Resolution 2023-

A RESOLUTION OF THE CITY COUNCIL OF THE TOWN OF ASHLAND CITY
UPDATING THE WAGE AND SALARY POLICY GOVERNING EMPLOYMENT
WITH THE TOWN OF ASHLAND CITY BY AMENDING SECTION VI:
EMPLOYEE CLASSIFICATIONS

WHEREAS, the City Council for the Town of Ashland City has previously adopted Resolution 2022-47
and wishes to amend the policy; and

WHEREAS, the Personnel System requires that the Wage and Salary Policy shall be updated and
approved by City Council.

NOW, THEREFORE BE IT RESOLVED BY THE MAYOR AND COUNCIL OF THE TOWN OF
ASHLAND CITY, TENNESSEE that the Wage and Salary Policy, attached hereto, is hereby amended
and approved, and shall become effective immediately following passage of this resolution.

Approved this day of , 20
Voting in Favor Voting Against
Altest:

Mayor JT Smith City Recorder Alicia Martin, CMFO



VI.

Town of Ashland City
Wage and Salary Policy

Purpose

The pay plan is intended to provide fair compensation for all employees in consideration of
pay ranges for other employees, general pay rates for similar employment in private
establishments and other public jurisdictions in the area, cost of living data, the financial
condition of the municipality and other factors. Further this plan is intended to provide
guidelines for the administration of employee salaries, including starting pay rates, pay
increases, promotional increases, and other salary adjustments.

Policy Objectives

This policy is intended to promote the following:

A. Ensure competitive pay practices to allow the Town of Ashland City to effectively
compete in the market for the talent needed to meet and exceed its performance
standards.

B. Ensure fair and unbiased treatment of employees relative to pay administration.

C. Ensure that Town of Ashland City salary expense is consistent with taxpayers’
expectations for reasonable labor costs.

Composition

The pay plan for the Town of Ashland City shall consist of minimum and maximum pay rates
for comparable positions. The pay plan is documented in the wage & salary policy, see
addendums.

Maintenance of the Pay Plan

The Mayor will, from time to time, make comparative studies of all factors affecting the level
of salary ranges and will recommend to the City Council such changes in the salary ranges as
appear to be in order.

Job Descriptions

A written job description is to be developed and maintained for each position recognized by
the Town of Ashland City. Job descriptions are to follow the prescribed format (see Exhibit
I). Once a year job description is to be reviewed by incumbents and supervisors to ensure
they are up to date. Supervisors are responsible for accurate up-to-date job documentation.

Employee Classifications

1. Exempt Employees — An employee is exempt from the overtime provisions of the Fair
Labor Standards Act, if they are classified as an executive, professional or administrative
and meet specific criterion for exemption and must be paid at least $684 weekly. All
salaried positions are required to work a minimum of eighty (80) hours per pay period, at
their office or city property, unless otherwise approved by the Mayor. Any time less than
eighty (80) hours is to be made up using leave (Vacation, Sick, Flex, or Holiday leave)
with prior approval by the Mayor.




Flex Time —The City shall allow exempt employees to accumulate flex time, on a
straight time basis, for extra hours worked in excess of forty (40) hours per week. Exempt
employees may accumulate up to a maximum of 80 hours of flex time. These hours shall
become null and void at the time employment ceases and cannot be used as a means of
fulfilling a notice of resignation immediately preceding termination of employment.
Salaried employees may flex their time upon approval from the Mayor. Flex time is an
arrangement that allows an employee to alter the starting and/or end time of their
workday or to take an entire day off. Employees are required to take flex time before
using any vacation pay.

Overtime- Employees exempt from the overtime requirements of the FLSA will not
receive overtime compensation but just Flex Time on a straight time basis and not at one
and a half times the employee’s regular rate.

Emergency Pay — The city shall provide its employees who are considered “exempt”
under the Fair Labor Standards Act with emergency pay for every hour worked in excess
of forty (40) hours during their normal work when responding to an officially declared
local, state or federal disaster or state of emergency. Emergency pay shall only be
provided for performing essential services as approved by the Mayor at his or her
discretion.

Documentation — To assist the Federal Emergency Management Agency (FEMA)
reimbursement process, exempt employees receiving emergency pay shall maintain
accurate and detailed documentation defining the duties performed and the hours worked.

Non-exempt Employee — An employee who is not exempt from the overtime provisions
of the Fair Labor Standards Act. A non-exempt employee is entitled to receive overtime
for all hours worked beyond 40 in a workweek (except as FLSA allows for police officers
and fire fighters.) All full-time hourly positions are required to work a minimum of 40
hours per week at their office of city property unless otherwise approved by department
head. Work at an alternate location must be approved by the Mayor. Anytime less that 40
is to be made up using leave approved by department head.

Overtime- When it becomes necessary for an employee to work overtime hours, regular
employees, part-time employees, and temporary employees shall be paid according to the
prevailing salary schedule. Overtime work will be compensated according to the FLSA
provisions at a rate of 1 % times the employee’s regular rate. Overtime work may also be
paid with compensatory time at a rate of 1 % times the hours worked in accordance with
the FLSA. Non-emergency overtime work must be authorized in advance by the Mayor
or department head. Overtime for non-exempt employees is paid for hours worked over
40 per week. Exceptions are made by FLSA for police officers and fire fighters on
different shifts. Overtime must be authorized in advance. Sick time is not counted as
hours worked for overtime calculations.

Compensatory Time — Overtime may be paid as monetary compensation, compensatory
time or any combination of money and compensatory time equivalent so long as the
premium pay is at least ‘time and one-half”. An employee may not accrue more than 80
hours of compensatory time. Upon termination, or promotion to exempt status an
employee must be paid for compensatory time accrued. Non-exempt employees must use
compensatory time before they use vacation time.




VII.

VIII.

On-Call Pay- When an employee is on call, he/she will receive compensation based on
the number of days in the weekend. If the employee is on call during a two-day
weekend, he/she will receive a payment of forty-eight (48) dollars additional pay on their
paycheck. For three-day weekends seventy-two (72) dollars on call pay and for four-day
weekends ninety-six (96) dollars on call pay. If the employee is called in to work during
the on-call week, they will receive two hours on call pay calculated based on the on-call
rate formula set by federal wage policy.

Call-In Pay- Employees who are called into work for emergencies, regardless of hours
worked during the regularly scheduled workweek, he/she will receive call in pay based
on 1 % times the employee’s regular pay rate.

On-Duty — An employee is considered ‘on-duty’ at any time for which the City
compensates the employee, which includes lunch and breaks for police officers and fire
fighters. All other employees are not compensated for lunch.

Pay Table

A

B.

Number of Pay Grades

Pay is to be administered within ten classifications or pay grades.

Pay Ranges

Each pay grade falls within a pay range. Pay ranges are intended to furnish administrative
flexibility in recognizing individual differences among positions allocated to the same
class and to provide employee incentives.

Adjustment of Pay Table

The pay table is subject to review on an annual basis and will be adjusted if necessary to
ensure that the Town’s pay practices remain competitive with changes in labor market
conditions. As appropriate, this review will consist of:

-Gathering comparative salary data for benchmark jobs from published sources or direct
contacts with competing employers,

-Comparing market salary data obtained for each benchmark job with the corresponding
pay range, and

-1f necessary, adjusting the pay ranges approximate market value for jobs in each pay
range, or, if appropriate, amending the pay range.

Assignment of Positions

Each position is to be assigned to the pay grade for which best matches the competitive
market value for the job. Deviations may be made if strategic business considerations
dictate that certain positions (not employees) should be valued differently than their
market value.

Rates of Pay

In accordance with the Fair Labor Standards Act (FLSA), no employee, whether full-time,
part-time, or probationary, shall be paid less than the federal minimum wage unless they are
expressly exempt from the minimum wage requirement by FLSA regulations.

A

B.

Salary Rates

Salary ranges, as seen in Exhibit 11, are intended to furnish administrative flexibility in
recognizing individual differences among positions allocated to the same class and to
provide employee incentives.

Starting Rates



The minimum rate established for a class is the normal hiring rate except in those cases
where unusual circumstances (such as inability to fill the position at the hiring rate or
exceptional qualifications of an applicant) appear to warrant employing an individual at a
higher rate in the pay range. Any department head desiring to appoint an applicant to
start at a salary above the minimum must submit justification to the Mayor for approval.
Such appointments shall be made only in exceptional cases as decided by the Mayor
and/or governing body only after the current pay rates, qualifications, and skill levels of
existing job incumbents are carefully considered.

C. Rates Above the Pay Range
Each pay range is intended to serve as a guideline for management for the highest pay
rate the Town of Ashland City will normally pay an employee for a particular job;
however, if any employee has reached the highest salary for their position they are still
eligible for cost of living raises or other raises given to all employees.

D. Rates Below the Minimum
It is possible that employees’ pay rates, probably for recent hires, will occasionally fall
below the pay range upon adjustment of the pay table (see IV C above). Normally, the
pay rates of such employees will be immediately adjusted to the new pay range at the
time the new pay table becomes effective.

E. Hourly Rates
Employees paid on an hourly rate basis excluding salaried exempt employees as set out
by the Department of Labor are paid for all time actually worked. The Mayor and City
Council shall appropriate by budget all salaries paid by the city. Due consideration shall
be given to duties performed, responsibilities, technical knowledge, and skills required to
perform the work satisfactorily, the labor market, and availability of people having the
desired qualifications.

Timesheets

It is the responsibility of the employee to complete timesheets accurately reporting hours
worked, paid time off taken, overtime, and on call pay. Any unpaid leave should be approved
by the mayor or immediate supervisor and will be notated on the timesheet. Employee
paychecks are issued by what is reported on the timesheet to the finance department. The
immediate supervisor will review and sign the timesheet for accuracy. As stated in the
Employee Manual, Section Il. Employment Subsection O. Attendance, “Employees found
cheating on their timesheets will be subject to immediate dismissal.”

Pay Adjustments
A. Pay Increases
1. Eligibility

All non-probationary full-time and part-time employees in good standing whose
current pay rate is within pay range are eligible for a pay increase in July each year,
subject to appropriation by City Council as part of the annual budget process.
Employees who have been placed on disciplinary status or who have not received a
good standing annual evaluation will not receive a pay increase. For recently hired
employees still on probationary status, eligibility for pay increase is to be delayed
until the end of their probationary period.
Note: Jobs requiring employees earn certification per state regulations- An employee
who has not earned certification in a job that requires it. The employee will be



ineligible for any pay increase until after the time frame in which certification is
earned as stated in the job description. In such cases an employee’s pay rate would
be adjusted to the appropriate pay rate once the employee receives certification.

2. Pay Increase Amount
The base pay rate of employees eligible to receive a pay increase will be increase as
determined and at the desecration of the department head and mayor based on
evaluation and merit. All pay increases will then be presented to the council for
approval and justification during the annual budget appropriation process.

3. Pay Increases-Employees on Leave of Absence
Scheduled pay increases will be postponed for employees on approved non-job
related medical or personal leave of absence until they return to work. Pay increases
will be postponed beyond the date of return to work in cases where such absence
exceeds four months (will normally be postponed one additional month for every
month of leave beyond four). Pay increases will not be delayed for worker’s
compensation related medical leave of absence.

4. Pay Increases-Employees on Light Duty
Employees in light duty positions are eligible for a pay increase.

. Pay Table Adjustment Increases

As indicated in IV C above, the pay table may be adjusted periodically to keep pace with

the labor market. This adjustment will be effective July 1 (the beginning of the fiscal

year) after receiving City Council approval voted on by resolution.

. Longevity Payments

1. Eligibility
Full-time employees after three years of service will begin receiving a longevity
payment of $100 per year of service, subject to appropriation by City Council as part
of the annual budget process.
Part-time employees after three years of service will begin receiving a longevity
payment of $50 per year of service, subject to appropriation by City Council as part
of the annual budget process.

2. Payment Date
The longevity payment is to be paid in the month of November.

. Promotional Increases

1. Definition of Promotion
Placement of an individual in a job which is in a pay grade that is higher than the
individual’s current pay grade will be considered a promotion. (Temporary job
reassignments of less than six months will not normally be considered a promotion.)
2. Increase Amount
Upon promotion the individual’s salary is to be adjusted to reflect the increased
demands and responsibility of the new position. Normally, the employee’s pay rate
will be increased to represent at least a 5% increase over his/her current pay rate as
determined appropriate by the mayor and department head.
. Temporary Reassignment
Adjustments to pay rates of employees assigned temporarily (for less than six months) to
perform work of higher-level jobs will be made at the discretion of management.
Lateral Job Reassignments
Reassignment from one job to another in the same pay grade will be considered a lateral
move. No immediate adjustment to pay will be made.
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G. Demotions or Reassignment to a Lower Pay Grade

Demotions occur when an employee is retuned or transferred to a position in a lower pay

grade. Additionally, employees may voluntarily ask to move to a job in a lower pay

grade, perhaps through the job posting/bidding process. If an employee was promoted

and subsequently returns to the original (lower) job, his/her pay rate would be adjusted to

the rate it would equal if the promotion had not occurred. Whether or not a reduction in

pay should occur in other situations depends on consideration of the following:

1. Was the demotion related to employee’s performance or to a reduction in force or
organizational change?

2. How will the employee’s pay rate compare with pay rates of other incumbents in a
lower graded job or similar jobs?

It is sound practice to reduce the employee’s pay rate to be consistent with rates of pay of
other incumbents in the new job who possess similar skills and tenure.

. Re-Classification of Position
A review of market salary data for the purpose of adjusting the pay table or at any other
time may suggest that a job should be re-classified to a higher or lower pay grade.
Normally, consistent data obtained for two periods over a span of eighteen to twenty-four
months are required to confirm such a trend and justify re-classification. This may occur
as the job responsibilities evolve over time. Section “G” above would apply to re-
classification of a job to a lower pay grade. For an employee whose position was re-
classified to a higher pay grade, the employee’s pay would be adjusted in the pay range
closest to but no less than his/her current pay rate. Significant changes in job
responsibilities within a short time period will normally be treated as a promotion.

Paychecks

All employees of the Town of Ashland City shall be issued pay on a biweekly basis. If you
have questions about your work time, salary or paycheck, call it to the attention of the
Finance Director within the pay period in question or immediately thereafter.

1. Final Paycheck — The final paycheck for a resigning employee will be made available
on his/her regular payday.

Payroll Deductions
The following deductions will be made when authorized by an employee:

1. Federal Income Tax: Federal taxes are withheld from employees’ paychecks based on

the number of dependents claimed by each individual. Employees are required to keep on
file with the municipal government a copy of the W-4 form. In the event of changes in
the employee exemption status, a revised W-4 must be filed before payroll deduction
adjustments will be made.

2. Social Security/Medicare: Social Security payments and deductions will be made

according to the Social Security Act. The City Recorder shall keep such records and
make such reports as may be required by applicable state and federal laws or regulations.

3. Other: Other City authorized deductions will be made from an employee’s pay only

with the employee’s signed consent or as required by law.
Medical insurance

Life insurance

Vision insurance

Supplemental insurance

Additional life insurance
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Deferred compensation payments

Dental insurance

Child support garnishments

Any other garnishments or deductions agreed to or required by law

TCRS Retirement will be taken out of an employee paycheck at a rate of 5% of gross
total per paycheck.

Any court order for garnishments or child support will be taken as ordered by the
court.

Other city-authorized deductions may be made from an employee’s pay only with the
employee’s signed consent.

If all leave has been exhausted, an employee must make arrangements to cover any premiums
or deductions not covered by the city’s umbrella plan. Additional coverages being paid by the
city is done as a courtesy and benefit for the employee but is not the responsibility of the city.
These are the responsibility of the employee. Arrangements must be made with the Finance
Director before the leave is exhausted. The city will not continue to pay additional premiums
or deductions, if the employee has made no arrangement. Any arrangement for repayment
will not exceed 6 months without approval from the Mayor.



EXHIBIT 1
The Town of Ashland City Job Description Format

JOB DESCRIPTION Town of Ashland City
(Department)
(Location)

CLASSIFICATION TITLE: (Job Title)

DEPARTMENT: (Department)

REVISION DATE: (Last date of Council Approval)
REPORTS TO: (Department Head’s Title)

EMPLOYMENT STATUS: (Full-time or Part-time)

FLSA STATUS: (Exempt or Non-exempt)

PAY RANGE: (Pay Grade)

JOB SUMMARY

(A brief one or two sentence description of the purpose of the job)

ESSENTIAL DUTIES AND RESPONSIBILITIES

(Brief statements, in descending order of importance based on frequency and impact, of the essential job functions.
Essential function are those:)
e (For which the position exists to perform ex: data entry operator job exists to operate computer keyboard to
input data)
e  (For which there are a limited number of other employees available to perform the function)

e (Highly specialized in nature requiring incumbents to be hired specifically because of the skill or ability to
perform them)

QUALIFICATIONS

(Brief description of the following job requirements)

e (Education)

o  (Experience)

o (Certificates, Licenses, Registrations which include time allowed to become certified)
e  (Special Requirements)

REQUIRED KNOWLEDGE AND ABILITIES

(Brief description of required knowledge, skills, and abilities)

EQUIPMENT OPERATED

(Computer, printer, various office machines (phone, calculator, copier, etc.)
(software)

(Microsoft Office Suites)

(Cell phone)



WORKING CONDITIONS

e (Working conditions are in an office environment)
e (Working environment is office setting with some lifting of office supplies weighing up to 20Ibs)
e (Located in a busy office, faced with constant interruptions)

USUAL PHYSICAL DEMANDS

(Brief description of requirements for lifting, walking, sitting, seeing, hearing, reaching, feeling, and talking

EMPLOYEE AWARENESS

o Implement and assure adherence to The Town of Ashland City policies and procedures regarding Equal
Employment Opportunity.

e Adheres to The Town of Ashland City initiative on business ethics and conduct.

o Adheres to federal/state laws and relations regarding MSDA, OSHA and EPA compliance.

This is not necessarily an exhaustive list of all responsibilities, skills, duties, requirements, efforts or working conditions
associated with the job. While this is intended to be an accurate reflection of the current job, management reserves the
right to revise the job, or to require that other, or different tasks be performed when circumstances change (i.e. emergencies,
changes in personnel or workload, etc.).

MANAGEMENT APPROVAL

Manager’s Signature Date

EMPLOYEE UNDERSTANDING AND AGREEMENT

Employee’s Signature Date



