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MILFORD PERSONNEL BOARD ‘' (00 =0 AH0: 35
Wednesday, February 10, 2021 - 6:30 P.M. (via ZOOM Meeting)

The Personnel Board invites public participation on all agenda items.
For those wishing to call in to listen or speak, please email haroldrhodes@comeast.net for the Conference Call Number.

AGENDA

CALL TO ORDER

Lo

2, INVITATION TO SPEAK
Please note — Milford residents are encouraged to participate at any time during this meeting.

3. PAYROLL/BUDGET - Clerk Payroll

4, APPOINTMENTS
a. Rick Villani: Salary Updates for Facilities Manager; Paralegal

5. APPROVAL OF ARTICLES: SPRING TOWN MEETING, 2021
a. Article 2 — Cost of Living Adjustment (already approved)
b. Personnel By-law 1.06 — Definition of Appointing Authority
¢. Personnel By-law 3.05, as amended
d. Personnel By-law 3.13, as amended

6. APPROVALS
a. Minimum Wage - Motion to update all Article 2 positions currently under the State minimum

wage be adjusted to $13.50 per hour for FY22.
7. UPDATED CODIFICATION OF PERSONNEL BY-LAWS

8. REPORT OF THE H.R. DIRECTOR
a. Updated Current Personnel Summary — New Employees; Open Positions
b. Salary Classification Study — discussion only
i. Issues to be Remedied
ii. Overall Timeline, assuming 7/1/22 implementation

9. FUTURE AGENDA ITEMS
10. APPROVAL OF MINUTES - January 20, 2021
11. ADJOURNMENT

Matters listed on this Agendia are those reasonably anticipated by the Chair to be discussed at the meeting.
Not all items listed may, in fact, be discussed, and other items not listed may also be brought up for

discussion o the extent permitted by law.

Signature: Date:

Harold Rhodes, Chairman February 5, 2021




MILFORD BOARD OF SELECTMEN

s Room 11, Town Hall, 52 Main St. (Route 16), Milford, Massachusetts 01757-2679
% Phone 508-634-2303 Fax 508-634-2324

8/ William E. Kingkade, Jr., Chairman
Michael K. Walsh Richard A. Villani
Thomas J. O’Loughlin, Esq. Town Administrator

September 28, 2020

TO: Harold Rhodes, Chairman Personnel Board
FROM: Richard A. Villani, Town Administrator
RE: Salary Adjustments for Carlos Benjamin, Facilities Director

Salary Adjustment for Melissa Alves Tomas, Paralegal

DATE.: February 3, 2021

On January 25, 2021, the Select Board voted the following motions for salary adjustments for Facilities
Director, Carlos Benjamin and Paralegal Melissa Alves Tomas:

1. Mr. Walsh moved, seconded by Mr. O’Loughlin: To accept the Town Administrator’s
recommendation to advance Mr. Benjamin to Level 4, Step 6 with an annual salary of
$97,181.00 retroactive to the date of the Town Meeting Vote, January 7, 2021 and to advance
him to Step 7 on July 1, 2021 with an annual salary of $101,708.00 and to advance him to Step 8
on January 7, 2022 with an annual salary of $106,234.00. UNANIMOUS.

2, Mr. O’Loughlin moved, seconded by Mr. Walsh: To advance Ms. Tomas to Level 1, Step 6 with
an annual salary of $$68,886.00 retroactive to the date of the Town Meeting Vote, January 7,
2021 and to advance her to Step 7 on July 1, 2021 with an annual salary of $$72,095.00 and to
advance her to Step 8 on January 7, 2022 with an annual salary of $75,304.00. UNANIMOUS.

Thank you for your consideration.



MILFORD SELECT BOARD

; Room 11, Town Hall, 52 Main St. (Route 16), Milford, Massachusetts 01757-2679
Phone 508-634-2303 Fax 508-634-2324

7, William E. Kingkade, Jr., Chairman

Michael K. Walsh Richard A. Villani
Thomas J. O’Loughlin, Esq. Town Administrator
TO: William E. Kingkade, Jr., Chairman

Michael K. Walsh
Thomas J. O’Loughlin

FROM: Richard A. Villani, Town Administrator

RE: Facilities Director, Carlos Benjamin
Salary Increase Recommendation

DATE: January 25, 2021

This Memo is to provide a recommendation to the Board to increase the salary for Facilities Director Carlos
Benjamin pursuant to Section 3.10 of the Personnel Bylaws.

As the Board knows, at the January 6, 2021 Special Town Meeting, the members approved an amendment to
Section 3.10 which permits “under special circumstances, upon the recommendation of the department head,
and with approval of both the appointing authority and the Personnel Board, such a person may: ...be advanced
to a higher pay rate, but not in excess of the maximum, without regard to normal pay review schedules, periods
or cycles.”

It is clear to me that in the case of Mr. Benjamin, “special circumstances’ exist to justify advancement to a
higher pay rate. Carlos’ role has expanded exponentially since he was appointed to the position. In the private
sector, Catlos would be considered a “single point of failure”. If he were to leave, the impact would have an
immediate and significant detrimental effect to the Town. Carlos has assumed greater responsibility, often
takes on work that arguably falls outside the scope of his position, and holds himself to a high standard of
accountability. He has a work ethic that is rarely seen.

The position of Facilities Director is akin to the position of Facilities Director for the Schools, which is
compensated at a higher rate than the Town position. The position requires for Carlos to be on call twenty-four
hours for all facility related emergencies. I have personally observed Carlos going above and beyond in
addressing emergencies at all times during the day and night, such as broken sewer pipes at the Police Station,
roof compressor at the Police Station, responding to alarms and snow removal. Carlos was called in to work on
New Year’s Day a few years ago as the heating system failed at Town Hall. Carlos responded and went to
Town Hall immediately, and without complaint.

Attached is a Listing of the Facilities Director Duties and Responsibilities. As the Board can readily see, it is an
extensive listing.

Based on the foregoing, I am recommending Mr. Benjamin be advanced to Grade 4, Step 7 with an annual
salary of $101,708.00, retroactive to the date of the Town Meeting Vote, January 7, 2021 and to advance him to
Step 8 on January 7, 2022 with an annual salary of $106,234.00. UNANIMOUS.



TOWN OF MILFORD
LEGAL DEPARTMENT

Room 16, Town Hall, 52 Main St., Milford, Massachusetts 01757-2679
Phone 508-634-2302 Fax 508-634-2324

CHARLES D. BODDY, JR MELISSA V. TOMAS
TOWN COUNSEL PARALEGAL
cboddy@townofmilford.com mtomas@townofmilford.com

MEMORANDUM

TO: William E. Kingkade, Jr., Chairman

Michael K. Walsh

Thomas J. O’Loughlin, Esq.
CC: Richard A. Villani, Esq., Town Administrator
FROM: Charles D. Boddy, Jr., Town Counsel %
DATE: January 22, 2021

RE: Melissa V. Tomas

I request the assignment of Town Paralegal/Office Manager Melissa Tomés within the
levels of salaried positions of the Town of Milford pursuant to the legal obligations imposed
upon me by Section 3.12 of the Milford Personnel By-Laws which provides, “Department
Heads....having Town employees, not otherwise exempted from this Plan, under its jurisdiction
shall be responsible for seeing that the wages or salaries, benefits and privileges received by
those employees are in accordance with and only in accordance with the Classification and
Compensation Plan.” It is my intention to fulfill my duty. (Emphasis added.)

BACKGROUND:

Mrs. Tomas has been employed by the Town for the past thirteen years, She has a proven
track record of positive performance. After assuming the role of Community Development
Director upon the promotion of her predecessor, Melissa was encouraged by then Town Counsel
Gerry Moody to apply for the vacant Paralegal’s position in the Legal Department. Her intellect,
work-ethic, poise, abilities to multi-task and work under pressure, her attention to detail, and her
superior interpersonal, cross-cultural, bilingual, and communication skills made her a prime

candidate,

Melissa’s skills continue to be recognized, as evidenced by the various offers she
receives, from time to time, to transfer to other departments. She is a desired employee, a
product of the Milford Public Schools, a daughter of Milford, and an asset to any department she
serves. Upon the retirement of prior Town Counsel, Melissa ran the Legal Department until [



arrived, handling all routine matters, and bringing anything beyond her ken to the attention of the
Town Administrator, a licensed and practicing attorney.

One year ago, I initiated a review of her compensation when I realized her actual
compensation rate. As a result of that review, it was determined that Melissa’s compensation

was:

1.) inadequate for her level of responsibility, and;
2.) inconsistent with salary levels of paralegals in Massachusetts, generally, and;

A review of her responsibilities last year resulted in the recognition that as a paralegal
with a college degree and a paralegal certificate who goes to court on the Town’s behalf and
handles claims and collections for all Town departments, her salary is inadequate. She handles
matters of the highest confidentiality for the Town. She was permanently and unanimously
moved to a salaried position last year with an as-yet unassigned level and step designation. This
action was designed to create an equitable compensation for her. Due to COVID-19, her level
and step were never designated. As a result, she lost the standard annual pay increase paid to
hourly employees. Rather than fix the problem, we made it worse.

SALARY REVIEW:

Furthermore, a review of paralegal salaries both in the public and private sector by our
current Human Resources Director, Kristin Melpignano, demonstrates that the median salary
range for paralegals ranges from $53,485 to $94,285 depending upon qualifications, experience
and job demands. Melissa meets the highest qualifications within that spread, and the demands
of her job, while not as technical as others, are toward the high end of the range.

REQUESTED ACTION:

To remedy the inequity and to preserve this valuable human asset for the Town, it is fair
and just to place Mrs. Tomds within Level I at Step 7. She deserves this status, and much more

for putting up with my daily histrionics!

I remind you, Mrs. Tomés fulfills her duties professionally, faithfully, fairly, impartially,
precisely, and with great deference and respect for the public she serves. She is a native-born
asset that the wonderful Town of Milford cannot afford to lose.

Thank you for your consideration. I am available, as is she, to answer any of your
questions. I respectfully request your thoughtful consideration.



Proposed Articles for Milford Town Warrant Milford Personnel Board

Article 2: Cost-of-Living Adjustment

Each year, the Personnel Board recommends to Town Meeting the Cost-of-Living adjustment, on advice
of the Department of Finance.

To see if the Town will vote to provide a Cost-of-Living adjustment of 2.5%:

The Personnel Board votes a Cost-of-Living adjustment of 2.5% for all Article 2 employees, excepting
records-keepers and committee clerks.

or take any other action related thereto.

Version J Page 1 of 7



Proposed Articles for Milford Town Warrant

Milford Personnel Board

Definitions — Appointing Authority

Background

Currently, the definition of an “appointing authority” is not defined in the Town By-laws or in the
Personnel By-laws. This amendment provides this clarification.

New Personnel By-Law 1.06:

To see if the Town will vote to amend Personnel By-Law 1.6 by defining the appointment
authority for various positions as follows:

Appointing Authority: The Appointing Authority for town departments are, as follows.

Department Appointing Authority
1 [ Animal Control Department Select Board
2 | Benefits Department Select Board
3 | Building & Inspections Department Select Board
4 | Finance Department Select Board
5 | Human Resources Department Select Board
6 | Information Technology Department Select Board
7 | Legal Department Select Board
8 | Milford Fire Department Select Board
9 | Planning & Engineering Department Select Board
10 | Sealer of Weights & Measures Department Select Board
11 | Senior Center Department Select Board
12 | Tax Collector Department Select Board
13 | Town Administrator & Select Board's Office Select Board
14 | Veterans' Services Department Select Board
15 | Assessors' Office Board of Assessors
16 | Health Department Board of Health
17 | Milford Police Department Chief of Police
18 | Highway Department Highway Surveyor
VersionJ Page 2 of 7



Proposed Articles for Milford Town Warrant Milford Personnel Board

19 | Transfer Recycle Station Highway Surveyor

20 | Milford Town Library Library Trustees

21 | Milford Youth Center Milford Youth Commission

22 | Milford Parks Department Parks Commission

23 | Milford Retirement Board Retirement Board

24 | Milford Public Schools Superintendent of Milford Public Schools
25 | Sewer Department Sewer Commission

26 | Town Clerk Town Clerk

or take any other action related thereto.

Version | Page 3 of 7



Proposed Articles for Milford Town Warrant Milford Personnel Board

3.5 — Service Records

Background

Currently, the non-financial portion of an Article 2 employee is secured by the Director of Human
Resources; the financial portion of an Article 2 employee is secured by the Town Treasurer. This
amendment provides this clarification.

Personnel By-Law 3.5:

To see if the Town will vote to amend Personnel By-Law 3.5 service records by deleting the
current Personnel By-Law 3.5 in its entirety and inserting in its place and stead the following new By-
Law 3.5:

Service Records shall be established and maintained for all employees who are subject to the provisions
of this Plan. The Director of Human Resources shall determine the contents of the Service Record. The
Director of Human Resources shall maintain the non-financial portion of the Service Record. The Town
Treasurer and the Director of Human Resources shall each maintain the benefits and financial portion
the Service Record.

or take any other action related thereto.

Version J Page 4 of 7



Proposed Articles for Milford Town Warrant Milford Personnel Board

3.13 — Advancement to Next Step — Selection A

Background
Currently, a salary advancement to the next higher step by an Article 2 employee is automatic. Selection
A proposed amendment:

1. Requires the employee’s department head to certify that the employee has rendered satisfactory
service nor has been on a performance improvement plan before a salary advancement is made.

2. Clarifies the timing of the step increase. (This is the current procedure, now documented.)

Moves a sentence from Personnel By-law 3.5, which will be deleted with the adoption of the
amended Personnel By-law 3.5.

Personnel By-Law 3.13:

To see if the Town will vote to amend Personnel By-Law 3.5 service records by deleting the
current Personnel By-Law 3.13 in its entirety and inserting in its place and stead the following new By-
law 3.13:

Note: This amendment paragraph is different in Selections A, B, and C.

Before the annual step increase for an employee, a Department Head shall submit in writing to the
Director of Human Resources, on a form to be designated by the Director of Human Resources, that
such employee (a) has rendered satisfactory service and nor (b) has been on a performance

improvement plan for the last year.

Note: This amendment paragraph is the same in Selections A, B, and C.

For employees first employed before July 1, 2016, the step increase will take effect annually on July

1. For employees first employed July 1, 2016, of after, the step increase will take effect annually on the
date of the employee’s hiring. The Personnel Board shall approve all changes in salaries {excepting
annual step increase), wages, and cost-of-living adjustments, prior to entering said changes on the
Town’s payroll. The Personnel Board shall review for accuracy all changes in salaries, wages, and
annual cost of living adjustments whose positions are included in the Plan prior to entering said

changes on the Town’s payroll.

or take any other action related thereto.

Version J Page 5 of 7



Proposed Articles for Milford Town Warrant Milford Personnel Board

3.13 ~ Advancement to Next Step — Selection B

Background
Currently, a salary advancement to the next higher step by an Article 2 employee is automatic. Selection
B proposed amendment:
1. Precludes a step increase if the employee (a) is subject to a Performance Improvement Plan on
the employee’s date for a step increase; or, (b) has been subject to a Performance Improvement
Plan for any six-month period in the prior year before the employee’s date for a step increase.
Clarifies the timing of the step increase. (This is the current procedure, now documented.)

Moves a sentence from Personnel By-law 3.5, which will be deleted with the adoption of the
amended Personnel By-law 3.5.

Personnel By-Law 3.13:

To see if the Town will vote to amend Personnel By-Law 3.5 service records by deleting the
current Personnel By-Law 3.13 in its entirety and inserting in its place and stead the following new By-
law 3.13:

Note: This amendment paragraph is different in Selections A, B, and C.

Any employee who (a) is subject to a Performance Improvement Plan on the employee’s date for a step
increase; or (b) has been subject to a Performance Improvement Plan for any six-month period in the
prior year before the employee’s date for a step increase, shall not receive a step increase for that vear.

Note: This amendment paragraph is the same in Selections A, B, and C.

For employees first employed before July 1, 2016, the step increase will take effect annually on July

1. For emplovees first emploved July 1, 2016, of after, the step increase will take effect annually on the
date of the employee’s hiring. The Personnel Board shall approve all changes in salaries (excepting
annual step increase), wages, and cost-of-living adjustments, prior to entering said changes on the
Town’s payroll. The Personnel Board shall review for accuracy all changes in salaries, wages, and
annual cost of living adjustments whose positions are included in the Plan prior to entering said

changes on the Town’s payroll.

or take any other action related thereto.
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Proposed Articles for Milford Town Warrant Milford Personnel Board

3.13 — Advancement to Next Step — Selection C

Background
Currently, a salary advancement to the next higher step by an Article 2 employee is automatic. Selection
C proposed amendment:

1. Clarifies the timing of the step increase. (This is the current procedure, now documented.)

2. Moves a sentence from Personnel By-law 3.5, which will be deleted with the adoption of the
amended Personnel By-law 3.5.

Personnel By-Law 3.13:

To see if the Town will vote to amend Personnel By-Law 3.5 service records by deleting the
current Personnel By-Law 3.13 in its entirety and inserting in its place and stead the following new By-
law 3.13:

Note: This amendment paragraph is the same in Selections A, B, and C.

For employees first employed before July 1, 2016, the step increase will take effect annually on July

1. For employees first employed July 1, 2016, of after, the step increase will take effect annually on the
date of the employee’s hiring. The Personnel Board shall approve all changes in salaries (excepting
annual step increase), wages, and cost-of-living adjustments, prior to entering said changes on the
Town’s payroll. The Personnel Board shall review for accuracy all changes in salaries, wages, and
annual cost of living adjustments whose positions are included in the Plan prior to entering said

changes on the Town'’s payroll.

or take any other action related thereto.

HitHHt

Version J Page 7 of 7



zyo139eg

/N /N i 1a3ua) Yo 1019211 13)U3) YInoA 0z-3ny esep S3A 6102 S3A 14 1913 YIno,, Joleulpioo) welSold -3
v/N v/N T 131U3) JOJU3S 10aAd "D J0jUsS /N /N oN 131U87 I01USS/I01RUIPIO0T SIIIAISS JASIUN|OA ’
/N v/N e 133U33 JoIuas Jopau ‘13D 101uss Juesep sT0C sap 131U3 JOIUAS/IBAQ UBA 9
/N /N 13 Suuuelg 135u18u3 umay uedep sT0Z SIA uesissy Suiuueld 5
¥/N vIN T |e3s7 |95UNOD UMO] juedep 5102 59A Aeraiag |33 v
£SVTS-6L°LTS 28uey T Jopang sal juedeA d e 1d ajdun S3A 6T0¢C SA ueipolsnd Suipjing €
7L'61S £ 1 133ua) Joluas Jopaui( “J3) Joiuas BIZI137 sadUel4 SaA 8TOT SBA 133ua) Jojuas "1sjuondsday S| z
v/N /N T |2AaG Auunwiwo) Jopalig “AsQ ‘wwo) Iueaep v/N ON 1d4/1d uawdojaaag Auunwuwiod ‘33 T

suoRIsod pajey Alinoy
00'T60YTTS H 5 n Jo18:Q s3ueUly 221039 sUYD BN 0z0z N lopaug ASojouyds) uonewoll] 47
v/N v/N 14 I lojegsiul umol 0Z0ZWLY uojusod maN juedep o0zoZ SIA JOlJeNISIUILPY UMD JuRlsIssy €Z
£95°T8% € v saiy|oey Jolensiunwpy umoy uwrefuag sofied 0zoz sap Jopauiq sar w
TI8'Y6S 9 12 Suppng 103e1)SIUIWPY UMOL 2102JBIN LN SaA LT0T sap Jauaisswwo) Buiping T
sapoyY "H £22'66$ 7] 12 ealjog 2143 201)0d Aanjed wir S9A 474 ED eIy dlod Andag oz
PET'I0TS paxeln 1 13M3S UOISSILILICY JaMBS 1uIule uyor S9) 5T0C sap suonesado Jamas ‘10133, 6T
€9'E0TS 8 v Buueauidug 103eJISIUILIPY UMOL ueaq HIA s10T Y seauidug umol 8T
0v9'98s 5 £ YiesH YjeaH jo peog Aydiniy apper SaA STOZ S3k YyeaH Jnqnd jo Jopang LT
SIPOYY "H V/N /N 3 0I[od 314D 3d1j0d luesep ST0Z S3p JueuaInan asljad 9T
S8L78% 9 € syied UOISSIWWO) SyJed wesy w FEYY 810z S3A JOJeJISIUIWPY UONeaIdaY pUE S)iBd ST
0315194 'L 626'8LS S £ 1ajua) Yo UOISSIWIWIOD YINOA paEA UST S9A 810Z SaA 10PadIQ JaIUa) yInox  pT
suigson ‘) 765'76$ paxely £ 51055355V JO pieog $10ss3s5Y JO pleog 1ejas uuar SaA ST0Z s3p 101eAISINIWIPY/I0SSassY €T
swiFgon ‘| 8ES'S6S paxely £ Buuued 103}RLISIUIIPY UMO] uping Anel ST0Z sap Jsuueld umol 7T
oxsIag | BELT6S paxe £ 131433 Jo1uas 101BASINIWPY UMOL e ans 510 sap Jopalig Jous) Joluas  TT
9Ly 06S g £ AemysiH |nyesLID 1[OIS Allag uyor SAA L1027 S3A Josinuadng AemysiH oT
eydisoN 't 796'€8% 9 z 5824n053y Lewny 10JRIISILILIPY UMO] oueulidiapy ualsuy S3A 8T0Z SaA 102,10 HH 5
E€7STIS T z By q JauQissiwwo) 3ulp(ing auloyuiH eueq S3A 610 SBA Jopadsu| Buip)ing |e30] 8
sapayy “H 796°'€8$ L 4 syyausg J01BISIUILIPY UMOL a%aded Ajjay v/N oN J018UIP100) S)aLaE L
97Z'08% El (2 Yo uonewniopu| ouoiq Apuy ocot S9A JoyeSIUIWPY WalsAS 9
epuBNN L ¥/N v/N z y33] uonewopu| wesep N 6107 Y BfeusN S
EpueliiN ‘L /N v/N g Y23 uolzeuusoul Jopadg U uedep ST0T S9A Jojensiulwipy yiomian t
918'25$ [3 T Jeda |osuno) umoy SBWO] esS||3lA 0zoz sap 1oFeuen 221)0/|efajeled [3
v/N v/N T 12A3Q Allunwwe) 101ENSIUIWPY UMOL juesep S9A STOC S9A JopaJiq wawdojpasqg Alunwuwo) z
/N /N t |e8a |95uN0) UMoj. juesep ST0Z saA [95UN0J UMO] JuelSISSY T

suonisod pajey Alejes
oy WEESTRING G s UGG arsToEE USSR PRl SOl Sendvesdgn,  imeha @i

UondD>s3a qof

70 91Epdn 35E1

uondussaq qof




2407 3%eg

000'0vTS Penuo)y S uswIBaS Jo pleog usW3|3S Jo pleog IUe||IA o ¥/N oN +IOlRNSIUWPY UMOL 8
8TL'9ETS Ppenuo)y 5 a3ljod uswPI|ss Jo pieog 1mayid N ST0Z SAA #4310 3d|od L
00S'ZETS venuel S 3sueuy 101ENSIUILIPY UMOL JojAe] yoez (30174 sap «JoPalg a3ueu g
000°0€TS Penuoy s EYE USWP3JSS Jo pleog uos|aN ew S10Z sap WL ES 5
LLT'BTTS Penuo) 5 |ega1 Uaw3|3S Jo pieog Appog sajey) ST0Z sap «[35UN0D uMmo] ¥
000'96$ venuo) z 3sueuy Jopauq duBuY efjid sty 10T sap «131Nse34] UMO] £
185'88% 1enuo) 4 10393[|0) XL JOJELSIIWIPY UMOY, seiq Adia) v/N oN +10¥3|j0D xe] z
0002$ penuo) z adueuly JoP8lQ ULy umoug wo) 110¢ saA +JUEIUNODDY UMOL T
SUDIUSOd  BPRIY UE ,519813U0T UM saakojdiug
0z zes 2 € YyesH Jo paeog YHERH 2119Nd 10 1Ig 1ugewe) es SaA 0707 SIA YiIE3H 2|qNd JO JOPANA JURISISSY  BE
/N v/N € [ELX] 103RAISIUIIPY UMOL uesep stoz S9A Josiuadns adueuajuieyy Q€
fealoq °r 0z'2e$ g £ soueuy aapwwo) soueuly ezuepuoqy |ned 510z s3A Ldsheuy [epueuy  zg
|eatoq T 99°€€S paxen £ JaJnseal) 124nseal] umol eu2.134 1aUEl sapA sT0Z saj 12INSBSL) UMO] “ISSY  9€
/N /N £ a5ueUly JUEIUNO2IY UMO] wesep SOA 8102 SaA JUBIUNODDY UMOL "ISSY  SE
[irard=] 2 £ Jo1ue) [ewuy J103e.s|ulWpY UMOL sauAeH YRy sap ST0Z s9A 4200 [OHUO) [BWILY  bE
S0°TES paxen 4 Buipjing Jauoissiwwo) Buip|ing 1UBUEIN N 8107 s34 jopadsul BulIM £
57825 s z 191U3D I01U3S 10341 110 IS Ases1,0 sl ST0Z SIA 131U3) 10]UDS/I01BUIPIOO) UOlleYOdsURL  TE
v/N /N Z yaa] uoljelsiofuy 138eue || Juesep SBA B810T SaA ueiuysa) poddns ABojouyda) 1€
v/N v/N z 1013311 SaNy|de4 edep w/N oN UEIpoISN) f01U3G  OF
v/N v/N z 12490 Alunwwo) 40193410 *A3Q "WiWo) wesep sT0Z sap 1d dojaasq Ayunwiwo)/isienads "qeyay Ausdold 67
3474 7 T 131U3) JOIas 1oPaliqg 11D 101IUaS 1SN eJnet/uoswoy] aipiaq SIA 6102 SBA 1d 483U) Joluas/ioleulpioo) weidold  BZ
V/N /N 4 19490 Allunwwe) 10193410 *ASQ "WWoD) uesep /N oN 14/1d dojanaq Anunwwio)/ioleuipioo) weidord /7
S0Ze$ paxein 4 Suipjing 13uojssiuwwoD Sulpiing 1237 30§ 2107 san Jopadsuy sen/Suiquind 9z
a4 1 z 191U37 JoIuag 1oPaliq 11D Jouss SUIPISUOD Wiy STOZ sap 1d 481U 101UG/I01RUIPI0O] YIBBING ST
Sozes paxe z 51055355y “UIWpY JOSSassY 138y Apag ST0Z S3A 1013||0) BIRQ/IA) I74
/N v/N z $92.n0sBY UBLWINH J0Pang ¥H 0Z0ZWLY uonisod man uesep 070z sap 101BUIPIOO] S32UNOS3Y UBWINH €27
v8'S7$ ¥ z Y3je2H o pieog Y¥E3H 2119nd J0 ‘i salene] Yeuuey 6107 7 1d lopadsu| yyesH  zZ
[ Ta:14) 9 Z Y3jesH jo pleog YileaH aNqnd Jo "ig OdlJe|3 ueor 6102 SaA 14 Jopadsu| yajeay 1T
99°0€$ - E27CS a8uey 4 Ja1yd 3d110d aldnin L10Z S3A 1d Jaymredsig 0z
S02€$ paxe z Bulp|ing Jauolssiwuwio) Suipjing ojuld ojuag v/N oN Jopadsu| sen/Buiquinid Aindsg 6T
5028 paxey z Buiping Jauoissiwwo) Suipjing uos}a1u3 uyor v/N oN Jopadsu| Suuim Aindag 8T
£7°22% T z 191U Joluas 1012811 43D Joluas 3ulpisuo) IJaquy 610Z S3A 1d 491U3] 10]UBS/I0IBUIPIOO) $33JAUSS IUDID /T
£ IES paxeln z adljod 181Yd @dyog uSJoARQ SUURAl (31174 sap PIyDdod 01 1SSy 9T
£V'TES paxe T an4 2Iyo[a4 uslig,0 g|ned ST0C Sap BIYD 314 0] “1ssy ST
£2'2C T z Suip|ing Jauoissiwwo? Suipping 0350y edlssar sap 6107 sajp 14/1d 19210 wswsalojul Juuoz 1ssy 4T
433U3) Yinox 4019311 *130 YInoz 230-02 JuedeAp ST02 SIA 131U3) YINOA “JoPalIQ 155V £T
v/N v/N z 123ua) Joluss 10P31q 11D Joluas luesep sT0Z s34 101031 431U JOIUSS O 1SSy "UlWpy  ZT
£272$ T [4 |@duo] Jeunuy 430140 [04U0] [BLUY |oyos eyses SOA ST0T SIA J3DIHQ [04U0) [BWIUY “ISSY T
EVECS 4 T uawyajas Jojessiuiwpy umo] salld eua SSA 6T0T S3A JojeiISIulWpY UMO] 01 1SSy "Ulpy oT
99°0€$ g 4 uawajas J0IRLSIUILPY UMOL sapueusa4 zn 5102 sap 1012UIPIO0D SIDIAISS ‘UILIpY [3
.Mﬂ%m Kiejes sy @& ] JusuEdSq oyspoday [enpiaipu] o [ROLE] a

Jo 91epdq 3587

“Uondis3q qor




S3NSSI NV'1d Avd

QHO4TIN 40 NMOL




"SOIU[IGD 10 ddUBIISGXD ‘S|IDIS ‘93paIMoUd| dAID3JSSU

4131 ul saduaual)ip Jo ssajpip3a. seakojduis ussmiaq Apd uy sdxuasalfip sy
5,434 UBYM $1ND20 31 ‘UoIssaIduwIod AiD|Ds 10 3BDM SD 01 pa.iafou os|y
'JWN 49A0 SJOIASP DL NSS! UORDSUIGUIOD D S| UOISsAIGWIOD ADyd,,

"SIB9A BY3 JSAO PIIEGIIDEXD UDSQ

Ajuo sey 1ey3 we|qo.d ,uoissaidwod e Sunes.d ‘g ojul sepe.s

8 Wouj UMop pajeds sem paidope sem 1Byl ueld ay| -adeld
o3ui Ind sem ueld Aed 1se| 9Y3 9duIs sueak (9) XIs usaq sey 3| .

(SNLVLS
1INIFAND IHL SI LVHAM




‘Apn3s Jo} syauow

9 JO G POSU {JOPUSA 3SOOYD ‘3UI3S3],| UMO|
Aely Joj spdnJe $¢ Apnis pasu ¢ | /g anp 398png .

A|[eua93Ixa

PUE £jjeuJa1ul yroq saiinbaur aiow a3ea4d pue
A[3s0> 40w 11 jew Ajuo |im uonde Suikeq .

ue3A () suo 3ses)
3e je3 pjnom uoneyudwsjdw| aAnnadwod
soliefes pue sadem 3uideaad] ojul sAeld

eyl , J103oey Se|, oY) oziudodad 03 Juerdodwi St 3| .

GANIMFWILIHL 1NOTV LVHM




‘A13snpul 33eArud

ut Jo ‘saniedpiunw Jay3o ui uswiojdwa
10J > 00| 031 sd3ko|dwa 4o} uoneAROwW

9Q p|NOd dUO[e SIY| "9|qeIIASU| SBWO0I]
Anbau [euJaiul pue 3yJeW SY3 Yyum dais
J0O 1IN0, sWo29q suonisod ‘saipnis dipolsad
INOYUM — A3Inbaul [euaalul pue 1Bl -

(ANWIL
d3AO A3IN3ddVH SVH LVHM




"9WIIISAO0 J0J 3|qI3I|2 aJe Yroq
suiuesw 9dwax3-uou Sse palysse|d [|s e
J94nseaJ| SY3 SE |[9M SB 403D YH YL -

10323||0D)
XE| 9yl pPUB JUBIUNOIDY UMO| Y3 “YH Y3Im
9SBD 9Y3 S Se ‘Umo) ul suopisod ajqesedwod
MO[2q SOPEJS OM] PUE SJ03d3I(] J2IUDD)
UINoy g 49IUSD) JOIUDS SYI UBYY [9AI]

JOMO| B JB PIIJISSE[D S| JOUNSBII| UMO| 3Y ]

¢(AdNLS
1SV1 3IHL 40 SIDONINOISNOD
dHL 40 JWNOS THIM LVHM




:Buimol|o) a3 93¢ '3|nJ ay3 03 uondadxa ue si Inq

pad.Jojud Ajuen3au J0u s sy, *payIsse)d se uopntsod

(13

93 JOj k4 SY3 JO WNWIUIW 33 3q |[eYs S3ed SunJels
9y3,,—Spea.J SMeJAQ ay3 JO (| '§ UOIIDIS ‘UOHIPPE U|

. So3e. Auejes pue o3em a|qeainbs

PUE Jie} uleluew 03 AJBSS9D9U SWS2P I YdIYyMm

UOIOE AUB UMO| SU3 01 PUSWWOIDI pue’ "3NPaYds
AJejes pue a8em a3 Aj[enuue malAs,, 03 SMEJAQ

9Y3 JO {°7 UONDRG Ul padUeyd S| pJeOg [QUUOSID] Y[

(3104

S.AYVO4d FH.LSI LIVHM




2w
J9A0 saninbaul [euasul sys smay)s uonndaoxs yoeg .

"S9JEpIpURD

pOO3 19B4138 03 |[9A9| J2Yy31Y Ie 3Je3s O3 paisanbau
sJ9y10 Suowe uelpoisn?) ulp|ing “0333.41(]

YH 4Ysuoissiwwo) sulpjing Quady YieaH Juelsissy
2uady YiesH jo pJeog Yoidadsu| uipjing [ed0T -
"9AnRSdwWOod aJe saLiefes

JI9Y3 3By OS palyisse)d aJe A3yl moy ssed4Aq o3

WISY3 MO||. JBY3 SIDBIIUOD SARY S9940|dWd [BUDASS »

-‘WHYON
dHL 34V SNOI1d3DX3




"9UIl| 343 UMOp uonedni|

4O 3U9A3 3Y3 Ul saluedwod 15310.d 01 [00) JUBJPIXS UE 3q P[NOD pue
s1I2snydessel 03 anbjun s1 asussep UoEN[BAS-YSS BY | ("ME| BY3 Jopun
S|qE|IeAR SSIMISI0 S4B YdIym ‘sedewep paiepinbi) Joy s|qel Buieq woy
Ja4ojdwa ay3 3usAa.d ||Bs UBD 11 ING ‘WIED B O3 SSUDJSP SANBULIYJE UE
SE pasn 3q jJouued 31 ‘2dods pue |IBISP Ul S|GBUOSESI JOU S| UONBN[BAD
ay3 §|) uakojdwis aya jo azis aya uaAlg adods pue |eISp Ul B|qRUOSES.

S1 31 se 3uo) se udisap UMo sa4ojdws ayl Jo aq Aew UOREN|RAS

-J[SS SY | "ME| 3Y3 I3pUN SWIE|D O3 ISUSJOP SANBWILIIYE UE SE JBY) JDYO
ued s|enuaIayIp a3em paseq-1opusld Buneulw| spaemol ,ssaagoad
9|qeuOsea.,, SpeW Sey I Jey) IBJISUOWSP UBD PUE YIIey poos

ul saonoe.d Aed s11 jo uonenfeAs-Jas & pa3sjdwod ‘wiepd [e8s] ays jo
JUSWDUSWIWOD dY) 03 Jolid pue sJeak 9.y snojaaid ay3 ulynm ‘sey
B3 pUE 1D€ 33 U3pun uonde ue Jsurede Suipussp si Jeyl sakojdws uy

:Me Aunb3 Aey ssepy

SNOILVY3dISNOD ¥3H1O




‘Apnas ay3 4oy Suipuny Jo 3uoddns Japuly
JOU pP|NOM pue d3eJedas aue pIACY) oy
spuny a3eludoudde |je 3ey) paunsse sey o

Apnas sy jo Assadau aya stoddns

PUE UB|d 3US.44ND Sy3 O3 pa)e|aJ SINSS| pue

S3|Ne} 3Y3 S9ZIUSOD3. J01JUI(] DdUBUI{ Y|

-‘SNYIONOD/SNOILYYIAISNOD
d3dH10




/M3IAD. U0y sepuade auninj uo and
9q [|IM 31" "7 32134V JO ||B M3IADI O3 dwiil el
[IM 31 SE OM] JO JBIA IXSU Y3 JSAO JBY3 UO
>1OM 03 jI] pjnom S "deds Aed a3 a3ueyd
03 Ayumuoddo sya aq pjnod 31 pies uosiiieH
S "saeah oma ul ajeds Aed uopesuadwod sy
0O 3no paxew 2q [|IM sa3kojdws jo Aliolew

93 3eY3 Ino pajulod Uiy usadnel,,,

:$23NUIW ¢ | 0T Aaenuef Y3 wodq «

-*SNYIONODI/SNOILVYIAISNOD

daH1O




24n3ny Jeau ay3 ul IN0 SUiXew %78 JO [eI0]

J91e| 4B
SUO INO paxew 3q ||IM %g | [BUOIIPPE UY .

IX3U
J0 Je3£ SIY3 INO XBW [[IM %gE JOYIoUY

INO pPSXBW 3Je 4§ JO
€ ‘T SI9A9)| 3e saakojdwd 7 3]P1Iy JO %GT .

JUI2U0d S YH Y3 YySiy of .

-‘SNYIONOD/SNOILVYIAISNOD
daH1O




. QIeUYSIU SAIRISIUTIUPE UB I8 1031100
0} syueumsnipe Jeak-pru ‘os|y “Aimbaur Sunesio ‘Apuaioyip pajesyn ssakopduws joenuo)),,

.ASUS Ou yew sdo)s YY) pue owr) SUOJ B OO} — B[ sesesesens

.493pnq INo 10} P3IEPINO/QIRINOJBUT AI8 SUONEBILISSE[O qO[ “Parepino Soadsns
A3ojopoyew ‘sum jsef qol 100d & pip Aueduwrod ‘oreinooeur ST aInjonNns onayed,,

OSUQs
Aue oxeur 3 uop sdes ‘saakopdws Jo saLroSores [eorgoryr ‘swarqoid jo peLA,,

Juorssaxduiod gonwr 003 ‘padures-ax aq 03 Spasp,,

*ONIAVS PLATIHL IVHM




%v1T9C

%L1T9C

%S1C9C

%C1C9T

%C1T9C

%S1T°9C

%C1T9C

%E1T°9T

%SY'y %Sy v %y %Sy
T8OVEL  %ESSFL  VET90L %LIL'E  8EL'T6  WILE6I 168°68 v0OE'SL
%99V %99t %99V %99'v
69€°8CT  %8TSVL  8OLI0T %061°C  908°88  %TLE6I 190°98 S60°TL
%68V %88t %681 %68t
LS9TTL %9TSVL  18I°L6  %061°C  SS8V8  %bLE6I TETC8 988°89
%S %y1'S %El'S %y1'S
€691 %6TSVI  959°T6  %061°C  T0608  %TLE6I 10¥°8L 8L9°S9
%l1'S %Tr'S %Cy'S %l¥'S
LETTIL %LTSPT  0€1°88  %T61°€¢ 1S6'9L  %69€°61 1LSYL [L¥°T9
%CL’S %CL'S %CL'S %CL'S
8IS°GOT  %9TS¥T  TO9'€8  %I6T'E  866CL  %TLE6I IvL0L 19Z°6S
%L0'9 %L0'9 %L0°9 %L0°9
S08°66  %9TSVI  LLOGL  %T6L'E  LF0'69  %ILE6] 11699 £50°9S
6076 %STSYL  0SSYL  %I6I'E  S60°S9  %YLE6I 780°€9 142443
A Al I I |

SNOILISOd AAIIVIVS — I TNAAHIS NOLLVSNAJINOD

‘STHAAT

ddLS



L2050°0

200500

L00S0°0

¢10S0°0

650500

£9050°0

IZ1S0°0

60500

SNOILLISOd ALV ATINOH — ATNAAHIS NOILVSNAJINOD

ce1v00
10°¢¢
rer0oo
L'1e
ery0'0
I7°0¢
Ce9v0°0
cl6c
198¥0°0
£8°LC
601500
141
8¢rS0°0
§Cse

S6°¢C

¢0sT0

LO6YC0

Se6vC0

996¥C°0

£S6vC0

886vC°0

606¥C0

y10SC0

LOI¥00
evlie
LYTr00
61°0¢
9evy0°0
96'8¢
18910°0
eL’LT
698700
6v'9¢
91500
9Cce
L6€S0°0
0ve

6LCC

1A%T4

L1YC

81°¢C

61°CC

[AY4

1C0¢

tCol

£C8l

I

I

‘STHAHT

d4LS

a



21212021 Compensation Structures Require Firm Foundations

SHRMJ

BETTER WORKPLACES
BETTER WSRLD™

Compensation Structures Require Firm
Foundations

SHRM's benefits & pay manager reviews blueprint for monetary rewards

By Stephen Miller, CEBS
June 24, 2014

ORLANDO, FLA —An effective compensation system supports the organization’s business strategy. It's externally competitive, legally
compliant, compatible with the culture and appropriate for the workforce. Importantly, it's also perceived as fair, explained Bruce Elliott,
manager of compensation and benefits at the Society for Human Resource Management (SHRM), who led the 2014 SHRM Annual

Conference & Exposition's popular seminar on “Compensation Essentials” on June 22.

Elliott, whose past positions include senior director of global total rewards at Solera and director of compensation at Experian, provided a

wide-ranging overview of pay basics—and beyond.

Start with Philosophy

Although any compensation structure involves a multitude of moving parts, everything begins with the pay philosophy—a formal statement
that identifies how your organization views and manages pay, Elliott explained. It should be based on an awareness of your organization’s
mission, strategy and culture, workforce demographics, and external competitive considerations. One key point, for example, would be

whether the organization intends to pay at, below or above market rates.
Generally developed by HR in collaboration with the executive team, start by:
» Stating the goal of the compensation program.
« Defining the competitive market position of the organization.
» Determining how the organization plans to pay and reward based on business conditions, competition and ability to pay.

Developing a pay structure with grades, range spreads and bands is a challenging process under the best of circumstances, but a sound

philosophy provides the foundation on which everything else is built, Elliott noted.

Keeping Compliant

There are a myriad of pay laws at the federal level, and individual states—particularly California—often add their own layers of legislative

complexity. To keep compliant with various statutes, Elliott advised periodically auditing plans for sex and age discrimination, for instance.
Among HR professionals, many still stumble over applying the Fair Labor Standards Act (FLSA), Elliott said.

“If they are new to the field, they may lack the confidence and credibility to push back against managers eager to avoid paying overtime”

by misclassifying employees as exempt from the law.

https:/iwww.shrm.org/ResourcesAndTools/hr-topics/compensation/Pages/compensation-structures.aspx 1/3
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Since employers bear the burden of proof in FLSA suits and the level of damages can be frighteningly high, HR must not only make its case

but stand its ground, or put the organization at risk.

In particular, the administrative work exemption, in which an exempt worker’s primary duty must include the exercise of discretion and

independent judgment with respect to “matters of significance,” is a tripping point for managers and, often, HR as well, Elliott warned.

“Walk managers through the exemption tests” for professional and administrative positions, he recommended, and counter popular

misconceptions, such as the view that high compensation alone exempts an employee from overtime.

Communicate Effectively

The most misunderstood aspects of pay, Elliott observed, involve variable incentive plans and how they work.

“Employees ‘get’ salary and benefits, but not how their bonus works and how it is linked to performance. Communicating this is where most

companies fall down.”
Employees may also feel that they are owed a raise, frequently knocking on HR's door to ask, “Why isn’t my pay higher?”

The best response is to “show a direct line of sight from the job description back to the market,” Elliott advised. “You want to leave

employees feeling they’ve been awarded in an equitable way.” bt
£2
“g;'
If an employee is “red circled” at the top of their position’s pay range, with limited or no base salary increases available, explain that's what L%

happened. Incentive bonuses, equity grants (at public companies} and nonfinancial recognition might be appropriate, and employees can

be encouraged to strive to move forward by taking part in professional development opportunities.

But Elliott advised against allowing ad hoc exceptions that increase base pay for a red circled employee but not others at the top of their

pay range, as that could be seen as discriminatory and invite lawsuits.

Stephen Miller (mailto:smiller@shrm.org), CEBS, is an online editor/manager for SHRM. Follow him on Twitter @SHRMsmiller

(https.//twitter.com/SHRMsmiller).
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SHRM provides content as a service to its readers and members. It does not offer legal advice, and cannot guarantee the accuracy or suitability of its content for a particular

purpose.
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What is a compensation philosophy?
What should be included in a
compensation philosophy?

A compensation philosophy is simply a formal statement documenting the company's position about employee compensation. It explains
the "why" behind employee pay and creates a framework for consistency. Employers use their compensation philosophy to attract, retain

and motivate employees.

Compensation philosophies are typically developed by the human resources department in collaboration with the executive team. The
philosophy is based on many factors, including the company's financial position, the size of the organization, the industry, business
objectives, market salary information, the level of difficulty in finding qualified talent, and the unique circumstances of the business. The
compensation philosophy should be reviewed periodically and updated based on current factors affecting the business. For example,
market conditions may make it difficult to find qualified talent in a particular specialization, and an employer may need to pay a premium for
these candidates. If the employer's current compensation philosophy does not support this value, then the organization may need to

change its philosophy to meet its current needs.

A well-designed compensation philosophy supports the organization's strategic plan and initiatives, business goals, competitive outlook,

operating objectives, and compensation and total reward strategies.
Most compensation philosophies seek to:

« Identify the organization's pay programs and total reward strategies.

« Identify how the pay programs and strategies support the organization's business strategy, competitive outlook, operating
objectives and human capital needs.

« Attract people to join the organization.

« Motivate employees to perform at the best of their competencies, abilities and skill sets.

« Retain key talent and reward high-performing employees.

« Define the competitive market position of the organization in relation to base pay, variable compensation and benefits
opportunities.

« Define how the organization plans to pay and reward competitively, based on business conditions, competition and ability to pay.

« Ensure equal pay for equal work, with allowable pay differences based on factors not prohibited by law.
An effective compensation philosophy should pass the following quality test:

» Is the overall program equitable?

« Is the overall program defensible and perceived by employees as fair?

« Is the overall program fiscally sensitive?

¢ Are the programs included in the compensation philosophy and policy legally compliant?

« Can the organization effectively communicate the philosophy, policy and overall programs to employees?

« Are the programs the organization offers fair, competitive and in line with the compensation philosophy and policies?

While HR is clearly in the lead in developing an organization's compensation philosophy and policy, success lies in collaboration with the

leadership team to obtain valuable input, direction and buy-in.
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