RULE 4
COMPENSATION
SECTION 1: PREPARATION OF PLAN

The Human Resources Manager or the person or agency employed for that purpose shall
prepare a pay plan covering all classifications of positions in the classified service. In arriving at
salary rates or ranges, consideration shall be given to prevailing rates of pay and consideration
of working conditions for comparable work in public and private employment, to current costs of
living, to suggestions of Department Directors, to suggestions of the Sierra Vista Employees'
Council, to the City's financial condition and policies, and to other relevant factors. The pay
plan shall include provisions for compensation of one and one half (1-1/2) times the regular
wage rate for overtime and two and one half (2 1/2) times the regular wage rate for overtime
worked on City designated holidays.

SECTION 2: ADOPTION, AMENDMENT, OR REVISION OF PLAN

The pay plan shall be adopted, and may be amended, by action of the Mayor and City Council.
No position shall be assigned a salary not in conformance with the salary schedule unless the
salary schedule for the classification is amended in the same manner as provided for its
adoption.

SECTION 3: APPLICATION OF RATES

Employees occupying a position in the City shall be paid a salary or wage established for that
position's classification under the pay plan. A new employee shall start at the beginning salary
in the appropriate classification unless the City Manager determines that qualified applicants
are not available at the beginning salary, or that an applicant has special qualifications that
justify a higher starting salary.

SECTION 4: ADVANCEMENT

No salary advancement shall be made so as to exceed any maximum rate established in the
pay plan for the classification to which the advanced employee's position is allocated.
Advancements shall not be automatic, but shall depend upon increased service value of an
employee to the City as exemplified by the recommendation of one's supervisor, length of
service, performance record, special training undertaken or other pertinent evidence, within the
advancement policy established by the pay plan.

When approved, the effective date of merit increases shall be established by Administrative
Directive.

SECTION 5: PAY STEPS

Advancements in pay for the classified service will be in amounts and at intervals stipulated by
Administrative Directive.

4-1



RULE 4
COMPENSATION

SECTION 6: BI-WEEKLY COMPENSATION

Employees shall be compensated on a bi-weekly schedule.

SECTION 7: ADVANCE PAY

Under no circumstances shall an employee be entitled to advance pay for hours not yet worked.
However, an employee may, upon written request and with the approval of his Department
Director, request advance receipt of his paycheck for that pay period.

SECTION 8: OVERTIME/COMPENSATORY TIME

A.

Overtime

Authorization -- No employee shall work overtime unless authorized to do so by his/her
immediate supervisor. Overtime shall be allocated as evenly as possible among all
employees qualified to do the work.

1. First, to those who volunteer for overtime;

2. Secondly, on a rotational basis among those who may not volunteer for, but are
found to be willing to work overtime when requested; and

3. Thirdly, on a mandatory rotational basis in the absence of the first two
alternatives.

Overtime is compensated at one and one-half (1-1/2) times the regular wage rate
adjusted by bonuses and/or incentive pays.

Overtime time shall be earned in minimum units of one-quarter (1/4) hour. Fractions of
time worked less than fifteen (15) minutes is not compensable.

Compensatory Time Accumulation

Employees who work overtime but, by the determination of the Department Director,
Department Manager or Supervisor, cannot be paid overtime, shall be entitled to
compensatory time at the rate of one and one-half (1-1/2) times the time worked.

1. Compensatory time shall be earned in minimum units of one-quarter (1/4) hour.
Fractions of time worked less than fifteen (15) minutes is not compensable.

2. Compensatory time for an employee shall not be accumulated in excess of
eighty (80) hours. Failure to use accrued compensatory time in excess of eighty
(80) hours will require payment the next pay period.

3. When seasonal demands and special assignments result in an especially high

workload, accumulations in excess of eighty (80) hours may be approved in
advance by the Department Director and the City Manager.

4-2



RULE 4
COMPENSATION

C.

Compensatory Time Utilized

1.

Compensatory time shall be taken in minimum units of one-half (1/2) hour.
Employees must obtain approval from their supervisor prior to using
compensatory time. The use of compensatory time may also be directed by the
Director.

Before separation from the City, or transfer to another department, unused

compensatory time shall be taken unless, in the case of a transfer, the receiving
department is willing to accept the compensatory time balance.
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