
CITY OF MONTGOMERY POLICIES 8, PROCEDURES MANUAL 

STATEMENT OF POLICY: 

The pUIJ)ose of the Compensation Plan is to ensure that the City is able to attract, retain and motivate Employees 
1hrough a compensation plan that is fair, representative of ability and performance, and promotes the City's goals 
and overall vision. 

Applicability 

This policy is applicable for all Employees of the City of Montgomery as indicated with respect to performance, 
employment status, and job classification. The policy is generally applicable for the position of City Administrator 
with the understanding that the City Council must approve any changes in the base salary, job description and 
worklng conditions of the City Administrator. 

Objectives 

This policy has the following ohjectives: 

• To ensure that Employees of the City of Montgomery have a fair and equitable compensation plan 
• To comply with Federal, State, and Local regulations 
• To allow for a compensation plan that is fiscally sound and cost-effective ) 
• To provide a pay plan that the City can easily administer and maintain {. 
• To provide a compensation system that provides incentives and recognition consistent with City goals and 

values 
• To establish a pay for performance system to aid in retaining and rewarding quality Employees 

Provisions 

Pay Plan: The City of Montgomery hereby adopts a pay plan that is based on salary grades, job descriptions, and 
uniform evaluations, The City Administrator is authorized to administer the plan and to make interpretations of this 
plan where specific insiructions are not provided. City Council will approve the annual personnel budget, which 
reflects this plan. 

Budget: City Council will approve personnel expenditures during the budget process along with a classification 
system. Operational changes may allow for the City Administrator to authorize different positions within the 
adopted persormel budget, but any Staffing changes that will result in higher personnel costs must be brought to City 
Council for approval via a budget amendment. 

Starting Pay: Starting pay for positions will depend upon relevant education and experience. It is expected that the 
starting pay will fall somewhere between the Minimum and the Min-to-Mid point of the relevant pay range. A 
Department Director may recommend hiring an applicant at a salary above mininrum based upon factors including 
but not Jimlted to education, related experience, exceeding miniruum qualifications, market factors, City needs, and 
business necessity. Recommendations for salaries above the minimum salary must be approved by the City 
Administrator (ox designee) prior to extending a job offer to' an applicant. The following guidelines apply to all job 
offers: • 

St8l·tlni, :Pav Rate Reauired Annroval Befo1·e Job Offer 
Minimum rate for pay grade, \lP to 10% over Department Director 
minimum 
Over 10% of minimum of nav ,rrado Penartment PirectOl' & Citv Administrator 
Police on St= Plan Accordinrr to Steo Plan 
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Job Descdptio.n: The. City will mai.ntain an approved job description for each budgetecl/esiab)ished pos.ition, these 
job descriptions. will be the. basis for eva.luations and will be reviewed as ne.eded. The City AdministrJ1tor (ol' 
designee) will have final approval overall job descriptions, except .that the City Council will appnive a11y changes to 
the jpb description o;fthe City Administrator and City Attorney. • 

Cerlific11tlon Pay: Certain Employees are elisible for extra pay based on certifications @d or degrees eill1led. The 
amount(s) of extra pay received are,.btls~d J)nitlie,highest eligible level attilfueif ia.Mc)l B..P.PJ,icable categoryJ This is 
awardeil as a separate stipend that is separate from the Einployee'·s regular raie or pay, The City Admlnisirator· has 
th& final authotity for approviog or disapproving Departmental certification programs. • 

·.\_'.'",,•_'_-'_"<-_ '' ' . ·,' ' -, t ,' :·:· 

to)ige~ifytliayi 'l'he,<!lit>,\;v!J.u,eil relaiu!rit· good !'mployeee, .As• ii rQ&uli1; \h!?¢il)'iW11lfp1,1f ;4;90 p~ llipnt,h fO\'i~~ll,; 
roll year of contlnuo11s s~rvice. Lon)levity pay will be paid the first paycheck ofDecetnber a.s l\ )wnp sum for service 
earned through the end of the current ca1endar year. This policy applies to a11 R!'gg1.ilt ~lhT;@cEinployees ol))y 
wfro have ooni 'eted ,,.:·car;o:Eionsc ut!Vc,fe-• '!ir1llu)lj,'fim6'mn r :-~'"oii{,-·lh~Ci;1A*1'>ffilsulllic does not a • I' 
to Pait~Tltne, ,f ;inp6¥~aliits:aoot!i'Efupl~ees'."'servi~eijme~sfflir2p~f; oli"~culatihg lo~gevity pay ~jfi 
be. capped at.20 years, • • • • • 

1. Non-uniformed Etnployees will re.c.eive longevity pay after the completion of 1 year of consecutive regular 
'.Full~Time employment;,retroaoiive to the fustmonth of employ,n,,-nt. 

2. UnifQrll\~d :Poli<;e Pen,o)ili.el will receive lo.nll~vlty pay oil a mqnthi:r j:,asis ba$ed oil -the ntrin]?er qf m9njhl, 
~~- • • 

Tfi®J.i\~tjjig EmpJQyeei, -w)ll re(leiv~ paym~nt fo_t ;mY aoi;fl!ed longev~ty p~-y 9n !l Jil\l-.tlitl! bi(!!l:I fot the numliet r,f 
months w9rked during the ye!iJ.: /11 w11jQh they ter:Qih'la\e. 

Evalµati9i!s;: All fonual ~plqy~e ev11lq~µoµs wfl! be conducted ns.wg ~1/il:ld[ird eva.lttali<ih {gpns appt<)ve<! by tlle 
city Allll)iirl~tratgt. 'l:J:ii> 4.it~ct S\iiietvi~pt \if the Empl9yee wj\1 cpnduct tM ~v(\)iiati<in Wfjh p,J!i} appr9v~l glvei! by 
the ~pp;r.optiitte ))epi¢!mel\t tj)i;~ct◊r, tlie City Anroini.sttator will be resp(lnsi!,fo fot i;Qmp)~tiJig th.e ~v!)li)a\ioils of 
llpp;opf.\~t~ ~ilg<irajJjat~. 

~alqatio!ls will be conc!uc_te(.I on iii! a.miv,a.11:>~si~ at a tii!le desiglll)ted 1/Y. the qey .A/1µ,liii$1~atqr. A<ldifio!lal 
~'iillgatfcms ¢.~y be :a\lJii/1.Uslefed on @.. ·as-.fleec!ec! ba~ts, The .r~§\iJti!i_g §pQte of ,!i1 iinhu;ii ~va!].iatiq!i will detennili~ 
the iiiii>t(lp_riati ievel /J.f a pay Jl!greiiie, if iit\y. ,Ali .~va)l\ati9,n sc9re tl)~t meri!s a ratihg° (lf ''lfi)s.a_tisfac(o~" (lr 
"lmpj:oyeiilenl R~qujreq" will req\iire tli.e Supervisor to s¢hedule a foJlqw-\ip.review w1t)lin three rn_o)itlis 10 pi.<iilltor 
the p,i:ogr¢s~ of the EmjiloY~e, 

The p¢1fol)imnc!J t;V,tli.Ulti6U;p1:\l,tl~s fa irlteii.i!ed tQ aco,oinp[i$1ltl\e fo)lqyiing: 
~- Tp enhance jri(\ividofJJ.Employee peif'iil'!liajloo iµid e\ls.w:e e/reotive ¢ity9piiJ.1iJ#ins. 
b, '.fo ptqm\)te !lll<l !;f,Q,;t .PiW\\W)$cie/11\\h/lvillr. . . • 
c, TQ ag\a1ll\e.Iit.!l) , '· \lti.d infll)mijl p~rf?m'!ai.We (fu.ctissJops heid with l;lJjlp~oyeµ .lhl:<iliiib(lijtjhe jeyl~wperlod. 
d Tod cumem. erfcinnari<ieateasin\V!iichB fo eesdoWellanaiho·eare lhat • •• • ·•:im r ·vemeiit. , . . !L ... p . . . . , - . . Ul.11 Y ., . . .S .lU! .. require P 9. . . 
ti, To Iil!)<: Emp)~y/>e' j,erfO;/:i:ffJ)ic.e to merit inc;rei\$~ col\S.i\l~f,i~olis. • , 

Eaeb Euperv.isor i!! ~:ponsible f<ir iie\ling i\il:d ci>J;lliiiunlpiJlilig «tear #lfarJl}tµ!ce iillinc!ar<Js for lrliilhlir ;Emp!oye~ at t!Je. 
\Jejlllllli!li, of, @d tlu-.Q.ujlhol!t, the )1/v,i¢w ).ie.r,igd. In ov~~~lfuii Empl¢Y.tie~, S\Jpervj$qr$ *hall qonsider- f!lo.fois imc!i a$. the 
experie\lc;e an!J ·tri)ihing oflhe Emplciye~, tl!e jo)l de~4.rlj>.\lon, wid t\le Emp.l9y.ef$ ~!Jl!jnmeJi( otpfe.vio:il$ly set goa,1,i lind 
·Ji· ·uv · • • • o ~ec. ~-

Ifan Employee ls .not mtititit\g expe¢tatio.il.s, ~ l'eifqnnance Jmpi'pveinelif Plan tn~Y 1le: <!evelo.):i<i<l with th~ Employee in 
accordance with approptiateCitypolici!l$. -

If an Employee pjsagrees .with a peftonrian¢e ~valuati911, 1):i¢y rnay i1wfo1fo their own s:taieni.ent to be i.ilclµd,0 io the. 
11ernollllelfile. l'erforim1J1ce ~v,tluation resulU! tWc! illlY r~l~tea p;(y i.ncreilses will not be appe.al¢d, 
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Pay for Performance: This manner of tying performance to pay is called "Pay for Performance." Each Department 
has its own Pay for Performance evaluation criteria for each specific position and :function. The City uses Employee 
performance evaluations to provide a process by which job perfo1mance is periodically and regulaily appraised for 
purposes of development, to note areas for improvement, counseling, to establish performance improvement goals, 
and to support pay decisions. This process enables the City to maintain a high standard of professionalism with 
competent, well-trained Employees. 

Annual Merit Increases: The annual budget will include an amount that may be granted to an Employee as a perfonnance 
incentive. When an evaluation detennines that a merit pay increase is appropriate, the Employee's overall rating will 
determine the percentage increase for which the Employee is eligible. Any Employee hired after February 26, 2008, must 
complete one full year of service in order to be eligible to receive a merit increase. Merit increases will be effective on 
January 1 of each year. The Employee's Department Director does have some discretion within the respective ranges. The 
chart below is an example of how a merit pay increase will be calculated: 

Superior 50-55 5% 

Above Expectations 40-49 4% 

Meets Expectations 30-39 3% 

Below Expectations 20-29 No Pay Increase 

Unsatisfactory 10-19 No Pay Increase 

Evaluation Procedure: Supervisors complete evaluations on subordinate Employees. A member of the 
"Management Team" from the respective Department must review and approve evaluations prior to review with the 
Employee. If the Employee's overall rating is below expectations or unsatisfactory, a -Performance Improvement 
Plan must be completed by the Supervisor and reviewed by the Management Team Member, the Department 
Director, and the City's Human Resources Official prior to review with the Employee. If the Employee's overall 
rating meets expectations, is above expectations, or is superior, the evaluation and an appropriate form are required 
to be completed and sent to the City's Human "Resources Official for processing. Merit pay increases will be 
administered in accordance with this and other applicable policies and the current budget. 

The City Administrator has the final approval on all merit increase amounts. 

Uniformed Police Pay: Pay for police will be according to the respective Step Plans. 

Promotions: An Employee receiving a promotion will not receive a decrease in pay. The minimum raise for an 
Employee receiving a promotion should be the minimum of the new pay grade or a 10% increase over the current 
salary, whichever is greater. The only exception to this rule will be if the Employee receiving the promotion and 
subsequent raise would have a salaiy:that exceeds. the maximum of the position's pay range. In this case, the City 
Administrator will make the final determination of salary/compensation issues. A promotion is defined as moving 
from a position within the City organization to a position that is assigned a higher pay grade. The promoted 
Employee's first annual review will be one year from the date of promotion; thereafter, performance evaluations will 
occur such that adjustments in pay, if any, are effective as of January 1. 

Uniformed Police: If the promotion, by definition, is to a position in a Step Plan in the Police Department, 
the pay may not result in an increase, but rather the Employee wlll start at the beginning step of the 
respective step plan unless otherwise placed in a higher step of that step plan based on experience and/at 
knowledge applicable to the job position. 

Lateral Transfers: Lateral transfers can· be the result of Departmental reorganization or may be at the request of 
the Employee or the City. When an Employee moves into a new position within the same or different Department 
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that is the same pay grade, there is no salary increase or decrease and the Employee wJll remain on the schedule for 
forther pay increases. 

Demotions: In accordance with. budgetary, perfonnance, and/or Staffing issnes, demotions and/or reductions in 
salary may occur. In the event a demotion occurs, the Employee (who must meet the requirements of the lower 
position) shall be employed at the Employee's current rate of pay or the maximum salary for the lower position, 
whichever is lower, In the case of a voluntary demotion, the Employee's rate of pay will be adjusted so as not to 
ere.ate intemd equity issues in the new position. 

Reductions in Salary: In accordance with the documented diminished value of an Employee's service, an 
Employee's salary may be reduced. The Employee's salary may not be reduced below the minimum of the pay 
grade of the position. 

Lump Sum Adjustments: Over the course of an Employee's tenure with the City, there may be times when it is 
appropriate for the Employee to receive a one-lime lump-sum salary adjustment, Specific reasons for such 
adjustments must be documented and follow any applicable Laws and/or Statutes. These adjustments may also be· 
given to Employees who have reached the maximum pay of their respective pay grade in lieu of a raise, All lump­
sum adjustments will be made within the established personnel budget adopted by Council. If such an adjustment 
causes the personnel budget to be exceeded, then Council's prior approval must be received. 

Cost of Living Adjushnents: The Pay Grades and Salaries schedule may be adjusted automatically in October of 
each year in accordance with the change in the Consumer Price Index -All Urban Consumers, U.S. City Average for 
All Items as published by the U.S. Bureau of Labor Statistics. No Employees will see a direct increase from this 
automatic adjustment unless their current salary is below the minimum of the position's new respective pay grade. 

The City Administrator may request that City Council authorize a general cost of living adjustment (COLA) to 
offset the effects of inflation on City Employee salaries. If granted, the adjustment will be applied to the salary 
ranges and step plans for all City Employees. 

Other Salary Adjustments: This policy recognizes that other pay adjustments may be necessary at times to address· 
issU<lS of internal equity, competitive market forces or other relevant factors. The City Administrator and/or the 
City's Human Resources Official will meet as needed to consider such adjustments. The City Administrator (or • 
designee) can authorize other salary adjustments as long as the total approved City personnel budget is not 
exceeded. If it is projected that suoh increases will cause the budget to be exceeded, then City Council will be 
consulted for approval. 

Salary Schedules and Step Plans: The current salary schedule (pay plan) for general Employees and the step plans 
for police are available from Supervisors and the City's Human Resources Official. 

Approvals Required: Any changes to Employee pay and/or classifications must be submitted on the appropriate 
fonn and approved by the Department Director, City Administrator and/or the City's Human Resources Official. 

The City of Montgomery is an at-will employer. This policy, in whole or in part, does not constitute a contract and ls not 
intended to alter the City's status as an at-will employer. 
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