
 

 

ATTACHMENT A 
POLICY 12.1, COMPENSATION 

 

12.1.1 GENERAL PROVISIONS 

 
Policy Statement.  The City will determine compensation based on fairness, internal and 

external equity and budget allocations.  Such compensation will be 
comprised of employee pay and city-provided benefits that will be 
established and maintained in accordance with the guidelines of this 
chapter.  All sections and guideline provisions are contingent on City 
Council budget approvals.  

 
Job Descriptions.  Department Heads will be responsible for preparing, maintaining, and 

periodically reviewing and revising (as necessary) job descriptions for each 
position within their departments.   

 
Council Appointed Department Heads –The Mayor shall forward Job 
Descriptions for positions appointed by City Council to the Human 
Resources Committee, who would, after review and approval, take it to the 
City Council for review and approval. 
 
All Other Job Descriptions – Department Heads shall forward job 
descriptions for all other positions in the City to the Mayor for his or her 
review and approval, after recommendation by the Human Resources 
Director. 

 
Approved job descriptions will follow the standard format of the City and 
will identify the representative duties and tasks, along with the job-related 
knowledge, education, skill, and abilities that are required for proper 
performance of the job.  They will include a specific description of 
essential and secondary job functions.  The job description will be used to 
evaluate each job and to assign each position to the appropriate pay grade 
in the classification plan.  

Exempt and 
Non-Exempt Job 
Classifications. Each job classification shall be designated as being “exempt” or “non-

exempt,” as defined by the Fair Labor Standards Act (FLSA) , 29 U.S.C. § 
201, et seq., and its implementing regulations.  The job description and/or 
related job analysis shall be used to designate the appropriate exemption 
status for the job classification in accordance with the FLSA, as 
determined by a combination of such factors and guidelines including: 

 

 Weekly pay amount (Note: Part-time employees are classified as 
hourly for time accounting purposes, regardless of position.); 

 Whether the employee performs manual or non-manual work; 
 The degree of supervision exercised (compared to other duties); 



 

 

 The degree and frequency of exercising discretionary authority and 
independent judgment;  

 The level of participation in policy making and related planning; 
 Non-routine and non-clerical administrative work involving discretion 

and independent judgment with respect to matters of significance (in 
importance and/or consequence). 

 The performance of specialized and technical work requiring advanced 
specialized training, experience and knowledge customarily acquired 
by a prolonged course of specialized intellectual instruction.   

 
Exempt  
Employees.   “Exempt” employees are regular full-time employees who are exempt 

from the overtime requirements of the FLSA.  Exempt employees are not 
entitled to overtime pay or compensatory time off regardless of the 
number of hours they work during a workweek.   

 
  Exempt employees are expected to work the typical workday as other full-

time employees in their department, or a schedule determined by the 
Department Head, typically an average of at least 40 hours per week.  
Exempt employees may need to work additional hours outside the normal 
workday to attend meetings, such as Council meetings, etc., or perform 
other work required for their particular job position.  Work schedules and 
time off from the exempt employee’s regular work schedule must be 
approved in advance by the Department Head (or Mayor).   

   
  Exempt employees are typically paid their full salary for a workweek in 

which work is performed, in accordance with the FLSA.  However, full-
day absences or suspensions from work may not be paid and/or will be 
charged as leave in accordance with the leave policies, as applicable (See 
Policy Section 11).   

 
  An exempt employee’s pay or accrued leave accounts will not be reduced 

for partial time off in a given workday in accordance with the FLSA, 
except for certain medical leave in accordance with the Family Medical 
Leave Act, and applicable non-accrued leave, such as Administrative 
Leave, Personal Leave, and/or Military Leave.  

 
  Consistent with the FLSA, exempt employees’ normal pay will not be 
deducted for absences occasioned by the employer or the operating 
requirements of the business.  For example, exempt employees’ salary (or 
leave accruals) will not be deducted for time missed due to business being 
closed for inclement weather or other reasons determined by the Mayor.  
However, if the business is open and the employee does not report to work 
for a full day, his/her pay or qualifying leave accruals can be deducted. 

 



 

 

  Department Heads may require exempt employees to record and track 
hours, work a specified schedule, and make up work time lost due to 
personal absences of less than a day. 

 
Hourly  
(Non-Exempt)  
Employees.   All employees who are not designated as exempt employees (including 

temporary employees) are classified as non-exempt or hourly employees 
and are subject to the minimum wage and overtime provisions of the 
FLSA.  Non-exempt employees will be paid for all hours worked (or leave 
taken in accordance with the Attendance and Leave Policy Section 11) per 
pay period.  Hours worked outside of standard scheduled work hours are 
approved by management.  Regardless, if an employee is suffered or 
permitted to work outside of their regular shift, the employee shall include 
that time as time worked on their timesheet. Such pay will be based on the 
hourly rate (or overtime rate) of pay for the job, as established by the 
approved classification and pay plan and any applicable, adjusted hourly 
rate calculations as required by FLSA. 

 
Pay Compliance  
Inquiries.  (FLSA) If an employee suspects he/she was not properly paid for any period of 

time, and/or if he/she receives a paycheck in which he/she thinks 
deductions have been impermissibly made for time not worked during the 
preceding pay period, he/she MUST submit concerns in writing to the 
Director of Human Resources for review. The City will review the 
deductions in light of the FLSA, and will determine whether the 
deductions taken were permissible and/or whether the payments made 
were proper.  In the event that deductions taken are impermissible or the 
employee was otherwise improperly paid, the employee will be 
reimbursed for the improper salary deduction and/or corrections made, as 
applicable.  The City will continue to make a good faith effort to comply 
with the FLSA regarding exempt employee salary deductions and general 
payment obligations. 

 
Classification 
Plan.    Classification plans shall be maintained using the approach that, insofar as 

practicable, jobs that are comparable in responsibility, scope, complexity, 
required education, knowledge, skill, and ability may be assigned to a 
comparable pay grade, while balancing adjustments for internal equity, 
budget considerations and external factors, such as 

 
 external competition for skills; 
 recruiting challenges;  
 difficulty to backfill;  
 turnover and applicant data, and 
 risk, cost and consequences of turnover.   



 

 

 
The classification plans shall contain a sufficient number of pay grades to 
adequately and fairly distinguish differences among jobs assigned to the 
plans.  The assignment of jobs to pay grades contained in the plans shall 
be made through the evaluation of each job by Human Resources based on 
a job description for the position.   Based on recommendation by the 
Human Resources Director and approval by the Mayor, revisions to the 
classification plans must be presented by the Human Resources 
Committee for City Council approval after the Department Head or 
Human Resources completes the standard process and forms.  Pay plan 
reclassifications for existing positions will normally be considered at least 
two months before the budget preparation process begins, except in unique 
situations requiring more timely changes for business reasons, initiated by 
the Mayor or Human Resources. 

 
  If the Human Resources Committee’s evaluation of an existing position on 

the City’s classification plan results in a lower job grade than the grade the 
position is currently assigned, the position’s grade will not be adjusted 
until the position is vacant.  However, the grade will be adjusted prior to 
filling the position based on the approval of City Council. 

  
  The City Council has adopted four Pay Plans, including subsequent Pay 

Guidelines:  1) Sworn Police Officers; 2) Certified Firefighter Personnel; 
3) General, Including All Other Classified City Employees; and 4) 
Department Heads and Aides. 

 
Pay Plans.  City Pay Plans have been established by the City Council and will be used 

in conjunction with the approved classification plans to determine the pay 
for all unclassified, classified, and temporary service employees. The pay 
plans establish a minimum and maximum pay range for each pay grade 
contained in the classification plan.   

 
  The Pay Plans shall be reviewed periodically by Human Resources and the 

Mayor, and recommendations may be made for adjustments based on 
budget availability, external competition for skills, turnover and 
applicant data.  

 
  The Pay Plans are subject to adjustment or modification by the City 

Council. 
 
Annual COLA. In order to minimize the effects of economic inflation on City employees’ 

salaries, at the beginning of each fiscal year, all City pay rates shall be 
increased to account for inflation that has occurred in the preceding fiscal 
year.   

 



 

 

  The cost-of-living adjustment shall be equal to the Consumer Price Index 
for Wage Earners & Clerical Workers for “All Items” from the third 
quarter of the previous year to the third quarter of the current year, as 
determined by the U.S. Department of Labor, Bureau of Labor Statistics.  
The City may use the U.S. City Average or the average for the 
Southeastern U.S. to set the COLA for the new fiscal year. 

 
 

Inflation adjustments remain subject to City Council budget authorization 
each year.  When the national economy experiences rates of inflation 
exceeding 5%, the City may select a lower cost of living adjustment rate 
for a given year.  Conversely, if deflation has occurred in a given year, pay 
rates shall not be reduced. 
 

 
 

 
Reassignments 
(Non-Promotion). When an employee is transferred to an equivalent (Grade) position, the 

employee's base pay level will remain approximately the same as before 
reassignment.  When an employee is demoted or transferred to a job with a 
lower grade, the employee's pay will be established at the grade of the new 
position, at the same step he/she was at prior to the transfer.  All pay 
adjustments for employee reassignments will be recommended by the 
Department Head who must complete all Human Resources required 
paperwork (Change of Status Form) for such changes, and all proposed 
adjustments will be submitted to the Mayor for approval before becoming 
effective. 
 

  When an employee is hired from a General Classification position to a 
certified Police or Fire position, the employee’s starting pay in the new 
position will follow guidelines of a new employee.  When a certified 
Police or Fire classified employee is transferred or hired to a General 
Classification position the Department Head and Human Resources, with 
approval by the Mayor, will determine the pay on the different plan and 
determine if it is considered a transfer, demotion or promotion on a rare, 
case by case basis. 

 
Acting Pay/ 
Working Out of 
Classification  
 If an employee, through the direction of the Department Head or Mayor is 

temporarily assigned the responsibility of performing the majority of the 
duties normally performed by another employee in a higher classification, 
that employee may, after a reasonable time period as determined by the 
Department Head or Mayor, receive temporary compensation at the grade 



 

 

of the temporary acting position at a step between 5% to 10% above the 
pay of their regular positon, unless to get on the proper grade, at Step 1, 
would equate to more than 10%.   

 
 Pay will be changed the beginning of the following pay period after all 

required paperwork has been submitted to Human Resources and would not 
be changed back until the beginning of a new pay period. 

 
 However, in the event the temporary vacancy or absence becomes a 

permanent vacancy, the Department Head shall consider all qualified and 
eligible applicants or candidates, and the position will be posted according 
to current staffing procedures.  Experience in a temporary assignment will 
in no way guarantee promotion into a position should one become 
available. 

 
  
 
  
 The following are provisions for temporary appointment and 

compensation: 
a) A temporary vacancy or absence must exist within the department due 

to the absence of a regular full-time employee; 
b)   As determined by the Department Head, a temporary out-of-class 
appointment must be necessary for the efficient operation of the  

  department (NOTE: If an employee’s regular position requires serving on 
the behalf of their immediate manager, such as an Assistant Director to a 
Department Head for example, that employee may not typically be 
considered to be working out of classification, since it would be part of 
his/her regular job requirements, unless it is for an extended period of 
time); 

c) The Department Head shall have the discretion to designate which 
employee, if any, shall be assigned and for what duration an employee 
may serve; 

d) An employee will not be eligible for additional compensation under this 
policy until the beginning of the following pay period after the 
temporary assignment AND all required paperwork has been submitted 
to Human Resources.  The employee temporarily assigned to a higher 
classification, shall receive compensation equal to the grade established 
for the temporary classification.  Upon completion of the temporary 
assignment, the employee’s pay will revert to his/her regular pay at the 
beginning of a new pay period.  Department Heads must submit a 
Classification Change Request Form for each change (to Acting, and to 
return to regular position) prior to the beginning of the pay period. 

 
 If an employee temporarily works in a position with a lower grade, the 

employee’s pay rate will not change. 



 

 

 
Anniversary 
Dates.  An employee's anniversary date (date of employment/hire) will be used to 

determine eligibility for pay increases, leave accruals, and other areas, 
which are related to an employee's years of service.   

 
  If an individual is separated and is later reemployed to a regular full-time 

position, the new anniversary date will be established as the employee's  
new hire/rehire date as a “new employee”, unless the employee is 
reemployed to the last position he/she left within 30 days.  In that case, the 
pay, accrual rates and remaining sick leave balance would be the same as 
when the employee left, and the employee would not be considered a 
“new employee”. 

 
 
 
 



 

 

12.1.2 CLASSIFIED SWORN OFFICERS PAY PLAN GUIDELINES 
 
The Sworn Officers Pay Plan of the City of Madison, as adopted by City Council, includes 
grades and steps of established wages or annual salary for all Sworn Officer positions except 
unclassified employees.   
 
Grades, 
Purpose.  The grades of the Pay Plan are used for adequately and fairly 

distinguishing differences among positions assigned to the Plan.  The Pay 
Plan, as established, includes a ten seven percent (107%) differential 
between each grade. 

Steps, 
Purpose.  The steps of the Pay Plan may shall be used for granting pay or salary 

increases to employees based on PERFORMANCE AND after completion 
of continuous years of service.  The Pay Plan, as established, includes 
varying percentage differentials between each step (4% for the beginning 
of the plan steps, and 3% after Step 10provides for a two and one half 
percent (2.5%) differential between each step.  An employee will not be 
able to receive step increases beyond the highest step on the Pay Plan.  

New Patrol 
Officer 
Employees.  New Patrol Officer employees will generally be hired at the pay or 

salary at the first step for the grade.  For Patrol Officers, the first step is 
considered Step 3 on the pay scale, due to recruiting challenges.  On the 
pay period following adoption of this policy change, all current Patrol 
Officers (and personnel promoted from title of Patrol Officer to another 
certified Police position in fiscal year 2020) shall be adjusted accordingly 
within the pay scale. 

 
   If a terminated employee is re-employed to the position 

he/she left within 30 days, he/she will not be considered a new employee, 
See Section 12.1.1, “Anniversary Dates.”  

 
New employees with three (3) or more years of continuous full-time 
Alabama Peace Officers’ Standards and Training Commission (APOSTC) 
certified law enforcement employment shall be hired above the minimum 
rate.  New employees from another state must have three (3) or more years 
of continuous full-time certified law enforcement employment with a 
current Peace Officers Standards and Training certificate from another 
state to be hired above the minimum rate, as long as they meet the 
following criteria:  1) their certification must be in good standing 2) they 
must comply with APOSTC Administrative Code; and 3) they must have 
had less than two (2) years break in serve at the time of hire with the City. 

 
 
 



 

 

 Full Years of APOSTC Certified Experience Hiring Step 
 3 Years, But Less Than 5   1 Additional Step   
 5 Years, But Less Than 7   2 Additional Steps 
   More than 7 Years    3 Additional Steps  
Other Sworn 
APOST Officers Other new APOST certified employees (other than Patrol Officers) will 

generally be hired at the pay or salary designated as Step 1 for the grade of 
the position for which they are hired.  If a terminated employee is 
reemployed to the position he/she left within 30 days, he/she will not be 
considered a new employee, See Section 12.1.1, “Anniversary Dates.”   

 
With the recommendation of the Human Resources Director and final 
approval of the Mayor, other new sworn employees may be hired up to the 
Step 5 of the grade of the position, consistent with the budgeted amount 
for the position.  The Department Head will be required to justify the new 
employee at a higher step, consistent with the budgeted amount for the 
position, and based on extraordinary credentials, qualifications, or other 
employment experience that clearly justifies a higher initial pay or salary 
for the employee, using the standard justification form. 
 

Performance 
Increase 
Procedures. Employees who receive overall satisfactory performance ratings during a 

given year shall receive a one-step increase for the following year.  The 
pay increase shall be effective starting at the beginning of the pay period 
immediately following the employee’s anniversary date, provided that the 
Human Resources Department receives all required performance 
documentation.   One-step increases may be based on Satisfactory 
PERFORMANCE and may be effective the pay period following the date 
all required documentation is received in Human Resources, following the 
employee’s anniversary date.  Performance increases are not automatic; 
they also require a determination (using an objective, behaviorally-based 
performance evaluation using the performance evaluation system) that the 
service of the employee has been “satisfactory” (fully meets the 
performance expected for the total position) during the previous 
evaluation period (conducted at the end of each fiscal year).  However, 
probationary employees shall be evaluated on their anniversary date. 

Merit  
Increases. Steps may also be used for occasional merit increases as determined by the 

Mayor.  Step increases based on merit may be given only to the extent that 
funds are available to provide such increases and only for meritorious 
service as a City employee (as supported by the performance evaluation 
system of the City and other relevant information documented by the 
Department Head or Mayor). Such increases may not be given as a 
substitute for performance increases under circumstances in which the 
employee does not otherwise receive a performance step increase. 



 

 

 
Promoted  

 Employees. The pay for promoted sworn officers will be increased to the grade of the 
new position, at the same step he/she was at prior to the transfer. 

  



 

 

12.1.3  CERTIFIED FIREFIGHTER PAY PLAN GUIDELINES 

 
The adopted Certified Firefighter Pay Plan of the City of Madison includes grades and steps of 
established wages or annual salary for all Certified Firefighter positions except unclassified 
employees.   
 
Grades, 
Purpose.  The grades of the Pay Plan are used for adequately and fairly 

distinguishing differences among positions assigned to the Plan.   
Steps, 
Purpose.  The steps of the Pay Plan may shall be used for granting pay or salary 

increases to employees based on PERFORMANCE AND after completion 
of continuous years of service.  The Pay Plan, as established, includes a 
three two and one half percent (2.53%) differential between each step.  An 
employee will not be able to receive step increases beyond the highest step 
on the Pay Plan.   

 
New Firefighter 
Level Employees. New Firefighter Level employees will generally be hired at the pay or 

salary designated as Step 1 for the grade of the position for which they are 
hired.  If a terminated employee is reemployed to the position he/she left 
within 30 days, he/she will not be considered a new employee, See Section 
12.1.1, “Anniversary Dates.” 

 
 New employees with continuous paid professional firefighter experience, 
and who are currently certified or certifiable as acurrent professional 
firefighter, level I/IIone, certification by the Alabama State Personnel and 
Standards Commission, and national registry EMT certification shall may 
be hired at above the minimum rate, as follows: 

 
 Full Years of Professional Certifiableed Firefighter Experience    Hiring 

Step 
  3 Years, But Less Than 5    Step 2 
  5 Years, But Less Than 7    Step 3 

    More than 7 Years     Step 4 
      

Other New  
Employees Other new certified employees (other than Firefighter) will generally be 

hired at the pay or salary designated as Step 1 for the grade of the position 
for which they are hired.  If a terminated employee is reemployed to the 
position he/she left within 30 days, he/she will not be considered a new 
employee, See Section 12.1.1, “Anniversary Dates.”   

 
With the recommendation of the Human Resources Director and final 
approval of the Mayor, other new certified employees may be hired up to 
the Step 5 of the grade of the position, consistent with the budgeted 



 

 

amount for the position.  The Department Head will be required to justify 
the new employee at a higher step, consistent with the budgeted amount 
for the position, and based on extraordinary credentials, qualifications, or 
other employment experience that clearly justifies a higher initial pay or 
salary for the employee, using the standard justification form. 

 
Performance  
Increase 
Procedures. Employees who receive overall satisfactory performance ratings during a 

given year shall receive a one-step increase for the following year.  The 
pay increase shall be effective starting at the beginning of the pay period 
immediately following the employee’s anniversary date, provided that the 
Human Resources Department receives all required performance 
documentation.  One-step increases may be based on Satisfactory 
PERFORMANCE and may be effective the pay period following the date 
all required documentation is received in Human Resources, following the 
employee’s anniversary date.  Performance increases are not automatic; 
they also require a determination (using an objective, behaviorally-based 
performance evaluation using the performance evaluation system) that the 
service of the employee has been “satisfactory” (fully meets the 
performance expected for the total position) during the previous 
evaluation period (conducted at the end of each fiscal year).  However, 
probationary employees shall be evaluated on their anniversary date. 

   
Merit  
Increases. Steps may also be used for occasional merit increases as determined by the 

Mayor.  Step increases based on merit may be given only to the extent that 
funds are available to provide such increases and only for meritorious 
service as a City employee (as supported by the performance evaluation 
system of the City and other relevant information documented by the 
Department Head or Mayor). Such increases may not be given as a 
substitute for performance increases under circumstances in which the 
employee does not otherwise receive a performance step increase. 

 

Promoted  
Employees. The pay for promoted certified firefighters will be increased to the grade 

of the new position, at the same step he/she was at prior to the transfer. 
 
 



 

 

12.1.4 GENERAL CLASSIFIED EMPLOYEES PAY PLAN GUIDELINES 
 
The adopted General Classified Pay Plan of the City of Madison includes grades and steps of 
established wages or annual salary for all City positions except unclassified employees, 
Classified Sworn Officers and Certified Firefighters.  The pay of each employee to whom the 
Pay Plan is applicable is established in accordance with the appropriate grade and step in the 
Plan. 

 
Grades, 
Purpose. The grades of the Pay Plan will be used for adequately and fairly 

distinguishing differences among positions assigned to the Plan.  The Pay 
Plan, as established, includes a ten seven percent (107%) differential 
between each grade. 

Steps, 
Purpose.  The steps of the Pay Plan may shall be used for granting pay or salary 

increases to employees based on PERFORMANCE AND after completion 
of continuous years of service.  The Pay Plan, as established, includes a 
three two and one half percent (2.53%) differential between each step.  An 
employee will not be able to receive step increases beyond the highest step 
on the Pay Plan. 

 
New Employees. New employees will generally be hired at the pay or salary designated as 

Step 1 for the grade of the position for which they are hired.  If a 
terminated employee is re-employed to the position he/she left within 30 
days, he/she will not be considered a new employee, See Section 12.1.1, 
“Anniversary Dates.”   

 
With the recommendation of the Human Resources Director and final 
approval of the Mayor, new employees may be hired up to the Step 5 of 
the grade of the position, consistent with the budgeted amount for the 
position.  The Department Head will be required to justify the new 
employee at a higher step, consistent with the budgeted amount for the 
position, and based on extraordinary credentials, qualifications, or other 
employment experience that clearly justifies a higher initial pay or salary 
for the employee, using the standard justification form. 
 

Performance  
Increase  
Procedures Employees who receive overall satisfactory performance ratings during a 

given year shall receive a one-step increase for the following year.  The 
pay increase shall be effective starting at the beginning of the pay period 
immediately following the employee’s anniversary date, provided that the 
Human Resources Department receives all required performance 
documentation. One-step increases may be based on Satisfactory 
PERFORMANCE and may be effective the pay period following the date 
all required documentation is received in Human Resources, following the 



 

 

employee’s anniversary date.   
    
   Performance increases are not automatic; they also require a determination 

(using an objective, behaviorally-based performance evaluation using the 
performance evaluation system) that the service of the employee has been 
“satisfactory” (fully meets the performance expected for the total position) 
during the previous evaluation period (conducted at the end of each fiscal 
year).  However, probationary employees may be evaluated on their 
anniversary date.   

 Merit  
Increases. Steps may also be used for occasional merit increases as determined by the 

Mayor.  Step increases based on merit may be given only to the extent that 
funds are available to provide such increases and only for meritorious 
service as a City employee (as supported by the performance evaluation 
system of the City and other relevant information documented by the 
Department Head or Mayor). Such increases may not be given as a 
substitute for performance increases under circumstances in which the 
employee does not otherwise receive a performance step increase. 

 
Promoted  
Employees. The pay for promoted employees will be increased to the grade of the new 

position, at the same step he/she was at prior to the transfer. 
 
 



 

 

 


