of expertise, 
subscribes to professional journals, presents papers and demonstrates an active and 
dynamic ability to stay abreast of here field. She is particularly adept at applying 
knowledge from her area of expertise to organizational problems. 

3. INTERPERSONAL (Build Relationships; Display Organizational Savvy; Manage 
Disagreements 

Observations: Ms. Doe is able to quickly gain the respect of others and develop 
smooth working relationships with other managers and peers. She needs to do more to 
work with and understand the needs of her staff, solicit their input and use their skills 
and knowledge to further projects and other tasks. This is a major area that needs 
improvement. 
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Creating A Development Plan 

The purpose of a development plan is to identify ways to improve 
performance on current tasks and develop the capacity to meet the 
challenges for the coming year. 

Good development plans include: 

► behavioral objectives, observable improvement 

► specific, attainable, jointly prepared actions that include on-the­
job experiences (70%), learning from other people (20%) and 
seminars ( 10%) 

► due dates 

► identification of the resources or support needed for each ite1n in 
the plan 

► developmerit plans must be created for all expected results that 
receive a fair, unsatisfactory or improvement required rating 

Example: 

• Objective: provide constructive feedback on performance and 
recognizes employees' contributions on a regular basis 

• Action Plan: 

✓ Attend Communicating To Manage Performance by Dec 
✓ Complete all performance reviews by 9/30, review process with HR 
✓ Read 1001 Ways To Reward Employees by October, discuss with colleagues 

✓ Utilize two new methods for recognizing contributions by February, discuss with 
manager 
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