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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. 8§
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:

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

e Whether the employee performs manual or non-manual work.

e The dree of supervision exercised (compared to other duties).
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e The degree and frequency of exercising discretionary authority and
independent judgment.

e The level of participation in policy making and related planning.

e Non-routine and non-clerical administrative work involving discretion
and independent judgment with respect to matters of significance (in
importance and/or consequence).

e 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.
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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
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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.
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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
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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 position, 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 has the discretion to designate which employee,
if any, shall be assigned and for what duration an employee may serve.

d) Anemployee 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.
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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”.
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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 seven percent (7%) differential between
each grade

Steps,

Purpose. The steps of the Pay Plan 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, provides 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.

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
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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. 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 with the ranks of Police Recruit,
Police Officer I, Police Officer Il, and Master Police Officer will be
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increased based on the guidance of department, as established in their
internal policies. Promotions of Sergeants and above will maintain their
same step and move into the newly assigned pay grade.
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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 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 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 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,
current professional firefighter level I/11 certification by the Alabama State
Personnel and Standards Commission, and national registry EMT
certification may be hired at above the minimum rate, as follows:

Full Years of Professional Certified 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 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
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Performance
Increase
Procedures.

Merit
Increases.

Promoted
Employees.

amount for the position. The Department Head will be required to justify
the new employee at a higher step, consistent with the budgeted am

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.

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. 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.

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.

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.
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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 seven percent (7%) differential between
each grade.

Steps,

Purpose. The steps of the Pay Plan 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 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 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.
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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.

For promotions of one pay grade, the pay for the promoted employee will
receive a seven (7) percent increase, moving that employee into their same
step within the next pay grade. Employees receiving promotions of more
than one pay grade, their promotion will result in a pay increase of a
minimum of seven (7) percent but no more than (16) percent. Employees
receiving promotions of more than one pay grade where the promotion will
result in a pay increase of more than 16 percent will be placed at the step
closest to the 16 percent but not over, of the new grade of the position to
which they are promoted. If an employee requires more than a sixteen (16)
percent increase to fall within the pay grade, assigned to the new position,
the employee may begin at step one (1) of the assigned pay grade.
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12.1.5 POSITIONS PAY PLAN GUIDELINES FOR DEPARTMENT HEADS AND
APPOINTED AIDES

The Department Head Pay Plan of the City of Madison includes annual salary for unclassified
Department Head level employees.

Salary Ranges. The City Council establishes the salary ranges for each of the positions in
the unclassified service in the City of Madison.

Modification

of Salary Ranges.  The salary ranges may be modified at any time by majority vote of the City
Council.

Salary at the

Time of

Employment

or Appointment. The salary of an unclassified Department Head employee at the time of
employment or appointment will be determined based on the employee’s
qualification, background, experience and other applicable consideration.

Salary

Adjustments. Performance increase of 0% to 9% for Department Heads and Aides may
be considered, depending on individual performance, critical skills and
budget availability. Any increases must be approved by the Human
Resources Committee.

With respect to cost-of-living (COLA) increases, if budgeted, unclassified
Department Head and Aide employees shall be given the same percentage
increases as that given through an across-the-board increase to the Pay
Plan of classified employees.

Whenever City Council approves a COLA (cost of living adjustment) for
all employees and/or merit raises for unclassified employees, the end of
each salary range shall be increased by the percentage of the approved
COLA and/or the merit raise of each position.
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12.1.6 TEMPORARY EMPLOYEES PAY GUIDELINES

Rates of pay for temporary service employees will be based upon the City classification and pay
plans if an employee is hired for a job that is assigned to the City classification plan. For
administrative purposes, Temporary Crossing Guards will be paid the same as Grade 101 on the
classification plan, and the Temporary Head Crossing Guard will be paid the same as Grade 103
on the classification plan.

First-time temporary employees will be hired at Step 1. Returning temporary/seasonal
employees may be hired at Step 1, Step 2 (for the second year), Step 3 (for the third year), Step 4
(for fourth year), or Step 5 (for fifth year or higher) depending on performance experience,
qualifications and budget availability, at the discretion of the Department Head. Pay rates for
other temporary or seasonal positions that are not assigned to the City classification plan will be
approved by City Council. Temporary employees will not be entitled to any longevity,
performance or merit increases, or benefits.
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12.2 PAY ADMINISTRATION

Pay Period
and Payment. The City has established a biweekly pay period for all employees. Pay
earned during the pay period will normally be paid to the employee on the
Thursday following the end of the pay period, or the following business
day when City Hall is open, if it is closed on the Thursday. If there is a
delay due to unforeseen circumstances, the City will use good faith efforts
to comply with pay law requirements and guidelines. If any employee feels
there was an error on their payment, the employee shall:
(1) Notify Human Resources in the event the payment is less than
expected, so it can be evaluated and resolved.
(2) Notify Payroll if the payment was higher than expected. For any
overpayment, the employee may be required to reimburse the City
as soon as possible.

Employee

Time Sheets

and Records. All time that an employee works shall be accounted for on the employee’s
time sheet and the department's time and attendance report. Those records
required by the FLSA for hours worked, wages earned and paid, and
compensatory time earned and taken will be maintained by the Finance
Department. Time sheets for each employee are due to the Finance
Department each Monday by noon following the pay period, which ended
the previous Sunday. When the Monday timecards would normally be due
falls on a holiday or City Hall is closed, timecards will be due the previous
Friday by noon.

Failure to complete a time sheet or submit it on time may result in a delay
in pay until the following pay period. As managed by the Department
Head, employees will sign their own time sheets and accurately account
for all hours worked and all hours taken as leave time or other absences.
Employees must ensure that all time worked during and after regular work
hours are included on their time sheet.

Falsification of any timecard or report will result in disciplinary action, up
to and including termination.

Overtime and

Compensatory

Rates. All employees (including temporary employees) who are designated as
non-exempt from the overtime provisions of the FLSA are entitled to
overtime pay, consistent with the requirements of the FLSA and City

policy.
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All employees assigned to 40-hour work schedules will be paid overtime
(or compensatory time) for hours worked over 40 hours. Consistent with
Section 7(k) of the FLSA, Patrol Officers assigned to 12-hour Patrol shifts
and shift Firefighters will be paid overtime on a “work period” basis.
Officers assigned to Patrol work period will be paid overtime after 80
hours work in a 14-day work period, which shall line up with the 14-day
pay periods. Twenty-four (24) hour shift firefighters shall be paid
overtime after 106 hours per pay period.

Regular, full-time, non-exempt employees may be given compensatory
time accruals in lieu of overtime (up to 240 hours maximum). Only the
time that employees actually work (excluding paid leave time) will be used
to determine entitlement to overtime or compensatory time during the
workweek as specified by the FLSA.

Overtime pay will be computed at one and one-half of the employee’s
regular rate of pay (or adjusted rate of pay as defined by FLSA) for
overtime work. Compensatory time off will be computed at one and one-
half hour for each hour of work that meets the requirements of the City.

Approval for

Overtime and

Compensatory

Time Worked. Any work that exceeds a non-exempt employee's normally scheduled
workday or shift must be approved by the Department Head prior to the
work being accomplished. If any employee (except Fire Department shift
personnel) is allowed to work overtime and/or compensatory time of
greater than 20 hours total in one work week, written justification by the
Department Head may be required by the Mayor (with the exception of an
emergency event involving essential personnel). If Fire Department shift
personnel are allowed to work overtime of greater than 36 hours in one
work week, not including the mandatory overtime in a regularly scheduled
72-hour workweek, written justification by the Fire Chief may be required
by the Mayor. All overtime and compensatory time worked must be
accurately recorded on the employee’s timecard.

Compensatory

Time Off. An employee must be permitted to use accrued compensatory time on a
date requested unless doing so would “unduly disrupt” operations (per
FLSA) and the Department Head must approve the schedule for use of
compensatory time off. An eligible employee electing to take
compensatory time off must take the compensatory time earned within
ninety (90) days after the end of the pay period in which it was earned. At
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the end of this (90) day period, if the employee has not taken
compensatory time off, the employee will be paid at their current rate of
pay for those hours accrued. When a non-exempt employee who has
accrued compensatory time off is separated from the City, he/she will be
given either time off prior to the separation or pay (on the pay period
following final regular paycheck) at the employee’s current pay rate for the
accrued compensatory time that has been properly documented through
time and attendance reports.

Paramedic

Differential Pay. When funding is made available, a paramedic incentive differential of
$200 per pay period may be paid to specific eligible fire personnel unless
they are in No-Pay Status (rate to be effective the pay period after Council
adoption of policy change). Specific personnel included for the incentive
are 24/48 shift personnel, Day Captains, Day Investigators (Drivers), Day
Battalion Chiefs and Deputy Fire Chiefs. In order to be eligible for
incentive pay, paramedics must hold a current Alabama Paramedic license
and be credentialed to practice at the paramedic level. The decision to
continue or discontinue the incentive pay for the City is a decision, which
rests solely with the City of Madison, and incentive pay may be cancelled
at any time.

The Fire Chief is responsible for providing documentation of certification
to the Human Resources Department. Pay changes will be made effective
the following pay period after all required documentation is received in the
Human Resources Department.

Fire Officer

Administrative

Differential. When funding is made available, Fire Officers (Captain or Battalion
Chief), Drivers, and Firefighters assigned to the Day Shift positions
assigned to a 40-hour a weekday-shift schedule may be paid a 9.25%
differential from their established base pay plan hourly rate. The purpose
of the differential is to bring applicable employees’ pay closer to
comparable regularly scheduled pay for 24-hour employees in the same
classification. The decision to continue or discontinue the differential pay
for any position is a decision which rests solely with the City of Madison,
and differential pay may be cancelled at any time.

Police Shift Pay

Differential. When funding is made available, differentials of 2.5% for second shift and
5% for third shift may be paid to non-exempt Dispatchers and Records
Clerks assigned to work shifts other than daytime shifts. A differential of
5% may be paid to non-exempt Police Officers assigned to 12-hour night
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shift. This differential is applied to the established base rate of each
eligible position. This differential shall apply to employees working an
extended shift during their regular workweek. Assignment to a shift other
than the employee’s regularly scheduled shift does entitle the employee to
receive shift differential pay for the actual shifts worked. For example,
assuming a Dispatcher normally works the afternoon shift five (5) days a
week, and, if the Dispatcher works an extra day on the midnight shift, the
extra eight (8) hour shift would be calculated at the differential rate for the
midnight shift.

Any differential paid shall be applied consistently for each employee
assigned to the same activity or responsibility. The differential will be paid
only for actual hours worked and will not apply to payment of paid leave.

Sworn Police Officer

Specialized Unit

Assignment

Pay Differentials
When funding is made available, the following differentials may be paid to
Certified Patrol Officers; however, the SWAT Team differential may also
apply to Sworn Officers up to and including the rank of Sergeant when
meeting the criteria. While Officers may perform in multiple specialized
units, they will receive only one (1) of the following differentials from
their established base pay plan rate. However, the Police Shift Pay
Differential (section above) would also apply for eligible personnel.

The differentials will only be paid for actual hours worked while assigned
to the specialized unit, and will not apply to payment of paid leave or
nonpaid leave. The Police Chief is responsible for assigning personnel to
the specialized areas and for approving such differential on the officer’s
timecard based on the above criteria. The decision to continue or
discontinue the differential pay for the City is a decision which rests solely
with the City of Madison, and differential pay may be cancelled at any
time.

Police Field Training Officer (FTO) / Communications Training
Officer (CTO) Differential -- A five percent (5%) differential from the
established base pay plan rate may be paid to Patrol Officers or Public
Safety Dispatcher assigned to perform the duties of a Field Training
Officer (FTO) or Communications Training Officer (CTO). Due to the
nature of the assignment, CTOs will only receive differential pay while
training dispatchers. Only officers or dispatchers who are actively assigned
to the roster of FTOs/CTOs, and who are currently certified as an
FTO/CTO through an established training curriculum approved by the
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Police Chief may receive the differential. FTOs/CTOs take on these duties
in addition to their duties. They are responsible for training,
indoctrination, coaching and evaluation of probationary Patrol Officers or
Dispatchers. FTOs ride in a patrol vehicle with, and directly supervise,
trainee officers to ensure they are trained and equipped properly prior to
the trainee being released for solo duty.

Special Weapons and Tactics Team (SWAT) Differential -- A five
percent (5%) differential from the established base pay plan rate may be
paid to sworn officers up to and including the rank of Sergeant, who are
assigned to the SWAT team. Only those officers who have successfully
completed the SWAT probationary period under department policy and are
currently certified as a SWAT operator through an established training
curriculum as approved by the Police Chief may receive the differential.
The SWAT team uses specialized equipment and tactics to handle high
risk search and arrest warrants, hostage rescue, dangerous fugitive
apprehension, dignitary protection, or other high-risk incidents. SWAT
team members take on these duties in addition to their normally assigned
duties. SWAT team members are expected to maintain an increased level
of training and availability.
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On-Call Duty
and Pay.

On any day when a non-exempt employee is not otherwise scheduled to
work and is required to perform on-call duty that involves maintaining
contact with a City representative (or activity) and responding to a request
to report to duty within a specified time (normally forty-five (45) minutes),
the employee will be entitled to on-call pay (totaling $20.00 for each day
when the employee performs on-call duty but is NOT called out to work).
Employees requested to be on call during their regularly scheduled
workday will not be entitled to on-call pay.

Exempt employees will not be entitled to on-call pay. Employees who are called

out to work during their on-call period will not be paid for on-call duty but will be paid

according to the call-out duty and pay Section of these policies.

On-Call Duty
Authorization.

Call-Out Duty
and Pay.

Department Heads will authorize the numbers and types of employees
required to perform on-call duty with input from the Mayor. The
designation of the employees who are to perform on-call duty and to
receive on-call pay, along with the requirements for performing such duty,
will be made by the appropriate Department Head in accordance with the
department's rules and regulations.

In the event of an emergency, a City employee is expected to respond to a
request to work from a supervisor even when not in an on-call status.
Exempt employees will not be paid for additional hours worked. Non-
exempt employees who are called to work (call-out status) will be paid
during the call-out in accordance with the following guidelines:

@ If the length of time the employee works in a twenty-four (24)-hour
period is less than two (2) hours, the employee will be paid for two
(2) hours at the employee’s regular rate of pay unless the time
qualifies as overtime under FLSA.

(b) If the length of time the employee works in a twenty-four (24)-hour
period is more than two (2) hours, the employee will be paid for all
hours worked at the employee’s regular rate of pay unless the time
qualifies as overtime under FLSA.

(c) If the employee is called-out prior to the starting time of the
regularly scheduled workday and continues working through the
employee's starting time, the employee will be paid for all time
worked and will not receive call-out pay.

City of Madison Personnel Policies and Procedures Section No. 12 -- Page 23 of 35



POLICY: COMPENSATION AND BENEFITS Policy Section No. 12
Date Issued September 9, 2002 Last Revision: February 10, 2025
. ____________________________________________________________________________________________________________________________________|]

(d) If the employee continues working through the normally scheduled
quitting time, the employee will be paid for all time worked and
will not receive call-out pay.

(e) There will be no compensation for travel to and from home and the
initial worksite or facility, but employees who do not have a City
vehicle may apply for mileage reimbursement.

()] On-call employees who are called-out to work in any twenty-four
(24)-hour period and receive call-out pay will not be paid the on-
call pay provided in the On-Call Duty Section above for that
period.

(9) If an employee is required to return to work more than once in a
24-hour period, the employee will be paid ONLY for ACTUAL
TIME WORKED on subsequent calls.
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12.3 BENEFITS

Benefits are provided to each eligible employee as a part of the employee’s total compensation.
Such benefits may be provided in accordance with the specific criteria established for each
benefit. Specific details concerning an employee benefit may be obtained from the Human
Resources Office.

Group Insurance.  The City of Madison provides an employee group insurance program for
eligible full-time regular employees. The group insurance program
includes life and health insurance as approved by the City Council. All
group insurance programs are subject to change, and employees should
refer to the most current Provider Plan Booklets and/or contact Customer
Service of the Provider for the latest updated information. No Human
Resources employee or other employee or agent of the City of
Madison can guarantee coverage or provisions without written
approval from the Insurance provider.

Group Insurance

Changes. Each year there will be a defined open enrollment period when employees
may make changes to their group insurance coverage, consistent with the
provider’s requirements. All changes must be made according to the
provider contracts and ONLY during the open enrollment period unless
the employee experiences a gualifying event (which would include rare
circumstances, such as marriage, birth of a child, or the cancellation of a
spouse’s insurance coverage, etc.). For any qualifying event changes, the
employee’s request must be made within 30 days of the date of the
qualifying event in writing, using the proper form, along with all required
acceptable documentation.

Documentation

Requirements. Due to Affordable Care Act 1095 legal reporting requirements, employees
must provide a copy of the social security card for each dependent on their
medical insurance at the time of enrollment. Per the provider’s rules,
employees must also provide a marriage certificate to add a spouse, and a
birth certificate for all dependents at the time of enroliment.

Employees must use each insurance provider’s forms and must provide all
other documentation required by the Benefit providers, and must comply
with each plan’s requirements within the specified time limits.
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Deadline

Warnings. The Provider is very strict with required documentation and due
dates. Notifications are typically directly mailed to the employee’s home
address and not to Human Resources.

According to Local Gov for Local Government Health Insurance Program,
it is up to the employee to provide timely required information.

IF Local Gov has requested information from the employee regarding
their benefits, Local Gov will give a specified number of days to respond,
otherwise benefits may be denied for that benefit year.

For specific rules & timing requirements of adding dependents,

please review the Health Benefit Plan Handbook. These are managed

by Local Gov and the city cannot change or modify

Local Gov’s requirements.

Dependents (And

Divorce). Ex-spouses are NOT eligible for Local Gov coverage regardless of

judgement
or divorce decree. If an employee fails to immediately remove an
ex-spouse and/or ex-stepchildren from their insurance plan, the employee
will be responsible for ANY & ALL claims processed and paid by
Local Gov. Local Gov requires submission of proper court
documentation (as soon as available) to HR and a Local Gov Dependent
Cancellation Form immediately after a divorce is final. Note: Employees
are expected to review Summary Plan Booklet for a list of eligible and
ineligible dependents and all requirements.

Optional

Insurance. The City of Madison offers optional cafeteria-type insurance programs

(such as AFLAC, Nationwide Deferred Compensation, etc.) to employees
for the convenience of payroll deduction. If an employee has insufficient
payroll funds, NO deductions can be made, and it will be up to the
employee to reactivate their account with AFLAC if/when they return to
sufficient pay status. The City does not negotiate the rates for these
programs, and the employee is responsible for his/her policy contracts and
timely review of any associated deductions on paystub. The City may
discontinue the payroll deduction and payment programs for these
companies prior to the beginning of any fiscal year. Any questions
regarding these policies should be addressed to the individual insurance
company agents.
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Employee
Assistance
Program. To demonstrate its concern for the well being of its employees, the City

provides an employee assistance program. This service is available to
regular full-time employees at no cost, contingent on budget availability.
Employees who have a problem they feel may affect work performance are
encouraged to voluntarily seek counseling and information on a
confidential basis when needed by contacting BHS(Behavioral Health
Services). An individual’s participation in the program should remain
confidential (unless other legal issues prevail or employee consent) and
will not be made part of his/her personnel file.

Workers’

Compensation. The City of Madison provides insurance coverage in accordance with state
law for any injury an eligible employee may sustain on the job. Benefits
and eligibility shall be determined in accordance with criteria specified by
state law. Employees, supervisors and Department Heads are expected to
follow the protocol established in the City of Madison Safety Manual,
Section for Workers’ Compensation Requirements. Failure to follow the
protocol may jeopardize an employee’s benefits.
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12.3.1 TUITION REFUND PROGRAM

The purpose of the Tuition Refund Program is to encourage and assist employees in improving
their knowledge or skills in present positions or in developing their qualifications for future

positions with the City.

Eligibility. All regular full-time, non-probationary City employees who take a pre-
approved course of study during off-hours. All regular employees must
have completed their probationary period before the beginning of the term
to be considered eligible to submit an Application Form.

Approved

Institutions. Accredited universities, colleges, public vocational schools, or recognized
correspondence schools. Courses presented by specialized schools will
receive consideration at the time of application.

Course Criteria. Courses must be scheduled outside of working hours and should not
interfere in any way with the employee’s work performance (with the
exception of Shift Firefighter personnel who must coordinate their
schedules through Fire Department management and department policies).

Courses must meet one of the following criteria:

1) the course is directly related to some phase of the employee’s present
position; or

2) the course qualifies for credit toward an undergraduate or advanced
degree, which would enhance the employee’s chance for advancement to
another position with the City.

The Tuition Refund program is not intended to support training required
by individual departments. Department required training shall be
budgeted within the department’s training budget.

Courses toward the Emergency Medical Paramedic Certificate, and the
Examination for Paramedics, for certified firefighters are also considered
department required training, and may be funded by the department, if
budgeted. However, once an employee has successfully completed this
certification or examination, additional courses for a related degree would
be considered part of the tuition program.
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No more than a total of 134 semester/201 quarter hours of undergraduate
study and 52 semester/78 quarter hours of graduate study will be approved
for reimbursement under the Tuition Refund Program for each employee.
No employee will be reimbursed more than $1,500 per school term and no
more than $3,800 per year. (Annual limit will be effective October 2014.)

Application and

Approval. In order to participate in the Tuition Refund Program, the employee
should, prior to enrollment, submit a Tuition Refund Program Application
form to his/her immediate supervisor (and the Degree Approval Form if
the coursework is part of a degree program). Employees must also supply
all documentation required by the Human Resources and/or Finance
Department to administer the program. The application is then subject to
joint approval by the Department Head and the Director of Human
Resources. If any changes are made to approved applications, the Human
Resources Office should be notified within five (5) working days.

Employee

Reimbursement. The program provides for 100% reimbursement of the tuition only, with
the maximum reimbursement being determined by the current cost of
tuition for the “Resident” rate at the University of Alabama in Huntsville
(UAH) and reimbursement cannot exceed $1,500 per term per employee
and cannot exceed $3,800 per year per employee (effective October 2014).

The following documentation must be submitted within 30 days of
completion of the course for authorization of reimbursement:

1) A statement from the school showing that the employee, while still
employed with the City, successfully completed the course with a
grade C or better for undergraduate courses, and a grade B or better for
graduate or advanced courses.

2) Copies of the actual paid receipts/statements from the university and
document(s) showing that the employee actually paid the full tuition
amount on their own (i.e., credit card statements, debit card statements,
cancelled checks and/or detailed statement from the school).

Reimbursement will not be made for a course funded by any other source.
Reimbursement will be contingent upon budget availability for this
purpose. Determinations of budget availability are at the sole discretion of
the City of Madison.
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Terms of

Reimbursement. At the time of reimbursement, the employee will be required to sign an
agreement and a promissory note with a due date of two years from the
reimbursement. If the employee terminates employment with the City
within two years of the date of reimbursement, he/she will be responsible
for repaying the City for any payment received for tuition at the time of
separation; and any balance due may be deducted from the employee’s
Annual Leave (Vacation) accruals.

As stated, (and signed by Human Resources official) on the Tuition
Refund form, if the employee fulfills his/her obligation of working for two
years after reimbursement, the employee’s obligation under the note will
be discharged.

Degree

Documentation. Employees participating in the program should submit a copy of their
degree, once completed, for their personnel file and to help track the
success of the program.
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12.3.2 RETIREMENT BENEFITS

Retirement Systems

of Alabama. All requirements of plan members and benefit terms (including all
statements in this section) are established by and may be amended by the
Employees’ Retirement System of Alabama (RSA) at any time.

All regular full-time and part-time employees who work, or may work, a
minimum of 20-hours per week (part-time effective January 5, 2004) are
required to participate in the Employees’ Retirement System of Alabama
(RSA). Once enrolled, the member (employee) must continue
participation until employment is terminated. Rates are currently based on
the Retirement System of Alabama (RSA) service date and are subject to
change, based on state law provisions. Once a Police Officer or
Firefighter obtains certification, they must ensure proper forms and
paperwork are submitted to Human Resources to change the percentage in
the payroll system. The member contributions are only refundable at the
request of the member upon termination of employment and application
for refund contingent on RSA requirements and conditions.

Retirement paperwork required by RSA must be completed by the
employee and submitted to Human Resources 45 days prior to the due date
to RSA to prevent delays in benefits (since most paperwork requires
manual coordination between Human Resources and Payroll
Departments).

For all RSA benefits, employees should not rely solely upon the RSA
handbook or information from the City but should contact RSA directly
with questions about their benefits and retirement. It is the employees’
responsibility to monitor their benefit statements from RSA. RSA Service
time may not equal service time with the City. Any time an employee is
on no-pay status, contributions are not made to RSA.
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Retiree
Major Medical
Insurance. All eligible retirees have the option of participating in, or declining, the

City’s group medical insurance plan and must complete the participation
or decline form within 40 days before the anticipated retirement date.

Retirees of the City of Madison, who are eligible to receive benefits from
the Employees’ Retirement System of Alabama (RSA) may be eligible to
participate in the City’s group major medical insurance plan (“the group
plan”), provided the conditions below are met. Failure to meet these
conditions may result in termination of benefit.

1. Employee meets the service and age requirements to retire with
Retirement Systems of Alabama (RSA) and meets the following
service requirements with the City.

Years of Service RSA
to City of Madison Age
10 Years or more 60
25 Years or more Any Age

2. The employee must have at least ten (10) years of credible
coverage in Local Gov, OR if the City has been a member less than
10 years, the employee must have been enrolled in Local Gov
continuously from the date the City joined Local Gov.

3. The employee must already be enrolled in the group plan as an
employee immediately before separation from City employment.

4. The retiree must pay the entire cost of retiree insurance, without any
subsidy or participation by the City (unless they meet “City Subsidized
Health Insurance” criteria in the following section.) Premium
payments are due on the first day of the month following separation
from City employment and the first day of each month thereafter. The
failure of any retiree to pay his or her applicable insurance premiums
in a timely manner may result in termination of any and all insurance
benefits under this policy.

5. The City may assess a fee to defray the cost of administration or other
fees at any time.

6. The City of Madison has the sole right and discretion to change or
modify the insurance at any time.

7. The retiree will cease to be eligible to participate in the City’s group
plan upon becoming eligible for Medicare.
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8. Once the benefit has been terminated for any reason, it shall NOT be
reinstated.

9. Employee must complete an agreement form and must complete an
annual form (when requested).

10. Member must meet all other Local Gov and City requirements to
remain eligible.

11. Upon retirement, if an employee is enrolled in a Southland Benefit
(Dental or Vision), they will be required to fulfill their 12-month
contract agreement with Southland.

City Subsidized

Retiree Health

Insurance. The City of Madison shall pay for one-half of the major medical health
insurance premiums for any RSA employee who, at the date of retirement
with RSA and the City, is at least sixty (60) years of age with at least
twenty-five (25) years of service to the City, to maintain available city
group major medical_health insurance coverage for individual coverage for
the employee only until such time as the retiree is eligible for Medicare
coverage; provided that the retiree timely applies for the coverage and pays
the remaining one-half of the premium necessary to maintain said
coverage and meets ALL other requirements by the provider (Local Gov).
This is not intended to be a contract, and the City reserves the right to
change this benefit or the City’s contribution at any time at the City’s
discretion. To receive this benefit, a retiring employee shall make written
request to the Department of Human Resources and shall sign an
acknowledgement form 45 days prior to retirement.

The benefit shall terminate upon the retiree’s obtaining subsequent
employment if health insurance coverage is available as a benefit of that
job. The retiree must provide evidence of benefits provided by the
retiree’s employer and must comply with all other requirements under
“Major Medical Insurance” section. Once the benefit has been terminated
by reason of subsequent employment or any other reason, it will NOT be
reinstated.
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12.4 SAFETY PROGRAM

Safety is the responsibility of every employee of the City of Madison. It is the policy of the City
of Madison to strive to provide employees with a working environment free of recognized
hazards that could potentially cause occupational injury or illness. A Safety Program is provided
and designed to safeguard employees and to minimize the frequency and severity of accidents.

Safety Committee. The general purpose of the Safety Committee is to promote the overall
safety of City employees and City property. The Director of the Safety
Committee will be the Human Resources Director or designee; and the
Director of the Safety Accident Review Committee (Safety Subcommittee)
shall be the Safety Manager for the City or a Human Resources
Coordinator. Safety Committee members shall be appointed as described
in the City of Madison Employee Safety Manual.

Employee

Safety Manual. The City of Madison Employee Safety Committee maintains the Employee
Safety Manual, which is presented to City Council for approval of
changes.

Safety Fund. When the City of Madison receives a refund or a reinstatement credit from

the Municipal Workers Compensation Fund due to the City’s workers
compensation experience, the City shall make up to 50% of the refund
available for the purchase of work safety equipment, devices, materials,
education and training to enhance workplace safety for City employees.

Specific purchases fitting the above criteria will be
determined by the Safety Committee, based on a majority of the
vote of the Safety Committee. Any remaining portion of said refund
not allocated for the above purpose may be placed in the General
Fund of the City of Madison.
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Safety Incentive. The City of Madison maintains a safety incentive program to be granted to
employees of the City determined by the Safety Committee to exhibit
exemplary work safety practices and records for the previous fiscal year.
An employee shall be determined to have exhibited exemplary work safety
practices and be qualified for such incentive if:

1) a) the employee has had no workplace injuries, nor workplace
accidents, (during the fiscal year or filed during the fiscal year),
including vehicular accidents in which there may or may not have
been an injury, OR

b) the employee did have such an accident but was able to demonstrate
to the Safety Committee that the employee was not at fault, and the
accident was not preventable (If fault and prevention are unclear,
the employee can still be denied the incentive.); AND

2) the employee signed the City of Madison Employee Safety Manual
Agreement and has followed the Safety Rules in the manual, and has
not performed any unsafe acts; AND

3) the employee is currently active at the time the incentive is granted and
was employed by the City as a regular (non temporary) employee for
the complete fiscal year.

Employees determined to be qualified to receive such incentive may
receive four (4) hours of Administrative Leave per year to be managed by
the Department Head. Employees shall take the Administrative Leave
within one (1) year of notice from Human Resources. All four (4) hours
shall be taken in one (1) day for each employee. If the employee is
terminated before taking the leave or before the leave was granted, all
leave will be forfeited. Any leave not taken within the time requirements
will also be forfeited.
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