CITY OF PARK RIDGE

MEMORANDUM

DATE: March 11, 2014

TO: Mayor, Alderman, & City Clerk

FROM: Shawn Hamilton, City Manager

RE: Personnel Updates post 3/4 Budget Workshop

The March 4, 2014 budget workshop focused on Personnel discussion. From that meeting, staff was
asked to bring back additional information, respond to requests, and answer some further questions

regarding personnel. This list of those deliverables is:
o HR Generalist - reflect FT status, update org chart, budget impact (if applicable) with scorecard

adjustment
s Merit increase FY14 — show percentage of actual and breakout

e Merit increase FY15 — show percentage
» Comparable data for Building Administrator, Zoning Coordinator, City Engineer and Senior Civil

Engineer
= Economic Development Coordinator job description and strategy
SAFER grant - update org chart, scorecard adjustments

Through an email request the morning after the meeting, Alderman Knight additionally requested:
« Internal policy documents outlining what guidelines and authority is used for merit based and / or
salary adjustment increase recommendations

Attached to this memo is the above information.

Qur Mission Park R
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CITY OF PARK RIDGE

MEMORANDUM

DATE: March 6, 2014
TO: Shawn Hamilton, City Manager
FROM: Annie Eriksson, HR Generalist

RE: FY 14 Non-Union Merit Breakout

Below is a summary of FY14’s non-union merit increases based on performance evaluations:

e $78,418 — Original FY14 budget, 2% max proposal
e $57,800 — Budget authority (1.48%), based on prelim merit results, a budget reduction of $20,618

o $46,702 — Actual, 1.19%, $11,098 below final budget

¢ Department heads received a zero percent merit increases (salary-freeze)

e No employee received a merit increase without a performance evaluation

Needs Improvement Meets Exceeds
<20 2.0-2.69 2.7-3.0
Total Non-Union
Performance 0% 57% 43%
Evals.
MIN MID MAX MIN MID MAX
0% Bottom Upper Bottom Upper
15% 15% 15% 15%
12% 53% 35% 31% 54% 15%
Qur Mission THE City oF Park RIDGE 1S COMANTTED 7O PROVIDING EXCELLENCE 1N City SERVICES IN ORDER TG UPHOLD A HIGH QUALITY OF LIFE

SO QUR COMMUNITY REMAINS A WONDERFUL PLACE TO LIVE AND WORK,



CITY OF PARK RIDGE

MEMORANDUM

DATE: March 6, 2014

TO: Shawn Hamilton, City Manager
FROM: Annie Eriksson, HR Generalist
RE: FY15 Non-Union Merit Breakout

Below is a summary of FY15’s non-union merit increases based on performance evaluations:

o $68,300 - Original FY'15 budget
e $68,300 — FY15 requested budget authority

e TBD - Actual

¢ No employee will received a merit increase without a performance evaluation

Total Non-Union
Performance
Evals.

Our Mission

Needs Imprevement Meets Exceeds
<2.0 2.0-2.69 27-3.0
TBD TBD TBD
MIN MID | MAX MIN MID MAX
TBD Bottom Upper Botitom LUpper
15% 15% 15% 15%

TBD | TBD | TBD

TBD TBD | TBD

Twe Ci7r OF PARK RIDGE 18 COLLITTED TO PROVIDING EXCELLEMCE 11 CITY SERVICES 1M ORDER TO UPHCLD A HiGH QUALITY OF LIFE.
S0 OUR COMLIUNITY RELIANS A WONDERFUL PLACE TOLIVE ANDWTRK,



CITY OF PARK RIDGE

MEMORANDUM

DATE: March 7, 2014

TO: Shawn Hamilton, City Manager
FROM: Emily Reilly, Administrative Intern
RE: Comparable Salary Policy Information

Here is the information that Council has requested for each position.

Department: Community Preservation & Development

Position: Zoning Coordinator

The current Zoning Coordinator brings to the City of Park Ridge 14 years of municipal planning and zoning
experience. In looking at the historical data for what Park Ridge has paid this position, the FY 14 salary ($60,000)
is lower than what the position was paid ($61,646) in 2003. The prior Zoning Coordinator retired from the City
with 10 years of experience in 2012. Viewing the FY15 salary ($65,000) of the position amongst the comparable
communities data, the FY15 salary is $5,693 more than the average minimum ($59,307) and $12,713 less than the
average of actuals ($77,713). The position’s FY15 salary falls below the midpoint ($71,254) of Park Ridge’s

salary schedule.

Historical Data

Year Salary

Budgeted FY15 365,000

FYl14 $60,000
05/01/2012 | $77,650
05/01/2011 | $76,881
05/01/2008 | $74,642
05/01/2007 | $71,771
05/01/2006 | $69,010
05/01/2005 | $66,356
06/15/2004 | $63,804
05/01/2003 | $61,646

Our Mfssion: THE CiTY OF PARK RIDGE 5 COMMITTED TO PROVIDING EXCELLENCE IN CITY SERVICES IN ORDER T0O UPHOLD A HIGH QUALITY OF LIFE,

S0 QOUR COMMUNITY REMAINS A WONDERFUL PLACE TO LIVE AND WORK.



=

Position: Building Administrator

Average of Actuals:
Park Ridge Actual:
Average of Minimum:
Average of Maximum:

Comparable
Min Mid Max Actual Communities Notes
$76,228 $114,342 | $115,998 | Elmhurst Planning/Zoning Administrator
$66,097 | $76,012 | $85,926 | $85,926 | Des Plaines Code Enforcement & Permitting Coordinator
$62,837 | $79,165 | $95,472 | $78,666 | Glen Ellyn Building & Zoning Official
$59,379 | $71,254 | $83,129 | $65,000 | Park Ridge Zoning Coordinator
$59,266 $78,081 Wilmette Zoning Enforcement Officer
$58,423 $81,794 Wheaton Code Enforcement Officer
$51,041 [ $59,973 | 568,906 | $56,530 | Lombard Code Enforcement Coordinator
$50,298 | $60,357 | $69,160 Downers Grove Code Compliance Officer
$50,191 | $61,946 | $72,697 | $85,047 | Hofiman Estates Code Enforcement Officer
Roselle Unknown comparable position.*
Bartlett Unknown comparable position.*
Buffalo Grove Unknown comparable position.*
Wheeling Unknown comparable position.*
Elmwood Park N/A
Carol Stream Unknown comparable position.*
Niles
$56,822 | Mount Prospect Housing Code Inspector
$533,760 $749,507

$77,713

365,000

$59,307

$83,279

*Other municipalities combine other duties in
position. (Smaller demand)

The current Building Administrator brings to the City of Park Ridge 13 years of municipal experience and an
additional 18 years’ of experience in the construction field. The prior Building Administrator left the City for
another opportunity after 8 years. In looking at the historical data for what Park Ridge has previously paid this
position, the FY14 salary ($70,000) is lower than what the position was paid {$§70,380} in 2004. Viewing the
FY15 salary (375,000) of the position amongst the comparable communities data, the FY15 salary is $4,064
above the average minimum ($70,936) and $16,064 less than the average of actuals ($91,064). The position’s

salary for FY15 falls at the mid-point of Park Ridge’s Salary Schedule.




Historical Data
Year Salary
Budgeted FY15 375,000
FY14 £70,000
05/01/2012 | $84,004
05/01/2011 | $83,173
05/01/2008 | $80,751
05/01/2007 | $77,645
05/01/2006 | $74,658
05/01/2005 | $71,787
11/18/2004 | $70,380
06/15/2004 | $68,000
Min Mid Max Actual Comparable Communities | Notes
$84,355 | $95,298 $107,661 | $105,550 | Niles Assistant Community Development Director
$76,425 | $95,734 | $115,042 | §117,361 | Buffalo Grove Deputy Building Commissioner
$76,413 $114,619 Wheaton Director of Building & Code Enforcement
$76,228 | $95,285 | $114,342 | $114,803 | Elmhurst Building Commissioner
$73,770 | $86,680 $£99,590 | $81,530 | Lombard Building Official
$68,070 | $80,797 $96,224 Wheeling Superintendent of Building Service
$68,026 | $81,631 £93,535 Downers Grove Building Services Manager
$68,006 $95,517 Bartlett Assistant Building Department Director
$63,817 $90,843 Carol Stream Building Maintenance Supervisor
$62,837 | $79,165 $95472 | $78,666 | Glen Ellyn Building & Zoning Official
$62,349 | $74.816 $87.289 | $75,000 | Park Ridpe Building Administrator
Raoselle Unknown comparable position.*
Wilmette Unknown comparable position.*
Elmwood Park N/A
$74,312 | Hoffman Estates Building Official
Des Plaines Unknown comparable position.*
589,721 | Mt. Prospect Building Commissioner
582,630 | Schaumburg Building Supervisor
$780,296 $1,110,134
Average of Actuals: $91,064
Park Ridge Actual: $75,000
Average of Minimum;: $70,936
Average of Maximum: 5100921

*Qther municipalities combine other duties in
position. (Smaller demand)




Department: Public Works

Position: City Engincer

The current City Engineer is a Professional Engineer registered with the State of Illinois and has 10 years’
experience with the City of Park Ridge. In addition, the City Engineer brings 5 years of private consulting
experience. The City Engineer’s FY14 salary is $96,282. Viewing the FY'15 salary ($101,096) of the position
amongst the comparable communities data, the current salary is $24,946 above the average minimum ($76,150)
and $646 less than the average of actuals {($100,450). This position’s budgeted salary for FY15 falls between the
mid and max points in the position’s Salary Schedule.

Min Mid Max Actual Comparable Communities | Notes
$98,320 $127,816 Des Plaines
$88,573 $113,044 Niles
$87,642 $124,758 Carol Stream Engineering Services Director
$81,747 | $98,583 $115,692 | $102,545 | Hoffman Estates Assistant Public Works Director
$81,566 $122,349 Wheaton Director of Engineering
$79.573 | $95,486 | $111,403 | $101,096 | Park Ridge
$78,477 | $93,153 | $110,788 Wheeling Engineering & Capital Projects
$77.956 $109,504 Bartlett
$70,587 $92,995 Wilmette
$69,368 | $87,422 [ $105477 | $98,072 | Glen Ellyn
568,484 | $85,786 | $103,088 Buffalo Grove
$67,385 | 388,659 | $109,932 Naperville Engineering Manager/Deputy City Engineer
$66,651 | $83,314 $99,977 | $96,650 | Elmhurst
$65,136 $90,995 | $90,995 | Roselle
$60,782 | $71,419 $82,056 Lombard
Elmwood Park N/A
Downers Grove Unknown comparable position.*
$113,340 | Mt. Prospect Village Engineer
$1,142,247 $1,619,874
Average of Actuals: $100,450
Park Ridge Actual: $96,282
Average of Minimum: $76,150
Average of Maximum: $107,992




Position: Senior Civil Engineer

The Senior Civil Engineer is a Professional Engineer registered with the State of Illinois, and has 5 years’
experience with the City of Park Ridge. In addition, the Senior Civil Engineer has 10 years of experience with
private consulting firms. The Senior Civil Engineer salary for FY14 is $66,813. Viewing the FY'15 salary
($70,152) position amongst the comparable communities data, the current salary is $1,480 above the average
minimum ($68,672) and $14,823 less than the average of actuals {$84,975). This position’s budgeted salary for
FY 15 falls between the minimum and mid-point of the position’s Salary Schedule. By way of comparison for
this position in all sectors, the median salary for Park Ridge’s zip code is $75,64% (www.salary.com).

Comparable
Min Mid Max Actual Communities Notes
$77.956 | | $109,504 Bartlett
$76,513 $97,652 Niles
$75,745 $107,822 Carol Stream Assistant Village Engineer
$71,205 $96,340 Des Plaines
$70,587 $92,995 Wilmette Civil Engineer |
$69,368 | $87,422 | $105477 | $98,072 | Glen Ellyn Civil Engineer
$68,484 | $85,786 | $103,088 Buffalo Grove Civil Engineer I1
568,070 | $73,707 $87,630 Wheeling Civil Engineer Il
$66,651 | $83,314 $99.977 | $96,650 | Eimhurst Civil Engineer
$65,136 $90,995 | $90,995 | Roselle
Park Ridge's Civil Engineer is a Sr. Civil
$62,349 | $74,816 $87,289 | $70,152 | Park Ridge Engineer.
$60,782 | $71419 $82,056 Lombard This is a "civil engineer 1"
$59,892 | $72,469 $85,047 | $69,004 | Hoffman Estates
Wheaton Unknown comparable position. *
Elmwood Park N/A
Downers Grove Unknown comparable position. *
Mt. Prospect Unknown comparable position.*
$892,738 $1,245,872

Average of Actuals: $84,975
Park Ridge Actual; $70,152
Average of Minimum: | $68,672
Average of Maximum: | $95,836

*Qther municipalities combine other
duties in position. {Smaller demand)




PARK RIDGE, ILLINOIS CITY GOVERNMENT

CL.ASS SPECIFICATION
CLASS TITLE: ECONOMIC DEVELOPMENT COORDINATOR CLASS CODE:
DEPARTMENT: ADMINISTRATION FLSASTATUS: E
REPORTS TO: CITY MANAGER DATE: 0314

Civil Service Test: NO

JOB SUMMARY':

Under the direction of the City Manager, administers and directs the activities of Economic Development including business
retention, business growth and expansion, community relations, and marketing.

ESSENTIAL JOB FUNCTIONS: (All responsibilities may not be performed by all incumbents.)

Facilitate the relationship between the existing business community and the City of Park Ridge; act as a conduit for existing
business and attract new businesses to the City of Park Ridge.

Monitor the business climate with regards to available space and economic development opportunities.

Determine the annual and future goals and objectives of the Economic Development program; formulate annual and multi-
year budgets; monitor and approve expenses.

Develop and implement marketing strategies including, but not limited to, trade shows, press releases and the web site.
Manage the City’s public outreach and communications efforts, including social media activities.

Facilitate the completion, modification, and/or implementation of a long range comprehensive economic development
strategy.

Participate in matters relating to economic development incentives, TIF Districts, Redevelopment Agreements, PUDs, elc.
Serve as liaison to any and all Advisory Commitiees in and around the state and region with the approval of the City Manager.
Represent the City as liaison with local human and social service organizations to promote City opportunities.

Assist in the negotiation of agreements with developers regarding economic development issues.

Maintains and upgrades professional knowledge, skills, and development by attending seminars and training programs and
reading trade and professional journals and publications.

Represents the organization at various functions such as making speeches at civic and business associations, meeting with
influential persons within the community, developers, officials, citizens, and representatives of the press, to establish goodwill
and resolve/respond to issues.

Serves as the City’s liaison to the Chamber of Commerce

Complete periodic reports to the Council and City stakeholders on Economic initiatives.

Performs other related duties as assigned.

MATERIAL AND EQUIPMENT USED:

Computer General Office Equipment Smart Phone  Automobile



Oirector of Economic Davelopment Class Specificalion
Class Code: 105
Page 2

MINIMUM QUALIFICATIONS REQUIRED:

Education and Experience:
Bachelor's degree from an accredited four-year college or university in business or a related field; and,
Six or more years of progressively responsible experience in a commercial or municipal setting; or,

Any combination of education, training and experience which provides the required knowledge, skills, and abilities to perform
the essential functions of the job.

LICENSES AND CERTIFICATIONS REQUIRED:

Minois Driver's License

KNOWLEDGE, SKILLS, AND ABILITIES:

Knowledge of:

Governmental policies, procedures, rules and regulations.

Experience with website content and development initiatives including use of social media.

Thorough knowledge of principles, practices, laws, ordinances and statutes of economic development.

Strong leadership skills to effeclively and effectively organize, direct and coordinate the aclivities of the economic
development program.

Excellent written and verbal communication skills; must be effective in negotiating, public speaking, consulting, conflict
resolution, report writing, editing of written materials, interpretations, and analysis of technical and statistical information.

Ability to work with professional independence within the policies established by the City Manager and City Council.

Ability to establish and maintain an effective working relationship with elected officials, employees, agencies and other
governmental units, and the public using strong interpersonal communication skills.

MENTAL AND PHYSICAL ABILITIES:

Significant ability to concentrate and pay close attention to detail in reviewing, preparing and presenting budgets, reading and
writing reports, or representing City at in-house or outside public meetings.

Ability to speak effectively before groups of employees.

Ability to speak effectively before public groups and respond to questions.

Ability to define problems, collect data, establish facts and draw valid conclusions.

Ability to interpret a variety of technical instructions with abstract and/or concrete variables.

While performing the essential funclions of this job the employee is frequently required to sit, use hands to finger, handle, or
feel, and speak and hear.

Prepared by Slavin Management Consultants, Inc. for Park Ridga, inais City Govemmenl, 1998, updated 2014



Director of Economic Davelopment Class Specification
Class Code: 105
Page 3

While performing the essential functions of this job the employee is occasionally required to lift andfor move up to 10 pounds.

WORKING CONDITIONS:

Work is performed in a normal office environment. Some exposure to the outdoor environment when inspecting sites and
locations related to the job functions.

The incumbent's working conditions are typically quiet.

Prepared by Stavin Management Consuitants, Inc. for Park Ridge, Winais City Government, 1994, updated 2014
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Prepare recommendations for possible presentation to Admin, CP&D
Council.
Follow new businesses
through process of starting
the business and obtain
feedback
Select recently opened and/or renovated businesses lo EDC Interview,
interview and conduct a minimum of 8 interviews. communication
Document business concermns. EDC Documentation
Create checklists of
processes with sign off by
owner and City
Create checklist/guidelines for new business owner. EDC,CP&D Editing, organization
Signage, parking, liquor
requirements (revisions)
Document recommendations to Council for ordinance Admin, CP&D Liquor for Whole Foods Complete,
change/updale. Signage in Progress
—R__mo Meetings, calls, e-mails, special projects, monthly reports mUb
Total
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CITY OF PARK RIDGE

MEMORANDUM

DATE: March 7, 2014

TO: Shawn Hamilton, City Manager
FROM: Emily Reilly, Administrative Intern
RE: Compensation Policy

Here is the compensation policy information you requested.

Compensation procedures and policy are set principally through three documents:
1) Municipal Code
2) Employee Manual
3) Human Resources Policies & Procedures

1) Municipal Code:
Article 3, Chapter 6 outlines the office of the City Manager and its duties and authority.

Article 3, Chapter 6, Section 6, Paragraph E states:

“As part of the budget process, the City Manager shall recommend to the Mayor and
the City Council the compensation to be paid for each individual job or position in the
City government. If compensation adjustments are contemplated for any job or
position after the budget is adopted, such adjustments shall also be presented to the
City Council for review. The only exception to this requirement is compensation for
job positions covered by a collective bargaining agreement previously approved by the
City Council.”

2) Employee Manual:
The City’s Employee Manual (Chapter 8, Your Pay Program) outlines the City’s Performance Award and
Merit Plan. These are two instruments which provide employees with fair and equitable pay programs.
This specific chapter is attached here.

3) Human Resources Policies & Procedures:

The City’s Classification, Compensation and Performance Evaluation Policy put forth guidelines for a
systematic arrangement and inventory of the City’s positions. This policy is attached here as well.

Our Mission:



Chapter 8
Your Pay Program

The City of Park Ridge is committed to providing employees with fair and equitable pay programs. The
City currently has two types of pay programs, a Merit Plan and a Step Plan.

The Merit Plan establishes a basic salary schedule to be approved by the City Council each budget year.
The salary grades include minimum, midpoint and maximum rates for all positions included in the
Classification Plan,

The Human Resources Director shall maintain a master set of all approved class specifications that
constitute the official Classification Plan. Class specifications will be available for inspection by
employees by appointment only, and during business hours. Employees are to contact the Human
Resources Director.

The Human Resources Director will research re-evaluating positions for reassignment to a new pay grade
upon request by a department head.

Temporary Work
Employees required to work in a higher classification than their current position may be eligible to receive

an increase in pay as follows:

The appointment to the higher position is at the direction of the department head.
The employee is required to work in the higher classification for thirty-one (31)
consecutive calendar days or longer.

o The employee meets the minimum qualifications of the higher classification.

Pay for work in a higher classification will be at the minimum rates for the grade or 5% whichever is
higher.

Performance Award

The performance award component is designed to reward job performance using the performance
evaluation form and policy. Employees whose overall rating of Meets Standards or Exceeds Standards will
receive a performance award. Employees whose overall rating is Requires Improvement will not normally
be eligible for a performance award.

Employees who consistently perform all responsibilities in a fully competent manner and above will move
from the minimum of the pay grade to the maximum. Employees who are at the maximum of their salary
ranges will not normally be eligible to receive increases to base pay. They will, however, be eligible to
receive a performance award in the form of a lump-sum bonus, provided the performance watrants that
increase,



New Hires

A candidate who meets only the minimum requirements for the position will be offered the minimum rate
of pay for that position. A candidate who exceeds the minimum qualifications stated in the class
specification may be offered a salary above the minimum. Department heads may use their discretion in
hiring new employees and offering compensation between the minimum and midpoint. Any consideration
to hiring above the midpoint of the pay range must be approved in advance by the Human Resources
Director and the City Manager.

Transfers

Employees may transfer or be transferred to another department in a similar position (lateral move). Such
transfer will not change the employee’s pay, grade or the date of the next evaluation for performance
award.

Promotions
Employees who are promoted to a position in a higher pay grade will receive at least the minimum salary
of the new pay grade, provided the increase in pay is 5% or higher.

Demotion

When an employee is transferred to a lower position (demotion), the employee shall be paid at a rate that is
within the approved range for the lower position. The Human Resources Director and the department head
shall set the rate of pay, taking into consideration the circumstances surrounding, and the reasons for, the
demotion. The new rate must be approved by the City Manager. If the demotion is due to performance
issues, the employee will begin a new probationary period.

Performance Evaluation

It is the policy of the City of Park Ridge to provide each employee with a performance appraisal a
minimum of once annually. The purpose of the performance appraisal is to receive feedback on
performance from the employee to help that employee capitalize on performance strengths and improve
various skills through a training and development plan. This helps the employee improve performance on
the present job, prepares him for promotional advancement, and serves to increase individual contribution
to the growth of the organization.

The primary emphasis when evaluating employees should be on measuring results against objectives,
which the supervisor develops in consultation with the employee. In this regard, we have established this
policy for appraising performance. The use of objectives has the following advantages:

° The supervisor and employee have mutually established what work must be accomplished
and the standards by which that work will be evaluated.
The employee clearly understands which part of the job has greatest priority.
Objectives provide a factual job-related basis for evaluating results, which encourages job
and career interest.
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Objectives establish a basis for on-going discussion between the supervisor and the employee conceming
performance, while insuring fair treatment and objectivity in the evaluation of the performance process.

This performance appraisal process is designed as a series of discussions between the supervisor and
employee. Performance evaluations also may be used in determining regular employment status or
dismissal; as a basis for performance awards; as a factor in determining the order of layoff; as a basis for
training, promotion, demotion and transfer; and for such other purposes as may be deemed appropriate.

Employees who disagree with a performance evaluation rating may appeal the evaluation to the Human
Resources Director. If the employee is not satisfied with the results of this appeal, the employee may then
appeal to the Library Director/City Manager. The Library Director/City Manager will have the final
decision with regards to appeals for a change in evaluation.

For specific policy information please see the Human Resources Director.

Step Plan
Employees in some job classifications are paid using a step plan system.

Notwithstanding any collective bargaining agreements, following are general guidelines for the Step Plan:

. New hires will be paid at Step A, the minimum entry-level pay for the position. New hires
will receive a performance evaluation after six months and one-year review.

. Employees may be eligible for a step increase, from Step A to Step B, depending upon the
performance evaluation. Normally, employees who receive an evaluation of Unacceplable
or Needs Improvement will not be eligible for a Step increase. Exceptions to this must be
approved by the Human Resources Director and the City Manager.

. Employees who are promoted to a higher pay grade will be moved to the Step in the
higher grade that represents a 5% increase over the current pay {excluding longevity).

For a detailed explanation of a specific Step Plan, please see Human Resources.

20
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raxwnelICity of Park Ridge Policies & Procedures

Depariment: Human Resources

Topic: Classification, Compensation and Performance Evaluation Policy

Original Issue Date: 8/1/99 Revised: 9/1/2005
5/1/2006
5172007

CLASSIFICATION PLAN

1.0 The Classification Plan provides a systematic arrangement and inventory of the positions in
the City of Park Ridge. Each class specification lists the minimum requirements or
qualifications needed to perform the job, such as education, work experience, and other skills
and ahilities. By describing the essential functions of the job, job duties, responsibilities and
qualifications, the Classification Plan provides guidelines for establishing a pay plan based on
these relationships. City positions not covered by a colleclive bargaining agreement are
included in this Plan.

Definitions:

1.1 Class Specification: Class specifications are descriptive and explanatory and are
not necessarily all inclusive of all duties performed. Each class specification lists the
minimum requirements or qualifications needed to perform the job, such as
education, work experience, and other skills and abilities.

1.2 Class of Positions: A group of positions, regardless of department or geographical
location, that are alike enough in duties and responsibilities to be called by the same
descriptive title, to be given the same pay scale under similar conditions, and to
require substantially the same qualifications.

1.3 Class Assignment: The assignment of a class specification to a pay grade.

2.0 Official Copy of Class Specifications
21 The Human Resources Director shall maintain a master set of all approved class

specifications which constitute the official Classification Plan. The copies of the
specifications will include the date of adoption and/or the last date of revision.

22 The Human Resources Director will provide each Department Head with a set of
class specifications of those positions assigned to his/her department, and any other
appropriate positions.

23 Employees will receive a copy of their class specification.

24 Alf class specifications will be available for inspection by employees by appointment
only, and during business hours. Employees are to contact the Human Resources
Director.

City of Park Ridge 1 Classification, Compensation

and Performance Evaluation Policy



Polcies & Proced

3.0 Procedures for the Classification of New Positions

3.1 The Department Head will follow the normal procedures for approval to add a new
position.

3.2 The Human Resources Director will create new class specifications (if applicable) for
positions upon request by a Department Head to add a new position. The following
procedure will normally be followed:

3.21 The Department Head will submit a request in wriling requesting
development of a new class specification and justification for same.

3.2.2 A Position Description Questionnaire (PDQ) will be submitted to the Human
Resources Director describing the position duties in detail.

3.2.3 A desk audit and/or interview with the Department Head may be required.

3.3 A determination will be made by the Human Resources Director in conjunction with
the City Manager as to whether the new position warrants a new class specification,
or if a current class specification adequately describes the position.

3.4 Upon approval, the new position will be assigned a pay grade.

4.0 Reassignment of Positions

4.1 The Human Resources Director will research re-evaluating positions for reassignment
to a new pay grade upon request by a Department Head. The following procedure will
normally be followed:

411 The Department Head will submit a request in writing requesting re-
evaluation of a position, justifying the request by relating specific items to be
reviewed.

4.1.2 The Paosition Description Questionnaire (PDQ) will be reviewed by the Human
Resources Director with regard to the above request and justification for
review.

4.1.3 The Human Resources Director, in conjunction with the Department Head will
make a recommendation to the City Manager regarding re-evaluation and
reassignment,

4.2 Re-evaluation of positions may occur under the following circumstances:

421 The position was incorrectly classified and there has been no substantial
change in duties from those in effect when the position was originally
evaluated and assigned to a pay grade.

422 There has been a substantial change in the duties and responsibilities
associated with a position since it was classified.

4.23 In the event a position is re-assigned to a higher pay grade, a pay adjustment
may or may not be warranted. The policy and procedure as oullined in
Section 8.0 of the Compensation Plan will be followed.

City of Park Ridge 2 Classification, Compensation

and Performance Evaluation Palicy



Policies & Procedures

5.0 Temporary Work

5.1

5.2

53

54

5.5

Employees required or assigned to work temporarily in a higher classification than

their current position will not receive an increase in pay if they work in that position for

less than thirty (30) calendar days.

Employees required to work in a higher classificalion than their current position may

be eligible to receive an increase in pay as follows:

5.21 The appointment to the higher posilion is at the direction of the Department
Head.

522 The employee is required to work in the higher classification for thirty-one
(31) calendar days or longer.

5.2.3 The employee mests the minimum qualifications of the new classification.

Pay for work in a higher classification will be at the minimum rate for the grade or

receive a 5% increase to current salary, whichever is higher.

Pay for temporary work will begin after the 31 calendar days and be made retroactive

to the first day worked.

The City Manager may make exceptions to the above.

6.0 Abolishment of Positions

6.1

The Department Head will make a recommendation for abolishment to the Human
Resources Director when there is sufficient justification to remove a position from the
Classification System. Positions will be abolished only in circumstances in which the
Department Head agrees the position will be completely eliminated and not filled for
at least two (2) years.

7.0 Maintenance of the Classification Plan

7.1 The Classification Plan will be reviewed annually to determine whether the Position
Description Questionnaires (PDQ's) need to be resubmitted for review.
7.2 Any change in the Classification Plan during this maintenance period will be approved
by the City Manager.
City of Park Ridge 3 Classification, Compensation

and Performance Evaluation Palicy



4.0

5.0

6.0

7.0

3.5

Policies & Proced

Employees who consistently perform all responsibilities in a fully competent manner
and above will move from the minimum of the pay grade to the maximum. Employees
who are at the maximum of their salary ranges will not normally be eligible to receive
increases to base pay. They will, however, be eligible to receive a performance award
in the form of a lump-sum bonus, provided the performance warrants that increase.

Calculation of the lump sum bonus for hourly or salaried non-exempt employees is as
follows:

Determine the dollar amount of bonus to be paid.

Determine the total number of hours worked in the previous 12 months.

Divide the bonus amount by the hours worked to get the hourly rate.

Calculate the number of regular overtime hours worked in the previous 12

months.

5  Multiply the hourly rate {3 above} by 1.5 (OT rate) by the number of overtime
hours worked.

6 Add (5) above to bonus amount.

£ WN -

New Hires

4.1

4.2

4.3

Each class specification lists the minimum requirements or qualifications needed to

perform the job, such as education, work experience, skills and abilities. New hires

that meet only the minimum requirements for the position will be paid the minimum

rate of pay for that position. Exceptions to this may be made for the following reasons:

4.1.1 Qualified applicants cannot be located for a given position. If it proves to be
extremely difficult to recruit candidates at the minimum rate of pay,
consideration may be given to hiring the candidate above the minimum.

4.1.2 A selected candidate who exceeds the minimum qualifications stated in the
class specification and thus may be paid above the minimum,.

Department Heads may use their discretion in hiring new employees and offering

compensation between the minimum and midpoint. In no case will a new hire be paid

higher than 90% of the midpoin{ for the position.

Newly hired employees will receive a pro-rated merit increase (if applicable) on May 1

following their hire date. Thereafter, each merit increase will be effective May 1.

Transfers

5.1

Employees may transfer or be transferred to another department in a similar position
{lateral move). Such transfer will not change the employee's pay, grade or the date of
the next evaluation for performance award.

Promotions

6.1

Employees who are promoted to a position in a higher pay grade will receive at least
the minimum salary of the new pay grade, provided the increase in pay is 5% or
higher. Annual merit increases will continue to be effective on May 1.

Demotion

71

When an employee is transferred to a lower position (demotion), the employee shall
be paid at a rate which is within the approved range for the lower position. The

City of Park Ridge 5 Classification, Compensation
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- Policies & Procedures

COMPENSATION PLAN

1.0

2.0

3.0

The Compensation Plan is designed as a fair and equitable method to pay employees of the
City of Park Ridge. The Plan shall establish a basic salary schedule to be approved by the
City Council and Library Board each budget year. The salary ranges include minimum,
midpoint and maximum rales for all positions included in the Classification Plan. The
Compensation Plan consists of two (2) salary compaonents — the Market Adjustment and the
Performance Award.

Market Adjustment

2.1

2.2

The market adjustment component is used to insure that the salary structure is
adjusted equally across-the-board to reflect changes in the wage index and to remain
competitive with our comparable communities. Three areas are considered each
fiscal year when reviewing the Compensation Plan:

2.1.1. Union Contracts. Positions not covered by this plan, but covered by a
collective bargaining agreement will be reviewed for changes in wages based
on a negofiated agreement. Positions covered by collective bargaining
agreements will be evaluated for internal equity compression.

2.1.2. Market Adjustment. The market adjustment percentage is generally
determined by changes in the wage index based upon references such as the
Bureau of Labor Statistics (BL.S).

2.1.3. Budgetary Constraints. Each year the City Council will vote on the
applicability and ability of the City to apply a wage adjustment(s) to the salary
structure.

The Human Resources Director will monitor and move the pay structure based on

market demands. This movement will be independent of merit pay and will not be

passed along to the employee as a general increase. Adjustments may be made
throughout the year as necessary.

Performance Award

3.1

3.2

3.3

The performance award component is designed to reward job performance using the
performance evaluation form and policy (see Section 17.0). Employees whose overall
rating is Magls/Exceads more than % of Goals Standards, or Si
Consistently Exceeds Standards will receive a performance award in addition to any
market adjustment made. Employees whose overall rating is Neads Improvemeant will
not normally be eligible for a performance award.

Performance awards are effective May 1 of each year. See Performance Evaluation
section of this policy.

The City Manager will recommend performance award percentages to the City
Council for approval. Once approved by the City Council, a performance award
percentage will be assigned to each performance-rating category for that fiscal year.
Each year the percentages will be reviewed.
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Human Resources Director and the Department Head shall set the rate of pay, taking
into consideration the circumstances surrounding, and the reasons for, the demotion.
The new rate must be approved by the City Manager. If the demotion is due to
performance issues, the employee will begin a new probationary period.

8.0. Reassignment of Position
8.1. In the event a position is reassigned into ancther pay range, the following will apply:

8.1.1. If the position is assigned to a higher pay grade, such action is considered an
upgrade for the position. The incumbent may be reclassified without an
additional performance evaluation, however, must meet the minimum
qualifications of the new class specification. The incumbent will receive at
least the minimum salary of the new pay range. If, however, the incumbent is
already above the minimum, no further adjustment will be made.

8.1.2. If the position is assigned into a lower pay grade, the position is downgraded.
The incumbent will continue at the same rate of pay and may receive
increases to the maximum of the new grade. If the current salary of the
incumbent is above the maximum of the new grade the guidelines in Section
10.4 will apply.
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PEFORMANCE EVALUATION
1.0 Policy
1.1 It is the policy of the City of Park Ridge to provide each employee with a performance

1.2

1.3

1.4

1.5

appraisal twice per year (see exhibit 1). The purpose of the performance appraisal is
to receive feedback on performance from the employee to help that employee
capitalize on performance strengths and improve various skills through a training and
development plan. This helps the employee improve performance on the present job,
prepares him/her for promotional advancement, and serves to increase individual
contribution to the growth of the organization.

The primary emphasis when evaluatling employees should be on measuring results

against objectives, which the supervisor and employee state jointly. In this regard, we

have established this policy for appraising performance.

The use of objectives has the following advantages:

O The supervisor and employee have mutually established what work must be
accomplished and the standards by which that work will be evaluated.

QO The employee clearly understands which part of the job has greatest priority.

Q They provide a factual job-related basis for evaluating results, which encourages
job and career interest.

O They esiablish a basis for on-going discussion between the supervisor and the
employee conceming performance, while insuring fair treatment and objectivity in
the evaluation of the performance process.

Performance Factors and Indicators for employees will be set by the immediate

supervisor. The Supervisor will explain the actions required for an employee to

receive ratings for each Performance Indicator. Department Heads will review and
approve.

Mid-year and final evaluations will be completed by the Supervisor. The Department

Head will review prior to the discussion with the employee, and will sign off on the

completed evaluation. Under no circumstances will an employee receive a

Performance Indicator rating of 3 without a detailed explanation of how the employee

exceeded the Performance Indicator and being approved in advance by the

Department Head.

2.0 Establishing and Evaluating Objectives

This performance appraisal process is designed as a series of discussions between the
supervisor and employee. The first discussion (April of each year) is the time for the
supervisor and employee lo identify major areas of responsibilities in which the supervisor and
employee will set objeclives to be measured for the upcoming twelve-month period. The
second discussion is six months later to discuss changes in objectives or address
performance issues as necessary. The discussion is again in April; this time to review and
rate the employee's performance, based on the objectives set the prior April. At lhe same
time, the third discussion will include setting objectives for the new rating period.

*

”~

g

Requires Improvement. Needs improvement to meet major requirements; work is fairly
acceptable in some respects, but does not meet quality standards.

Meets/Exceeds more than Y2 of the Goals. Meets major requirements; is consistently
effective and competent; achieves results expected and meets quality standards.
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> Significantly and Consistently Exceeds Standards. Performance significantly and
consistently exceeds staled job requirements and quality standards. Ratings in this
category must be fully explained and detailed as to performance versus expectations.

New Hires/Promotions
Newly hired and promoted employees will be eligible for a perfformance evaluation and award

as outlined in Section 4.3 New Hires and 6.0 Promaotions.

31 The supervisor and employee will meet at the time of hire or promotion and determine
the objectives to be measured for the upcoming evaluation period

Employees who disagree with a performance evaluation rating may appeal the evaluation to
the Human Resources Director. If the employee is not satisfied with the results of this appeal,
the employee may then appeal to the City Manager. The City Manager will have the final
decision with regards to appeals for a change in evaluation.

For Library employees, the employee may appeal the evaluation to the Library Director and
the Human Resources Director.
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