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Board of Directors Meeting Agenda 

 
DATE  : Tuesday, May 21, 2013 
 
TIME  : 5:30 p.m. 
 
PLACE : Vancouver Community Library, Columbia Room, 901 C. Street, 

Vancouver WA (360-696-4494, e-mail: debbiej@c-tran.org; Web 
site: www.c-tran.com) 

 
Vancouver Community Library is accessible by C-TRAN Routes C-TRAN Routes #4, 

#25, #37, and #30 
 

The complete C-TRAN Board of Directors meeting packet is available on C-TRAN’s 
website at http://www.c-tran.com/board_meeting_minutes.html 

 
AGENDA 

 
 PAGE # 

5:30 PM – CALL TO ORDER   

EXECUTIVE SESSION (The Board will move to the Klickitat Room to conduct the Executive 
Session) 

 

1. RCW 42.30.110 LABOR NEGOTIATIONS (45 minutes) 
 

 

ROLL CALL OF BOARD MEMBERS  

PLEDGE OF ALLEGIANCE  

CHANGES TO AND APPROVAL OF THE BOARD AGENDA   

PUBLIC HEARING  

1. FARE POLICY PROPOSAL, INFORMATION ONLY PAPER #13-01, Director of 
Administrative Services Diane O’Regan 

a. Staff Introduction 
b. Conduct Public Hearing and take citizen testimony 

3 

CITIZEN COMMUNICATION TO THE BOARD – (Anyone requesting to speak to the Board of 
Directors, on issues other than the Fare Policy Proposal, may come forward at this time. 
Comments are limited to three minutes.) 
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  PAGE # 

CONSENT ITEMS   

1. APPROVAL OF C-TRAN BOARD OF DIRECTORS APRIL 9, 2013 MEETING 
MINUTES, Executive Assistant/Clerk of the Board Debbie Jermann 

2. TRANSMITTAL OF CLAIM VOUCHERS NUMBERED 097824 THROUGH 098079 
PLUS NET PAYROLL PAID IN APRIL 2013, IN THE TOTAL AMOUNT OF 
$3,140,684.79, Director of Administrative Services Diane O’Regan 

3. WASHINGTON STATE CONTRACT AWARD: PC REFRESH, STAFF REPORT #13-
021, Senior Manager of Technology Bob McMahan 

4. DRUG & ALCOHOL POLICY APPROVAL, STAFF REPORT #13-022, Senior Human 
Resource Manager Julie DeBoever 

16 
 

132 
 
 

146 
 

148 

STAFF REPORTS  

1. C-TRAN’S ROLE IN THE COLUMBIA RIVER CROSSING (CRC) PROJECT, 
SPECIFICALLY LIGHT RAIL TRANSIT, STAFF REPORT #13-023, Executive 
Director/CEO Jeff Hamm (10 minute staff presentation) 

2. BOARD POLICY PBD-015 CRC PROJECT SPONSOR POLICY STATEMENT 
REVISION, STAFF REPORT #13-024, Executive Director/CEO Jeff Hamm (10 
minute staff presentation) 

3. COMPENSATION STUDY PHILOSOPHY & STUDY RECOMMENDATIONS, STAFF 
REPORT #13-025, Executive Director/CEO Jeff Hamm (30 minute staff 
presentation) 
 

169 
 
 

237 
 
 

239 
 

ITEMS FROM THE CONSENT AGENDA  

COMMUNICATIONS  

From The Chair  

From The Board   

From The Executive Director/CEO 
1. 2013 Workplan 1st Quarter (January - March) Update 
2. 2013 Executive Director/CEO Goals & Objectives, 1st Quarter (January - March) 

Update 

 
298 
305 

ADJOURNMENT   
 
 

UPCOMING C-TRAN BOARD OF DIRECTORS MEETING 
 

June 11, 2013 - Board Composition Review Committee Meeting - 5:00 P.M. 
June 11, 2013 - Regular Board Meeting - 5:30 p.m. 

July 9, 2013 - 5:30 p.m. 
August 13, 2013 - 5:30 p.m. 

 
All meetings are held at C-TRAN, 2425 NE 65th Avenue, Vancouver, WA unless advertised 

differently.  
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COUNTY OF IRVING, TX 
COUNTY COUNSEL SEARCH 

RICKEY C. CHILDERS 

watersconsulting.com 

 

 

 
 

  

Dallas | Austin | Cleveland | Denver 

Human Resource Management Consulting 
Web Based HR Management Tools 

Executive Recruitment 

 

CLARK COUNTY PUBLIC TRANSPORTATION BENEFIT AREA 
FINAL REPORT 

       May 21, 2013      
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SECTION A | EXECUTIVE SUMMARY 

BACKGROUND 

The Waters Consulting Group, Inc. (WCG) was retained by Clark County Public 
Transportation Benefit Area (C-TRAN) to perform a comprehensive market review of 
its current total compensation system for non-represented classifications.  C-TRAN 
has expressed an interest in maintaining a market-based, performance driven 
compensation program for these employees.  This report presents the methodology, 
findings, and recommendations of our research and analysis. 

PROJECT ELEMENTS 

An organization’s compensation plan is one of the most important elements of its 
human resources program.  The compensation plan supports virtually every other 
component of the human resources functions including recruitment and retention, 
training, workforce planning and resource allocation, and performance 
management. 

The compensation plan ensures the ability to: 

 Attract and retain qualified, high-performing talent for all positions; 
 Compete with employers that are hiring for similar skills and services; 
 Effectively and efficiently manage financial resources; and 
 Define compensation for positions which accurately reflect 

differences and similarities in levels of responsibility and 
accountability within the organization. 
 

By choosing to review its current system, C-TRAN has made a commitment to 
update its classification and compensation programs.  Based on the identified needs 
of the organization, this multi-phase project was structured to achieve the following 
objectives: 

 Develop a compensation program that is externally competitive for all 
non-represented positions; 

 Define compensation  for positions which accurately reflect 
differences and similarities in levels of responsibility and 
accountability within C-TRAN and balance and support internal 
fairness;  

 Collect market data and conduct a market review for non-
represented job classifications;  

 Provide a system that meets the highest levels of accountability, is 
sustainable, performance based, and recognizes C-TRAN’s 
responsibility as stewards of the taxpayers’ dollars; and 

 Identify effective salary administration guidelines for continued 
program maintenance. 
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The resulting tangible products are: 

 A proposed Compensation Philosophy to guide decisions on 
employee total compensation elements. 

 Updated salary structures that are performance based and improve 
internal equity while maintaining external competitiveness. 

 An ongoing system for evaluating changes in position responsibility 
for non-represented employees. 

 A review of current benefits and pay practices to determine the 
competitiveness of C-TRAN’s total compensation for employees. 

 Applicable policies, procedures and guidelines to provide for 
implementation, ongoing administration and maintenance. 

 Assistance and support in implementing the new program. 

 

IMPLEMENTATION PLAN AND RECOMMENDATIONS   

 All aspects of the proposed program implementation are outlined in Section D | 
Implementation Plan and Recommendations.  The key elements are: 

a. Adopt Compensation Philosophy (see Appendix 1) 

b. Implement the proposed salary structure    

Salary Structure Design  

i. Proposed salary structure increases number of pay grades from 8 
to 14. 

ii. Modify range spreads from 35% to 42%. 

Implementation of the Proposed Plan 

An implementation plan is provided for determining initial adjustments 
for employees in the new pay structure.  The projected cost is within C-
TRAN’s 2013-2014 Biennial Budget.  

i. Modify existing Merit Matrix to be based on Compa-Ratio instead 
of Position in Grade and remove merit increase eligibility for an 
evaluation score less than 200. 

ii. After merit increases are applied based on 2012 Performance 
Review Scores, adjustments are recommended for any employee 
whose current salary falls below the proposed pay range 
minimum to bring their pay up to the minimum of the new pay 
range.  This will affect one employee. 
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iii. Implement Performance Review controls to ensure rationale and 
justification is provided for high performers receiving an evaluation 
score greater than 249.  

c. Adopt Administrative Guidelines 

Market Movement Range Adjustments 

The market identified and established as part of this study should 
continue to be surveyed on an annual basis and used for future range 
movement.  The following calculation for the Range Adjustment Factor is 
recommended:  

1. Average Public Sector  Transit Adjustments =  25% 

2. Average Public Sector Non-Transit Adjustments = 25% 

3. Local Private Sector Adjustments (use WorldatWork data) = 25%  

4. Average C-TRAN Represented Adjustments = 25%  

Individual Salary Adjustment Increases 

It is recommended employees receive salary increases equal to the range 
adjustment in order to remain at their relative position within their pay 
range.   However, it is recognized that actual range movement and 
employee pay movement may differ depending on organizational needs 
or fiscal constraints.  Range adjustments received by employees should 
be managed to the budget and may not necessarily be equal to actual 
range movement. 

Recommended Changes to C-TRAN Non-Represented Employee 
Compensation Plan 

i. Promotional Increases – Use the same guidelines for establishing a 
rate of pay for new hires, provided the pay results in a minimum of a 
five percent (5%) pay increase, or the entry of the pay range, 
whichever is greater.  

ii. Delete language providing for an employee to be allowed to 
progress beyond the maximum of the pay range.  

iii. Compression – Discontinue the current practice of ensuring a five 
percent (5%) differential between supervisors and the top regular 
rate of those they supervise.  Evaluate on a case-by-case basis; 
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adjustments may occur when a tenured individual is making the 
same or less than a less tenured person, performance being equal. 

d.  Benefits and Pay Practices  

Maintain existing benefit levels pending salaries becoming more aligned 
with the market average salaries. 
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SECTION | B 
PROJECT METHODOLOGY 
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SECTION B | PROJECT METHODOLOGY 

INTRODUCTION 

In order to update its overall compensation structure, C-TRAN has requested The 
Waters Consulting Group, Inc. review the compensation system for their non-
represented employees.  The system review and modifications, where necessary, 
were comprehensive in scope and encompassed the following phases: 

 

1.  Management Briefings and Project 
Planning 

2.  Position Analysis and FLSA Reviews 

3.  Job Evaluation  

4.  Market Data Collection 

5.  Review of Benefits and Pay Practices 

6.  Salary Structure Design and 
Development 

7.  Administration Guidelines 

 

WCG appreciates the participation and support from the Human Resources Division, 
the Job Evaluation Team members, and C-TRAN’s Executive Team in their feedback 
and direction given on organizational issues and compensation policy.  The devotion 
of time and exemplary cooperation by all were key elements of this project and 
greatly enhanced the overall quality.  The success of the project hinged on the 
partnership developed between C-TRAN and The Waters Consulting Group staff. 

 

MANAGEMENT AND PROJECT PLANNING 

Communication and project planning were designed to explain the project scope, 
collect information from departments, outline the methodology behind the new 
system, and to obtain commitment and support from those working on the project.  
The following communication sessions were held throughout the project: 

1. General meetings to provide an overview of the project and give direction 
on completion of job documentation; 

2. Meetings with key managers to conduct job evaluations;  

3. Meetings with Executive Management and C-TRAN Board member Larry 
Smith to develop a proposed compensation philosophy;  

4. Presentations to provide briefings to Directors and Project Team Members; 
and  
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5. Ongoing dialogue and feedback with the Executive Director/CEO and Project 
Team (consisting of the Director of Administrative Services,  Senior Human 
Resources Manager, and Human Resources Contractor), and feedback from 
key departmental managers. 

 

Development of a Proposed Compensation Philosophy 

Compensation philosophies are typically adopted by organizations to provide 
direction during the decision-making process on employee compensation.  C-TRAN’s 
Board of Directors has previously approved the concept of a performance based 
compensation program rather than a structured step plan based solely on longevity.  
This decision, along with C-TRAN’s desire to have a compensation plan that is 
internally equitable, externally competitive, and fiscally responsible have been key 
criteria for the development of a Compensation Philosophy.  In the fall of 2012, C-
TRAN’s Executive Team, Project Team, and Board member met to develop a draft 
philosophy to present to the Board of Directors.  The proposed philosophy is 
attached to this report and is being presented for Board approval. 

 

Management Briefings 

Periodically, the Project Team and Executive Director/CEO were provided with 
updates on the project, systems being recommended for implementation, and key 
results of the study.  Ongoing communication allowed WCG to be responsive to C-
TRAN’s desired direction for its compensation program. 

Pay systems in an organization are most effective when they support organizational 
change, not when they initiate change.  The process of defining and evaluating 
culture and the current pay system provided an understanding of C-TRAN’s critical 
needs.  Effective communication throughout the project has served to enhance the 
formulation of pay strategies during this project to meet identified needs.   

 

JOB ANALYSIS  

All job descriptions were updated by C-TRAN and used to provide documentation on 
job classifications.  Each department also completed a Job Evaluation Manual on 
every non-represented job title within their respective department.  The Manual 
described key characteristics present in each job. 

Our collective challenge during the job analysis phase of the project was to analyze 
each job description and Manual, identify the essential functions of each 
classification, and consider eliminating or combining current classifications to more 
accurately support C-TRAN’s work environment.  In addition to the descriptions and 
Manuals, other data collected through discussions with management was analyzed 
and compared with the data provided in position descriptions.  Recommendations  
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for changes to classifications were made based on feedback from managers and 
reviews completed by the Project Team and consultants from The Waters Consulting 
Group.   

Reviews during the job analysis phase were limited to functions required by the 
positions.  By not speculating on where classifications might fall in the new pay 
structure, the focus was placed on job functions.  By keeping pay out of the equation 
until the very end of the study, far more objective and reliable information was 
provided during the position analysis phase.  When questions arose regarding 
position duties, responsibilities, or scope of work, job descriptions and Job 
Evaluation Manuals were used to clarify issues.   

 

JOB EVALUATION 

In order to determine the internal worth of non-represented positions within C-
TRAN, each position was evaluated utilizing a point factor job evaluation 
methodology. Point factor systems measure positions in terms of the degree to 
which several compensable factors are present in a given position.  Compensable 
factors are paid-for, measurable qualities, features, requirements, or constructs that 
are common to many different kinds of jobs.  Each factor is weighted and has 
defined levels.  The levels provide a measurement scale for rating each factor, and 
make it possible to develop an orderly approach for measuring each job relative to 
every other job.  The following list details the factors and provides a brief description 
of each factor: 

Formal Education: This factor measures the minimum formalized training or 
education which is required for entry into the position. 

Experience: This factor identifies the degree of relevant experience required 
for entry into the position. 

Management and Supervision: This factor measures the managerial 
requirements for achieving results through people and the level of direction 
and/or supervision that a position provides to other employees.    

Human Collaboration Skills:  This factor measures the job’s required 
personal interaction with other employees, customers, clients, and vendors 
outside direct reporting relationships as well as the impact the job has on 
organizational, departmental or unit objectives, the output of services, and 
customer satisfaction. 

 Freedom to Act:  This two-dimensional factor first considers the extent the 
job incumbent is free to act in the absence of supervision, policy direction, or  
operating policies and procedures.  It also assesses the degree to which 
achievements or the mishandling of a situation by the job incumbent could 
affect financial, public, or employee relations aspects of the organization. 
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Knowledge and Skills: This factor measures the depth of knowledge or job 
difficulty in terms of the application of the technical skills required by the 
position.  It measures job requirements of complex factors and issues, and the 
ability to conduct analysis and problem solving. Knowledge and skills may be 
learned either on the job or in an educational setting. 

Working Conditions: This factor measures the environmental or physical 
conditions under which the work must be performed, and the extent to which 
they make the position disagreeable, physically demanding, or hazardous.   

Fiscal Responsibility: This factor measures the accountability and participation, if 
any, as it relates to the fiscal accountability for one’s department or assigned 
area(s) of responsibility. 

 

Each of the factors was weighted based on organizational priorities.  The following 
list provides the associated weights for each factor: 
 

Compensable Factors Weights 

Formal Education 10% 

Experience 10% 

Management and Supervision 16% 

Human Collaboration Skills 16% 

Freedom to Act 16% 

Knowledge and Skill Requirements 16% 

Working Conditions  6% 

Fiscal Responsibility  10% 

Total 100% 

 

During the job evaluation phase, WCG initially evaluated all positions.  C-TRAN then 
established a Job Evaluation Team (JET) consisting of the Executive Team, key 
managers, and the Human Resources Contractor to assist in the job evaluation 
process based on their ability to understand institution-wide operations and view 
positions from an organizational perspective.  The purpose of the team was to assist 
in reviewing the evaluations of all positions to establish their relative value within 
the C-TRAN.    The Team conducted an extensive review of the job evaluation for 
each position and factor, and appropriate adjustments were made during this 
review.  The result is the placement of each position in a hierarchy reflecting their 
relative worth to one another.  Based on this hierarchy and market data, positions 
were then assigned to pay grades within the pay plan. 
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DATA COLLECTION AND MARKET REVIEW 

If the salary structure is to meet C-TRAN’s needs and be affordable, yet attract and 
retain certain types of talent, it is necessary to define the “competitive market” (the 
benchmark organizations) and to provide solid definitions of the positions 
(benchmark positions) for which valid salary data can be collected. 
 

Selection of Benchmark Organizations 

When selecting employers to be included in a salary survey, the goal is to include 
organizations or agencies that define C-TRAN’s labor market.  A labor market is 
generally that group of employers with which the organization most likely competes 
for qualified employees. 

Three important criteria should be used in identifying benchmark organizations: 

Employer Size and Complexity – As a rule, the more similar employers are in size 
and complexity, the greater the likelihood that comparable positions exist within 
both organizations.  Specifically, organizations of a size and complexity similar to 
that of C-TRAN are more likely to have a departmental structure and an organization 
of positions similar to C-TRAN than are organizations significantly smaller or larger in 
size.  

Geographic Proximity – The geographic proximity of potential survey employers 
should also be considered in identifying an organization’s labor market.  This factor 
is particularly important because it identifies those employers that directly compete 
with C-TRAN to recruit and retain personnel.  Furthermore, by selecting employers 
within reasonably close geographic proximity, the resulting labor market is most 
likely to be reflective of the region’s cost of living, growth rate, and other 
demographic characteristics. 

Nature of Services Provided – The type and scope of services provided may also be 
used to set an organization’s labor market.  Logically, employers who provide similar 
products and services are more likely to compete with one another for talent and 
are most likely to have comparable positions and similar organizational structures. 
Based on the criteria cited above, WCG worked with C-TRAN’s Project Team to 
determine the relevant benchmark organizations.   The following employers were 
selected as benchmark organizations from which to collect data:  
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Benchmark Organizations 

 

*= Indicates benchmark comparable organizations as determined by arbitrator in 2012 for C-TRAN 
represented groups 

 BOLD/Italicized = Indicates benchmark comparable organizations that provided data for this study. 
 

 

Published private sector data was also utilized in the market analysis.  Data from 
Economic Research Institute was used in the analysis for those classifications that 
could be matched to private sector data.    

 

Surveyed Positions   

For the purpose of this study, all non-represented job classifications were 
benchmarked and included in the survey document.   Job summaries for each job 
title were written and included in the survey document.  Each responding 
organization was asked to match positions based on job summary rather than job 
title.  Matches and data provided by benchmark organizations were reviewed to 
ensure appropriate matching and additional data, including job descriptions and 
organizational charts, were reviewed when questions arose regarding matches.  Job 
matches required a 75% match of duties and responsibilities.  At least three job 
matches were required for the analysis to be considered statistically significant. 

Salary data was collected and aged to be effective April 1, 2013, using an annualized 
rate of 2.3%.   The aging rate was established using the average budgeted 2013 
salary movement in C-TRAN’s benchmark organizations.   The majority of all of the 
non-represented classifications had valid data and provided statistically significant 
data for analysis.  C-TRAN’s incumbent pay and pay ranges were then compared to 
salary survey information from the identified markets.   

Transit Agencies  

Ben Franklin Transit*  
Community Transit*  
Intercity Transit*  
Kitsap Transit*  
Lane Transit District  
Salem Area Transit  
Spokane Transit  
Tri-Met 
Whatcom Transportation 
Authority*  
 

Public Sector (Non-Transit) 

Clark County  
City of Vancouver  
City of Camas  
City of Washougal  
City of Battleground  
Clark College  
Vancouver School District  
Washington State University 
(Vancouver)  
Port of Vancouver  
Clark Public Utilities  
 

Private Sector  

NW Natural Gas  
Peace Health  
Columbian  
Tidewater Barge Lines 
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Pay Structure Comparison  

Range analysis for all jobs was completed by comparing midpoints of C-TRAN’s 
current ranges to the market, geographically adjusted, weighted average salaries for 
each benchmark job within their respective range.     Average range spreads were 
also compared with C-TRAN’s current range spreads.  The analysis also included a 
comparison of C-TRAN’s incumbent average salaries to the market averages.   

 

COLLECTION AND ANALYSIS OF BENEFITS AND PAY PRACTICES 

As part of the comprehensive market survey, benefit offerings and pay practice 
questions were included in the survey document.  In general, C-TRAN is competitive 
with the pay practices and benefit offerings found in the benchmark organizations.  
The following covers the data reviewed and subsequent findings.  

The Benefits Survey included the following areas for review: 

 Holidays, vacation, sick, sick leave accumulation and payout, and 
other paid leave 

 Health, dental, vision, and prescription benefits 
 Medical insurance coverage and costs 
 Short and long-term disability benefits 
 Life insurance benefits 
 Retirement and deferred compensation benefits 
 Other benefits such as longevity, educational assistance, provision of 

employee assistance programs, voluntary benefits 
 Pay Practices including longevity pay, bonus plans, certification pays, 

shift differentials, and on-call pay 
 Pay structure designs utilized by other employers 

 

SALARY STRUCTURE DEVELOPMENT 

The salary structures define the pay opportunities for jobs in the organization.  WCG 
is proposing revised structures to make the current system more competitive with 
the market.  The following design issues were taken into account as the structures 
were updated: 

1. The width of the pay grades. 

2. The midpoint progression from one grade to the next. 

3. The overlap of one grade with adjacent grades. 

4. Management philosophy and organizational financial resources. 
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Development of the Pay Structure:  The pay structures were updated by placing 
jobs into grades based on the job evaluation hierarchy, plotting market data based 
on the proposed grade placements, and then drawing pay lines through the data 
that blended the market data to establish smooth progression between grades 
within the pay structure.   The revised structures will be designed using salary survey 
data to develop ranges with the midpoint considered to be the market competitive 
point within each range.  The proposed structure will be designed to achieve a 
competitive level compared to the market data collected from private sector data as 
well as public sector sources on C-TRAN’s benchmark classifications.   

Range spreads (the distance between the entry and the maximum of a pay grade) 
are typically recommended based on average range spreads in the market.   
Establishing range spreads consistent with the market provides a competitive entry 
rate for new employees that meet minimum qualifications and allows pay for high 
performing and experienced employees to match pay potentials in the market.  
Failure to provide competitive ranges of pay can result in either overpaying newly 
hired employees or under-compensating highly skilled performing employees. The 
proposed spreads are based on the average spreads in all benchmark organizations 
for each respective employee group. 

Administration of Pay Within the Pay System:  Recommendations for 
administration and maintenance of the pay system are key decisions relating to the 
use of the proposed pay system.   
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SECTION C | FINDINGS 
 
DATA COLLECTION AND MARKET REVIEW 

Survey data indicated that the midpoints within the current pay structure as well as 
incumbent salaries were, on average, lagging market averages and range spreads 
were more compressed than market average spreads: 

 
Range Midpoints  - 8.2% below market average 

Incumbent Average Salaries - 6.4% below market average 

 Range Spreads 6.0% narrower than market average 

 

The chart shown below illustrates the competitiveness of C-TRAN’s current pay 
structures by graphing the actual market data within the current pay ranges.  The 
pay grades are shown numerically along the horizontal axis of the graph and the 
dollar value is the vertical axis of the graph. The blue line is the current range 
minimums plotted, the green line is the current range midpoints, and the red line is 
the current range maximums. The market data seen in the graph (as depicted by 
blue diamonds) is plotted based on the current range assignment of the benchmark 
position.     
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Each diamond represents the average salary paid by survey participants for one 
of C-TRAN’s positions in its current range.  The external market values of all the 
surveyed positions are consistently plotting higher than the midpoint of C-
TRAN’s current structure and in many cases higher than the range maximum of 
the current grade.  This graph is illustrating the “lagging” of current ranges in 
comparison to C-TRAN’s comparators.  

 

COLLECTION AND ANALYSIS OF BENEFITS AND PAY PRACTICES 

The scope and coverage of C-TRAN’s benefit offerings were found to be generally 
competitive with the benchmark organizations.  There are, however, some areas 
where C-TRAN differs from the responses provided by the benchmark organizations.  
In general, C-TRAN has: 

 Pay practices that are consistent with other respondents; 
 Prescription drug coverage as well as dental and vision coverage that 

is competitive with benchmark organizations; 
 Competitive life and disability insurance coverage as well as 

retirement benefits;  
 Annual vacation leave accruals that are similar to benchmark 

organizations but sick leave accruals that are higher by approximately 
three days per year; 

 Higher maximum levels of vacation leave hours that can be carried 
over from one year to the next. C-TRAN does not have an annual cap 
while respondents have an average annual cap of approximately 373 
hours.  However, C-TRAN does have a maximum lump sum payoff at 
retirement, resignation, or termination based on years of service;  

 Maximum number of vacation leave hours that can be cashed out 
each year that are higher by approximately fifty hours; and 

 Competitive health benefit offerings for employees.  Employee cost 
sharing of 5% is comparable for employee only coverage but cost 
sharing for other employee insurance options is approximately 3% 
lower on average than comparator organizations.  Out-of-pocket 
maximums and deductibles are significantly lower (C-TRAN’s are 
approximately 1/3 the average out-of pocket maximum and C-TRAN 
has no deductible) than benchmark organizations. 
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SECTION | D 
IMPLEMENTATION PLAN AND 
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SECTION D | IMPLEMENTATION PLAN AND RECOMMENDATIONS  
 INTRODUCTION 

Each organization must determine how to respond to findings obtained through a 
classification and compensation study.  Data gathered and analyzed throughout the 
study is a basis for determining actions that could position the organization to 
establish external competitiveness while maintaining a fiscally responsible approach 
to compensation management.  The following are recommendations that will assist 
C-TRAN in balancing its efforts to be internally equitable, externally competitive, and 
fiscally responsible. 

 

BASIC PHILOSOPHY AND OBJECTIVES 

Compensation Philosophy 

WCG recommends that C-TRAN adopts a compensation philosophy (see Appendix 1 
– Compensation Philosophy) to establish and administer an equitable program that 
provides consistent treatment for all employees.  WCG recognizes that C-TRAN is 
dedicated to providing an atmosphere that demonstrates a commitment to service, 
excellence, and customer satisfaction.  WCG’s challenge during this project has been 
to recommend a compensation strategy that constitutes a good “fit” to C-TRAN’s 
management philosophy. The purpose of a compensation program is to attract, 
retain, and motivate employees by offering pay opportunities commensurate with 
their position’s internal and external value.   

Objectives 

With the adoption of WCG’s recommendations, objectives of C-TRAN’s 
compensation program will be: 

 To clearly define the essential functions of each position. 
 To reinforce employee perception of fair compensation between 

classifications and with comparable classifications outside the 
organization. 

 To establish a program that is understandable to employees, fiscally 
sound and cost effective, and easily administered and maintained. 

 To establish a pay grade for each job classification that is based on a 
systematic blending of the position’s internal worth to the 
organization and its external value in the market.                         

 To provide a methodology that allows C-TRAN to determine market-
based adjustments consistent with C-TRAN’s ability to pay. 
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IMPLENTATION OF PROPOSED SALARY STRUCTURES 

WCG recommends that C-TRAN implement the proposed salary structures (see 
Appendix 2 – C-TRAN Grade Comparison).  Upon approval of the proposed 
compensation system, the new pay program should be applied to all current and 
new non-represented employees.   

 

Salary Structure Design 

In developing pay plans that align with the needs of an organization, several 
considerations should be addressed including the overall objectives and priorities of 
the compensation program, characteristics of the current workforce, the 
organization’s target competitive position, the supply and demand of labor, the 
administrative capabilities of the organization for maintaining the program, financial 
resources, and the role of performance in the salary determination process.  In 
response to C-TRAN’s objective of building a compensation program that is 
internally equitable, externally competitive, sustainable, easy to understand and 
administer, and aligned with C-TRAN’s strategies, the following blueprint was used 
to create the approved salary structure: 

 One pay structure has been recommended for implementation.  
Currently C-TRAN has eight pay grades and fourteen are 
recommended.  Additional levels will allow C-TRAN to more closely 
align individual positions with the market data and provide more 
levels for career growth within the organization. The proposed pay 
structure will realign the range midpoints so that the structure will be 
“at market”. 

 Spreads (minimum to maximum rates of pay) have been 
modified from 35% to 42% to reflect market average spreads 
for each pay structure.   

 
The following graph illustrates WCG’s approach to creating the proposed pay 
structure.  Job titles are assigned to pay grades (shown along the bottom of the 
graphs from grades 610 to 624).  A list of the grade placement for each job titles is in 
Appendix 2.  Average market salaries for individual positions are plotted in the graph 
for jobs that are assigned to each grade (shown as blue diamonds).  A regression 
line, shown in green, is drawn through the market data to create a midpoint line for 
each grade.  Then the grade entry and maximum (shown as blue and red lines) are 
drawn to create the proposed range spread of 42% around the midpoint. As shown 
in the graph below, the proposed midpoints for each grade are now aligned with the 
market data so that the midpoint of the proposed grade is, on average, at market 
median.  
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Implementation of the Proposed Plan 

Implementation of the new compensation program requires specific procedures for 
the placement of employees into the proposed salary structure.  The approach 
selected must ensure all employees are treated fairly during transition and that 
recommended salaries are determined in a consistent and fair manner.  Moreover, 
the implementation plan selected must be consistent with the organization’s ability 
to fund the program.   
 
Listed below is the recommended implementation approach: 
 
Step 1 – Adoption of the Pay Plan and implementation effective May 1, 2013. 
   
Step 2 – Placement into new salary range.  Effective with implementation of a pay 
structure, all employees should be placed at their current pay rate in the designated 
pay grade for their position as identified in the study results.   
 
Step 3 – Salary Adjustments to the Range Minimum. After the application of regular 
merit increases, adjustments are recommended to bring any employee’s salary that 
falls below the entry of the pay grade designated for their job to the minimum of the 
proposed range.  There is one employee who falls into this category. There are no 
employees whose pay is above their proposed range.    
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Step 4 – Salary Adjustments within the Proposed Pay Range.   

With the exception of market considerations, it is expected employees will move 
through their pay ranges over time. It is recommended that C-TRAN continue using 
performance as a basis for future movement through the pay range.  This allows C-
TRAN to provide incentives for employees to attain higher levels of performance 
versus a system based on tenure. Accordingly, it is recommended that the existing 
merit matrix continue to be used to determine salary adjustments within the 
proposed pay range subject to the following revisions:  

1) The matrix should eliminate merit eligibility for anyone who receives a 
performance rating less than 200; and  

2) The matrix should provide for merit increases based on compa-ratio (the 
relationship of pay to the midpoint of a range expressed as a percentage, 
with 100% being at midpoint) rather than position in grade.   The revised 
matrix is designed to progress an employee’s pay through the pay range 
so that midpoint is reached within five years.  Five years is considered an 
appropriate length of time for a fully competent, performing employee to 
reach the market competitive point within the range.   

It is also recommended that Performance Review Controls be implemented to 
prevent artificial inflation of scores and ensure that sufficient rationale and 
justification is provided to the Executive Team for all employees with performance 
evaluation scores greater than 249.         
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Current and proposed matrices are shown below:                                       

Performance Review Score - Current 

Po
si

tio
n 

in
 G

ra
de

   100-149 150-174 175-249 250-274 275-300 
81-100 0 0 0 1 2 
61-80 0 0 1 2 3 
41-60 0 1 2 3 4 
21-40 0 2 3 4 5 
0-20 0 3 4 5 6 

 

Performance Review Score  - Proposed  

Co
m

pa
-R

at
io

 

  100-149 150-199 200-249 250-274 275-300 
112% - Max 0 0 0 1 2 
105%-111% 0 0 1 2 3 
98%-104% 0 0 2 3 4 
91%-97% 0 0 3 4 5 
Min-90%  0 0 4 5 6 

 

Using the proposed merit matrix above, it is recommended that the employee’s 
compa-ratio be established.  Once established, the employee’s compa-ratio and 
annual performance rating for 2012 should be re-evaluated to determine if any 
additional adjustment is warranted.  The following chart shows the number of non-
represented employees and the merit increase that will be received based on the 
proposed merit matrix.  

# Employees Receiving Merit Increase Percent Merit Increase 

0 0% 

5 1% 

4 2% 

10 3% 

13 4% 

6 5% 

0 6% 
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The overall average increase received by non-represented employees in 2013 as a 
result of implementing Waters Consulting Group’s plan is 3.00%.  In 2014, the 
average merit increase is projected to be 2.91%.  Increases in both years are within 
the approved 2013-2014 Biennial Budget.   

 

ADMINISTRATIVE GUIDELINES 

Market Movement Range Adjustments 

 

C-TRAN has adopted a strategy of achieving and maintaining a market-competitive 
position of range midpoints at the median of the designated market’s average.  
Therefore, the organization will need to allocate a certain amount in upcoming 
budget years to maintain this position in anticipation of market movement.  Any 
changes to the definition of the organization’s targeted competitive position will 
affect how much of the budget must be allocated to maintain a specific competitive 
position.  The structures recommended in this report will help C-TRAN achieve a 
market position that is competitive with the market average as of the effective date 
of the market data. 

Once a competitive position is achieved, C-TRAN should allocate funds sufficient to 
maintain that position.  It is recommended that C-TRAN survey the changes in pay 
structures that are being provided in the region annually by surveying benchmark 
organizations to determine how much, if any, structures are anticipated to move in 
the proposed fiscal year.  It is also recommended that C-TRAN provide an annual 
adjustment to their pay structures that is similar to average percent market 
movement in the market identified and established as part of this study. For 
example, if structure movement has increased on average by two percent, the salary 
structure would need to be adjusted upward by two percent to maintain the 
organization’s position relative to the market.  This would be accomplished by 
moving the entire structure (range minimums and maximums) by two percent.  The 
annual adjustment to pay structures should be implemented regardless of 
availability of funds for individual pay changes, even if pay freezes are in place, to 
ensure C-TRAN’s ranges maintain a competitive position within the market.   

It is recommended that the market identified and established as part of this study 
should continue to be surveyed on an annual basis and used to determine future 
range movement.  The following calculation for the Range Adjustment Factor is 
currently: 

 

Average Public Sector Transit Adjustments 25% 

Average Public Sector Non-Transit Adjustments 25% 

Local Private Sector Adjustments 25% 

Consumer Price Index (CPI) 25% 
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Given the difficulty in obtaining private sector data, WCG recommends that C-TRAN 
use WorldAtWork data, compensation’s professional organization that publishes 
market movement and pay change data for geographic areas across the country.   
WorldAtWork data can be obtained at no additional cost from WCG on an annual 
basis. Additionally, it is recommended that CPI no longer be used as a basis for range 
adjustments.  CPI does not necessarily reflect the cost of labor that may be occurring 
in the organization’s market. It is recommended that Average C-TRAN Represented 
Contract Adjustments be used in lieu of CPI. The proposed calculation for the Range 
Adjustment Factor is as follows: 

 

Average Public Sector Transit Adjustments 25% 

Average Public Sector Non-Transit Adjustments 25% 

Private Sector Adjustments (WorldAtWork data) 25% 

Average C-TRAN Represented Contract Adjustments 25% 

 

During the normal budget process, the Senior Human Resources Manager and 
Director of Administrative Services are responsible for developing recommendations 
regarding range adjustments and employee salary increases.  C-TRAN should 
consider the amount of adjustment appropriate to adjust the midpoint of general 
employee ranges to market.  This decision should take into account available funds, 
current economic trends, and the relative position of C-TRAN to the market, etc.  As 
these recommendations reflect the compensation philosophy of C-TRAN, the final 
budget allocations will rest with the Board of Directors, and should be made in the 
context of the total financial outlook for the organization.   

It is recommended that each year C-TRAN budget range adjustments based on 
projected range movement forecasts and, prior to implementation, survey actual 
range movements to determine requirements each fiscal year.   If the average  

increase required is less than budgeted, savings will be realized.  If the actual 
average increase is higher than budgeted amounts, funding deficits can be 
addressed in future budget deliberations. 

Every five to seven years, a full market review should be conducted and range 
adjustment recommendations should be made based on calculated weighted 
averages from its benchmark organizations.  Currently C-TRAN’s policy calls for a full 
market study every four years; however, a longer timeframe should be sufficient if 
annual market reviews are conducted.  

 

Individual Salary Adjustment Increases  

A policy on individual salary adjustments resulting from range adjustments is 
required.  It is recommended employees receive salary increases equal to the range 

Attachment No. 1

266

http://watersconsulting.com/


© 2013 - The Waters Consulting Group, Inc. 

This proposal contains proprietary information and is the sole property of 
WCG, Inc. It is not to be reproduced without the written consent of WCG, Inc. watersconsulting.com Dallas | Austin | Cleveland | Denver 

 

 

 
 

26 

adjustment in order to remain at their relative position within their pay range.  
Failure to include this adjustment could lead to internal pay equity issues as new 
employees are hired in at varying rates that may result in pay compression between 
new hires and tenured employees.  However, it is recognized that actual range 
movement and employee pay movement may differ depending on organizational 
needs or fiscal constraints.  

As previously recommended in other sections of this report, when range 
adjustments are made, adjustments are recommended for all employees whose 
salaries fall below the proposed pay range minimum to bring their pay up to the 
entry of the new pay range. This action is recommended even if a salary freeze is in 
place.  Additionally, no employee should have a change in pay that allows their pay 
to move above the maximum of the proposed range. 

 

Recommended Changes to C-TRAN’s Non-Represented Employee 
Compensation Plan 

Upon review of C-TRAN’s current Non-Represented Employee Compensation Plan, it 
is recommended that the guidelines continue to be used to manage pay within the 
updated pay structure subject to three revisions.  The first is to the promotional 
guideline.  A promoted employee shall be compensated within the new grade under 
the same guidelines as new employees.  In all cases, the amount of a promotional 
increase should: 

 Be determined using the same guidelines for establishing a rate of 
pay for a new hire; and 

 The above calculation should always be an amount sufficient to reach 
the salary range minimum for the new classification or a minimum of 
a 5% increase, whichever is the greater of the two. 

 

The second revision relates to movement of employee pay above the maximum of 
the pay range.  The current plan under section 3.4.6 provides for increases that may 
be awarded above the maximum of the pay range.  It is recommended that 
employee pay may no longer be allowed to progress above range maximum.  This 
recommendation is based on the principle that a job is worth a range of pay 
established through market data and the maximum of the range is the maximum 
value that will be paid for the job.  

The third recommendation relates to pay compression.  C-TRAN’s current 
compensation plan provides for a minimum 5% differential between supervisors and 
the top regular rate of those they supervise if the compression is due to differences 
not related to the supervisor’s performance.  It is recommended that future 
adjustments be evaluated on a case-by-case basis in situations where a tenured 
individual is making the same or less than a less tenured person, performance being  
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equal.  For purposes of evaluating compression, the following should be considered: 

 Time in position should separate pay, all other things being equal.   
 Typically, a supervisor is in a higher pay grade than their 

subordinates.   
 It is acceptable for a long-tenured subordinate to earn more than a 

new supervisor, provided the supervisor has the potential to 
eventually earn more than their subordinate over time. 

 

RECLASSIFICATIONS/NEW POSITIONS 

It is recommended that C-TRAN continue to use the newly implemented Point Factor 
Job Evaluation System when re-evaluating current jobs or placing new positions into 
the pay structure.  Job evaluation is a process of determining the relative worth of 
all positions in an organization.   

The evaluation will be based on the factors and levels defined in the applicable Job 
Evaluation System.  Once all factors have been considered, a grade will be assigned 
using the Job Evaluation Point System.  The Senior Human Resources Manager will 
ensure that any recommendations will be maintained as well as an updated Job 
Evaluation Summary showing all positions and grade assignments. Evaluation of any 
position more than once in any twelve-month period, will require the written 
approval of C-TRAN’s Director of Administrative Services prior to initiating the job 
evaluation process. 

 

BENEFITS AND PAY PRACTICES 

It is important that benefit comparisons include an analysis of the business purpose 
for each approach or policy.  Employers provide levels of benefits based on 
organizational needs and respondents may have different needs and varying 
objectives from C-TRAN that support the utilization of their benefits offerings.  
Benefits identified as “above market” or inconsistent with other comparator 
organizations should not be revised only due to the fact that C-TRAN is “different”.  
Each offering that is considered “above market” should be re-evaluated to 
determine its business purpose and the rationale for being provided.  C-TRAN should 
objectively review these benefits to determine if the original intent of their offering 
still supports its operational needs and are fiscally sustainable prior to changing 
benefits levels.   
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The graph below illustrates the distribution of non-represented employees’ pay 
relative to market based on salaries as of December 31, 2012, and projected salaries 
in 2013 and 2014.  The vertical line is at 100% of compa-ratio which depicts the 
market wage for non-represented positions.  Given that C-TRAN wages are lagging 
behind the market, benefits are a way to balance the difference.   At this time, WCG 
is recommending that benefits be retained at their current level.  As compensation is 
brought more in line with market, C-TRAN can evaluate benefit offerings for 
potential changes, evaluating the impact of any revised offerings on the total 
compensation package. 

 

 
 

Conclusion  

In reviewing its current market position and compensation philosophy, WCG 
supports C-TRAN’s proposed compensation philosophy and associated pay plan 
elements presented in this report.  The study methodology has included best 
practices approaches as well as those that meet standardized compensation 
principles.  The recommended actions will move C-TRAN into a more comprehensive 
system that is market competitive, internally equitable, fiscally sound, and can 
continue to be updated as the market changes, organizational changes occur, and its 
Compensation Philosophy is revised.  The proposed system retains effective systems 
and approaches already in place and updates those that will allow C-TRAN to 
continue to attract, retain and motivate high performing employees.     

0

5

10

15

20

25

# 
of

 E
m

pl
oy

ee
s

Compa-Ratio

2012

2013

2014

Attachment No. 1

269

http://watersconsulting.com/


 

Dallas | Austin | Cleveland | Denver 

© 2013 - The Waters Consulting Group, Inc. 

This proposal contains proprietary information and is the sole property of 
WCG, Inc. It is not to be reproduced without the written consent of WCG, Inc. watersconsulting.com 

 

 

  

APPENDIX | 1 

Attachment No. 1

270

http://watersconsulting.com/


© 2013 - The Waters Consulting Group, Inc. 

This proposal contains proprietary information and is the sole property of 
WCG, Inc. It is not to be reproduced without the written consent of WCG, Inc. watersconsulting.com Dallas | Austin | Cleveland | Denver 

 

 

 
 

30 

APPENDIX | 1 

DRAFT COMPENSATION PHILOSOPHY FOR NON-REPRESENTED STAFF 
CLARK COUNTY PUBLIC TRANSPORTATION BENEFIT AREA  

March 2013 
 
The Clark County Public Transportation Benefit Area (C-TRAN) is committed to providing a fair and 
balanced total compensation package for its employees.  Our goal is to attract, motivate, and retain 
high performing employees that develop innovative approaches to serving our customers and 
community stakeholders.  Our Total Compensation System will be one that is simple and easy to 
understand and can be clearly communicated to our employees. 

C-TRAN recognizes that we are stewards of our customer and taxpayers’ dollars and our Total 
Compensation is affected by the agency’s ability to pay as determined by the Board of Directors and 
should reward well-qualified employees who are committed to delivering quality service to our 
customers.   

Total Compensation is made up of the following components: 

 Monetary compensation (direct compensation)—base pay, merit (based on 
performance) increases, and other rewards, variable pay, and pay at risk.   

 Indirect compensation—employee benefits that have a monetary value, including 
health care coverage, pension/retirement plans, workers’ compensation, and paid 
leave (e.g. vacation, sick, holidays, etc.)  

 Non-monetary rewards and recognition—both tangible and intangible rewards, 
including recognition for achievements in the workplace, learning opportunities, 
flexible or alternative work schedules, a positive and appreciative work 
environment, and the opportunity to have a positive impact on the lives of others. 

 

C-TRAN’s Compensation Plan will include the following:  

 A Total Compensation System that is generally competitive within our defined 
external market, consisting of similar public and private entities; and takes into 
consideration internal equity.  

 A process for reviewing and adjusting our system as internal and external 
conditions change, providing the flexibility needed to respond to changing 
conditions.  

 Employee benefits in areas such as health insurance, retirement, and paid leave 
that offer flexible options for meeting our employees’ needs within our fiscal 
constraints. 

 Recognition, career progression opportunities, and incentives for employee 
creativity, innovation, and excellence that benefit the public through improved 
efficiencies, productivity, and outstanding customer service.  

 Support, such as training opportunities and formal education, to our employees in 
their efforts to develop new skills, achieve organizational goals, and enhance their 
professional development. 

 A process for setting and awarding compensation that is fair, consistent, free of 
discrimination, and communicated clearly to employees.  

 
Within our available resources, C-TRAN will use the compensation philosophy and plan to make 
recommendations to the Board of Directors regarding the funding of the individual components of 
the Compensation Plan during the budget process. This approach allows the organization to 
evaluate each component in relationship to the defined market and its individual needs so that the 
Total Compensation package is competitive for its employees.   
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PREFACE 
 
The original C-TRAN Management Compensation Plan was developed based on portions of 
the “Boise Cascade Salary Administration Desk Reference” and was approved by the C-
TRAN Board of Directors on March 6, 1984. In 1988, the Compensation Plan was re-titled 
“C-TRAN Salaried Compensation Plan” to include salaried non-management positions. On 
April 9, 2002, as a result of implementing a new performance planning and evaluation 
instrument, significant changes to the original plan were adopted by the C-TRAN Board. 
Most recently, late in 2009, an improved performance plan and a new review process have 
again been developed, necessitating a revision to the Plan and changing the name of the “C-
TRAN Salaried Compensation Plan” to the “Non-Represented Employee Compensation 
Plan” covering both salaried and hourly employees. 
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1 INTRODUCTION TO C-TRAN’S NON-REPRESENTED EMPLOYEE COMPENSATION 
PLAN 

 
The C-TRAN Non-Represented Employee Compensation Plan resulted from the 
Board of Directors desire to develop and implement a performance based 
compensation program rather than a structured step plan based solely on longevity. 
Two factors prompted the Board to make this decision: 

 
1. There was little room for growth for employees who were viewing a long-term 

employment commitment at C-TRAN, and 
 

2. There was progression inequity in the C-TRAN Management Compensation 
program in existence at the time. 

 
In 1984, The Board of Directors approved the concept of a performance based 
compensation program, and a committee was formed to establish criteria to guide 
implementation of the plan. Research was conducted, and a decision was reached to 
include the following criteria determined to be basic to an effective compensation 
plan. 

 
• The Plan must be equitable; 
• The Plan must be competitive within the targeted job market for each 

position; 
• The Plan must be responsive to performance, both weak and strong; 
• The Plan must be responsive to the financial condition of the agency; 
• The Plan must be responsive to the financial condition of the 

Portland/Vancouver area; and 
• The Plan must be responsive to the value the agency places on each job and 

each function within that job while being flexible enough to respond to 
changing priorities. 

 
The C-TRAN Non-Represented Employee Compensation Plan (Compensation Plan) 
is an agreement between the employee and the employer but is in no way intended 
as a contract of employment. It outlines what the expectations are on both sides. It 
gives the agency a position for competitive analysis and an internal way of relating 
performance to the position’s pay. The employee performance reviews provide the 
opportunity to communicate expectations and judge progress. 
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The Compensation Plan currently relies on the development of a specific 
Performance Plan based on extensive discussions between the employee and 
supervisor. These discussions are designed to eliminate any confusion over what is 
expected from all participants. The Performance Plan is updated six months into the 
performance period and it can serve as a basis to develop an accurate description of 
the position. It may be necessary from time to time to add or delete some tasks. If 
tasks are changed, the reasons for the change are noted in the Performance Plan. 
The Performance Plan should be used as a living document and considers personal 
career objectives as well as job objectives. The employee and supervisor will be 
required to plan the projects and duties to be accomplished over the next calendar 
year, listing the responsibilities and weight assigned to each project. 

 
From this point, the employee is evaluated on his/her performance as it is 
specifically related to expectations for the position, as well as goal attainment and 
core competencies. The total points scored at the end of the period provide the basis 
for salary progression, utilizing a grid composed of predetermined percentage 
increases. The percentage increases are determined by position in grade, 
performance level, and the overall range movement determined by regional and job 
specific economic factors. The key components to implementing a system of this 
nature are accurate up-to-date job descriptions, a performance evaluation 
procedure that minimizes subjectivity, and a sound process for establishing salary 
ranges. 

 
The annual Range Adjustment Factor (RAF) for the year is incorporated into the 
recommended salary schedule for that time frame. The RAF is calculated by using 
the following factors: 

 
Average Public Sector Transit Adjustments  25% 
Average Public Sector Non-Transit Adjustments  25% 
Local Private Sector Adjustments  25%  
CPI, All Urban Wage Earners, Portland, OR 

(December to December)  25% 
 

The employee’s progress within the range assigned shall be determined by his/her 
performance. The RAF will be calculated annually and will be included in the budget 
process. Every four years an external benchmark review will be conducted to ensure 
the various positions are placed appropriately and that the Compensation Plan 
continues to meet agency goals. 
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During the four-year Compensation Plan and external benchmark review, approval 
from the Board of Directors is sought to enter into a contract with a consultant for 
the purpose of recommending Plan updates and proposing new salary ranges. 
Benchmark positions at C-TRAN are surveyed, and the resulting ranges should 
reflect compensation information obtained from employers within three major 
categories: public sector transit, public sector non-transit, and private sector local. 
Once the recommendations have been formed by the consultant, they will be 
presented to the Board of Directors for approval.  
 
If an evaluation of ranges shows a particular position is not being compensated at 
the appropriate level, to be consistent with the Compensation Plan, corrective action 
should be taken. This may entail increasing or reducing the salary level and/or 
range. Positions that are altered as a result of updating the system must be reviewed 
by July 1 each year in order that any financial changes might be accommodated in 
the subsequent year budget.  

 
Once the position review and the labor market review are completed and 
incorporated into a new budget, the performance review of the incumbent in each 
position should take place. This process should be completed by February 28for the 
prior calendar year in time for a salary adjustment on April 1. 

 
 
2 ESTABLISHING THE SALARY SCHEDULE 
 

2.1 Position Evaluation and Pricing 
 

The method C-TRAN uses to assign pay ranges to a position is called 
“Ranking to Market.” Positions commonly found at other comparable 
agencies and at C-TRAN are called “benchmark” positions. These positions 
provide a guide to use for comparison. The majority of C-TRAN’s non-
represented employees work in benchmark positions. C-TRAN establishes 
the value of a benchmark position based on what other agencies pay and the 
relative worth of the position to C-TRAN. After the value of the position is 
established, it is assigned a pay range whose midpoint is closest to the pay 
ranges used elsewhere. For a non-benchmark position, value is based on 
comparisons with C-TRAN’s benchmark positions already established. 
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2.1.1 Position Evaluation within C-TRAN 
 

The purpose of the position evaluation within C-TRAN is to determine 
each position’s value as it relates to other positions within the agency. 
Once it has been established which positions are more valuable, they 
can be assigned greater salary opportunities than positions of lesser 
value. 

 
2.1.2 Ranking to Market 
 

Ranking to Market uses what other comparable agencies already pay 
for a position to define the position’s value. Its philosophical basis is if 
other comparative agencies pay a certain amount for a position, the 
position is worth approximately that amount on the job market. 
Obviously, agencies pay more for some positions and less for others. 
By gathering information on what many other comparable agencies 
pay, we obtain a good picture of how C-TRAN’s pay compares to the 
market for a variety of different positions. That is an indicator to the 
agency which positions have more “value” in the marketplace. 

 
2.1.3 Identifying Benchmark Positions 

 
The Job Descriptions for each non-represented employee position act 
as a guide to assist in identifying benchmark positions. The Job 
Descriptions define the significant elements of each position, its level 
of difficulty/complexity, and scope of responsibility. C-TRAN 
compares the Job Descriptions to other agencies’ descriptions of the 
same or similar positions. 
 
When C-TRAN finds positions at other comparable agencies that are 
the same or similar, information is gathered on the pay ranges. Pay 
ranges vary from agency to agency so they are reviewed to arrive at 
an average amount to affect a price tag for the position. 

 
2.1.4 Pay Ranges for Benchmark Positions 

 
C-TRAN establishes pay ranges for all benchmark positions. This 
allows the pay for a position to vary from the minimum to the 
maximum and provides the employee room for growth based on job 
performance. 
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2.1.5 Non-Benchmark Positions 
 

Some positions, however, are not benchmark positions. Similar 
positions do not exist elsewhere, so C-TRAN cannot make direct 
external pay comparisons. To establish pay for non-benchmark 
positions, C-TRAN analyzes the relative worth of the position to the 
agency compared to benchmark positions already assigned to pay 
ranges. C-TRAN reviews characteristics such as level of responsibility, 
level of difficulty, required qualifications, activities performed, etc., in 
comparison to benchmark positions within the agency. 

 
2.1.6 Range Assignments 

 
C-TRAN positions are assigned to pay ranges according to their value 
and importance. The most important or most valuable positions are 
assigned the highest pay ranges. 

 
Before a position is assigned a pay range, its relationship to other 
positions is examined internally. A position may be more or less 
valuable to C-TRAN than the outside pay surveys have indicated. Or, 
outside information alone could result in a position having the same 
pay range as a position that reports to it. Based on such 
considerations, C-TRAN may be required to adjust certain pay range 
assignments. 

 
2.2 Pay Range Structure 

 
Pay ranges define the amount of pay possible for a position between a 
minimum and a maximum amount. These ranges generally have the same 
overlapping structure. 

 
When C-TRAN applies a price tag to a position, it is tied to a pay range. A pay 
range is a spread of dollars from one amount to another. The middle of the 
range is called the “midpoint” and it represents the amount, based on an 
average, at which the position is valued. 

 
C-TRAN positions are assigned to pay ranges with a spread designed to 
provide an employee the opportunity to grow. Where the individual actually 
stands in the pay range for his or her position depends his/her knowledge, 
skills and abilities coming into the position as well as job performance over 
time. 

 
2.2.1 Structure of a Range 

 
Each C-TRAN pay range has a minimum, a midpoint, and a maximum. 
The spread in dollars from the minimum to the maximum is roughly 
35 percent (Minimum + 35 percent of Minimum = Maximum). 
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2.2.2 Relationship of Ranges 
 

Each pay range is separate. Some ranges may overlap each other from 
the midpoint of one pay range to the midpoint of the next. 

 
2.2.3 Updating Amounts 

 
Benchmark positions are used to monitor external pay trends and 
movements so C-TRAN can adjust ranges as necessary. 

 
2.2.4 Pay Value of a Position  

 
C-TRAN assigns a position to a pay range based on the range 
midpoint, which represents the “competitive” pay expected for the 
position. Assignment to a range is based primarily on survey data 
from other comparable agencies. Internal position alignment and 
other factors in matching the position to the pay range are also 
considered.  

 
2.2.4.1 Meaning of Midpoint 

 
The midpoint of C-TRAN’s pay ranges represents what a 
position is worth - its value. It is also used to establish the 
range of pay to be competitive with what other agencies pay 
for the position (Midpoint = Minimum + Maximum ÷ 2). 

 
2.2.4.2 Responsibility to Assign Pay 

 
With Board approval, the Executive Director/CEO is 
responsible to assign pay. 
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2.3 Adjusting Pay Ranges  
 

C-TRAN will conduct a benchmark review on all pay ranges every four years. 
 

2.3.1 Influences 
 

Pay ranges move continually and are influenced by the supply and 
demand for a particular skill, labor market trends, availability and 
cost of money, unemployment rate, government controls, union 
settlements, and other economic conditions. 

 
2.3.2 Pay Range Study 

 
At the time of the benchmark review, a position’s midpoint is 
compared to the average pay elsewhere for the same job. Also 
reviewed are published economic indices, consumer price index (CPI), 
job market salary trends, union settlements, outside consultant data, 
other compensation such as benefits and applicable government 
mandates such as wage controls. 

 
2.3.3 Range Adjustment Recommendations 

 
Based on C-TRAN’s analysis of the information, a recommendation is 
made to the Board of Directors concerning the percentage by which 
ranges should be raised to be at a competitive level by mid-year. The 
adjusted ranges reflect the increasing value of comparable positions 
in the market place. Range adjustments are not a direct reflection of 
the cost of living; however, they reflect a combination of economic 
influences. 

 
2.3.4 Adjustment Approvals 

 
Any range adjustments are submitted for approval to the Board of 
Directors. 

 
 
3 PAY ACTIONS 
 

Directors and managers are responsible for managing the pay progress of their 
employees. Pay actions for an employee normally result from events such as 
performance appraisal and promotion. 

 
3.1 Events Triggering Action 

 
Because an employee may be paid any amount in the pay range for his/her 
position, it is up to the Department Directors and managers to manage their 
employees’ pay progress. Events that normally trigger pay actions include 
new hire, promotion, performance appraisal, position re-evaluation and 
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reclassification, transfer, or demotion. 
 

There are basically four pay actions which may be taken: set starting (hire) 
pay, increase pay, freeze pay, or lower pay. 

  
3.2 New Hire Pay 

 
New hires are generally paid the minimum of the pay range. A higher starting 
rate may be authorized if an employee has above average qualifications or 
the labor market is tight. 

 
The minimum of the pay range represents the level of pay for an employee 
with minimum to average qualifications to perform in the position 
satisfactorily. Positions should be filled with employees whose qualifications 
at least meet the minimum. 

 
3.2.1 Below Midpoint 

 
A new hire receives pay at least equal to the minimum of the 
position’s pay range. The exact amount depends on considerations 
such as the employee’s qualifications, experience, pay rates of existing 
incumbents, and the labor market. A new employee may be paid 
above the minimum of the range if that employee has above average 
qualifications or a tight labor market requires higher pay to attract 
talent. 

 
3.2.2 Approval 

 
 As long as a new hire is placed at a pay amount within the guideline 
above, the range set for the position and within budget, approvals will 
not be required. Exceptions must receive approval from the Executive 
Director/CEO. 
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3.3 Merit Increase for New Hires or Promotion 
 

Employees hired or promoted between April 1 and December 31 of the plan 
year (April 1 through March 31) will receive the range adjustment factor 
increase only, if any, during their first year of employment. Upon completion 
of their first year of employment, the employee will receive any merit 
increase due, based on their rate at date of hire and as a result of their first 
annual performance evaluation. The employee and supervisor will jointly 
prepare a Performance Review Plan within the first 30 days to cover the 
period to the employee’s first annual review. The next Performance Review 
Plan will cover the period between their first annual review and December 
31 to bring him/her in line with the non-represented employees plan year 
through December 31. 

 
 
 Example 
 

Pay Range $4,206/month to $5,685/month 
 

Hired or promoted 5/1/2008 at $4,206/month 
 

Range Adjustment Factor 3% increase on 4/1/09 
 

New Pay Range $4,332/month to $5,856/month 
 
Effective 4/1/09, the employee would receive RAF to 
$4,332/month and would remain at the same position in the range.  

 
Effective 5/1/09, the employee would receive his/her first annual 
performance review and any merit increase due based on his/her 
pay at date of hire and performance rating. If the employee received 
a 2 percent merit increase effective 5/1/09, the 2 percent increase 
would be added to the 3 percent RAF to make a 5 percent increase. 
This increase would be applied to the employee’s pre-RAF pay rate, 
and the entire merit increase with RAF would be effective 5/1/09. 
 
3% RAF + 2% Merit = 5% increase x $4,206 (pre-RAF pay rate) = 
$4,416  

 
The employee’s next Performance Review Plan would be required 
for the period May 1, 2009 through December 31, 2009, and the 
employee would be in line with the established compensation 
schedule.  
 

  
Employees hired or promoted between January 1 and March 31 would receive 
a range adjustment factor increase, if any, on April 1 of the same year. They 
would not receive a merit increase until April 1 of the following year. The 
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employee and supervisor will jointly prepare a Performance Review Plan 
within the first 30 days of employment to cover the period to the employee’s 
first annual review.  

 
 
 Example 
 

Pay Range $4,206/month to $5,685/month 
Hired or promoted 2/1/2009 at $4,206/month 
Range Adjustment Factor 3% increase on 4/1/09 

 
New Pay Range   $4,332/month to $5,856/month 
 
Effective 4/1/09, the employee would receive RAF to $4,332/month and 
would remain at the same position in the range through 3/31/10.  

 
Effective 4/1/10, the employee would receive his/her first annual 
performance review and any merit increase due based on his/her 4/1/09 
salary and the 4/1/10 RAF. 

 
Since the employee’s first Performance Review Plan year ended January 
31, 2010, the employee’s next Performance Review Plan would be 
required for period February 1, 2010 through December 31, 2010. 

 
 

3.4 Annual Merit Increases  
 

How an employee performs against goals and core competencies established 
in the Performance Review Plan determines the amount of pay increase 
he/she receives at the end of the plan year (or, if applicable, the end of 
his/her first year in the position). In general, merit increases are given which 
will move the employee over time into a position in the pay range that 
corresponds with his/her sustained level of performance. 
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3.4.1 Performance Planning and Review 
 

C-TRAN’s performance planning and review process requires 
supervisors to help employees prepare annual goals against which 
their performance will be judged. Pay increases are based on the 
following three factors: 

 
1. The employee’s sustained level of performance against the 

job’s key responsibilities, core competencies and the specific 
goals established in the Performance Plan for that year; 

 
2. The employee’s position within the job’s pay range; and 

 
3. Labor market movement translated into a Range Adjustment 

Factor. 
 

3.4.2 Purposes of Merit Increases 
 

A merit increase is granted at the end of the performance appraisal 
process to reward performance results. C-TRAN moves the employee 
into a position in the pay range based on the Management/Non-
Represented Adjustment Grid that corresponds with the employee’s 
performance. 

 
3.4.3 Increase Frequency 

 
The C-TRAN Non-Represented Employee Compensation Plan year 
runs from January 1 through December 31. Those employees who 
have completed 12 consecutive months or more in their position on 
December 31, receive a performance review based on his/her 
Performance Plan for that period. The results of this review will affect 
the amount of merit increase given on April 1. The new Performance 
Plan is prepared by the employee and supervisor by December 31 to 
cover the next Compensation Plan year. New or promoted employees 
receive merit increases as indicated in Section 3.3- Merit Increase for 
New Hires or Promotion.  

 
3.4.4 Increase Amount 

 
The amount of increase an employee receives depends on 
performance. The amount of increase may also be influenced by the 
employee’s position in the pay range and the amount of pay range 
movement due to the Range Adjustment Factor that year. 

 
Employees who are paid at the proper position in their pay range 
relative to his/her sustained level of performance should expect to 
receive annual increases that at least approximate the annual pay 
range movement. This assumes the employee is continuing to perform 
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at consistent levels. An increase of this magnitude will enable an 
employee to maintain his/her proper range placement. A very poor 
performer should not receive a merit increase until performance 
improves. In fact, the supervisor should work within the Performance 
Review Plan to counsel the employee and encourage performance 
improvements. In general, the Management/Non-Represented 
Adjustment Grid percentage assigned to the performance rating 
attained will determine the employee’s position in the pay range. 

 
3.4.5 Effect of Time 

 
The goal of the compensation plan is to have the employee’s position 
in the pay range match the quality of sustained performance. An 
employee’s pay progress is likely to be faster until he/she reaches the 
middle of the range. After approaching the top third, progress is likely 
to be slower. Employees normally should not be paid more than the 
maximum of their job’s pay range as that is the maximum value of the 
job to the agency. Pay progresses more slowly as the maximum is 
approached. 

 
3.4.6 Increase Over Range Maximum 

 
There may be an outstanding employee, however, who is high in pay 
range yet still deserves to be rewarded for performance. In that case, 
conservative increases may be awarded (without escalating the 
frequency), even if the maximum of the pay range is exceeded. 
Approval of the Board of Directors is required to grant an increase 
that puts an employee’s pay above the range maximum. At the same 
time, a longer-term solution should be considered, like a 
reclassification or a promotion. 

 
3.4.7 Approvals 

 
For all merit increases indicated by the Management/Non-
Represented Adjustment Grid, approval of the employee’s 
performance rating is required from the Division Manager, 
Department Director, and Executive Director/CEO. For merit 
increases that exceed the maximum of the range, additional approval 
must be obtained from the Board of Directors. 

 
3.5 Promotional Increases 
 

A promotion is defined as an advancement to a higher-level job with 
increased authority, responsibility and increased pay within the 
organization. At the time of promotion, the employee may receive a 
promotional increase. Moving from part-time to full-time in the same 
position is not a promotion. 
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3.5.1 Amount of Promotional Increase 
 

Promotions within non-represented positions will require a minimum 
of a 5 percent pay increase or the bottom of the pay range, whichever 
is greater, provided that no employee will be paid above the top of the 
pay range for the non-represented position. Circumstances may occur 
which warrant placing the newly promoted employee at a higher 
position in the range. Such circumstances may include, but are not 
limited to: the employee’s experience, formal education, training, 
proven performance, unique demands of the position, previous 
compensation history, difficulty in recruiting for the position based on 
labor market fluctuations, the needs of the agency for particular 
knowledge, skills and abilities, internal equity or other identified 
reasons. The Department Director may authorize the hiring of 
employees up to mid-range of the appropriate pay range. Placement 
above the mid-point is subject to the approval of the Executive 
Director/CEO. 
 

3.6 Supervisory Pay Compression 
 

Pay compression is the situation that occurs when there is only a small 
difference in pay between employees regardless of their position, skills or 
experience. While there may be cases of acceptable temporary pay 
compression (i.e., involving newly promoted supervisors managing 
employees with significant longevity or with highly valued professional or 
technical expertise), it is consistent with good management practices for 
compensation of supervisory employees to be higher than that of their direct 
subordinates. It is C-TRAN’s goal to maintain a minimum five percent (5%) 
differential between supervisors and the top regular rate of those they 
supervise if the compression is due to differences not related to the 
supervisor’s performance.  
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3.7 Lateral Transfers 
 

A lateral transfer, the movement of an employee to another position in the 
same pay range, does not normally result in a pay increase. 

 
A lateral transfer is defined as the reassignment of an employee to another 
position with the same pay range as the present position. Because the range 
remains the same, there is normally no reason to award an increase. 

 
Lateral transfers between departments require approval from the sending 
and receiving supervisors, Department Directors, and Executive 
Director/CEO. 

 
3.8 Demotions  

 
A demotion is defined as the movement of the employee to a less responsible 
job in a lower pay range. It may be initiated by the agency if an employee is 
not performing satisfactorily, when a department or job is reorganized, or by 
an employee who wants a less demanding position. 

 
The employee’s pay may be adjusted to bring it down to the new range. 
However, normally the employee’s pay is “frozen” until upward adjustments 
to the pay ranges bring the employee’s pay into the proper range. Then, the 
employee will again be eligible for merit and range adjustment increases 
according to normal guidelines.  

 
The Department Director and Executive Director/CEO must approve all 
demotions. 

 
3.9 Position Restructuring 

 
When a position is restructured, it will also be re-evaluated for proper 
classification. As a result, the position could be assigned to a higher or lower 
pay range than before. That action would affect the pay of any incumbents. 

 
• Higher Range - If the position is assigned to a higher pay range, the 

employee may be eligible for a promotional increase. 
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• Lower Range - If the position is assigned to a lower pay range but the 
employee’s current pay is within that range, the employee will continue 
to be appraised and considered for merit increases in the normal time 
frame. But if the employee’s pay is higher than the maximum of the new 
range, no increases will be given until annual pay range adjustments 
bring the range high enough to include the employee’s pay. 

 
Approval to restructure a position must be obtained from the Department 
Director, Executive Director/CEO, and, if not within the budget, the Board of 
Directors. 

 
Employees who have been in a position one year or longer at the end of the 
plan year (December 31) will receive the range adjustment effective April 1 
plus any increase due based on performance appraisal results. 

 
Those employees who have not completed 12 consecutive months’ service in 
his/her current position by the end of the plan year (December 31) will 
receive the range adjustment increase only, if any, on April 1. Any merit 
increase may be considered at his/her first annual review, depending on the 
date of hire or promotion. Refer to Section 3.3, Merit Increases for New Hires 
or Promotions.  

 
 
4 THE PERFORMANCE REVIEW PLAN 
 

4.1 Introduction to the Plan 
 

The Performance Review Plan (Exhibit A) provides a process to direct 
employee performance toward the achievement of targeted job 
responsibilities, core competencies and goals. A Performance Review Plan is 
required for incumbents in every non-represented position, both exempt and 
non-exempt. The evaluation form consists of two sections: 

 
SECTION 1: JOB RESPONSIBILITIES/PROJECTS 

 
This section requires grouping key items in the employee’s job description as 
well as duties or special projects not reflected in the job description. Each 
responsibility as grouped should take 5 percent or more of the employee’s 
time and effort. No more than ten responsibilities are listed for the plan to be 
manageable. When possible, specific measures are used to describe outcomes 
expected. 

 
SECTION 2: CORE COMPETENCIES 

 
This section allows managers to communicate behavioral standards 
determined to be fundamental to the performance of the employee’s 
position. 
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4.2 The Performance Review Process 
 

The Performance Review consists of a cycle with four components. 
 

• PLANNING PERFORMANCE: The supervisor and the employee review 
the key responsibilities, standards of the job, and goals for the period, 
and mutually document individual performance expectations. By 
December 31 the Performance Review Plan for the upcoming year 
must be completed and submitted to Human Resources. If priorities 
change within the review period, the Performance Review Plan may 
be modified accordingly. 

 
• COACHING PERFORMANCE: The supervisor and employee mutually 

track performance for the purpose of gaining feedback. Six months 
into the Plan year (January 1-December 31), the supervisor formally 
coaches and communicates progress in meeting performance 
standards. 

 
• EVALUATING PERFORMANCE: At the end of the performance cycle, 

the supervisor and employee mutually assess actual performance 
against the expectations set during the planning and coaching process. 

 
• DEVELOPING PERFORMANCE: The supervisor and employee 

mutually identify development/career opportunities and plans for 
training. These plans are then incorporated, as appropriate, into the 
next year’s performance expectations. 

 
Performance management is an ongoing, cooperative process designed to 
promote continuous communication between managers and employees. 
The manager and employee both must play a role in order for the process 
to work. 

 
4.2.1 Role of Management 

• To take the lead in the Performance Review Plan process. 
• To communicate overall organizational goals. 
• To obtain the employee’s input in the planning process. 
• To ensure that goals are realistic, attainable, measurable and 

challenging. 
• To provide continuous feedback. 
• To work with the employee to set individual goals and establish 

development plans. 
• To take the lead in bringing about continual improvements to 

processes, cost-effectiveness, performance and efficiency. 
 

4.2.2  Role of the Employee 
• To provide input into the Performance Review Plan process. 
• To take an active role in his/her development. 
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• To facilitate communications with the supervisor. 
• To take an active role in bringing about continual improvements to 

processes. 
• To understand the link between individual responsibilities and C-

TRAN’s goals. 
 

4.3  Completing the Performance Review  
 

The Performance Review form is used to plan goals for the upcoming year, 
provide feedback, record progress at 6-months, and evaluate performance at 
year-end. Informal coaching sessions may be recorded by the supervisor in 
the web-based Performance Review form throughout the review period. The 
annual evaluation that will be submitted to Human Resources is for the 
employee’s permanent record and must be signed. 

 
Employee Information 

 
The Employee Information section is completed using data in the Human 
Resources database. 

 
Section 1. Job Responsibilities/Projects 

 
This section is used to rate employees on their performance of a maximum of 
ten regular job responsibilities and special projects. During the “Plan” phase 
of the Performance Review Plan, each major job responsibility and project 
requiring at least 5 percent of the employee’s time or effort should be listed 
for the review period under “Responsibilities/Projects”. The “Plan” area can 
be used to more specifically describe what will be done under each 
responsibility or indicate a change in the responsibility. Every grouping of 
job responsibilities/projects should be weighted in accordance with its 
importance to the individual’s success in the job, but again, no responsibility 
should be weighted less than five. More weight may be placed on one job 
responsibility/project over another but the total of all weights must equal 
100. Employees are rated using the three-point scale below: 
 

1- Development Area: Employee has not met established 
performance standards. 

2- Fully Competent: Employee has met established performance 
standards. Level of contribution to the organization is consistent 
with expectation. 

3- Superior: Employee exceeded the established performance 
standards for the job. Level of contribution provided exceptional 
value to the organization. 

 
Where an employee is rated with a 1 or a 3, a narrative explanation of the 
rating is required. Section 1 represents 60 percent of the overall 
performance rating. 
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Section 2. Core Competencies 

 
This section is used to communicate and evaluate the behaviors and qualities 
required to successfully perform the position. Employees should have a clear 
understanding of their supervisor’s expectations regarding how the Core 
Competencies relate to the day to day performance of their jobs.  

 
The Core Competencies in Section 2 are scored with the same 1, 2, 3 ratings 
used in Section 1. Regardless of the number of Core Competencies that are 
required for the position the total value equals 100 points. Section 2 
represents 40 percent of the overall performance rating. 

 
Section 3. Career Plan 

 
The supervisor and employee will use the Career Plan to detail the 
employee’s professional goals, training needs and supervisor assistance 
required. 

 
• Indicate skills to be developed to allow for increased contributions in a 

current job or to prepare for a higher level of responsibility. 
• Identify specific activities to be performed to develop new skills. 
• Identify training opportunities related to targeted career advancement. 
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Weights and Points 
 
Section 1 and Section 2 can each equal a maximum of 300 points if the 
employee scores “Superior” in all areas. Section 1 is worth 60 percent of the 
final score and Section 2 is worth 40 percent of the final score. The outcome 
of adding Section 1 points to Section 2 points determines the employee’s 
merit increase percentage on the Management/Non-Represented 
Adjustment Grid. 
 
Overall Performance Rating 

 
An employee with an overall performance rating below 175 must be placed 
on an aggressive 90-day corrective Performance Improvement Plan 
specifying what the employee must do to improve to an acceptable level. The 
supervisor and employee will have an active role in the Performance 
Improvement Plan process; meeting at least weekly to discuss progress. 

 
Employee Annual Accomplishments and Career Goals 

 
A field for the employee to indicate annual accomplishments is provided on 
the electronic form for each Job Responsibility/Project planned in Section 1. 
In addition, the employee may indicate their goals in Section 3 Career Plan. 
This information is to be completed by the employee by December 31 so the 
supervisor can consider it in preparing the employee’s Performance Review. 
 
Probationary Evaluations 

 
All new or promoted employees must receive a probationary evaluation at 
six months. The “Plan” portion of the Performance Review Plan should be 
completed with the employee within 30 days of his/her start in the new 
position. At six months, the supervisor must submit to Human Resources a 
memo stating the employee is adequately performing and has satisfactorily 
completed his/her probationary period or that the employee is not 
performing as needed and will either have the probationary period extended 
or not be retained. The supervisor must provide additional documentation 
for the permanent record if the decision is made to extend the probationary 
period or not to retain the employee in the position. For the employee’s first 
year, the Performance Review will be submitted to Human Resources on the 
employee’s position anniversary date.  
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  Annual Performance Reviews 
 

The Annual Performance Review is completed and submitted to Human 
Resources by February 28th of each year. It is conducted as indicated 
previously in this section. The evaluation is scored and the employee’s 
annual increase is based on the score and the employee’s current position in 
the pay range. The amount of increase is shown on the Management/Non-
Represented Adjustment Grid (Exhibit B) where the employee’s performance 
score and Position in Grade intersect. 
 
Approvals 
 
Performance reviews are reviewed first with the Department Director, prior 
to meeting with the employee. The employee will be given an opportunity to 
add comments during the Performance Review meeting. The completed form 
will be printed out, routed for signatures as indicated, and submitted to 
Human Resources.  
 

Attachment No. 2

297



TASK/OBJECTIVE LEAD DELIVERY 
SCHEDULE

INDICATOR 1st Quarter Update
January - March

2nd Quarter Update
April - June

3rd Quarter Update
July - September

4th Quarter Update
October - December

C-VAN Demand Reduction 
Strategies

Walt Gordon 2013 - Q1
2013 - Q3
2013 - Q4

• Reconvene ADA Cost Containment Task Force
• Develop Cost Containment Strategies
• Develop Recommendations 

Initiated Contact with Task Force

FARE ISSUES
Fare Increase

Regional Fares (eFare with 
TriMet)

Diane O'Regan 2013 - Q1 & Q2

2013 - Q3

2013 - Q3

• Fare Policy Proposal to the Board
• Open Houses, Public Hearing, and Board 
Approval 
• Implement Fare Change

• Develop draft agreements for Board approval early
2014

Board approved Fare Proposal to be 
provided to the public for review 
and comment.

Staff participated in three 
preliminary partnership discussions 
with TriMet.

Open Labor Agreements Julie DeBoever On-going • Clerical Contract - sent to mediation April 2013
• Maintenance Contract - in negotiations
• Operator Contract - in negotiations
• Supervisor/Analyst Contract - settled Q1 2013
• Paratransit Dispatcher Contract - opens May 31, 
2013

Met once with Supervisors/ 
Analysts and four times each with 
Operators and Machinist.  
Supervisor/Analyst Contract 
reached tentative agreement 
1/22/13.  Ratified by members 
2/9/13.  Ratified by Board  3/19/13

APC/FTA Ridership Project Diane O'Regan 2013- Q1
2013- Q2

• Documentation of Methodology and Process 
• FTA Submission 

Finalized proposed calculation 
methodology. Discussed analysis 
with various stakeholders. Began 
development of documentation

Community Van Walt Gordon 2013- Q3
2013- Q3
2013- Q4
2013- Q4

• Outreach
• Identify Needs
• Develop Program Concepts 
• Finalize Recommendation

No activity

Traffic Signal Priority Project Tom Shook 2013 - Q1
2103 - Q2                   

2013 - Q3                   

2013 - Q4

• Equipment Installation.
• Bus and intersection installs complete.         
• IGA with City of Vancouver in place.              
• Pilot on Mill Plain operational.                        
• Evaluation complete                                           
• Final Report Delivered 

Installation of on-board and 
intersection equipment near 
completion. Worked with the City 
of Vancouver on a draft 
Intergovernmental agreement.    

2013 Work Program Objectives
(Updated May 14, 2013)

Status Report

LONG TERM COST CONTAINMENT STRATEGY

EFFICIENCY, RELIABILITY, AND COMPLIANCE
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TASK/OBJECTIVE LEAD DELIVERY 
SCHEDULE

INDICATOR 1st Quarter Update
January - March

2nd Quarter Update
April - June

3rd Quarter Update
July - September

4th Quarter Update
October - December

2013 Work Program Objectives
(Updated May 14, 2013)

Status Report

Maintenance Facilities Master Plan 
(Maintenance Yard, South Lot)

Jim Quintana 2013 - Q2                   

2013 - Q4

• Award contract for BRT design.                               
           
• Complete design of maintenance facilities master 
plan

Conducting research on stormwater 
requirements; proposed BRT 
project still uncertain and facility 
improvements for BRT must be 
considered in final design of South 
Lot.     

Andresen Super Stop Jim Quintana 2013 - Q1

2013 - Q2
2013 - Q3

• ROW purchase complete.                               
• TOC Amendment executed.                            
• Conduct procurement (Invitation to Bid)                 
• Construction  Complete                                            

Completed Right-of-Way 
acquisition; amended task order 
contract for Construction 
Management Services for project 
support and oversight . 

Fisher's Parking Lot Expansion  Jim Quintana 2013 - Q1
2013 - Q2                   
2913 - Q3                   

2013 - Q4

• Research                                                                 
• TOC Amendment                                                   
• Prepare September staff report and evaluation 
criteria for Statement of Qualifications/Project 
Approach.                    
• Award contract

Preliminary planning activities 
included information gathering 
including meetings with capital 
projects/transit oriented 
development experts; reviewed 
documents in advance of 
developing C-TRAN Request for 
Statement of Qualifications and 
Project Approach later this year.    

Service Standards Revision and 
Update

Tom Shook 2013 - Q1 • Adopt 2013 Performance and Design Standards 2013 Performance and Design 
Standards Adopted

Performance Measures & 
Benchmarking - ABBG

Diane O'Regan 2013 - Q3
2013 - Q4

• Brief Board on staff proposed dashboard
• Board approves dashboard

No activity

Electronic Fare Collection System 
(EFC); Farebox Replacement 
Project

Bob Medcraft 2013 - Q2
2013 - Q4

• Develop Technical Specifications
• Contract Award

Worked on Technical Specs

Run Cuts/Service Changes/Minor 
schedule Adjustments

Larry Ham 2013 - Q1
2013 - Q2
2013 - Q3

• January - Run Cut/Service Change
• May Run – Run Cut/Service Change
• September – Run Cut/Service Change

January Run Cut Completed

Research Run Cut, Route 
Scheduling and Daily Operator 
Scheduling/Workforce 
Management  Software for 
purchase in 2014  

Lynn Halsey 2013 - Q2
2013 - Q4
2014 - Q1

• Schedule Presentations
• Identify Needs
• Prepare Scope of Work

No activity
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TASK/OBJECTIVE LEAD DELIVERY 
SCHEDULE

INDICATOR 1st Quarter Update
January - March

2nd Quarter Update
April - June

3rd Quarter Update
July - September

4th Quarter Update
October - December

2013 Work Program Objectives
(Updated May 14, 2013)

Status Report

Bus Rapid Transit Project Chuck Green 2013 -Q1
2013 -Q2

2013 -Q3
2014

• Issue RSOQ - Project Development
• Select consultant/seek board approval to award 
contract and enter project development.  
• Begin Project Development

RSOQ issued March 27, 2013

CRC/FFGA Deliverables Scott Patterson Ongoing • Review and approve draft CRC term sheets for FD 
application to FTA
   TriMet

Underway

AOM Facility (Maintenance) 
Security

Paul Koleber 2013 - Q3 & Q4
2014 - Q1

• Design, Stakeholder Involvement
• Award Contract; Site Development / Installation

No progress this quarter

Safety in the 21st Century Jeff Hamm/Diane 
O'Regan

2013 - Q1

2013 - Q2

2013 - Q3

2013 - Q4

• Consultant deliver safety assessment to Board & 
Internal Safety Stakeholders
• Substanial progress or completion of 50% of 
consultant's near term recommendations.
• Substanial progress or completion of 100% of 
consultant's near term recommendations.
• Begin Implementation Mid-Term 
Recommendations

Safety Assessment was delivered to 
Board and Internal Safety 
Stakeholders on February 12, 2013. 
Developed contract amendment 
with Bickmore on near term 
recommendations.

Bus Surveillance System 
Replacement Upgrade

Bob Medcraft 2013 - Q3
2014 - Q1

• Develop Technical Specifications
•Award Contract

No activity

Board Policies - Facility Use and 
Rules of Conduct and Exclusion 
Policies

Lynn Halsey 2013 - Q3
2103 - Q3
2013 - Q4

• Finalize Review of Facilities Plan
• Present Policy to Board for Approval
• Implement Policy 

No activity

Drug & Alcohol Program 
Management

Julie DeBoever 2013 -Q2

2013 - Q4

• Update Drug & Alcohol Policy and submit 
responses to FTA Audit findings.
• Conduct desk audit of Maintenance Contractors.

FTA Audit completed February 
2013, Triennial Review finding 
closed.   List of Maintenance 
Contractors subject to FTA 
regulations reduced from 7 to 2. 

Phase III Bus Stop Safety, 
Streamline and Improvement 
project - #25, 80

Larry Ham 2012 - Q3
2013 - Q2
2013 - Q3
2013 - Q3

• Identify Improvements
• Secure Permits
• Award Contract 
• Project Completion

Finalized standard drawings for 
permit applications 

2030 PLAN IMPLEMENTATION

SAFETY & SECURITY
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TASK/OBJECTIVE LEAD DELIVERY 
SCHEDULE

INDICATOR 1st Quarter Update
January - March

2nd Quarter Update
April - June

3rd Quarter Update
July - September

4th Quarter Update
October - December

2013 Work Program Objectives
(Updated May 14, 2013)

Status Report

Reinstatement of Maintenance 
Training & Safety

Tim Shellenberger 2013 - Q3 & Q4
2014 - Q1

• Perform Safety and Training needs assessment / 
Evaluate available training and resources / Develop 
plan
• Implementation

Tim re-assumed training 
responsibilities for the Maintenance 
Department.  

Hire Travel Trainer - Safety Walt Gordon 2013 - Q1
2013 - Q2
2013 - Q2
2013 - Q2

• Finalize Job Description
• Submit to Union for Review
• Finalize Job Description to include wage
• Recruit, hire and train

Finalized Job Description

Replace Operations Building 
Carpet

Paul Koleber 2013-Q1
2013-Q2
2013-Q3

• Develop Specs
• Award Contract
• Site Development / Construction

Specs developed / advertised 

Fall Protection Phase 2 Paul Koleber 2013-Q4
2014-Q1

• Design; Stakeholder Involvement
•Award Contract; Site Development / Installation

No progress this quarter

CAD/AVL/MDT Upgrade Bob McMahan 2013 - Q2
2013 - Q3 & Q4
2014 - Q1

• Amend Technology Consultant Contract with IBI
• Plan & Design; Negotiate w/Vendor
• Award Contract

No activity this quarter

Website Redesign Dean Horn 2013 - Q2                   
2013 - Q3
2013 - Q4

• Complete Site development.                                     
• Beta Site testing.                                                     
• Integrate Open Source Trip Planner; Complete full 
site testing; Launch fully functional site with new 
trip planner.                        

Site development at 90%

Computer Refresh Program Bob McMahan 2013 - Q1
2013 - Q2
2013 - Q3
2013 - Q4

• Plan & Design
• Purchase a minimum of 70 PC's
• Build and Deploy a minimum of 35 PC's
• Build and Deploy a minimum of 35 PC's

Plan and Design presented to 
Executive Staff

TECHNOLOGY PLANNING & MANAGEMENT
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TASK/OBJECTIVE LEAD DELIVERY 
SCHEDULE

INDICATOR 1st Quarter Update
January - March

2nd Quarter Update
April - June

3rd Quarter Update
July - September

4th Quarter Update
October - December

2013 Work Program Objectives
(Updated May 14, 2013)

Status Report

Data Center Integrated w/Disaster 
Recovery

Bob McMahan 2013 - Q1
2013 - Q2                   
2013 - Q3
2013 - Q4

• Implement recommendations to improve C-
TRAN's data center reliability capabilities

• Order secondary Internet Service 
Provider.
• Plan data center improvements 
(relocate fire suppression system, 
install overhead wire/cable trays, 
relocate power outlets from floor 
level, reposition racks, and replace 
wiring/cabling)

CRESA Radio Replacement Debra Wright 2013 - Q1
2013 - Q2
2013 - Q3
2013 - Q4

• Site visit by consultant
• Vendor showcase
• Technical workshop
• Develop spec's

CRESA consultant performed a site 
visit.

Implement Recommendations of 
Network Assessment

Bob McMahan 2013 - Q1
2013 - Q2
2013 - Q3

• Plan & Design
• Finalize Network Hardware Configuration
• Purchase and Implement Solution

Draft plan presented to IT.

IT Governance & Strategy Bob McMahan 2013 - Q2
2013 - Q3
2013 - Q4

• Plan & Design
• Finalize Process & Procedure
• Implement

No activity this quarter

System Upgrades Bob McMahan 2013 - Q2 • Trapeze Enterprise Asset Management & Fleet 
Management
• Microsoft Dynamics Great Plains 2010

No activity this quarter

Talent Management Strategy & 
Organizational Development

Diane O'Regan 2013 - Q2 • Develop Scope of work and Timeline for 
2013/2014 Biennium

No activity

Roadeo Lynn Halsey 2013 - Q1
2013 - Q2
2013 - Q2

• Plan Event
• Promote Event
• Set Up & Roadeo

Planning Complete

Operations Planning 
Reorganization

Lynn Halsey 2012 - Q4
2013 - Q2 
2013 - Q3
2013 - Q3

• Develop Job Descriptions
• Discuss with Union
• Finalize  Job Descriptions
• Recruit, Hire and Train

Job Descriptions Completed

Ridgefield Park & Ride (if receive 
Regional Mobility Grant)

Tom Shook 2013 - Q2 • Complete IGA IGA document review underway.

Vehicle Wash Facility 
Replacement

Paul Koleber / Jim 
Quintana

2013 - Q2
2013 - Q3

• Develop Specs
• Contract Award; Site Development/ Construction

No progress this quarter

TEND TO BASICS
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TASK/OBJECTIVE LEAD DELIVERY 
SCHEDULE

INDICATOR 1st Quarter Update
January - March

2nd Quarter Update
April - June

3rd Quarter Update
July - September

4th Quarter Update
October - December

2013 Work Program Objectives
(Updated May 14, 2013)

Status Report

2014 Bus Replacement Paul Koleber 2013-Q2

2013-Q3
2014-Q1
2015-Q1

•Stakeholder Involvement; Research Joint 
Procurement, Piggy-Back or full procurement 
Options
• Develop Specs
• Award Contract
• Production / In-Service

No progress this quarter

Staff/Support Vehicle Replacement Paul Koleber 2013-Q1
2013-Q2
2013-Q3
2013-Q4

• Perform needs assessment
• Procure (State Contract)
• In-Service 
• Out-Service/Surplus Depreciated Vehicles

Performed needs assessment / vans 
ordered from State Contract

Purchase Automotive Diagnostic 
Tool

Paul Koleber 2013-Q1 • Purchase Tool purchased

Office Chair Replacement Program Paul Koleber 2013-Q3
2013-Q4

• Inventory Existing Chairs; Evaluate Life-Cycle
• Develop Replacement Schedule; purchase

No progress this quarter

Conference Room Chair 
Replacement

Paul Koleber 2013-Q3

2013-Q4

• Stakeholder Involvement; Select Replacement 
Model
• Purchase; Re-Purpose Existing Chairs to Training 
Room; Dispose/Surplus  Chairs

No progress this quarter

Water Mitigation Site Landscape 
Maintenance

Gus Llano 2013-Q2 • Develop Specs; Obtain Quotes; make selection No progress this quarter

Wetland Mitigation Site 
Monitoring

Paul Koleber / Jim 
Quintana

Compliance 
Research Underway

• Develop Specs; involve stakeholders
• Contract Award

No progress this quarter

Vanpool Vehicle Purchase Jim Quintana 2013 - Q1
2013 - Q2
2013 - Q3

• Develop Scope
• RFP 
• Contract Award

Scope of work completed.

Policy Updates & Distribution Julie DeBoever 2013-Q3 • First batch of high priority policy updates 
distributed 

no activity

Compensation Study Julie DeBoever 2013 - Q2

2013 - Q2
2013 - Q3

• Finalize recommendations/present to Board and
conduct employee meetings.
• Implement adopted recommendations.
• Update Salary Comp Plan document.

Survey analysis completed; 
recommendation options  
forwarded and discussed with 
Executive Staff.  Waters Consulting 
Group presentation to employees 
and Board in February.
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TASK/OBJECTIVE LEAD DELIVERY 
SCHEDULE

INDICATOR 1st Quarter Update
January - March

2nd Quarter Update
April - June

3rd Quarter Update
July - September

4th Quarter Update
October - December

2013 Work Program Objectives
(Updated May 14, 2013)

Status Report

Update Operator Standard 
Operating Procedures (SOP)

Lynn Halsey
2013 - Q2

2013 - Q3
2013 - Q4
2013 - Q4

This is an on-going process:
• Work with Safety Consultant to Identify Best 
Practices
• Update/Develop Draft Policies 
• Review with Union
• Distribute
• Implement

No Activity

Special Events Debbie Wright 2013 - Q1 & Q2
2013 - Q3
2013 - Q3
2013 - Q3 & Q4

• Develop Special Event Plan for the Year
• Provide 4th of July Service
• Provide Clark County Fair Service
• Provide Amphitheater Service

All major events identified and 
preliminary planning completed.

General Legal Counsel RFP Jeff Hamm 2013 - Q2 • Award Contract Released RFP document.

Cut-A-Way Vehicle Replacement; 
2 vehicles

Paul Koleber 2013-Q1
2013-Q1
2013-Q2

• In-Service Two New vans
• Out-Service 2151 / 2154
• Surplus Depreciated Vans

Received two new cut-away vans / 
in-serviced into Connector service / 
out-serviced 2151 & 2154
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EXECUTIVE DIRECTOR/CEO 
2013 GOALS AND OBJECTIVES 

(1st Quarter Update - January through March 2013) 
 
Goal 1: Assist the Board in review of C-TRAN’s 2030 Plan, planned 

High Capacity Transit projects, and Board composition. 
Provide research and strategic support as directed. 
 
Helped secure services of a facilitator and supplied support for a 
February 23, 2013 Board Workshop on C-TRAN’s strategic 
direction, the 2030 Plan, and high capacity transit. 
 

Goal 2: Oversee communication and implementation of C-TRAN ST-21 
“Safety Together in the 21st Century” initiative. 

 
Helped introduce, to staff and the Board, the findings and 
recommendations of the Safety Consultant’s assessment of C-
TRAN; helped set and lead planning sessions for development of 
an implementation plan. 
 

Goal 3: Advance development of cohesive set of C-TRAN performance 
measures that are consistent with the American Bus 
Benchmarking Group (ABBG), emerging requirements of MAP-
21, C-TRAN’s safety initiative, and new service standards. 

 
Staff completed a proposed new set of service standards and 
guidelines, presented to and approved by the Board in the first 
quarter. 
 

Goal 4: Maintain effective working relationships with staff and union 
representatives that involves frequent two-way 
communication and contributes to positive morale and 
productivity. 
 
Met with ATU Leadership. Participated in safety consultant 
presentation to staff leadership. Attended Maintenance Core 
Group meetings in March. 
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