September 14, 2017
TO: City of Lincoln Personnel Board Members

SUBJECT: Personnel Board Meeting
Thursday, September 21, 2017
1:30 p.m., Council Chambers
County-City Building

AGENDA

ITEM 1: Request to amend Section 2.76.130 of the Lincoln Municipal Code - - Compensation Plan;
Position and Pay Range Allocation

ITEM 2: Request to amend Section 2.76.135 of the Lincoln Municipal Code - - Merit Pay Plan
Established

ITEM 3: Request to amend Section 2.76.145 of the Lincoln Municipal Code - - Compensation Plan;
Merit Pay Plan; Administration and Requirements for Advancement

ITEM 4: Request to amend Section 2.76.160 of the Lincoln Municipal Code - - Compensation Plan &
Variable Merit Pay Plan - M or W Pay Ranges

ITEM 5: Request to amend Section 2.76.175 of the Lincoln Municipal Code - - Compensation Plan;
Promotion, Transfer, Demotion, or Temporary Promotion

ITEM 6: Request to amend Section 2.76.200 of the Lincoln Municipal Code - - Compensation Plan;
Temporary Assignment in a Higher Classification

ITEM 7: Miscellaneous Discussion

PC: TeresaMeier, City Clerk
Directors

ACCOMMODATION NOTICE

The City of Lincoln complies with Title VI of the Civil Rights Act of 1964 and Section 504 of the Rehabilitation Act of 1973
guidelines. Ensuring the public’s access to and participating in public meetings is a priority for the City of Lincoln. In the
event you are in need of a reasonable accommodation in order to attend or participate in a public meeéting conducted b_}/ the
City of Lincoln, please contact the Director of Equity and Dlversn%/, Lincoln Commission on Human Rights, at 402 441-7624
(0

as soon as possible before the scheduled meeting date in order fo make your request.
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2.76.130 Compensation Plan; Position and Pay Range Allocation.

(a) In those cases where a classification prefixed by “M>or-“W” is allocated to a
higher pay range, the employee in the classification shall be paid at the minimum rate of the new
pay range or at his current rate of pay if it is within the new pay range, whichever is greater. The
Mayor may, with the recommendation of the Human Resources Director and at the request of a
department head, adjust pay when it is consistent with the spirit and purpose of the merit system.
There shall be no change in the employee’s eligibility date as a result of such allocation.

In those cases where a classification prefixed by “M*or-“W” is allocated to a
lower pay range, an employee in such classification shall be paid at the same rate of pay in the
lower pay range; provided, however, if the employee’s rate of pay exceeds the maximum rate of
pay in the lower pay range, the employee’s rate of pay shall be frozen until such maximum rate of
pay in such lower pay range is increased so that it exceeds the employee’s rate of pay. When the
maximum rate meets or exceeds the employee’s frozen rate, the employee’s frozen rate of pay
shall then be increased to the maximum rate, but if the maximum rate does not meet or exceed
the employee’s frozen rate of pay within one year after such allocation, the employee’s rate of
pay will be reduced four and one-half percent or to the maximum rate, whichever results in the
smallest decrease in pay, and each year thereafter, the employee’s rate of pay shall be similarly
reduced until the employee’s rate of pay equals the maximum rate.

(b) In those cases where a classification prefixed by “N”, “X”, “M” or “E” is
allocated to a higher pay range, the employee in the classification shall be paid at the minimum
rate of the new pay range, or at the next higher step in the new range above his present rate of
pay, whichever is applicable. There shall be no change in the employee’s eligibility date as a

result of such allocation.



In those cases where a classification prefixed by “N”, “X”, “M” or “E” is
allocated to a lower pay range, the employee in the classification shall be paid at the same rate
until the pay range is increased to include the employee’s rate of pay. However, if after one year
the employee’s rate of pay continues to exceed the maximum rate for the classification as
reallocated, he shall begin receiving the maximum rate for that classification.

(c) In those cases where a position is reallocated to a classification prefixed by “M*
or-“W” with a higher maximum pay range, the reallocated employee shall be paid at the
minimum rate of the new pay range, or five percent above his rate of pay prior to reallocation,
whichever is greater. The effective date of the reallocation shall be used to establish a new
eligibility date, which shall be one year from the date of the reallocation.

In those cases where a position is reallocated to a classification prefixed by “M*
or-“W” with a lower maximum pay range, the same provisions shall apply as have been
established for the allocation of a classification to a lower pay range pursuant to subsection (a) of
this section.

(d) In those cases where a position is reallocated to a classification prefixed by “N”,
“X”, “M” or “E” with a higher maximum pay range, the rate of the reallocated employee shall
be increased to that step in the new pay range next above his rate of pay prior to reallocation.
The effective date of the reallocation shall be used to establish a new eligibility date, which shall
be one year from the date of the reallocation.

In those cases where a position is reallocated to a classification prefixed by “N”,
“X”, “M” or “E” with a lower maximum pay range, the same provisions shall apply as have been
established for the allocation of a classification to a lower pay range pursuant to subsection (b) of

this section.



(e) In those cases where a position is reallocated to a classification with the same
maximum pay range, the rate of the reallocated employee shall remain unchanged and there shall
be no change in eligibility date. (Ord. 20368 §2; August 22, 2016; prior Ord. 19317 §1; October
12,2009; Ord. 17708 §1; August 7, 2000: Ord. 16661 §1; August 22, 1994: Ord. 16531 §2;
December 13, 1993: Ord. 16448 §1; August 23, 1993: 15698 §1; August 20, 1990: Ord. 15488
§25; March 12, 1990: P.C. §2.58.231: Ord. 14958 §1; August 22, 1988: Ord. 12168 §3;

December 27, 1977: Ord. 10589 §§4, 6; October 9, 1972: Ord. 9029 §1; June 6, 1966).
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2.76.135 Compensation Plan; Merit Pay Plan Established.

For the purpose of compensating employees on the basis of progressive improvement in
job or professional performance in the city service, there is hereby established a merit pay plan of
the City of Lincoln which shall consist of established pay ranges for each job classification with
set percentage merit pay separations for pay ranges prefixed by “M”, “N” or “X”’; three and one-
quarter percent merit pay separations for pay ranges prefixed by “A”; and two and three-quarters
percent merit pay separations for pay ranges prefixed by “C” or “E” therein. Employment will
usually begin at step "A", although candidates for employment with special qualifications may be
employed at an intermediate step in a pay range upon the request of the appointing authority and
with the approval of the Human Resources Director. The maximum merit pay rate shall be step
“J”. Job classifications shall have a maximum of ten merit pay steps; however, there may be job
classifications where less than ten steps may be used to reflect the appropriate minimum and
maximum pay rates. (Ord. 19574 §1; July 18, 2011: prior Ord. 19317 §3; October 12, 2009:
Ord. 18595 §2; August 8, 2005; Ord. 18046 §1; August 5, 2002: Ord. 16661 §2; August 22, prior
Ord. 16448 §2; August 23, 1993: Ord. 15488 §26; March 12, 1990: P.C. §2.58.235: Ord. 14958
§2; August 22, 1988: Ord. 14739 §1; September 8, 1987: Ord. 14318 §1; February 10, 1986:

Ord. 12168 §4; December 27, 1977: Ord. 10589 §1; October 9, 1972).
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2.76.145 Compensation Plan; Merit Pay Plan; Administration and Requirements for

Advancement.

(a) Advancement by an employee through the merit pay steps in the merit pay plan
shall be on the basis of performance as determined by the employee’s department head. In
making the decision as to whether or not an employee deserves and shall receive a merit pay step
increase, the department head must find that the employee being considered has performed in a
commendable or outstanding manner.

A merit step increase shall be awarded only when an employee receives the score
required for an increase. In any case where a merit increase has been denied, the next eligibility
date for receipt of a merit step increase will be one year from the current eligibility date, at
which time the employee must receive the score required for an increase. Supplemental ratings
may be done throughout a rating period, but merit step increases may not be granted other than
on the employee’s eligibility date.

Merit increases shall be awarded on the basis of performance only, and under no
circumstances shall any department head award or deny any employee a merit step increase on
the basis of personal or political favoritism or discrimination.

(b) A probationary employee shall become eligible for a one-step merit pay increase
in accordance with the standards specified in subparagraph (a) above after completion of the
probationary period of employment. Except as otherwise provided in subparagraph (c) below
and Section 2.76.150, a one-step merit pay increase, subsequent to the first such increase after
completion of the probationary period of employment, may be granted no more often than one
year of service from the date the last merit step increase became effective. Merit step increases

shall take effect at the beginning of the pay period in which the pay eligibility date occurs for pay



ranges prefixed by “P” or “F”. Merit step increases shall take effect at the beginning of the first
full pay period following the established eligibility date for pay ranges prefixed by “N”, “X”,
“E”, “A”, or-“C™ or “M”. Salary increases or decreases resulting from the amendment of the
compensation plan in accordance with Sections 2.76.125 and 2.76.130 shall have no effect on the
within-range merit step increases authorized by this section unless otherwise specified in Section
2.76.130.

(c) Upon a showing by an employee of exceptional and unusual circumstances in
connection with his classification and with the recommendation of the appointing authority, the
Mayor may grant permanent one- or two-step merit increases which are consistent with the spirit
and purpose of the merit system provisions of the city charter. The effective date of the merit
step increase(s), granted in accordance with this subparagraph (c), shall be used to establish a
new eligibility date, which shall be one year from the effective date of the merit step increase(s).

This subsection applies only to ranges prefixed by “N”, “X”, “F”, “P”, “E”, “A”, or “C”.
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2.76.160 Compensation Plan & Variable Merit Pay Plan - M-or-W Pay Ranges

Notwithstanding any other section of the Lincoln Municipal Code to the contrary, the
compensation plan for employees in classifications with pay ranges prefixed by the letter “M*or
“W” shall provide for the awarding of merit increases within established pay ranges based upon
the employee’s level of performance and shall be entitled “the variable merit pay plan.” The
specific method of implementing and administering this plan shall be set out in an executive
order of the Mayor which shall, among other things, provide for:

(a) Variable merit increases of between zero and five percent. Merit increases shall
be effective beginning the first full pay period following the established eligibility date;

(b) A three percent increase upon successful completion of the original probationary
period;

(c) Temporary exceptional service awards not to exceed two percent of the
employee’s current annualized salary to be paid in two, four, or six pay periods;

Such increases shall be paid only on recommendation of the department head
supported by a convincing showing in writing of exceptional service or unusual circumstances as
related to specific criteria to be recommended by each department and approved by the Human
Resources Director;

The Human Resources Director shall annually send a written report to the Mayor
listing employees approved for exceptional service pay increases.

(d) The Human Resources Director, with the approval of the Mayor, may grant
permanent salary increases within the employee’s pay range that are consistent with the spirit and
purpose of the merit system provisions of the City Charter if a department head presents written

evidence of unusual circumstances. The effective date of any increase granted in accordance



with this subparagraph (d) shall be used to establish a new eligibility date, which shall be one
year from the effective date of such increase.

(e) The eligibility date for evaluating performance of employees will be determined
by completion of the original probationary period, and the effective date of promotion, demotion,
reallocation, or layoff;

Employees in pay ranges prefixed by the letter “M>or-“W” may have their
eligibility dates adjusted when necessary or appropriate for proper operation of any goal-oriented
employee evaluation program implemented by any department. The department head shall
forward a written request for such an adjustment to the Human Resources Director who may, at
his discretion, approve the request. The eligibility date of an employee shall not be adjusted
under this subsection more often than once in any twelve-month period;

63) Establishment of a committee to review and approve all merit increases in excess
of four percent. (Ord. 20368 §4; August 22, 2016: prior Ord. 20065 §1; August 11, 2014; Ord.

19975 §2; January 6, 2014)
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2.76.175 Compensation Plan; Promotion, Transfer, Demotion, or Temporary
Promotion.
(a) In the case of promotion for an employee with a pay range prefixed by “N”, “X”,

or“E”,_or “M”, the rate of the promoted employee shall be increased to that step in the higher

range next above his rate of pay prior to promotion. In the case of promotion for an employee
with a pay range prefixed by “M*or-“W”, such increase is intended to be at least five percent. In
the case of transfer, the employee’s rate will remain unchanged at the time of transfer. In the
case of an involuntary demotion for an employee with a pay range prefixed by “M=or-“W”, the
rate of pay shall be reduced at least four and one-half percent. Under no circumstances shall the
new rate exceed the maximum rate for the lower class in the variable merit pay plan.

In the case of a voluntary demotion for an employee with a pay range prefixed by
“Mor-“W”, the employee concerned shall normally be paid at the same rate in the lower pay
range. If the employee’s rate of pay exceeds the maximum rate of the lower pay range, the
employee’s rate of pay shall be frozen (red-circled) until such time that the maximum rate,
through general increases, makes sufficient upward movement so that it exceeds the employee’s
rate of pay. When the maximum rate meets or exceeds the employee’s frozen (red-circled) rate
through general increases, the employee’s frozen rate of pay shall then increase to the maximum
rate. However, if after one year the maximum rate does not meet or exceed the employee’s
frozen (red-circled) rate of pay, the employee’s rate of pay will be reduced four and one-half
percent (4.5%) or to the maximum rate, whichever results in the smallest decrease in pay. Each
year thereafter, the employee’s rate of pay shall be reduced an additional four and one-half
percent (4.5%) or to the maximum rate, whichever results in the smallest decrease in pay.

(b) In the case of demotion for an employee with a pay range prefixed by “N”, “X”,



“M” or “E”, the rate of the demoted employee shall be reduced to the next lower step for the
lower class and under no circumstances shall the new rate exceed the maximum rate for the
lower class in the merit pay plan.

(©) A promotion of any employee during such employee’s probationary period shall
have the effect of ending the probationary period for that employee and making such employee a
regular employee. However, a reclassification of a probationary employee to a position in a
newly created class with a higher pay range will not terminate the probationary period.

(d) Any regular employee with a pay range prefixed by “M=-“P” or “W” may be
temporarily promoted to fill a budgeted position which is temporarily vacant and has a higher
maximum salary than provided by such employee’s current pay range. Such temporary
promotion must first be approved in writing by the director only after the department head
demonstrates that the employee is qualified for the vacant position. Once granted, the employee
must actually perform the duties of the vacant position and shall be paid at the rate of at least five
percent above the employee’s current base salary, or at the minimum rate of the established range
of the vacant position, whichever is greater, but any increase in pay greater than five percent must
be approved in writing by the Director. No temporary promotion shall be granted for less than
forty hours or continue longer than one year from the date of the original assignment and
approval by the Director.

(e) Any regular employee, with a pay range prefixed by “A” may be temporarily
promoted to fill a budgeted position which is temporarily vacant and has a higher maximum
salary than provided by such employee’s current pay range. Such temporary promotion must first
be approved in writing by the director only after the department head demonstrates that the

employee is qualified for the vacant position. Once granted, the employee must actually perform



the duties of the vacant position and shall be paid at the rate of at least the next higher step above
the employee’s current rate of pay which results in at least a 3.25% increase, or at the minimum
rate of the established range of the vacant position, whichever is greater, but any increase in pay
greater than two steps must be approved in writing by the Director. No temporary promotion
shall be granted for less than forty hours or continue longer than one year from the date of the
original assignment unless specifically authorized by the Human Resources Director for a longer
period of time.

) Any regular employee, with a pay range prefixed by “M”” may be temporarily

promoted to fill a budgeted position which is temporarily vacant and has a higher maximum

salary than provided by such employee’s current pay range. Such temporary promotion must first

be approved in writing by the director only after the department head demonstrates that the

employee is qualified for the vacant position. Once granted, the employee must actually perform
the duties of the vacant position and shall be paid at the rate of at least the next higher step above

the employee’s current rate of pay which results in at least a 3.50% increase, or at the minimum

rate of the established range of the vacant position, whichever is greater, but any increase in pay

greater than two steps must be approved in writing by the Director. No temporary promotion

shall be granted for less than forty hours or continue longer than one vear from the date of the

original assignment unless specifically authorized by the Human Resources Director for a longer

period of time.
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2.76.200 Compensation Plan; Temporary Assignment in a Higher Classification.

(d) Project Leader. When an employee is required to perform duties outside of his
normal job duties due to special or unusual circumstances, a department head or his designated
representative may appoint such employee to serve as a project leader. The appointment shall
last no longer than the length of the project, or for one year, whichever is less. If an employee
with a pay range prefixed by “M>or-“W” is appointed as a project leader they shall receive an
increase in compensation of up to ten percent while in the status of project leader. If an
employee with a pay range prefixed by “A”, “C”, or~“E” or “M” is appointed as a project leader,
he shall receive an increase in compensation of two steps above his current rate of pay while in
the status of project leader. The appointment must be approved by the Director in whatever form

he may require.
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