Memorandum

@ New York City Transit R
Department of Buses :

TO: All concerned

FROM: John P. Walsh, Chief Maintenance Office

SUBJECT: Line Supervisors’ Productivity Incenti¥e Program (PIP)
DATE: January 13, 2003

This correspondence is for the purpose of distributing the three documents attached that are
pertinent to the line supervisors’ PIP. They are: (1) Overview of the Line Supervisors’ Productivity
Incentive Program (PIP), (2) Line Supervisors’ Bus Bonus Performance Standards and (3) Depot
Training Supervisor’s Performance Standards for Bonus Program.

I hope this proves to be a helpful reference to all concerned. If there are any further questions,
please, direct them to Marisol Sim6n, ACMO, Industrial Standards, at (347) 643-5105 or myself.

Attachments

Distribution: R. Agritelley
T. Basta
R. Cuomo
S. Olderman
S. Martin
M. Murphy
B. Patel
M. Simén
M. Seay
Z. Lateef
W. Livingston
S. Vidal
General Managers
TSO
SSSA
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Overview of the Line Supervisors’ Productivity Incentive Program (PIP)

1. Purpose and Participation

The intent of the Line Supervisors’ PIP (the PIP) is to reward superior performance. All
Line Supervisors (supervisors) working in the depots, shops and Support Fleet Services
and all depot training instructors are eligible for the PIP.

2. Qualification for the PIP Bonus
All qualifying supervisors will receive a separate $700 incentive check on the pay date
following the end of each quarter. There are two major qualifying criteria:

2.1. Supervisor must actually work a minimum of 40 days in the quarter in which the
bonus is to be paid. Paid vacation will count as time actually worked. All other-
types of leave (including, but not limited to, sick, jury, military and family
medical) will not count as time worked.

2.2. Supervisors’ final quarterly evaluation on the Line Supervisors’ Bus Bonus
Performance Standards Form (PIP form) must have a minimum score of 324.

3. Evaluation Process
The evaluation process consists of the following three-step process:

3.1. Daily Discourse - Supervisor’s manager (usually the superintendent) talks to the
supervisor about his performance on a daily basis. For example, the
superintendent might say, “There were a couple of omissions on your pinball last
night. Please, be more thorough.” Or he might say, “That was very diplomatic,
the way you handled that conflict between the two cleaners last night. You
completely diffused the situation and they seem to be getting along today.”
Daily discourse between management and the supervisor is a crucial part of the
PIP as it allows supervisors an opportunity to improve their performance.

3.2. Biweekly Evaluation - Every two weeks, the superintendent completes the PIP
form with the information about what has happened over the previous two-week
period. Each quarter has six two-week marking periods. Superintendent reviews
the completed PIP form with each supervisor and provides the unions’ monitor
with copies.

3.3. Quarterly Evaluation - At the end of the quarter, the score for each of the six
biweekly evaluation is added, the sum must be at least 324 points (6x54) to
receive the $700 PIP bonus.

4. PIP Form Scoring Issues

4.1. Each task/activity must contain a numerical rating (1-4).

4.2. An Excellent is four points, Good is three, Marginal is two and Poor is one.

4.3. Each of the 19-task/activity areas and six biweekly rating periods are weighed
equally.

4.4. Comments must accompany any activity/task rating score of two or less. The
comment should be specific and justify the corresponding score.

4.5. In the event that a SUpErvisor is not at work for the full two-week evaluation
period a score of 54 will be assigned for that time period.

4.6. In the event that a supervisor is out for a portion of the two-week evaluation
period he will be evaluated based on his performance for the days he worked.




4.7. Supervisors will receive a score of 57 points for each of the first three two-week
evaluation periods in the fourth quarter 2002. This one time automatic scoring
will be used to compensate for any inconsistencies in the initial PIP
implementation.

S. PIP Form Signature Issues

5.1. Supervisors should sign the PIP form when they review it with management
unless they are assigned to a decentralized location. If the supervisor disagrees
with the scoring and/or comments they may sign under protest.

5.2. The unions’ monitor will be copied on the evaluations at the end of each quarter.
This ensures supervisors the opportunity to challenge evaluations with which
they disagree.

5.3. The general superintendent or his designee will sign the PIP form within seven-
days of the supervisor’s review and signoff.

5.4. These signatures will be electronic when the PIP evaluation process is available
on the IC.

6. PIP Form Appeal Issues
If a supervisor disagrees with his PIP form evaluation, the following appeals process
should be followed:
6.1. Supervisor’s monitor should discuss the issue directly with the reviewer, usually
the superintendent.
6.2. If the issue is not resolved between the monitor and the reviewer, the monitor
should discuss the issue directly with the general superintendent.

7. PIP Evaluation Schedule
The program has started in different areas at different times over the year. Most recently,
the depots and training supervisors’ PIP started in the fourth quarter of 2002. The
following identifies the PIP evaluation periods for the fourth quarter 2002 and the first
quarter 2003:

L/S PIP Evaluation Periods

Review 4th Quarter 2002 Ist Quarter 2003

Period Start End Start End
1 Automatic 57 Points 1/1/03 1/18/03
2 Automatic 57 Points v 1/19/03 2/1/03
3 Automatic 57 Points 2/2/03 2/15/03
4 11/17/02) 11/30/02 2/16/03 3/1/03
5 12/1/02| 12/14/02 3/2/03 3/15/03
6 12/15/02| 12/28/02 3/16/03 3/29/03

* The fourth quarter 2002 incentive checks should be ready on January 30, 2003.
* The first quarter of 2003 incentive checks should be ready on the April 24 pay date.




Payment Schedule

Quarter Close | Check Date Submission Date
12/31/02 1/30/03 1/17/03
3/31/03 4/24/03 4/14/03
6/30/03 7/31/03 7/18/03
9/30/03 10/23/03 10/12/03

8. Additional Applications for the PIP Form’s Data

As previously stated, the purpose of the PIP form is to reward line supervisors for
superior performance. The data contained in the PIP form will be used for the following
purposes:

8.1. The data will go to the Training School so they can better design their line
supervisor training programs or perhaps prepare refresher courses, if required in
a certain area. The school can also keep track of how their graduates fare after
the one-year probation is over. A fairly new line supervisor who may be
struggling in an area may reap benefits from some personal one on one
intervention or training from a former trainer.

8.2. The data can also be used if and when a line supervisor decides he wants to move
into management. Currently a positive or negative recommendation by his
current boss is one of the criteria used to determine whether or not he gets an
interview. Depot and/or division management may use these evaluation data to
make the recommendation for or against the supervisor once these data are easily
available electronically.

9. Electronic PIP Form

DoB’s Operations Support Division will develop an electronic version of the PIP form
that will be accessible on DoB’s Information Center Intranet site (IC). This enhancement
will significantly reduce the workload required to process the handwritten PIP form.
Specifically, the electronic form will facilitate completing, viewing, transmitting,
analyzing, archiving the data contained in the PIP form and transmitting the data to
payroll for printing and distribution of the checks.

The IC’s Supervisor PIP icon’s introductory window will contain two evaluation forms,
one for depot supervisors and a second for DTSs. Once the form is completed and sent,
the form will be routed electronically to the appropriate parties for compilation, review
and archiving. A supervisor will have access (o his own forms, managers will have

access to all the forms in their depots and/or divisions and Training and CMF will have
universal access.

There will also be a “default” form for supervisors who have been absent for any two-

week evaluation period. It will automatically score the supervisors review period with 54
points.
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Line Supervisor ;

Pass Number:

Line Supervisors' Bus Bonus Performance Standards

Revlew Perlod:

From:

Date of Review:

To:

Final Quarterly Review: Y/N ‘

Revlewer's Name:
Monitor's Name:

D p of Rating Ratin Commaent
Function Task/Activity Goal Performance Measure Method of M ment
Excellent (4) Good (3) Marginal (2) Poor (1) {1-4)
Human 1. Time and Attendance |Ensure that workers report and are ready {On time reporting for duty at the start of |Audit devialion sheel in MIDAS / SPEAR and 100% on time >95% on time 90%-95% on <90% on lime
Resource to work during productive hours shift and after breaks management monitor arrival time time
Management
2. Disciplinary Action Take appropriate corrective action by Percent of time disciplinary action is Audit of disciptinary actions 100% of laleness is  [>95% of lateness fs 90%-95% of <90% of lateness
following appropriate NYCT's disciplinary |taken for offenders d ! is Is d d
olicy and procedures documented
3. Employee Availability |Plan and control ploy y to {Compare employ y to DOB  |Compare devlation sheet In MIDAS / SPEAR to Avallability meets or y meets A y Hability
e p by i 9 i y goal DOB avallability goal exceods goal >95% of goal meets 90%-95% |meets <80% of
workers' leave time with scheduled work of goal goal
load
4. Employee Tralning  [Assess workers' skills and training needs |Percent of workers that cant meet SRTs |Audit SRTs In MIDAS / SPEAR 100% of deviation >95% of deviation 80%-95% of <80% of
and arangae for proper tralning or and that don' recelve training or receives corrective 1l b deviatl devi;
reclassification if needed reclassification . action action i I
corrective action |
Leadership 5. Communication Effective verbal and written/computer Degree to which supervisor meets goal |Observatlon by management C are |Most Signi Ci
Skills of ideas and infc highly structured and {are P and are [Imp: tis lere ) y
to workers and management clear. Writing y well quired In oral Isund
organized and logical [or written and require
1ot
intervenlion
6. Teambuilding Develop a cohesive and effective work- Degree to which supervisor meets goal  [Observation by management Has insights into Sound team player Has difficulty Works alone —
team by communicating goals and leam dynamics and [capable of dealing with {relating with avoids dealing
| establishing standards within workgroup has developed a others and requires others and being lwith others and
i cohesive work team [little guidance a team player little concem for
and requires leaders, (eam
and
9 jcolloagues
7. Coaching Communicates standards for Degree to which supervisor meels goal |Observation by management Cleary Mostly communicates |Needs Does not follow
per i that perfc and hes |imp tin
and when a doviatlon for the standard standards and when |to achieve good 9 , (alls lo
occurs, Intervenes through coaching deviation Is cited, = needs of
o impi fittle guid. rf and |st - does|
performance ‘coaching to not coach or
develop workers |d p workers
8. Labor Interpret and enforce personnel pollicies Degree to which supervisor meets goal [Observation by management M Isnot |M, is M Is  [Manag is
Relations/Conflict and procedures across job titles and by not being over ruled by upper quired to clarify or quired to clarify or quired to clarify|required o Clarify|
Resolution unlon atfiliations management or arbitration, Interpret hissher i pret his/her or re-interpret or re-Interpret
rarely. his/er decisions |hismer decisions
some times. often,
9. | 1 y and y follows  |Degree to which Supervisor meets goal |Observation by management Require little or no Requires direction and Requires Requires
through on a plan of action and is N Of support | pport from di and and
. resourceful in solving daily problems solving problems. rarely pport from support from
loflon,
Productivity {10 Productive Work Assign each maintainer lo primary Percent of time that supervisor meets Audit by SPEAR / MIDAS Assigns work 95% of [Assigns work >90% of Assigns work Assigns work
Assignments malntenance functions for 95% of the goal productive time productive time 85%-90% of <85% of
M nent productive work lime uctive tim: productivelime
11. Monitors SRTs & SOs|Ensure that SOs and SRTs are Percent of time that worker meets goal  |Audit by SPEAR / MIDAS Houry 1 Hourty Hourly Hourly
and/or cth and/or cti

performed in specified times and that alt

actions >95% w/ all

actions >90% w/ all and/or comective

and/or comective

lagged, stored, and documented

are properly di nted
2 p actions >85%-  |actions <85% w/
d d ted 0% w/ all all exceptlons
g
12. Comective Action for |Assess workers' skills and training needs |Percent of workers that can't meet SRTs Audit SRTs in MIDAS / SPEAR 100% of deviation >95% of deviation 90%-95% of <90% of
Non-Compliance and arrange for proper tralning or and that don't recelve training or l e i l tion devi
r reclassification if needed reclassification action action recelves recelves
Non- 13. Material/Facility/Equi [Ensures that tims lost due to the lack of [Percent of fime that supervisor meels Audit by SPEAR / MIDAS Time lost due to Time lost due to Time lost due to |Time lost due to
Personnel pment Planning pants, unavailable tools or equipment or {goal is 5% or p is <10% of P is P s
Resource buses shall not exceed 5% of productive less of productive productive time <15% of <20% of
Planning & time time P time |prods tme
Managemen
14. Warmanty ltems Ensure that material and units for Degree to which supervisor meets goal [Obsarvation by management 100% of warranty >95% of warranty 20%-85% of <80% of
exchange under warranty are properly items are propery items are properly y tems y Rems
{handled are properly are properly
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