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SALARY ADMINISTRATION GUIDELINES – FY 2015 
 

 The City’s compensation program is designed to compensate employees fairly, to 
maintain a pay position which is competitive, and to reward for performance.  To carry out this 
philosophy, the City seeks to establish salaries that are fair externally, internally, and 
individually. 
 
External Fairness 
 
 External fairness means employees will be paid fairly compared to people doing 
comparable work in the local job market area.  The City determines fairness by comparing its 
salaries for certain jobs, such as police officer or secretary, with the salaries other employers pay 
for those jobs.  Those jobs are grouped into levels of pay called salary grades.  Each salary grade 
is assigned a pay range.  In order to achieve a competitive advantage in the job market, the City 
generally bases the midpoint of pay ranges on the third quartile of the midpoints of pay ranges 
for related jobs in the job market, although this is subject to change by the City Council. 
 
 To keep salaries in line with its job market target, the City adjusts its salary ranges using 
data from local market salary surveys.  The salary ranges (i.e., the minimum and maximum of 
each pay range) that were in effect for FY 2014 will be increased for FY 2015 by 2.0 percent. 
 
Internal Fairness 
 
 Internal fairness means that jobs equivalent in value to the City are assigned similar 
salary grade levels, regardless of the department involved.  Each position’s salary grade level is 
based on the job description for that position, so accurate job descriptions are essential.  
Supervisors should update job descriptions when job duties change significantly and should 
review them at least annually in conjunction with performance appraisals.  If there is a 
significant difference between the job description and current duties, the supervisor and the 
employee should normally rewrite the description for review so the City Manager can determine 
if the job is assigned the correct salary grade level, subject to Council approval.  A revised job 
description does not mean that the assigned salary grade will change, only that it will be 
reviewed. 
 
Individual Fairness 
 
 Individual fairness means an employee will be rewarded for individual performance 
relative to that of his/her peers.  Based on that performance, an employee can move to higher 
positions in the current salary range or, if the employee earns a promotion, a higher salary range. 
 
Salary Ranges 
 
 The City has assigned each job a salary range, with a minimum, midpoint, and maximum 
salary.  The salary range allows employees to receive different salaries based on performance 
appraisals, levels of experience, and labor market conditions. 
 
 Note the following features of salary ranges: 
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1. Currently the Council’s intent is to base the midpoints of salary ranges on the third 
quartile of the midpoints of pay ranges for related jobs in the job market.  This will not be 
an exact match due to the need to maintain internal equity in the compensation plan. 

 
2. Salary ranges are divided into four equal parts, called quartiles.  The lowest salaries are in 

the first quartile, and the highest salaries are in the fourth quartile.  For example, if a job 
has a minimum annual salary of $30,000 and a maximum of $42,000, the first quartile 
would range from $30,000 to $33,000; the second quartile would range from $33,000 to 
$36,000 and so on. 

 
3. Salary ranges overlap extensively, so an experienced, high-performing employee in one 

grade level can earn the same as or more than a less-experienced or lower-performing 
employee in a higher grade level. 

 
4. Normally salary ranges move higher each year to keep in line with conditions in the job 

market.  Normally these adjustments do not result in cost-of-living raises for employees; 
however, the City Council reserves the right to approve cost-of-living increases in lieu of 
or in conjunction with merit increases. 

 
Merit Increases 
 
 At the beginning of the Fiscal Year, an employee may receive a merit increase, or raise.  
This increase is based on the employee’s performance and is affected by the quartile that the 
employee’s salary is in, market salary conditions, and budget availability.  The chart below 
shows the potential raise available in Fiscal Year 2015 (effective with the payroll period 
beginning July 6, 2014), depending on the employee’s performance and where the employee’s 
current salary falls within the pay range assigned to his/her position.  The percentages in this 
chart are likely to change from year to year.  An employee’s base pay cannot exceed the 
maximum of the pay range for his position.  Therefore, employees at or near the maximum 
may not be eligible for the percentages shown in the 4th quartile below. 
 
   1st Quartile       2nd Quartile   3rd Quartile  4th Quartile 
 
Consistently  
Exceeds Expecta- 
tions (“sustained 
outstanding  
performance”) 

 
 

>3.5% 
 

 
 

>3.0% 

 
 

>2.5% 

 
 

>2.0% 

 
Meets or Exceeds 
Expectations  

 
3.0 – 3.5% 

 
2.5 – 3.0% 

 
2.0 – 2.5% 

 
1.5 – 2.0% 

 
Needs Improvement 

 
<3.0% 

 
<2.5% 

 
<2.0% 

 
<1.5% 

 
Seriously Deficient 
(at risk of 
Termination) 

 
0% 

 
0% 

 
0% 

 
0% 
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“Consistently Exceeds Expectations” is funded with a sum equal to 0.5% of the department’s 
salaries (not including the department head).  This 0.5% can be used to increase the amount of 
raise for one or more employees within the department, subject to approval of the City Manager 
and Mayor and limited by the funding made available by the 0.5%.  This means an employee 
could possibly receive more than a 0.5% additional increment.  The 0.5% can also be used to 
give lump sum bonuses.  Bonuses could be given, for example, for the following purposes: 
 

• to recognize sustained outstanding performance by an employee who is at the top of the 
pay range (i.e., “maxed out”) 
 

• to compensate an employee for significant additional responsibility undertaken for a 
limited period, for which the employee was not otherwise adequately compensated 

 
• to recognize significant efforts by employees to upgrade their knowledge and skills 

 
When using the 0.5% for additional base pay increases, normally this would be for the 
purpose of rewarding employees who consistently or significantly exceed expectations (i.e., 
“sustained outstanding performance”), or who have significantly increased their value to the 
City through education or training beyond that required for their position.  However, the 
0.5% might also be used to address a salary inequity within a department.  A department 
head may also request permission from the City Manager to use up to 10% of the 0.5% sum 
for minor incentive awards throughout the fiscal year. 
 
 Any part of an employee’s pay raise may be delayed or postponed as an incentive to 
improve performance.  Likewise, the 0.5% departmental pool may be used at any time during 
the fiscal year to fund an additional increase in base pay or to award a lump sum bonus.  
However, base pay raises given later in the fiscal year and funded by the 0.5% pool would be 
annualized when determining how much of the 0.5% pool is consumed to fund that raise. 
 
 Department heads will be considered as a “department” under the City Manager and 
Mayor in regard to the guidelines above.  In other words, the City Manager and Mayor will 
decide the amount of raise for each department head, subject to the guidelines and funding 
limitations.  Any base pay increase or lump sum bonus for the City Manager will be 
determined by the Mayor and City Council. 
 


