
i-, SALARY ADTVI I N ISTRATION POLICY

SANDPOINT

in orderto atkact and retain qualified personnelwith the potentialto assume responsible positions
within the organization and to fill openings at all levels, it is the City of Sandpoint's policy to
maintaan consistent and competitlve salary ranges based on the economic requirements of the
agency and commensurate with those of the community in which we operate.

A. PURPOSE

1. To obtain the highest possible degree of employee performance, morale, and loyalty
through salary administration.

2. To seek internal consistency within and between all servic€ areas of the City.

3. To provide an effeclive means of controlling payroll costs and salary expenditures.

4. To provide for recognition and reward for differences in individual ability and
performa nce.

5. To provide uniform methods for establishing and applying salary rates, and to facalitate
the employment, classification, and promotion of personnel

B, RESPONSIBILITIES

1. City Council - lt is the responsibility of the legislative body to:

a. Review and approve salary struclures, ranges, and related schedules as part of the
annual budget proc€ss. The City Administrator Mavor F nance D rector and/or
DrrectoT over Human Resources may be granted discretionary authority to make
changes during the budget year to meet administrat,ve needs but not to exceed the
overall sala.y and benefits budget as adopted by the City Council.

b. Review and approve salary administration policies.

c. Review and render decision on matters for which authority has not been otherwise
delegated.

2. Supervisors - lt is the responsibility ol each supervisor to:

a. Plan and administer the salary rates of personnel under his or her supervasion within
approved budgets and in accordance with the guidelanes established by this policy.

b. Review the funclions performed by each member of his or her staff, and prepare and
submit position description questionnaires to the Q[ejlgMef Human Resources
0,4€+ager.

c. Review and appraise the performance of each member ot his or her staff periodically,
and relate salary increases to performance ratings.
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3. Q]IcglgI qlelHuman Resources (HR) A,4anag€, - lt is the responsibility of the Drrector
over Human ResourcesHR f,Aa€age+ to:

.r- *ss€++h€€ll,.AdsM+st+elor wrth the developing and r$alr emlng a consrslen{ly
fa+ and coripet iye salary st+u€t{r{e lhal oompl€s w h the €rty pay p}+iesephy
of$e$g +,/*hrrl +l- 5% sf current marketJates,

L) n.Develop and recommend salary administration policies.

,--b-Develop procedures and techniques for the implementation of unilorm salary
administration practices.

+!.Develop evaluation systems that will group positions of substantially
comparable content into like salary grades, and maintain files of current position
descriptions.

e lLMainiain such records as may be required to facilitate the administration of salary
rates and provide adequate controlofsalary costs as wellas maintain records
required by law.

i-!:Review and approve personnel action notices for compliance with established
policy, adherence to sound praclices, consistency between service areas, and legal
compliance.

*LReview all deviations from established salary administration policy with the
City Administrator or Mavor, who will render a final decision.

C, GUIOLELINES

1. Before an applicant may be hired o. an employee promoted to a new or revised position.
a job description must be prepared using the posilion description questionnaire submitted
by the division diredor. The position must be evaluated, approved, and placed in a salary
group.

2. Hiring rates for new employees shall be determined by the Drector over Human
ResourcesHR Mi+ager in @nsultation with the Depadorenl DrreclorhFrF€F$aia€€{.
Normally, this rate should start at step one for the position and be no more than the
central point of the salary grade, unless the applicant possesses qualifications clearly
exceeding those generally required forthe posrtion, or competative conditionsinthe area
indicate the starting rate should be increased. lf an applicant is hired above lhe central
point, the qCp!I!n9!LQle!l!q h$rng manage{ shall submit a written request to the
Directoa over HLrman ResourcesHR N4anager providing a valid business case to support
the hiring rate. The request is subject to review and final approval by the L/aysl Qlly
Administrator and/or Dire r ovet Human Resources C+y4dfiiiistrator

3. Step increases are in-grade adjustments in salary, granted for increased proficiency

and/or changes in position content that are not sufficient to warrant reclassification. Length

of service may be considered in assessing proficiency, but it shall not be the determining

faclor.

4. Step increases may not be granted more frequently than once each year without the

approval of the Drrector over Human Resources HR [{a+]ege+ and Mavor and/or City

Administrator.

5. Employeeswho are hired in or promoted to their grade at step 5 or below in the salary range
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for the position may be eligible for a step increase upon completion of six months'
service. The supervisoa must submit a wrrtten request to the
Drredor over H!man Resour@sHR M3+a€€+ providing a valid business case to support the
increase. The request is subject to review and final approval by the Mavor and/or City
Administrator. Upon completion of an additional six months' servic!, employees in this
category may again be considered for a step increase. Thereafter, step,ncreases are
generally only g.anted at annual intervals based on the employee's anniversary date.
ln rare instances, a_qepq4lle-!_LQlleqejS#lsreF +}ead may submit a written request to
the HR q]IeaLSl.aleltlqltqa Ecsa! Manag€+ for an additional increase due to
justifiable business need. The request is subject to review and final approval by the
tVa or and/or City Administrator

6. ln administering this policy, it should be remembered that step increases are not
automatic The employee's behavior and performance on the Job should always be the
governing factor in determining the amount and time interval in granting salary increases.

7. The following factors are also considered in determining step increasesl

a. Performance and accomplishments srnce last review,

b Potentielloradvancement.

c. Assumption of increased responsibility. and

d. Attainment ofgoals established in the previous review.

u. Employees are not eligible for step increases if they are subject to a performance
improvement plan (PlP) or received a written warning at any time during the annual
performance review period. While every effort should be made to salvage marginal
performers, such efforts should not include pay increases as a form of encouragement.
Step increases are granted only for "meets requirements" or better performance.

9. Step increases may be delayed by the amount of time spent on a leave of absence
granted by the City.

I{1. Each succeeding salary increase within the range should be considered in light of
increasingly higherstandards ofp€rformance. The centralpoint in the range is the salarythat
is considered to be a fair and equitable rate of compensation for an employee who is fully
qualified from the standpoint of training and experience, and whose demonstrated
performance on the job over a period of time (usually three to five years) is entirely
satisfaclory in all respecls.

I L Promotion is the advancement from a position in one salary grade to another position in
a highe. salary grade. When promoted, an employee will generally rec€ive the minimum
salary for the new position. However, the new salary shall nol be less than 2-112% nor
more than 5% ofthe employee's current rate and shall not be based on a slep-to-step
adjustment. lf the employee's step increase date (in current position) is within 30 days
before or after the promotion. the step increase is gjven first, and then the promotional
increase is calculaled. Promotaonal Increases in excess of 5% require prior approval of
the Drector over H!man ResoLrrcelHR lk{raqe+ and ll,4atol?!!lqr C ity Adminiskator.
The effective date of the promotional ancrease establishes a new annual performance
revrew and step increase date !orn the effei:t ve iiale ol lf-e EfSllt!!tq-!l. Progressive
promotions from a position in a lower salary grade to another position in a higher salary
grade, within lhe same line of progressaon (i.e. Water Treatment Operator lto Water
Treatmenl Operator ll) are limited to one per year from the date of the most recent
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promotion.

12. Reclassifrcations may be made when a maior change in the position content occurs, or
when the incumbent in the position reiinquishes orassumes substantial responsibilities.
When a position warrants reclassification, a posrtron evaluatron Jeb-$rs/€y shall be
conducted by the Drrector over Human ResourcesHR !d3$age{ to re- €valuate the
duties for assignment to the proper position classification. lf, as a resuft of the
evaluation a position is changed to a higher or lower salary grade, the
incumbent's salary should be adjusted to reflecl the reclassmcation. The effeclive date
of the reclassification does not establish a new annual performance review and step
increase date.

+:+ Wh€F-a?o6,itigF-€+Bg{ade+@
m€urFbenqsl iB 14 al +as,t lhe im ne$r g+adHFd io less +llan lh€
eclPloyee+ 6srre€+sa+aay The€{fuctiveCale effhe Besrti6{+sBg+adeSees €€+€s ish
a €€$, aAn+ralBeCo{m€$ce{evrew aFd step rncaease date,

+. rr'Vh€€ € posltien rs SovJtlg+aded+e€als€ 3t € €traFge iF tn€+k€* +abe * rs n€l a
dem€lrsr+, T-he salary of ltr€ €mBloyee @
$lary is *ithr{} {he nerr range. Shouid the employees os{rer{ 6ala{y exceed lh€ +€nge

aiisat+edolfnai€e+€yf e*€#€lePr6€+easeiate.

El I Transfers may be affected from one position to anolher within the same salary
grade. or from a posilion in one Department or Drvisionseryi€e€+ea to a position ofthe
same g.ade in another_qepAl!09Al9lql!19Q! service €r€+or3ivlsron. An employee
shall not receive an adjustment in salary unless a promotion is involved. The effedive
date of the transfer establishes a new annual performance review and step increase
date.

l{i l l. A demotion is movement from the current position to a position in a lower salary
grade. The salary of a demoted employee may remain the same or may be reduced,
as long as the resulting salary is wilhin the new range. The effedive date of the
demotion does not establash a new annual perlormance review and step increase date.

F1t-_Situations that may result in a demotion include:

a. Voluntary - Employee requests to be moved back to a lower-graded position
due to personal reasons, inability to perform currentjob, or merely a preference
for the type of work;

b. Involuntary - The City acknowledges the employee's inability to pedorm current
position duties or poor job performance on the current job and demotes the
employee to a lower-level job in which the employee can meet pedormance
expectations.

l+ 16. Faclors generally to be considered in setting pay levels for a position include, !!!
are not limited to. knowledge, skill and abilities required for the position, pay levels in
the community, working conditions. special licenses required, scope of responsibility,
management responsibility, and budget responsibility.

D. TRAINING & DEVELOPMENT INCENTIVE PROGRAM
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The City recognizes that training and professional development provides greater skill and
knowledge to employees, which translates to improved job performance. lmproved job
performance, in turn, means greater efficiency, fewer errors, and better productivity. Only
non-exempt-exempt, hourly employees are eligible for training and development incentives
that are not part of their core iob ibilities and do not orovide a promotional

opportunitv for obtaininq such license or certiftcation.

The well{rained employee acquires an advantage for him- or herself as well. By participating
in training, employees can deepen or expand their existing skill set and increase their
understanding of the organization. ln addition, a well-trained employee may be able to take
advantage of internal promotion opportunities. All Specialty Pay must be job related to
employee's current classification reqular iob respolsrbilitielAng-q_lltias and pre-approved
by the HR H

Mavor and/or Manager-and City Administrator

Specialty pay is effective the beginning of the first full pay period after verification of any
valid license and/or certification is received, reviewed and approved by Department
Director and the Director over Human ResourcesF.lR DirectorMsnager. Specialty Pay is
only effective if applicable licenses andior certifications are valid. Expired licenses and/or
certifications need to be renewed for Specialty Pay to resume. lf a license or certification
expires. the Specialtv Pav will be removed and resume once renewed if lt ts a license or

certrfrcatron that rs drrectlv related to the emplovee s current classification and reqular iob
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a. Backflow Assemblv Tester : Additional comoensation of $0.50 per hour
for three Utilities emolovee who obtains the Backflow Assemblv Tester
Certification and acts in this capacitv as part of their reqular iob duties.
This Specialtv Pav is limited to three Utilities employee and selection is
determined and approved by the Department Director.

b. Water Distribution Ooerator l. ll, lllMastewater Collection Operator l. ll.
lll - Utilities emplovees onlv shall receive additional compensation of
$0.50 per hour to a maximum of $1 50 per hour.
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c. Pre-Treatment Operator Certification Additional compensataon of $1.50
per hour for one Wastewater Treatment Plant emplovee who obtains the
Pre-Treatment Operator Certification and acts in this capacitv as part of
their reqular iob duties. This specialtv pay is limited to one Wastewater
Treatment Plant emplovee and selection is determined and aooroved bv
the Department Director.

Public Works emplovees receivinq Specialtv Pav not referenced in this Policv for active
certifications as of October 01. 2025 are elioible to continue receivino that Specialtv
Pav until termination of emplovment. An active certification must be maintained at all
times or the Specialtv Pav associated will end and is not elioible for reinstatement.

32. Police DepartmentDivisien Specialty Pay: Additional compensation ranging from
$0.50 to $1 .00 per hour, to a maximum of $2.50, shall be granted to police department
emploveese#iee+s who complete the following specialty programs:

a. Emergency Response Team (ERT): $0.50/hour

b. K-9: $0.50/hour

c. D+ugll'ta+eoties-"1$0=5€tlheu+

d. Polygraph: $0.50/hour

e. lnstructor: $0.S0/hour

f. Brl+ngse}-$gSA#hsur

g. Detective: $1.OO/hour

h. School Resource Officer: $1.00/hour

i. Animal Control Officer/ Animal Abuse lnve : $0.50/hour - available onlv to
Commu nitv Resource Officers
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4 3 Polace DglgillclllYrsroF Assignment Pay: Additaonal compensation ol $1.00 per
hour, to a maximum of $2.50 when combined with specialty pay, shall be granted to
police omce6 who are assigned to the following specialty areas:

a. Field T.aining Officer (FTO)

b. Shilt Oifferential

Assignment pay shall be effective upon assignment and is limited only to hours worked
in the performance of assigned specialty area duties.

mkemp€B€a+iof,

6€mpletien,, sha ieF

€ale€da+Jear

E. YEARS OF SERVICE (LONGEVITY) RECOGNITION AWARDS

The recruitment and retention of well-qualified and highly motivated staff is a top priority oI
the City. lt is understood that competitive compensation and City-sponsored benefits are
the fundamental basis for long{erm employment. lt is also understood that recognition ol
the loyalty and seNice by leadership staff and elected officials plays an important role in

the retention of City staff.

1. Longevity pay is to recognize long-term years of service- Full-time, regular, non-union
employees become eligible for a service award when they have completed at least five
years of consecutive City service and shall receive a lump sum payment as Iollows:

a. 5years-$50

b. '10 years - $100

c. 15 years - $150

d. 20 years - $200

e. 25 years - $250

f. 30 years - $300

g. 35 years - $350

h. 40 years - $400

Payment shall be made by the pay period following the date the employee is eligible to
receive longevity Pay.

2. A retirement recognition award of $500 is given to full-time, regular employees
upon retirement under the following circumstancrs:

a. After completion of 20 years of consecutive City service: or

b. lf the employee is at least age 50 with at least 10 years consecutive City service, or
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c. lf lhe employee is at least age 55 with at least 5 years of consecutive City
service.

Payment shall be made in the last pay period following the date the employee retires.

3. For Police, in addition to the retirement recognition award a retiring employee
would receive as outlined in #2 above, a retiring police officer would also be
provided their duty weapon to take with them at retirement.

F. SUMMARY

The goal ofthe salary administration policy is to:

. lmprove morale by providing the opportunity to increase earning through
Performance management.

. Provide positive financial incentlves for outstanding performance.

. lvlaintain internal equity and external competitiveness.

The City, at its discretion, may amend, modify or discontinue this policy at any time and
without notice. Nothing in this policy creates or is intended to creale a contract or alter the
at- will nature of employment with the City.
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