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THE EMPLOYMENT RELATIONSHIP 

02.03.03 Performance Evaluation  Annual Performance Plan (“Plan”) 
 
Supervisors and employees are strongly encouraged to discuss job performance and goals on an 
informal, day-to-day basis to assure understanding and promote progress and achievement of 
established standards and expectations.   
 
A formal performance evaluation is periodically conducted to provide both supervisors and employees 
the opportunity to discuss job tasks, identify and correct shortcomings, encourage and recognize 
strengths, and discuss positive, purposeful approaches for meeting goals.  Generally, performance 
evaluations are scheduled approximately every 12 months, coinciding with the anniversary of the 
employee's original date of hire.  However, performance evaluations may be conducted at any time, as 
deemed appropriate by the supervisor.   
 
Performance-based pay adjustments are awarded by PCCLD in an effort to recognize truly superior 
employee performance.  The decision to award such an adjustment is made by the immediate 
supervisor, and is dependent upon numerous factors, including, but not limited to the information 
documented by this formal performance evaluation process and the availability of funds as identified in 
the annual budgeting process. 
 
Overview 
 
As an employer, Pueblo City-County Library District (PCCLD) believes that it is in the best interests of 
both the organization and its employees to fairly compensate its workforce for the value of the work 
provided.  It is PCCLD’s intention to use a compensation system that will determine the current market 
value of a position.  The system used will be objective and nondiscriminatory in theory, application and 
practice.   
 
The system will evaluate external equity, which is the relative marketplace job worth of similar jobs in 
similar industries factored for general economic variances and reflecting local economic conditions.  
 
The system will evaluate internal equity, which is the relative value of each job in the library district when 
comparing the required level of job competencies, formal training and experience, responsibility, and 
accountability of one job to another and arranging all jobs in a formal job grading structure or in broad 
bands.   
 
This Plan provides for Performance Payments. 
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Performance Evaluations – PCCLD has established a performance-based pay system that rewards 
employees for positive job performance in a transparent fashion that remains within budgeted resources 
and individual job market values as described in the PCCLD Compensation Structure.  
 

 All regular full-time and regular part-time employees (excluding, for purpose of this Plan, the 
Executive Director) (“Eligible Employees”) will receive annual performance evaluations. 

 Seasonal employees, interns, temporary employees and substitute employees will not receive 
annual performance evaluations. 

 Supervisors and employees are strongly encouraged to discuss job performance and goals with 
one another on an informal, day-to-day basis to assure understanding and promote progress and 
achievement of objectives relative to the job description and of previously agreed upon goals. 

 
Plan Year – The Plan Year is the calendar year.  The first Plan Year begins January 1, 2020.  
 
Evaluation Period – An Evaluation Period with respect to a Plan Year is November 1 through October 
31 of the year preceding the Plan Year.  The first Evaluation Period is November 1, 2018, through 
October 31, 2019. 
 
Performance Payments 
 
An Eligible Employee may earn a Performance Payment for a Plan Year based on the achievement 
during the Evaluation Period of his or her (i) job performance measures; and (ii) individual goals and 
objectives, both of which shall be equally weighted.  PCCLD reserves the right to add measures of 
performance and to change the weighting of such measures; provided, however, that achievement shall 
be measured by objective criteria.   
 
An Eligible Employee must be employed by PCCLD on the last day of the applicable Evaluation Period to 
receive a Performance Payment.   
 
An Eligible Employee’s Performance Payment, if any, shall be a percentage increases in the Eligible 
Employee’s base salary (except as provided below).  Such increase will be effective on January 1 of the 
Plan Year.   
 
To the extent that an Eligible Employee’s Performance Payment, when added to the Eligible Employee’s 
base salary exceeds the grade maximum of the salary range for the Eligible Employee’s position as 
identified in the PCCLD Compensation Structure, such excess shall be paid to the Eligible Employee in 
substantially equal installments over the 26 pay periods in the Plan Year.  Such installment payments 
shall (1) not otherwise increase the Eligible Employee’s base salary; and (ii) cease if the Eligible 
Employee’s employment with PCCLD terminates.   
 
Determination of Performance Payments – For each Plan Year, an organization-wide budget for 
Performance Payments will be included in the annual budget and approved by the Executive Director 
and the PCCLD Board of Trustees (“Board of Trustees”).  Managers shall receive guidelines for 
assessing the performance during the Evaluation Period.  Performance rating scores will be expressed 
on a three-point scale, rounded to two decimal places.   
 
In each case only as the approved budget allocations allow: 
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 An Eligible Employee with a performance rating score from 2.50 – 3.00 will receive a 
Performance Payment of 2.5 – 3.0% of base salary. 

 An Eligible Employee with a performance rating score from 2.25 – 2.49 will receive a 
Performance Payment of 2.0 – 2.25% of base salary. 

 An Eligible Employee with a performance rating score from 2.00 – 2.24 will receive a 
Performance Payment of up to 2.0% of base salary. 

 An Eligible Employee with a performance rating score below 2.00 will not receive a pay increase, 
as a performance rating score below 2.00 indicates that the Eligible Employee did not meet 
expectations during the Evaluation Period.  

 
Eligible Employees with less than 12 months of service on the last day of the applicable Evaluation 
Period will receive a prorated Performance Payment.  Eligible Employees with less than two months of 
service on the first day of the Plan Year will not receive a Performance Payment.   
 
Notwithstanding anything to the contrary, all Performance Payments must be approved by the Executive 
Director. 
 
Section 409A – An employee must be an active employee of PCCLD on the first day of the Plan Year to 
receive any payment under this Plan.  All payments contemplated by this Plan are intended to qualify as 
“short-term deferrals” as such term is defined in Treasury Regulation Section 1.409A-1(b)(4) or to be 
otherwise exempt from the application of Section 490A of the Internal Revenue Code of 1986, as 
amended, the Treasury Regulations promulgated thereunder, and any administrative guidance or judicial 
decisions with respect thereto (“Section 409A”), and this Plan shall be administered and construed 
accordingly.  To the extent that any payment under this Plan is not a short-term deferral or otherwise 
exempt from the application of Section 409A, this Plan is intended to otherwise comply with Section 
409A and shall be administered and construed accordingly.  It is the intention of PCCLD that payments 
under this Plan not be subject to the additional tax or interest imposed pursuant to Section 409A.  To the 
extent such potential payments are or could become subject to Section 409A, PCCLD may, but is not 
required to, amend this Plan with the goal of giving Eligible Employees the economic benefits described 
herein in a manner that does not result in such additional tax or interest being imposed.  Each payment 
described in this Plan shall be a separate payment and a separately identifiable payment to the 
maximum extent permitted by Section 409A.  Employees shall take any action, or refrain from taking any 
action, requested by PCCLD to comply with any correction procedure under Section 409A.  Employees 
shall not have the right to designate the time of payment of any payment under this Plan.  
 
PCCLD reserves the right to add, change, end, or suspend this Plan at any time, with or without 
notice.  This document shall not be construed as a contract of employment, nor does it restrict 
the right of PCCLD to discharge the employee or the right of the employee to terminate his or her 
employment at any time.  This Plan is not a guarantee that an employee will receive any 
Performance Payment at any time or in any particular form.   
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THE EMPLOYMENT RELATIONSHIP 

02.03.03.P1  Annual Performance Review Procedure 
 
In the last quarter of the year, staff shall participate in an annual performance evaluation process.  
The annual performance ratings shall be used to determine Performance Payments as described in 
the PCCLD Annual Performance Plan (see 02.03.03).   
 
1. Each Eligible Employee completes a self-review and submits the self-review to their manager. 

2. The manager writes a review of the Eligible Employee’s performance.  Employee performance 
shall be based on objective performance measures and on meeting previously established annual 
goals. 

3. Employee performance shall be rated on a numeric rating scale. 

4. Ratings and comments shall be entered into the electronic performance management system, 
which calculates the rating scores based on:  (i) a combination of scores in the objective criteria 
area; and (ii) scores for the annual goals. 

5. All performance scoring is reviewed by Administration to help ensure consistent adherence to 
established guidelines and procedures. 

6. Annual increases are determined in accordance with the PCCLD Annual Performance Plan. 

7. The manager and employee shall meet to discuss the self-review and annual performance 
review. 

8. All Performance Payments shall be approved by the Executive Director. 

9. Employees shall be notified of a Performance Payment, if any, by letter or by electronic 
communication by the Human Resources Department. 

10. Performance pay adjustments shall be effective on the first day of the Plan Year.   
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