CITY OF MONTGOMERY POLICIES & PROCEDURES MANUAL

STATEMENT OF POLICY:

The purpose of the Compensation Plan is to ensure that the City is able to attract, refain and motivate Employees
through a compensation plan that is fair, vepresentative of ability and performance, and promotes the City's goals

and overall vision.

Applicahility

This policy is applicable for all Employees of the City of Monigomery as indicated with respect to pérfonnanca,
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 fhe base salary, job description and

working conditions of the City Administrator.

Objectives
This policy has the following objectives:

To enswse 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
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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 inferpretations of this
plan where specific instructions are not provided. City Counoil will approve the annnal 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 personnel 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 experlence. 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
Deparfment Director may secommend hiting an applicant at a salary above minivoum based upon factors ingluding
but not limited fo education, related experience, exceeding mininm qualifications, matket factors, Clty needs, and
business necessity. Recommendations for salaries above the minimum salary must be approved by the City
Administrator (or designes) prior to extending a job offer to'an applicant, The following guidelines apply to all job

offers:

Starting Pay Rate Requirved Approval Befoxe Job Offex
Minimum raete for pay grade, up to 10% over | Depadment Direclor

minimm

Over 10% of minimum of pay grade
Police on Step Plan

Department Director & City Administrator
According to Step Plan

41




TR

o

CITY OF MONTGOMERY POLICIES & PROCEDURES MANUAL

Job Description: The City will maintain an approved job description for each budgeted/established position. These
job descriptions will be the basis for evaluations and will be reviewed as needed. “The City Administrator (or
designes) will bave final approval over all job desoriptions, except that the City Council will approve any changes to
the job desoription of the City Administrator and City Attnmey

Certification Pay: Certain Employees are eligible for exira pay based on certifications and or degrees earned. The
amount(s) of exira pay received are:based omthie highost eligitile fovel attained in each applicable category: This is
awarded as a separate st:pend that is separate from the Employee’s regular rafe of pay. The City Administrator has
the final authomly for approving or disapproving Deparimental certlﬁcation programs,

LR esvretamng good: Employeesi Asa tesult; the City.willipay $4:00.per-month for each:
f‘u]i yéar nf continuous servics. Longevity pay will be paiddhe first paycheck of Decemmber as a lump sum for service
earned through the end of the current calendar year. This policy ﬂ;}phes to all:Ri a?Emponeas only.

who have. cc:mp’hated;f‘;| [T} soiitive regulacFull 1pl¢ W@g& ¢y does not apply
to Part-Time, Tempotary and iployee: e fin for purpﬁses of ca culatxng longevity pay will

be capped a1 20 Years,

1. Non-uniformed Employees will receive longevity pay after the completion of 1 year of conseoutive regular
Full-Time employment; retroacfive to the firstanonth of employment,

2, Uniférmed Police Pe,ggopne] will réceive longevity pay on a monthly basis based on ﬂxe fininber of monthy
of strvice,

Tennmanng Employegs will fe¢eive payment foi any secrued iongawty pay on 4 pro-rata bagis for the sumber of
inonths Woiked diring the yeal in which they terminate,

Gity Administrator, ThE direct Superv$or of tha Emp]oyee will conduct the eviluation with fidal approval given hy
the approptiate Déparimeiit Disgotor, The City Adininistiator will be responsible for coﬁapletmg thé ¢valijatiohs of

appropiiaté subordinates.

Evaluahnns- All formal Briployéé evaluations will be conducted using stinddrd evalvation forms approvefd by the

Bvalydtions will be conducted oh an annual basi§ at a tite des1gnatcd by the City Adxmms{rator Add;ﬁonal
eva]uatltms may he admims“tercd on an 15 ,neede.d 'bams Ths xesulhng sco):e of an annual evaluaﬁon v1111 determme

“Impxovemeﬁt Reque d" wz]i requue the Sup emsor to sc;hedula 3 féllow—up 1eview thhxn thrée months 10 momtor
the progreiss of the Bmiiloyee,

The pérfonimncs evalivition progess is itefided to a¢complish the following:
a. To ehines individual Broployee perforpiahes and epsurs effective Clwoperaﬁons

b. To promotd and sup drt performiance/bghavior,
c.To documentib il uid Informial perforiance discissions hald with Braployieas thrdughoft the iéview period,

d, To dooiimhért parfonnance aréas in vd;uch Eniploysss, do well aiid those aréas thit requirg i iiproveeit,
e.To hnkEmployee ‘pérforfiarics fo merif incréase considersitions, )

Rach Supervisor is résponsible for seiting and commutiipating clear pexfoxmance standards for his/her Employees at the
begmnmg of, and thronghout, the review perod. T evaluating Brioployass, Supervisors shall consider faciors such a$ the
eXperience and training of the Emploves, thé job descfiption, dnd thie Employes's attainment of préviobsly set godls dnd

objgétives,

I'an Employee is not megting: expectations, a Performance Improvement Flan iy be developed with the Employee in
accordance with appropriate City policies,

If an Bmployee disagrees with a performaice évaluation, they may inclode theif own siatemerit to be included in the
personne] file, Performance evaluation results ind any related pay increases will not be appealed.
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Pay for Pexformance: This manner of tying performance to pay is ealled “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 performance is periodically and regulardy 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 fo maintain a high standard of professionalism with

compofent, well-irained Employees,

Annual Mevit Increnses: The anmual budget will include an amount that may be granted to an Employee as a performance
incentive. When an evaluation detennines that a merit pay incvease is appropriate, the Employee’s overall rating will
determine the percentage increase for which the Employee is eligible. Any Employee hived after Febraary 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

Tanuary 1 of each year. The Employee’s Departinent Director does have some discretion within the respective ranges, The
chart below is an example of how a merit pay increase will be caloulated:

Superior 50-55 5%
Above Expectations 40-49 A%
Meets Txpeefations 30-39 3%
Below Expectations 20-29 No Pay Increase

Unsatisfactory 10-1% No Pay Increase

Evaluation Prgcedure:  Supervisors complete ovalvations on subordinate Employees, A member of the
“Management Team” from the respective Department must review and approve evaluations prior to review with the
Bmployee, If the Employes’s averall rating is below expectations or unsatisfactory, a Performance Improvement
Plan must be completed by the Supervisor and reviewed by the Managemeni Team Member, the Department
Director, and the City’s Human Resources Official prior to review wifh the Employee, If the Employes’s overall
rating meets expectations, is gbove expectations, or is superior, the evaluation and an appropriate form are required
to be completed and sent to the Cify’s Human Resources Official for processing, Merit pay inereases 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 accordiﬁg 1o 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 recsiving the promotion and
subsequent ralse would have a salary: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 definad as moving
from a position within the City organization fo a position that is assigned & higher pay grade, The promoted
Bmployee’s first annual roview will be one year from the date of protnotion; thersafter, pexformance svalnations will

oscur such that adjustments in pay, if any, are effectlve as of January 1,

Uniformed Police: If the promotion, by definition, is to a position in # Step Plan in the Police Depaitment,
the pay may not result in an increase, but rather the Employee will start at the beginning step of the
respective step plan unless ofherwise placed in a higher step of that step plan based on experience and/or
kmowledge applicable o the job position,

Lateral Transfers: Lateral fransfers can be the result of Departmental reorganization or may be at the request of
the Employee or the Cily. When an Employee moves into a new position within the same or different Depariment
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that is the same pay grade, thete is no salary increase or decrease and the Employee will remain on the schedule for
further pay increases, :

Demotions; In accordance with budpetary, performance, and/or Staffing fssues, demotions andlor reductions in
salary may occur. In the event a demotion ocenrs, the Employee {who must mest the requirernents of the lower
position) shall be employed at the Employee’s cutrent 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 fo

create internal equity issues in the new position.

Reductions in Salary: In gccordance with the documented diminished value of an Bmployee’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.

Eump Sum Adjustments: Over the course of an Employee’s tenure with the City, there may be times when it is
appropriate for the Employeo to receive a one-time ump-sum salaty adjustment. Specific reasons for such
adjvstments 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 leu 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 Couneil’s prior approval must be received.

Cost of Living Adjustments: The Pay Grades and Salaries schedule may be adjusted antomatically in October of
each year in accordance with the change in the Consumer Price Index —All Urban Consumers, U.S. City Average for
All Ttems as published by the U.S. Burean of Labor Statistics. No Employees will see a direct incrsase 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 goneral 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 plang for all City Employees.

Other Salary Adjustments: This policy recognizes that other pay adjustments may be necessary at times to address
issues of internal equity, competitive market forces or other relovant factors, The City Administrator and/or the
City’s Human Resources Official will meet as nseded to consider such adjustments. The City Admindstrator (or -
designee) can authorize other salary adjusiments as long as the total approved Cily personnel budget is not
exceeded. If it is projected that such increases will cause the budget to be exceeded, then City Counoil will be

consufted 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 Resonrces Official.

Approvals Requived: Any changes to Employee pay and/or classifications must be submitted on the appropriate
form and approved by the Depariment 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 Is not
intended to alter the City’s stafus as an at-will employet,
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