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Audit Committee -1- September 24, 2012

CALL TO ORDER

DECLARATIONS OF (DIRECT OR INDIRECT) PECUNIARY INTEREST

MINUTES OF PREVIOUS MEETING

(a)  Draft Minutes of the May 7, 2012 Audit Committee meeting.

Recommend Adoption

APPROVAL OF THE AGENDA

DEPUTATIONS

MATTERS TO BE CONSIDERED

1. Report dated September 14, 2012 from the Director of Internal Audit re: Final
Audit Reports - Transportation & Works Department, Transit Division —
Mississauga Transit Tickets and Passes Audit; and Low Value Acquisitions
{LVA) Cheque Requisitions Transaction Review

Recommendation

That the report dated September 14, 2012 from the Director, Internal Audit with
respect to the final audit reports for the Transportation & Works Department,
Transit Division — Mississauga Transit Tickets and Passes Audit; and the Low
Value Acquisitions {LVA) Cheque Requisitions Transaction Review be received
for information

Recommend Receipt

2. Report dated September 12, 2012 from the Director of Internal Audit re: 2012
Internal Audit Work Plan Status Report

Recommendation

That the report dated September 12, 2012 from the Director, Internal Audit, with
respect to the status of the 2012 Internal Audit Work Plan be received for
information.

Recommend Receipt
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3. Report dated September 12, 2012 from the Commissioner of Corporate Services
and Treasurer re: Revised Salary Administration and Job Evaluation Policies

Recommendation

That the revised Salary Administration Policy #01-04-02 and Job Evaluation
Policy #01-01-04 attached as Appendix 1 and 3 to the Corporate Report dated
September 12, 2012 from the Commissioner of Corporate Services and
Treasurer, be approved.

Recommend Approval

CLOSED SESSION

(a)  Pursuant to the Municipal Act, Section 239. (3.1)
(1 The security of the property of the municipality or local board re:
Mississauga Spectator Arena Complex (Hershey Centre)
Update May 2012 Audit.
INQUIRIES

ADJOURNMENT




MISSISSAUGA

MINUTES

AUDIT COMM

3:01 AM

COUNCIL CHAME R,
300 CITY CENTRE DRIVE; MISE
hitp://wwiv. miss!

IC CENTRE,
TARIO L5B 3C1

iga.ca

Members Presen
Councillor Ji

lior Ron Starr, Watd 6

Absent

Mayor Hazel M ex officio)
Staff Present
Brenda R. Breault, Commissioner, Corporate Services and Treasurer
Paul Mitcham, Commissioner, Community Services

Sally Eng, Director, Internal Audit, City Manager's Office

Patricia Elliot-Spencer, Director of Finance

Mark Beauparlant, Manager of Financial Services

Kevin Travers, Partner, KPMG, external auditors

Crystal Greer, Director of Legislative Service and City Clerk

Carmela Radice, Legislative Coordinator, Office of the City Clerk



Audit Committee -1- May 7, 2012

CALL TQ ORDER-9:01 (Chair Mullin)

DECLARATIONS OF (DIRECT OR INDIRECT) PECUNIARY [INTEREST - Nil

MINUTES OF PREVIOUS MEETING

(a) Draft Minutes of the March 5, 2012 Audit Committee meeting.

Recommendation

AC-0004-2012

That the Audit Committee minutes of March 5, 201z pproved as presented.

Approved (R. Starr)
APPROVAL OF THE AGENDA

That the agenda be approved as presented.
Motion: Moved by: J. Tovey

Carried

DEPUTATIONS -Nil

1. D ector of Internal Audit re: Corporate

yith periodic updates to the Audit Committee on the status
progress. Councillor Starr asked if the Corporation is comparable to other
municipalities in the information technology industry. Shawn Slack, Director of
Information Technology responded by indicating that the City is leading or at par
and in some areas in need of improvements within the industry.
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Recommendation

AC-0005-2012
That the Information Security - Identity and Access Management Project,
approved as an assurance assignment (i.e. audit) under the 2011 Internal Audit
Work Plan on March 7, 2011, be switched to a consulting engagement with
periodic updates to the Audit Committee on the status and progress of the
engagement.

Approved (R. Starrn)

2. Report dated April 23, 2012 from the Director o
Investment Audit.

Sally Eng, Director of Internal Audit provi
Audit. ' ,

Recommendation

AC-00086-2012
That the report dated April 2

pril 25 2012 from the City Manager & Chief
egarding the status of outstanding audit recommendations
tion.

Received (J. Tovey)

4. Report dated April 25, 2012 from the Commissioner of Corporate Services and
Treasurer re: 2011 Audited Financial Statements.

Brenda Breault, Commissioner of Corporate Services and Treasurer provided an
overview of the 2011 Audited Financial Statements. Councillor Tovey posed a
guestion on the tangible capital assets. Ms. Breault responded by indicating that
the loss of tangible capital assets refers to one piece of property purchased in
2007 and was sold at the time for fair market value.



Audit Committee -3- May 7, 2012

Chair Mullin posed questions on the regulatory risks and uncertainties affecting
recovery or settlement in the consolidated financial statements and on the
Environment Canada’s new regulations on the PCBs. Kevin Travers, Partner,
KPMG, External Auditor responded by indicating that the comment is required to
be put in the financial statement for expected risks or uncertainties. The Ontario
Energy Board (OEB) decides how and when the regulatory accounts are
recovered and at what rate. As for the changes in the Legislation the PCB need
to be remediated. Janice Baker, City Manager and CAO ‘|nd|cated that
Enersource will be presenting their annual report to Council on May 23, 2012 and
questions can be asked at that time as well. Counci tarr inquired about the
trust funds. Ms. Breault indicated that she will inv and get back to the
Committee with further clarification.

Recommendation

AC-0008-2012
ty), City of

‘ Improvement Area
Streetsville Business Impro rsource Corporation be

received.

Received (R. Starr)

ommissioner of Corporate Services and
dings and Recommendations.

] 1ngs and recommendations. Chair Mullin
pported the report Councﬂlors Tovey and Fonseca

Recommendat:en

AC-0009-2012

That the 2011 External Audit Findings and Recommendations Report dated April
26, 2012 from the Commissioner of Corporate Services and Treasurer, which
includes the Audit Findings Report from KPMG for the fiscal year 2011 for the
City of Mississauga, be received for information.

Received (C. Fonseca)
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6. Memorandum dated April 30, 2012 from the Director of Culture Division re:
Culture Grant Policy.

There was no discussion regarding this matter.

Recommendation

AC-0010-2012
That the memorandum dated April 30, 2012 from the D
re: Culture Grant Policy, be received for information

for of Culture Division

Received (J.Tovey)

CLOSED SESSION

ittee moved

Recommiendation .

AC-0011-20
That the FinalAudit Report: Community Services Department, Recreation
Division — Mississauga Spectator Arena Complex (Hershey Centre) Management
Agreement Audit — Phase |, be received.

INQUIRIES -Nil

ADJOURNMENT-10:52 am
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DATE:

TO:

FROM:

- SUBJECT:

September 14, 2012 AUDIT COMMITTEE

SEP 2 £ 2012

Chair and Members of Audit Committee
Meeting Date: September 24, 2012

Sally P, Eng, CA, CMA
Director, Internal Audit

Final Audit Reports - Transportation & Works Department,
Transit Division — Mississauga Transit Tickets and Passes Audit;
and Low Value Acquisitions (LVA) Cheque Requisitions
Transaction Review

RECOMMENDATION:

BACKGROUND:

COMMENTS:

That the report dated September 14, 2012 from the Director, Internal
Audit with respect to the final audit reports for the Transportation &
Works Department, Transit Division — Mississauga Transit Tickets
and Passes Audit; and the Low Value Acquisitions (LVA) Cheque
Requisitions Transaction Review be received for information.

In accordance with the Terms of Reference for the Audit Committee
(By-law 0321-2010), the Committee is responsible for “reviewing
reports from the Director of Internal Audit identifying audit issues and
the steps to resolve them, [and] reviewing the adequacy of the
management responses to audit concerns, having regard to the risks
and the costs involved.”

Internal Audit has completed finalization of two audits, rbeing:
o Transportation & Works Department, Transit Division — |
Mississauga Transit Tickets and Passes Audit and
» Low Value Acquisitions (LVA) Cheque Requisitions
Transaction Review.



1(6)

Audit Committee

-2 September 14, 2012

FINANCIAL IMPACT:

CONCLUSION:

Audit report for the Transit Tickets and Passes Audit is separately
bound and is hereby submitted to the Audit Committee for
consideration.

Low Value Acquisitions (LVA’s) are defined in the Purchasing By-
law (By-law 0374-06) as an “Acquisition of Goods and/or Services
having a value of $5,000 or less”. The limit was increased to $10,000
in April 2012 (By-law 0065-2012).

LVA’s could be paid via cheque requisitions or transacted through
procurement cards. The procurement card program has undergone
some major changes in recent months and the transactions are
currently being monitored by Corporate Financial Services. The LVA
Transaction Review completed by Internal Audit focussed on
tfransactions that were processed through cheque requisitions.

A sample of LVA transactions processed via cheque requisitions for
the 18 month period from January 2011 to June 2012 was selected for
review from the total population of 12,830 transactions (worth over
$7.8 million). A separately bound audit report is not issued for this
transaction review as majority of the issues identified, based on the
audit work performed, were procedural in nature.

Two audit recommendations have been made to Management to
review and enhance the monitoring and fraining programs for the LVA
process to reinforce the importance of complying with the Purchasing
By-law and Corporate Policies and Procedures; as well as the
procedural requirements, including clarification of the forms used for
request for payments; proper accourt assignments; and receipt and
retention of insurance and WSIB certificates where required.
Management has concurred with both recommendations.

None

The final audit reports for Transportation & Works Department,
Transit Division — Mississauga Transit Tickets and Passes Audit and
Low Value Acquisitions (LVA) Cheque Requisitions Transaction
Review are now complete and are submitted for consideration by the
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Direcfor, Internal Audit

Prepared By: Sally P. Eng, CA, CMA
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DATE:

TO:

FROM:

SUBJECT:

| AUDIT COMMITTEE
September 12, 2012 | SEP 2 42012

Chair and Members of Audit Committee
Meeting Date: September 24, 2012

Sally P, Eng, CA, CMA
Director, Internal Audit

2012 Internal Audit Work Plan Status Report

RECOMMENDATION:

That the report dated September 12, 2012 from the Director, Internal
Audit, with respect to the status of the 2012 Internal Audit Work Plan
be received for information.

REPORT
HIGHLIGHTS:

o All projects on the 2012 Internal Audit Work Plan have been
completed or are in various stages of progression, with the
exception of the Recreation & Parks - Marina Audit.
Commencement of this Audit was delayed due to other priorities.
It is now scheduled to be done in 2013 during the operating season
of the Marina. '

» 16% of available audit staff time was spent on providing advisory
services. The number of requests continues to rise as Internal
Audit continues to work collaboratively with management.

* A number of initiatives are underway as part of the continuous
improvement program to enhance the efficiency and effectiveness
of the audit process and audit management.

BACKGROUND:

The Internal Audit Charter (By-law 0240-2004) charges the

Director, Internal Audit with the responsibility to develop and

submit an annual audit work plan to the Audit Committee for review
and approval and to provide periodic updates to the Committee on the
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COMMENTS:

status of the work plaﬁ.

A three year Internal Audit Work Plan for 2010 to 2012 was originally
presented to the Audit Committee on May 10, 2010 with amendments
approved at subsequent Committee meetings to reflect changes in
priorities. This report provides the status of the audits planned for
2012 and shows the consultative projects and other initiatives which
Internal Audit has undertaken during the period of January to August
2012.

The 2012 Internal Audit Work Plan is being executed as anticipated
with one exception. Appendix 1 to this report details the status of
each project as of August 2012.

Assurance Projects (Audits)

Of the 15 audits approved by the Audit Committee on March 5, 2012
and listed on Appendix 1, :

e Six {6) have been completed;

e Reports for the Parking Revenue and Purchasing (Medium
Value Acquisitions) Audits are being drafted and are expected
to be presented at the November Audit Committee meeting;

¢ Planning for the Audits on Payroli - Library Union Staff and
Hershey Centre Phase 2 is currently underway, and research
relating to Risk Management principles and practices is in
progress;

e The Pay and Display and I'T Hardware Inventory Audits are
expected to commence in the Fall; and

» The consulting engagement on sclected IT initiatives in
relation to identity and access management continues.

Due to other priorities and additional time required relating to the
Hershey Centre Phase 1 Audit, commencement of the Recreation &
Parks — Marina Audit was delayed. As the ideal time for conducting
this audit is when the Marina is in operation, the project will be
deferred till 2013 to coincide with the operating season of the Marina.



Audit Committee

-3- September 12, 2012

FINANCIAL IMPACT:

CONCLUSION:

Consultative Services

The number of requests for consultative services continues to rise as
Internal Audit continues to promote a proactive and collaborative
approach in working with management. As of August 2012, 16% of
available audit staff time (total hours less leave of absence, vacation
and sick time) was spent on providing advice and feedback to staff and
management. This also includes relaying to staff any discussion
papers, publications, professional standards or industry best practices
that are relevant in addressing existing and emerging issues or risks
which may affect the City, especially in the area of information
technology.

Continuous Improvement and Staff Development

Internal Audit has completed the self assessment portion of the
Quality Assessment Review required by the Professional Standards of
the Institute of Internal Auditors. The external validation portion of
the Review is planned for the Fall once an independent reviewer is
engaged.

Work regarding automation of audit processes and administration
continues. Further research and review, including discussion with
counterparts in other municipalities, will be done as time permits.

In an effort to maintain an audit team with versatile skills to provide
value to the City, staff have attended courses, seminars and webinars
to further enhance their knowledge and skills related to internal
auditing, technology and general management principles. Materials
are also acquired to encourage seli-learning where appropriate.

None

Status of the 2012 projects included in the Internal Audit Work Plan is
summarized in Appendix 1 to this report. The Work Plan is being
executed as anticipated but commencement of the Recreation & Parks
— Marina Audit has been delayed and is now scheduled to be done in
2013 during the operating season of the Marina. Consulting services
are provided on an ongoing basis to enhance controls and mitigate

2(b)
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risks and to improve City’s operations. A number of activities are also
conducted as part of the initiative to continuously improve the
efﬁciéncy and effectiveness of the audit process; to foster
collaboration with City staff and counterparts in other municipalities;
as well as to maintain an audit team with versatile skills.

ATTACHMENT: Appendix 1: 2012 Internal Audit Work Plan Status Reports as of
August 2012
=
Y IEpZCATCMA_\

Diregtof, Internal Audit

Prepared By: Sally P. Eng. Director, Internal Audit



2012 Internal Audit Work Status Report

Appendix 1

As of August 2012
A. AUDITS
AUDIT I _STATUS | _____COMMENTS
REVENUE AND CASH HANDLING T SRR T T S B s

1 | Cash Receipt Forms Completed Report was presented at March Auth Commlttee Meetrng

2 | 2011 Investment Completed Report was presented at May Audit Committee Meeting.

3 | Transit Coin Room Completed Report was presented at March Audit Committee Meeting:

4 | Transit Revenue — Tickets, Passes Completed Report to be presented at September Audit Committee Meeting.
5 | Parking Revenue Draft Report | Currently in the process of preparing the audit report and action

plan.

6 | Pay and Display To Commence | This audit is expected to commence in the Fall.

7 | Recreation & Parks - Marinas Deferred The ideal time for conducting this audit is when the Marina is in
operation. Due to other priorities, commencement of the audit was
delayed this year. It is now scheduled to be done to coincide with
the operating season of the Marina in 2013.

PURCHASING, PAYMENTS, PAYROLL . T A e e T R

8 | Purchasing - Medium Value Acquisitions Draft Report Currently in the process of preparmg the audrt report and action
plan.

9 | Purchasing - Low Value Acquisitions Completed Report to be presented at September Audit Committee Meeting.

(continuous auditing)
10 | Payroll — Lrbrary Umon Planning Planmng for thls audlt is currently underway
CONTRACTS .'::.::'..:'.: .......... e e
11 | Hershey Centre Phase 1 Completed Report was presented at the May Audrt Commrttee Meetmg
12 | Hershey Centre — Phase 2 Planning Planning is underway for Phase 2 of the audit which will focus on
event revenue. Internal Audit is also providing assistance to staff in
the Community Services Department in implementing the
recommendations from Phase 1 of the Audit and in reviewing cash
handhng,r procedures at the Hershey Centre and SportZone
INFORMATION TECHNOLOGY. - 5 coiio i i i i e
13 | Identity and Access Management Ongoing At the May 7 2012 meetmg, the Audn: Comrmttee approved that

this audit be switched to a consulting engagement with periodic

(4



Appendix 1 (‘I\\)
2012 Internal Audit Work Status Report o,
As of August 2012 '

AUDIT STATUS COMMENTS

update to the Committee on the status and progress of the
engagement. The consulting engagement includes participation in
three IT initiatives i.e. Security Access Form Business Process
Review and Re-Engineering; IT Security and Risk Management;
and Tdentity and Password Management Application.

Work continues in this area through attendance of Steering
Committee and Project Team meetings as required; review of
relevant documentation; and discussion of specific issues or risks
perceived. Where appropriate, information regarding professional/
industry standards and best practices are brought to the attention of
the Project Team for their consideration.

14 | IT Hardware Inventory and Wireless To Commence | This audit is expected to commence in the Fall.
Devmes

15 Rtsk Managernent (overv1ew of the In progress Research into risk management prmc1ples and best practlces is
function for future audit planning _ currently underway.
purposes)

B. OTHER PROJECTS

- PROJECT | STATUS | COI\’[MENTS
CAUDIT RELATED - LB TR R S TR TS R T e
1 | Corporate Risk Assessment In progress Corporate RlSk Assessment is cenducted every 3 years (w1th annual
refresh) where Management is requested to assess the risks that are
inherent in their normal course of conducting business. Results of
the assessment will be used to develop the Internal Audit work plan
for 2013 to 2015. Internal Audit is partnering with the Project
Management Support Office and the Risk Management Office to
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2012 Internal Audit Work Status Report
‘As of August 2012

PROJECT

STATUS

COMMENTS

refine the risk factors used in the previous Assessment and to
expand on the application of these factors for project management
and corporate business planning.

Audit Recommendations Follow Up

Completed for
May.

In Progress for
November.

Follow up of outstanding audit recommendations are done twice a
year to ensure that audit recommendations have been implemented
and/or the issues identified in the previous audits have been
resolved.

The first follow up was completed and presented at the May Audit
Committee Meeting. Result of the second follow up will be

_ | presented to the Committee at the November Meeting.

3

Central Agreement Tracking System

In Pro.gress” T

to determine how City agreements can be tracked to enable quick
and easy access and to gain a complete understanding of
commitments that the City has with outside parties.

TT Network

As required

An assessment of the City’s Network System was recently
completed by an external consultant and IT staff are in the process
of reviewing the solution recommended. Internal Audit will
continue to work with IT staff and provide advisory services to the
IT Network Team as required.

Ongoing consultation as requested by

Management.

Ongoing

These are consulting services aimed at providing management with
proactive advice to enhance controls and mitigate risks and to
improve City operations. Some of the requests completed to date
included review of .

New and amended Corporate Policies and Procedures
Amendments to the Purchasing By-law

Draft contract and contract extension

Compliance with Payment Card Industry

Pz
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2012 Internal Audit Work Status Report
As of August 2012

PROJECT

STATUS

COMMENTS

¢ Procurement Card Audit Process
¢ Changes to various business processes and cash handling

procedures

6

External Quality Assurance

In Progress

monitor and assess the overall effectiveness of the internal audit
activities. Such a review is required once every five years and is
conducted by a qualified, independent reviewer or review team from
outside the City.

The self assessment porfion of the Quality Assessment Program was
completed by one of the Senior Auditors. The external review is
expected to take place in the Fall when the independent reviewer is
engaged.

This is a requjremeht of the Institute of Internal Auditors (ITA) to

Divisional Procedural Manual Update

Completed

Four (4) updates have been made this year to the Internal Audit
Procedural Manual to clarify and reflect current practices of the
Internal Audit Division to provide consistent direction and guidance
to Audit Staff in performing their duties. -

Audit Management and Working Paper
Software Research

In progress

Preliminary work has been done to research best practices and
automated systems for managing internal audit activities including
preparation of audit work plan and documentation of audit work.
Further review including discussions with and visits to other
municipalities will be conducted as time permits.

Professional Development

Ongoing

Professional development opportunities are provided to Audit Staff
through seminars, workshops, webinars and materials acquired for
the Internal Audit Library. Some of the topics included risk
management; control environment; audit management; I'T
governance; fraud; interviewing techniques; and cloud computing.

Internal Audit staff will also participate in the Fall Workshop of the

bz



2012 Internal Audit Work Status Report

Appendix 1

As of August 2012

PROJECT

STATUS

COMMENTS

Municipal Internal Auditors’ Association (MIAA) and network with
internal auditors from various municipalities.

10 | “Marketing” of Internal Audit

Completed

Internal Audit participated in the Show Case of the City Manager’s
Leadership Conference.

Assistance was also given to the MIAA in developing a new web
site to enhance the web presence of the Association.

File: AC\2012\2012 Work Plan Status Report Appendix 1 —Sept 5, 2012

e
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DATE: September 12, 2012 AUDIT COMMITTEE
SEP 2 42017
TO: Chair and Members of Audit Committee
Meeting Date: September 24, 2012
FROM: Brenda B. Breault, MBA, CMA
Commissioner of Corporate Services and Treasurer
SUBJECT: Revised Salary Administration and Job Evaluation Policies
RECOMMENDATION: That the revised Salary Administration Policy #01-04-02 and Job
' Evaluation Policy #01-01-04 attached as Appendix 1 and 3 to the
Corporate Report dated September 12, 2012 from the Commissioner
of Corporate Services and Treasurer, be approved.
REPORT Revisions are being proposed to the following compensation related
HIGHLIGHTS: policies:

1. Salary Administration Policy

e Designating department heads authority to approve specific
compensation decisions.

* Establishing a minimum supervisory salary differential.

o Clearly differentiating contract and permanent employee pay
adjustment provisions.

¢ Amending performance management administrative practices
related to disability.

2. Job Evaluation Policy _

e Streamlining job evaluation administration process

*  Ensuring regular maintenance and review of all City jobs

» Improving job classification controls.
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BACKGROUND: The revised Salary Administration and Job Evaluation Policies and
related change recommendations have resulted from of business
process reviews conducted by the Human Resources Division. These
business process reviews involved study of compensation
management “best practices”, benchmarking with other organizations
and gathering input through focus groups with stakeholders. The
reviews were conducted with the assistance of an extemnal
compensation management consultant.

PRESENT STATUS: Within City budgetary limits, the objectives of these compensation
related policies are to:

e  Attract, retain and motivate competent staff.
e Treat employees fairly and equitably.

¢ Ensure consistent administration of salaries.
e Ensure City compliance with legislation.

The City’s Salary Administration and Job Evaluation Policies have
been revised in an effort to create compensation management policies
that better support the Corporation in meeting demands of the current
business environment. The revised policies are attached as Appendix
1 — Salary Administration Policy and Appendix 3 — Job Evaluation
Policy. The recommended policy revisions have gone through the
Corporation’s standard policy review process and have been approved
by the City’s Leadership Team. Charts which outline the policy
changes are attached as Appendix 2 (Salary Administration Policy)
and Appendix 4 (Job Evaluation Policy).

COMMENTS:

Recommended Salary The revised Salary Administration Policy includes changes that

Administration Policy = improve overall process controls and administrative efficiency; and

Changes enable the Corporation to more effectively respond to compensation
related issues.

The Human Resources Division recommends Salary Administration
Policy changes in the following areas:
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Designating Department Head Authority To Approve Specific
Compensation Decisions

This revision involves removing some of the detailed terms and
conditions in the current policy and replacing them with language
that provides department heads, in consultation with their Human
Resources Business Partner Managers, with discretion and
flexibility to approve compensation adjustments of up to 5%
within established salary ranges.

Department heads will be designed the authority to approve
compensation adjustments of up to 5% within established salary
ranges to address specific compensation issues currently arising
within their departments including;:

» Addressing salary compression and supervisory differential
1ssues

e Critical staff retention

¢ Incenting staff to take on additional duties and responsibilities

This policy change enables departments to respond more quickly
to emerging compensation issues affecting their businesses and
also reduces the strain on corporate compensation resources.

Establishing a Minimum Supervisory Salary Differential

The City’s current supervisory salary differential policy language
states: “A supervisor’s salary may be adjusted up to 5% in order
to achieve an appropriate differential”. This language is
ambiguous and neither consistently interpreted nor applied across
the Corporation.

In the interests of fa:imcss/equity and as a measure to relieve
salary compression pressures it is proposed that a 5% supervisory
salary differential be incorporated into City policy.

Ab)
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Clearly Differentiating Contract and Permanent Employee
Pay Adjustment Provisions

In 2009, the Ontario Legislature passed the Employment
Standards Amendment Act to ensure temporary employees are

. being treated fairly. An implication of these amendments is

increased risk of contract staff claiming entitlement to the full
benefits of permanent employment should contract and permanent
terms of employment in the workplace appear substantively the
same.

Currently contract employees at the City simultaneously receive
any economic adjustments approved by City Council for
permanent staff. This includes contract employees who may have
only recently commenced their contract assignment.

This policy change will remove eligibility references for contract
employees relating to Economic Adjustment and PMP rewards
approved for permanent staff. This change is intended to reduce
the risk by more clearly differentiating terms of employment for
contract and permanent staff employed at the City.

Legal staff has provided the Human Resources Division with an
opinion which supports separating contract employees from the
permanent employee programs for the general Economic
Adjustment increase and recognition under the Performance
Management Program.

It is proposed that salary increases for contract employees are
reviewed, negotiated and granted at contract renewal and not
linked to compensation management processes designed for
permanent employees.

Amending Performance Management Administrative
Practices Related to Disability

The current salary administration policy does not require
employees on modified duties for an extended period (i.e. greater
than one year) to have performance appraisals based on a
performance agreement which documents performance
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Recommended Job
Evaluation Policy
Changes

expectations in their modified job. Instead, these employees
receive a performance rating equivalent to the most recent
performance rating received in their regular job.

The Human Resources Division proposes a policy change which
requires development of a new performance agreement for
employees on modified duties and rehabilitative employment
based on the job duties they are currently performing.

The benefits of this policy change include:

¢ Managers will be able to properly assess performance of
employees on modified work based on their actual current job
duties.

o This change will support City compliance with the AODA
(Accessibility for Ontarians with Disabilities Act) legislation.
The AODA legislation requires a performance appraisal
process take into account the accessibility needs of employees

- with disabilities, incorporating any individual accommodation
plans.

The revised Job Evaluation (JE) policy includes houseckeeping and
administrative changes that will improve overall process controls and
administrative efficiency; and are specifically designed to support the
implementation of three following job evaluation administration
changes: '

1. Streamlining Job Evaluation (JE) Administration Process

The legacy Job Evaluation Committee involved significant City
resources and administrative overhead with a staff committee of
12 employees. A new Streamlined Human Resources managed
process will consume less staff resources and involve only two
steps:

Employee Interview - This interview would include the employee
(or representative in the case of multi-incumbent positions), their
Manager, a HR representative from the department and a
Compensation staff member. The interview/discussion would
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FINANCIAL IMPACT:

focus on achieving common understanding of, and agreement on
job functions, responsibilities, and requirements.

Job Evaluation - The position would then be evaluated by
Compensation staff.

Note: An external Compensation Consultant would be used to
evaluate all Human Resources Division jobs and Director and
above level jobs.

2. Ensuring Regular JE Review of Jobs

In the past, jobs were only brought forward for JE review when a
job was newly created or it was felt that job responsibilities had
changed to the extent that an upgrade might be justified.

The new JE maintenance process will be proactive, with all jobs
reviewed on a regular cyclical basis to reflect any changes that
may have occurred.

3. Improving Job Title Consistency

A review of “best practices” identified improving “job title
consistency” as an opportunity to enhance the Corporation’s
human resource and compensation management practices.

Consistent job titles are an essential part of a rational and
defendable compensation management program. It is fundamental
that a consistent job title apply to all jobs that entail similar duties
and responsibilities wherever they may be found in the
Corporation.

This job title standardization process will take place over the next
few years and will be built into the regular JE maintenance
process.

There is no {inancial impact associated with the recommended policy
changes other than the proposal to implement a minimum 5% pay
differential between supervisors/managers and their highest paid direct
report. It is proposed that this change be phased in over the next two
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CONCLUSION:

ATTACHMENTS:

years based on semi-annual salary adjustments to those staff impacted.
The estimated cost of this over the next 2 years based on existing staff
1s about $92,000.

The recommended Salary Administration Policy changes have been
designed to position the Corporation to more quickly respond to and
manage compensation issues arising from current business needs
while maintaining the City’s salary administration objectives,
principles, integrity and standards.

A moratorium on job evaluation was established while the
Corporation’s compensation policies were under review. The
moratorium will be lifted on January 1, 2013; subsequently we are
recommending that the recommended policy changes take effect
January 1, 2013.

Appendix 1: Revised Salary Administration Policy #01-04-02
Appendix 2: Salary Administration Policy Comparison Chart
Appendix 3: Revised Job Evaluation Policy #01-01-04
Appendix 4:  Job Evaluation Policy Comparison Chart

(&a’a ?M/_—

Brenda R. Breault, CMA MBA
Commissioner of Corperate Services and Treasurer

Prepared By: Stephen Chan, Manager Strategic Total Rewards
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TAB:

SECTION:

SUBJECT:

HUMAN RESOURCES
COMPENSATION

SALARY ADMINISTRATION

POLICY STATEMENT

PURPOSE

SCOPE

The City of Mississauga strives for consistency in the application
of wage adjustments. An employee’s ‘salary may be increased,
decreased, or frozen as a _resﬁlt of one or more of the reasons
detailed in this policy. -

This policy identifies the terms and conditions under which salary
changes may be enacted, dnd outlines how salary increases and
decreases are calculated and processed.

All pennahent, full-time, salaried non-union employees are
covered by this policy.

Wages for temporary non-union employees are established at time

of hire or contract rencwal by the hiring department, in
consultation with the departmental Human Resources Business
Partner Manager.

Part-time non-union wage rate schedules are established by

- Corporate Human Resources based on annual market review.

ADMINISTRATION |

Union employees should refer to the terms of their particular

collective agreement.

This policy is administered by the departmental Human
Resources Business Partner Managers, who are responsible for
ensuring compliance at a departmental level. The Director of
Human Resources is responsible for reviewing this policy on a
regular basis to ensure consistency and adherence to legislated
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requirements and to monitor for compliance and consistency.

Documentation Departmental Human Resources staff are responsible for ensuring
that applicable documentation for all salary changes is included in
the employee’s corporate file.  The departmental Human
Resources Business Partner Manager is responsible for
documenting the basis upon which any salary change is
determined and ensuring the' rationale is included in the
employee’s corporate file. -

REASONS FOR SALARY ADJUSTMENTS

Employees’ salaries may be increased, decreased, or frozen as a

result of: :

1- Market Rate Reviews (page 2)

2 - Economic Adjustments (page 3)

3 - Performanee Increases (pages 3 - 6)

4 - Permanent Transfers (pages 6 - 8)

5 - Temporary Transfers (pages 8-9)
~ 6 - Job Evaluations (pages 9 - 10)

7 - Critical Hires (page 10)

8 - Supervisory Differentials (page 10}

9 - Additional Duties and Responsibilities (pages 11- 12}
- 10 - Under-fill Situations (pages 12 - 13)

11- Critical Retention Adjustments (page 13)

1. MARKET RATE REVIEWS

o Market rates are monitored and reviewed by Compensation &
‘Benefits on an ongoing basis. The salaries of appropriate
municipal and regional governments which are comparable to the
City of Mississauga, as well as other public sector and/or private
sector organizations will be included in the review.

2. ECONOMIC ADJUSTMENT
Definition An economic adjustment is a common percentage salary increase
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Eligibility

Calculation

which is typically applied to the Corporation's salary structure,
which may affect all permanent employees, including permanent,
part-time employees. Economic adjustments may be apphed to
seasonal and/or temporary part-time salaries.

Economic adjustments rates are established by Council, and

reflect the- external labour market and economic conditions.

Economic adjustments are paid-to eligible employees who are

employed on the effective date of the increase as adopted by

Council and, if the pay increase is granted on a retroactive basis,

to: L

e cligible employees who retired during the period of time
covered by the increasé; -

o the estates of all deceased persons who were eligible and
employed during the period of time covered by the increase;
and _

» cligible employees-who have performed at an acceptable level
as determined by the Divisienal Director.

thployees are eligible for an economic adjustment provided their
salary has not been frozen, or “red-circled”, at a rate higher than

~ the maximum salary for their job grade. Red-circled salaries will

remain unchanged until they are within the range of the grade.

- Once an economic adjustment has been established by Council,

Compensation & Benefits initiates the applicable salary change

for all eligible employees.

3. PERFORMANCE INCREASES

Definition

A performance increase is an increase in salary to reward the
employee’s performance, and is based on a performance
appraisal. Employees whose salaries are at the maximum of their
salary range, and employees whose salaries have been frozen, are
not eligible for performance increases.
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Performance Appraisal

Annual Consideration of
PMP Rewards

Performance Increase
Funding/Allocation

Performance Lump-Sum
Payment

A performance appraisal is an assessment of the employee’s
performance over a calendar year, while actively at work.

Extended periods (over one year) of rehabilitative employment or
modified duties are subject to a new performance appraisal, based
on a new agreement. The performance appraisal process will take
into account the accessibility needs of employees with
disabilities, incorporating any individual accommodation plans.

On an annual basis, the City of Mississauga’s Leadership Team
(LT) reviews the current economic climate, the budget situation
and market data to determine a possible Performance
Management Process (PMP) reward schedule. Any potential
PMP reward decisions by the Leadership Team are not available
until the current year’s budget is approved by Council. This
process occurs on an annual basis and does not guarantee a PMP
payment or reward. '

Funding for performance increases and lump-sum payments is
determined annually through the budget process. The Leadership
Team reviews the resulis of the performance appraisals for all
staff and, if there are available funds, determines how the funds
will be allocated. Eligible employees will receive performance
increases or lump-sum payments, based upon their performance
appraisal results, the Leadership Team’s allocation schedule, and

the rules for calculating a performance increase or lump-sum

payment as established by this policy.

A performance lump-sum payment is a one-time lump-sum
payment made only to high-performance employees, as noted in
their performance appraisals; and

e whose salaries are at the maximum of their salary range; or

e whose salaries are frozen above the maximum of their salary -

3G)
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Calculation of Individual
Performance Increase/
Lump-Sum Payment

Performance Increase for
Transferred Employee

Tange; or

e whose performance increase results in a salary exceeding the
maximum for the salary range. (In this case, the employee
receives a salary increase to the maximum of the salary range;
the remaining increase is paid as a performance lump-sum
payment, which may not exceed the maximum lump-sum
payment allowable.)

In the event of a lump sum payment being offered, employees
may be given the option of converting all or part of their

'performance lump-sum payment to equivalent time off with pay

in full-day increments. If the employee elects to take time off
with pay, the time off must be taken prior to the end of the
calendar year in which it was awarded, and cannot be carried over
to the following year. '

All employees are given a performance appraisal in January for
the previous performance year (i.e. the calendar year, January -
December). Any approved performance increase or lump-sum
p'ayment is based on this appraisal, and is applied to employees’
salaries on a common salary adjustment date. An employee on

probation whose probationary period will end after the common

salary adjustment date will receive his or her performance
increase upon successful completion of the probationary period.
The performance increase in this case will be effective as of the
common salary adjustment date. Refer to Corporate Policy and
Procedure - Human Resources - Probation for more information
on probationary periods.

Employees who are transferred, on either a permanent or
temporary basis, during the performance year will be given a
performance appraisal on transfer, for the period worked between
January and the date of transfer, as well as a performance
appraisal in January, for the period worked from the date of
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transfer to December 31. Their final performance rating, for
reward purposes, will be a weighted average of the two ratings.
The performance increase or lump-sum payment will be
calculated using the employee’s current salary and applied to the
employee’s current department at the time of any increase being
awarded. '

Performance Increase if Any employee performance increase or lump-sum payment will

Employee Not Actively at  be pro-rated to reflect the actual number of months worked in the

Work for Full Year performance year if the employee was hired during the
performance year, or was absent due to long-term disability or an
unpaid leave of absence in excess of two months during the
performance year. For pro-rating purposes, an employee who has
commenced work on or before the 15" of the month will be
credited with a full month of service.

An employee’s performance increase or lump-sum payment will
not be pro-rated due to any period of absence during the
performance year as a result of vacation, short-term disability, a
pregnancy leave, a parental leave, an assisted education leave, an
unpaid personal leave of absence of two months or less, any paid

* leave of absence, or any period of performing modified duties or
rehabilitative employment. In these cases, the employee will
recéive the ful] increase resulting from his or her performance
appraisal.

4. PERMANENT TRANSFERS
Definition : A permanent transfer includes:
e promotion,
o lateral transfer;
e lower-grade transfer;
e demotion; and
e redeployment.
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Promotion

Permanent 1.ateral Transfer

Permanent Lower-Grade
Transfer '

Demotion =

All salary changes as a result of a permanent transfer must be
approved by the department head or designated director.

A promotion occurs when an employee accepts a new, permanent
position at a higher salary grade than that previously held. A
promotion warrants an increase of up to 10%, based on the
employee’s experience, knowledge, skills, and education. There
must also be internal equity within the employee’s peer group,
department, and comparable work groups. The increase may be
higher than 10% only if required to bring the employee to the
minimum of the salary range or, to provide the appropriate
supervisory differential.

A permanent lateral transfer occurs when an employee accepts a
new, permanent position at the same salary grade as that
previously held. On an exception basis, department heads may
authorize up to a 5% salary increase within the salary range.

A lower-grade transfer occurs when an employee voluntarily
requests and accepts a new, permanent position at a lower salary
grade than that previously held. The employee’s salary for the

new position will be either the maximum salary for the new

grade, or the employee’s current salary, whichever is less. A
permanent lower-grade transfer may result in a decrease in salary.

An employee's inability to perform the duties of their position

‘may result in a demotion. A demotion will take place only atter

the employee has been coached and provided with an opportunity
to obtain the skills necessary to perform at the level required for
the position. The manager/supervisor must consult with the
Director of Human Resources or his/her designate and obtain the
approval of the department head and the City Manager prior to an
employee being demoted. The employee's salary for the new
position will be either the maximum salary for the new grade, or
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the employee's current salary, whichever is less. A demotion may
result in a decrease in salary.

Redeployment Redeployment occurs when an employee’s position no longer
exists, and the employee is transferred to another position at the
same or lower grade. Employees will not be redeployed to
positions at a higher grade. Redeployment to a position at the
same grade is considered a lateral transfer. Redeployment will
take into account the accessibility needs of any employee with a
disability, incorporating any individual accommodation plan.

Redeployment to a position at a lower grade warrants no increase
in salary, If the employee’s salary is higher than the maximum
for the new, lower job grade, the employee’s salary will be
determined on a case-by-case basis. '

5. TEMPORARY TRANSFERS :

A temporary transfer includes:

0 an acting assignment;

. -a secondment; or

e a-career development assignment.

Notes:  Refer to Corporate Policy and Procedure - Human
Resourées - Temporary Transfers for definitions of
these terms and information on the process for filling
- positions on a temporary transfer basis.

Temporary ftransfers will take into account the
accessibility needs of any employee with a disability,
incorporating any individual accommodation plan.

An employee who is temporarily transferred will receive a salary
increase, if warranted, for the duration of the assignment only
when the assignment will continue for a period of more than 30
consecutive calendar days. Any increase will be determined on
the same basis as a permanent transfer. On returning to regular
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6. JOB EVALUATION

Employee’s Salary is Less
than the Minimum for the
New Grade

Employee’s Salary is Within
the New Salary Range .

Employee’s Salary is Red-
Circled at Higher than the
Maximum for the New
Grade

duties, the employee will receive his or her former rate of pay,
adjusted in accordance with the performance rating attained in the
temporary position.

All salary changes as a result of a temporary transfer must be
approved by the department head or designated director.

Compensation & Benefits are responsible for the Job Evaluation
program. At the completion of a Job Evaluation, Compensation
& Benefits will advise all televant parties of the results of the
review.

An employee is eligible for a _sa;larj’ adjustment resulting from his
or her job being upgraded on the condition that the employee's
actual salary is less than the minimum of the new grade and the
employee is fully qualified for the job.

When both of these conditions are met, the employee will receive
a pay adjustment that places his or her salary at the minimum of
the new grade.

If an employee is not fully qualified for the job, the functions or
responsibilities that will not be required must be documented to
the employee; there must be a plan in place to have the employee
assume those duties over a reasonable period of time; and the
situation must be reviewed within six months. (Refer to the
“Under-fill Situations” section, number 10, below.)

If an employee's salary falls within the new salary range no
changes to the employee's salary will be made.

Employees whose salaries are red-circled above the maximum of
the grade for their job are not eligible for economic adjustments
or PMP increases.
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7. CRITICAL HIRES

A candidate for a position may be provided an offer of
employment that contains a salary that is higher than the salary
established for the position’s grade level where there is the
inability to attract candidates in the labour market with the
specific skill or skills required for a critical role within that salary
range.

Any requests to hire a candidate above maximum of the salary
grade must be approved by the department head and City
Manager, in consultation with the Director, Hurtian Resources.

The employee’s salary will be deemed to be at maximum of
salary for the purposes of performance review. The employee
will be entitled to the economic adjustment. The salaries of all
employees that are above the maximum of the salary range will
be reviewed on an annual basis. '

8. SUPERVISORY DIFFERENTIAL

Definition

Supervisory responsibility is defined as approving time and
labour, finalizing PMP agreements/appraisals and, if applicable,
supervising direct reports who perform a lead hand or group
leader function..

With the exception of acting assignments there should be, at
minimum, 5% between a management ecmployee salary and that

‘of his/her highest paid direct report. However, in situations where
~an employee is developing management skills or gaining

supervisory experience, their salary may be no less than 5%
below the salary of their highest paid direct report. Over a two
year period the management salary will then be increased
incrementally to at least 5% above their highest paid direct report,
subject to acceptable performance and completion of
development objectives.

Sp)
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Functional Guidance

“Functional guidance” is defined as the responsibility for
coordinating work; training staff; advising and supporting staff in
resolving problems and meeting work requirements; may include
input into hiring (e.g. routine hiring decisions for part-time staff);
involvement in minor disciplinary matters; and evaluation of part-
time staff. The supervisory differential does not apply to
“functional guidance” positions.

9. ADDITIONAL DUTIES AND RESPONSIBILITIES

An employee may receive additional compensation for
performing duties and responsibilities for a temporary period
which are significant in nature and which are in addition to those
of his or her regular p_osition.' The amount of additional
compensation may not exceed 5% of the employee’s salary.

Additional duties and responsibilities increases must be
determined in consultation with the applicable Human Resources
Business Partner Manager and approved by the department head.
The rationale for additional compensation must be documented
and filed in the employee’s corporate file.

Non-supervisory employees may also receive additional
compensation when assigned significant additional duties which
are supervisory in nature. The additional compensation must be
approved by the department head.

" The employee’s manager and/or director, in consultation with the

departmental Human Resources Business Partner Manager, will
determine whether additional compensation is warranted and, if
$0, an appropriate percentage.

All of the following criterion to allow an adjustment for
additional responstbilities must be met:
¢ the duration of the assignment may be a maximum of 1 year;
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and

o the employee must be performing duties that require a higher
level of skill or responsibility than required by his or her
regular position; and

e the additional responsibilities total over 20% of the job duties.

Additional compensation for temporary/short term additional
duties and responsibilities, up to three months duration, must be
processed by reporting the additional amount through weekly
payroll transmissions, using ‘a separate payroll entry and the
appropriate payroll code. The additional amount cannot be added
to the employee’s base salary. It is the responsibility of the
supervisor who approves payroll transmission to ensure
appropriate usage of the code.

Adjustments for additional responsibilities for durations of three
months to one year are added to the-employee’s base salary. It is
the responsibility of the Human Resources Business Partner
Manger to ensure the base salary is adjusted to the employee’s
regular salary at the end of the temporary period.

All compensation arrangements should be reviewed within six
months and may not be continued beyond one year. Requests to
extend the arrangement beyond one year must be approved by the
applicable department head.

10 —- UNDER-FILL SITUATIONS
If the employee is not able to perform key functions of the
position, or to assume significant responsibilities of the position,
and/or is in the process of fulfilling required qualifications, the
salary increase may be less than that normally provided, and may
be established at a rate which is below the salary range designated
for the position. This is referred to as “under-fill” and can be
subject to awarding of up to 10% below the mimimum salary of
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the job grade which has been assigned for the position. Under no
circumstances should the employee’s new salary be less than his
or her current salary.

The functions, responsibilities and/or qualifications that will not
be required during the under-fill term must be documented for the
employee; a plan must be in place to have the employee assume
those duties over a reasonable p‘eﬂod of time; and the situation
must be reviewed within six months by the departmental Human
Resources Business Partner Manager. Under-fill situations may
not exceed a period of one year. Requests for exeeptions must be
reviewed by the Manager, Compensation & Benefits, and
approved by the Manager, Strategic Total Rewards.

11 - CRITICAL RETENTION ADJUSTMENTS

EXCEPTIONS

Consideration will be given to adj.us'ting an employee’s salary for
critical retention purposes only when one of the following
conditions exists:

e the loss of the employee(s) having the particular skill(s) or

“performing the work:
- would place the City at significant risk of failure to
- deliver program(s) or service(s), or
- would result in significant replacement costs.

The applicable department head may authorize a salary increase
of up to 5% within the salary range of the grade level when there
is a potential loss of a key employee. Any increase that results in
the salary being above the maximum of the salary range must be
approved by the City Manager, in consultation with the Director
of Human Resources.

Exceptions to this policy may be made only on the approval of the
applicable department head and the City Manager, in consultation
with the Director, Human Resources.
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REPORTING AND RECORDING SALARY ADJUSTMENTS
All salary changes must be reported and recorded in accordance
with the procedures established for the Human Resources
information system and/or the payroll system.

REFERENCE: AC-0007-2005 — 2005 05 11
Amended September, 2006 (Housekeeping — to include salary
adjustments as a result of Job Evaluations})

LAST REVIEW DATE: April, 2006

CONTACT: For more information, contact the departmental Human Resources
Business Partner Manager.
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POLICY STATEMENT POLICY STATEMENT

The City of Mississauga strives for consistency in
the application of wage adjustments. An employee’s
salary may be increased, decreased, or frozen as a
result of the factors reasons detailed in this policy.

s g general-economieadiustment:

The City of Mississauga strives for consistency in
the application of wage adjustments. An
employee’s salary may be increased, decreased,
or frozen as a result of one or more of the reasons
detailed in this policy.

Expanded on the “why™ of the policy.
The bullet points were moved from the
Policy Statement to a separate “Reasons
for Salary Adjustment” section.

employees are covered by this policy.

Wages for temporary non-union employees are
established at time of hire or contract renewal by the

PURPOSE PURPOSE
This policy identifies the terms and conditions under | No Change
which salary changes may be enacted, and outlines

how salary increases and decreases are calculated

and processed.

SCOPE SCOPE
All permanent, full-time, salaried non-union No Change.

Wages for temporary non-union employees are
established at time of hire or contract renewal by

RITH
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hiring department, in consultation with the the hiring department, in consultation with the
departmental Human Resources Business Partner departmental Human Resources Business Partner
Manager, and-may-be adjusted-annually or on Manager. The revised wording provides more
contractrenewal—General econemicinereases-are separation between how contract and
applied-inaccordance-with-the provisions-of this permanent staff are administered.
policy. Hthe-employee-is-werking undera-written Contract employees will receive the
contract- which-speecifies-how wage-adfustmentsvwill economic adjustment on renewal of
be-madethe-writtencontract-will apph- their contract.
Parttime-non-viionemployeesare-covered-by-the Part-time non-union rate schedules are The statement regarding part-time
seneral Economic-Adjustment seetion-of thispeliey- | established by Corporate Human Resources based | employees and the economic adjustment
Adry-other part-time non-union wage-adjustmentsare | on annual market review. was removed. Treatment of part-time
madednaccordance-with rate schedules are employees is clarified in the Economic
established by Corporate Human Resources based Adjustment section of the policy.
on annual market review. and-approved-by-Counetl:
W i 1 onbviftl hedd
changes:
Union employees should refer to the terms of their No Change.
particular collective agreement.
This information has been moved to the
end of the policy, with some revision.
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; 1 b the D L R .
beine & tod he Citv M -
ADMINISTRATION-of Peliey ADMINISTRATION

This policy is administered en-a-departrental-level
by the department'sManager; departmental Human

Resources Business Partner Managers, who is are
responsible for ensuring compliance at a

departmental level. Feo-ensure-fairness-and equity at

a—eespefa%e—leve}—?he Director of Human Resources
is resp0n51ble for rev1ew1ng—&}l—ehaﬂgeﬁ—made—te

thangeneral economic-adjustments this policy on a
regular basis to ensure consistency and adherence to
legislated requirements and to monitor for
compliance and consistency.

This policy is administered by the departmental
Human Resources Business Partner Managers,
who are responsible for ensuring compliance at a
departmental level. The Director of Human
Resources is responsible for reviewing this policy
on a regular basis to ensure consistency and
adherence to legislated requirements and to
monitor for compliance and consistency.

Minor wording changes to update
position titles. The Director’s
responsibility has been updated to
reflect current practices.

Documentation

Departmental Human Resources staff are
responsible for ensuring that applicable
documentation for all salary changes is inciuded in
the employee’s corporate file. The departmental
Human Resources Business Partner Manager is
responsible for documenting the basis upon which
any salary change is determined and ensuring the
rationale is included in the employee’s corporate
file.

Documentation

Departmental Human Resources staff are
responsible for ensuring that applicable
documentation for all salary changes is included
in the employee’s corporate file. The
departmental Human Resources Business Partner
Manager is responsible for documenting the basis
upon which any salary change is determined and
ensuring the rationale is included in the
employee’s corporate file.

Documentation requirements have been
consolidated into one section instead of
repeating the same information in
numerous sections throughout.

SN
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Proposed Policy

Rationale

REASONS FOR SALARY ADJUSTMENTS
Employees’ salaries may be increased, decreased, or
frozen as a result of:

1- Market Rate Reviews (pages 2 - 3)

2 - Economic Adjustments (page 3)

3 - Performance Increases (pages 4 - 6)

4 - Permanent Transfers (pages 7 - 8)

5 - Temporary Transfers (page 9)

6 - Job Evaluations (pages 9 - 10}

7 - Cntical Hire (page 11)

8 - Supervisory Differentials (pages 11 - 12)

9 - Additional Duties and Responsibilities (pages
12- 14)

10 - Under-fill Situations (page 14)

11 - Critical Retention Adjustments (pages 14 - 15)

REASONS FOR SALARY ADJUSTMENTS

Employees’ salaries may be increased, decreased,

or frozen as a result of:

1- Market Rate Reviews (pages 2 )

2 - Economic Adjustments (page 3)

3 - Performance Increases (pages 3 - 6)

4 - Permanent Transfers (pages 6 - 8)

5 - Temporary Transfers (page 8 - 9)

6 - Job Evaluations (pages 9 - 10)

7 - Critical Hire (page 10)

8 - Supervisory Differentials (pages 10 - 11)

9 - Additional Duties and Responsibilities (pages
11-13)

10 - Under-fill Situations (page 14)

11 - Critical Retention Adjustments (pages 14 —15)

Policy restructured to better articulate
reasons for adjustments. Also:

1) “General economic adjustment’ has
been replaced throughout the policy
with “Economic Adjustment”, as the
increase may not apply across the board.
2) the “Under-fill” section contains
information previously contained in the
Permanent Transfers - Lower-Grade
Transfers section; and

3) the “Critical Retention” information
was previously contained in the Market
Rate Reviews section (now a separate
section.)

1. MARKET RATE REVIEWS

Market rates are monitored and reviewed by
Compensation & Benefits on an ongoing basis. The
salaries of appropriate municipal and regional
governments which are comparable to the City of
Mississauga, as well as other public sector and/or
private sector organizations, will be included in the
review.

1. MARKET RATE REVIEWS

Market rates are monitored and reviewed by
Compensation & Benefits on an ongoing basis.
The salaries of appropriate municipal and
regional governments which are comparable to
the City of Mississauga, as well as other public
sector and/or private sector organizations, will be
included in the review.

New section to briefly outline the
process for Compensation & Benefits to
monitor market rates on an ongoing
basis.

GENERAL 2. ECONOMIC ADJUSTMENT
Definition

An-general economic adjustment is a common
percentage salary increase which is typically applied
to the Corporation's salary structure, which may

2. ECONOMIC ADJUSTMENT

Definition

An economic adjustment is a common percentage
salary increase which is typically applied to the
Corporation's salary structure, which may affect

Clarified that permanent part-time
employees are treated the same as
permanent full-time employees with
respect to the economic adjustment,
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_ Rationale

affect either all permanent employees, eremployees
n-a-specificjeb-grade including permanent, part-
time employees. Economic adjustments may be
applied to seasonal and/or temporary part-time
salaries.

all permanent employees, including permanent,
part-time employees. Economic adjustments may
be applied to seasonal and/or temporary part-time
salaries.

whereas seasonal and/or temporary part-
time may not be. Added “permanent”
for clarity, as the intent is also that the
cconomic adjustments will not be
automatically applied to contract
positions. Each contract salary is
negotiated independently upon contract
renewal.

Eligibility

General Economic adjustments rates are established

by Council, and reflect ehanges-in the external

labour market and economic conditions. General

Economicinereases- adjustments are paid to eligible

employees who are employed on the effective date

of the increase as adopted by Council and, if the pay

increase is granted on a retroactive basis, to:

o cligible employees who retired during the period
of time covered by the increase; and

* the estates of all deceased persons who were
eligible and employed during the period of time
covered by the increase; and

o cligible employees who have performed at an
acceptable level as determined by the Divisional
Director.

Employees are eligible for an economic inerease
adjustment provided their salary has not been frozen,
or “red-circled”, at a rate higher than the maximum
salary for their job grade. Red-circled salaries will

Eligibility

Economic adjustments rates are established by

Council, and reflect the external labour market

and economic conditions. Economic adjustments

are paid to eligible employees who are employed
on the effective date of the increase as adopted by

Council and, if the pay increase is granted on a

retroactive basis, to:

¢ eligible employees who retired during the
period of time covered by the increase;

e the estates of all deceased persons who were
eligible and employed during the period of
time covered by the increase; and

¢ celigible employees who have performed at an
acceptable level as determined by the
Divisional Director.

Employees are eligible for an economic
adjustment provided their salary has not been
frozen, or “red-circled”, at a rate higher than the
maximum salary for their job grade. Red-circled

The first sentence was moved from the
preceding section as 1t relates to how
economic adjustment rates are
established. The last bullet was added to
clarity that the economic adjustment
may be withheld if the employee’s
performance is not acceptable.

Included the meaning of “red-circled™
where it is first used in the policy.

/‘\
Z
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Rationale

remain unchanged until they are within the range of
the grade.

salaries will remain unchanged until they are
within the range of the grade.

Calculation

Once an general economic adjustment has been
established by Council, the-departmental Manager;
Human Resourees; Compensation & Benefits
initiates the applicable salary change for all eligible
employees.

Calculation

Once an economic adjustment has been
established by Council, Compensation & Benefits
initiates the applicable salary change for all
eligible employees.

Compensation & Benefits is responsible
for uploading changes to employees’
records.

3. PERFORMANCE INCREASES
PerfermaneeInerease Definition

A performance increase is an increase in salary to
reward the employee’s performance, and is based on
a performance appraisal. Employees whose salaries
are at the maximum of their salary range, and
employees whose salaries have been frozen, are not
eligible for performance increases.

3. PERFORMANCE INCREASES
Definition
No Change.

Rearranged sections for consistency and
flow of information. This section
renamed “Definition”.

Performance Appraisal
A performance appraisal is an assessment of the
employee’s performance over a calendar year, while

actively at work. H-the-employee-hasbeen-absent
for-thefull performance-year;-the-performance
recent-history:

Extended periods (over one year) of rehabilitative
employment or modified duties are-net subject to a

Performance Appraisal

A performance appraisal is an assessment of the
employee’s performance over a calendar vear,
while actively at work.

Extended periods (over one year) of rehabilitative
employment or modified duties are subject to a

Revised to facilitate employees on
modified duties to ensure they are being
appraised on current performance if they
are on a long-term program (over one
year). The employee will be appraised
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new performance appraisal, based on a new
agreement. Employees-inthis-situation-willreceive
recenthistory-in-his-orherregularposition—The
performance appraisal process will take into account
the accessibility needs of employees with
disabilities, incorporating any individual
accommodation plans.

new performance appraisal, based on a new
agreement. The performance appraisal process
will take into account the accessibility needs of
employees with disabilities, incorporating any
individual accommodation plans.

based on a new performance
management agreement. Included an
accessibility statement in order to
comply with the requirements of the
Accessibility for Ontarians With
Disabilities Act, specifically the
Integrated Accessibility Standards
Regulation (IASR).

Annual Consideration of PMP Rewards

On an annual basis, the City of Mississauga’s
Leadership Team (LT) reviews the current economic
climate, the budget situation and market data to
determine a possible Performance Management
Process (PMP) reward schedule. Any potential PMP
reward decisions by the Leadership Team are not
available until the current year’s budget is approved
by Council. This process occurs on an annual basis
and does not guarantee a PMP payment or reward.

Anmnual Consideration of PMP Rewards

On an annual basis, the City of Mississauga’s
Leadership Team (LT) reviews the current
economic climate, the budget situation and
market data to determine a possible Performance
Management Process (PMP) reward schedule.
Any potential PMP reward decisions by the
Leadership Team are not available until the
current year’s budget is approved by Council.
This process occurs on an annual basis and does
not guarantee a PMP payment or reward.

-j

Section added to explain the process for
determining rewards and to reiterate that
every eligible employee will not
automatically receive a performance
appraisal reward.

Performance Increase Funding/Allocation
An-ameountof Funding for performance increases
and lump-sum payments is established determined
annually through the budget process. The
Leadership Team reviews the results of the
performance appraisals for all staff, and, if there are
available funds, determines how the available-funds
will be allocated. Eligible employees will receive
performance increases or lump-sum payments, based

Performance Increase Funding/Allocation
Funding for performance increases and lump-sum
payments is determined annually through the
budget process. The Leadership Team reviews
the results of the performance appraisals for all
staff and, if there are available funds, determines
how the funds will be allocated. Eligible
employees will receive performance increases or
lump-sum payments, based upon their

Clarified that funds for performance
increases may not be available every
year.

3axa)
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upon their performance appraisal results, the
Leadership Team’s allocation schedule, and the rules
for calculating a performance increase or lump-sum
payment as established by this policy.

performance appraisal results, the Leadership
Team’s allocation schedule, and the rules for
calculating a performance increase or lump-sum
payment as established by this policy.

Performance Lump-Sum Payment

A performance lump-sum payment is a one-time

lump-sum payment made only to high-performance

employees, as noted in their performance appraisals;

and

e whose salaries are at the maximum of their
salary range; or

e whose salaries are frozen above the maximum of
their salary range; or

¢ whose performance increase resalts in a salary
exceeding the maximum for the salary range. (In
this case, the employee receives a salary increase
to the maximum of the salary range; the
remaining increase is paid as a performance
lump-sum payment, which may not exceed the
maximum lump-sum payment allowable.)

In the event of a lump sum payment being offered,
employees may be given the option of converting all
or part of their performance lump-sum payment to
equivalent time off with pay in full-day increments.
If the employee elects to take time off with pay, the
time off must be taken prior to the end of the
calendar year in which it was awarded, and cannot
be carried over to the following year.

Performance Lump-Sum Payment
No Change.

No Change.

o whose salaries are frozen above the maximum
of their salary range; or
No Change

In the event of a lump sum payment being
offered, employees may be given the option of
converting all or part of their performance lump-
sum payment to equivalent time off with pay in
full-day increments. If the employee elects to
take time off with pay, the time off must be taken
prior to the end of the calendar year in which it
was awarded, and cannot be carried over to the

Wording added for clarity.

Wording added for clarity.
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Rationale

following year.

Calculation of Individual Performance Increase/
Lump-Sum Payment

All employees are given a performance appraisal in
January for the previous performance year (i.e. the
calendar year, January - December). The-Any
approved performance increase or lump-sum
payment is based on this appraisal, and is applied to
employees’ salaries on a common salary adjustment
date. An-prebatiepary employee on probation
whose probationary period will end after the
common salary adjustment date will receive his or
her performance increase upon successful
completion of the probationary period. The
performance increase in this case will be effective as
of the common salary adjustment date. Refer to
Corporate Policy and Procedure - Human Resources
- Probation for more information on probationary
periods.

Calculation of Individual Performance
Increase/ Lump-Sum Payment

All employees are given a performance appraisal
in January for the previous performance year (i.e.
the calendar year, January - December). Any
approved performance increase or lump-sum
payment is based on this appraisal, and is applied
to employees’ salaries on a common salary
adjustment date. An employee on probation
whose probationary period will end after the
common salary adjustment date will receive his
or her performance increase upon successful
completion of the probationary period. The
performance increase in this case will be effective
as of the common salary adjustment date. Refer
to Corporate Policy and Procedure - Human
Resources - Probation for more information on
probationary periods.

Minor wording changes for clarity. No
change to intent.

Performance Increase for Transferred Employee

Employees who are transferred, on either a
permanent or temporary basis, during the
performance year will be given a performance
appraisal on transfer, for the period worked between
January and the date of transfer, as well as a
performance appraisal in January, for the period
worked from the date of transfer to December 31.

Performance Increase for Transferred
Employee

Employees who are transferred, on either a
permanent or temporary basis, during the
performance year will be given a performance
appraisal on transfer, for the period worked
between January and the date of transfer, as well
as a performance appraisal in January, for the
petiod worked from the date of transfer to

Minor wording changes for clarity. No
change to intent.

3O
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Their final performance rating, for reward purposes,
will be a weighted average of the two ratings. The
performance increase or lump-sum payment will be
calculated using the employee’s current salary and
applied to the employee’s current department at the
time of the any increase being awarded.

December 31. Their final performance rating, for
reward purposes, will be a weighted average of
the two ratings. The performance increase or
lump-sum payment will be calculated using the
employee’s current salary and applied to the
employee’s current department at the time of any
increase being awarded.

Performance Increase if Employee Not Actively
at Work for Full Year
An employee’s performance increase or lump-sum
payment will be pro-rated to reflect the actual
number of months worked in the performance year if
the employee was hired during the performance
year, or was absent due to long-term disability or an
unpaid leave of absence in excess of two months
during the performance year. For pro-rating
purposes, an employee who has werked-atlteasthalf
commenced work on or before the 15 of the month
will be credited with a full month of service. Feran
unpaidleave-of absence-inexcess-of twe-months;

. 11 anolv-onl ] . £
absenece-that exceedstwo-renths: Cerperate

An employee’s performance increase or lump-sum
payment will be not be pro-rated due to any period
of absence during the performance year as a result of
vacation, short term disability, a pregnancy leave, a

Performance Increase if Employee Not
Actively at Work for Full Year

Any employee performance increase or lump-sum
payment will be pro-rated to reflect the actual
number of months worked in the performance
year if the employee was hired during the
performance year, or was absent due to long-term
disability or an unpaid leave of absence in excess
of two months during the performance year. For
pro-rating purposes, an employee who has
commenced work on or before the 15™ of the
month will be credited with a full month of
service.

No Change

Change made to clarify the exact date in
the month when work must have
commenced in order for pro-rating of
any increase. The remaining text is
administrative detail that isn’t required
in the policy.

10
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Rationale

parental leave, an assisted education leave, an
unpaid personal leave of absence of two months or
less, any paid leave of absence, or any period of
performing modified duties or rehabilitative
employment. In these cases, the employee will
receive the full increase resulting from his or her
performance appraisal.

4. PERMANENT TRANSFERS

A permanent transfer includes:

e promotion;

lateral transfer;

lower-grade transfer;

demotion; and

redeployment.

All salary changes as a result of a permanent transfer
must be approved by the department head or

4., PERMANENT TRANSFERS

A permanent transfer includes:

e promotion;

lateral transfer;

lower-grade transfer

demotion; and

redeployrment.

All salary changes as a result of a permanent
transfer must be approved by the department head

Included demotion as a separate bullet.
This was previously part of the
permanent lower grade transfer section.

Moved documentation information to
the Documentation section.

designated director. The-departmental Manager; or designated director.
L] man R aco o 1 wo1hla _.-.-.-, i
i .
the proyes Plac X ; basis HpOR hieh
onal T luded inf | ' fila g
Promotion Promotion

A promotion occurs when an employee accepts a
new, permanent position at a higher salary grade
than that previously held. A promotion warrants an
increase of between5%-and up tol10% based on the
employee’s experience, knowledge, skills, and
education. There must also be internal equity within

A promotion occurs when an employee accepts a
new, permanent position at a higher salary grade
than that previously held. A promotion warrants
an increase of up to 10%, based on the
employee’s experience, knowledge, skills, and
education. There must also be internal equity

The removal of the minimum increase
{5%) provides departments with greater
flexibility. The language regarding
experience, etc. was previously
contained in the Salary Adjustment
Principles section, which has been

eYe
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the employee’s peer group, department, and within the employee’s peer group, department, deleted.

comparable work groups. The increase may be
higher than 10% only if required to bring the
employee to the minimum of the salary range or to
provide the appropriate supervisory differential and

I' - Lod below.

and comparable work groups. The increase may
be higher than 10% only if required to bring the
employee to the minimum of the salary range or
to provide the appropriate supervisory

differential.

Permanent Lateral Transfer

A permanent lateral transfer occurs when an
employee accepts a new, permanent position at the
same salary grade as that previously held. Alateral
transfer-warrantsan-inerease-of between 0% -and 3%

il bed - ed 3 be-sal

} el i - On an
exception basis, department heads may authorize up
to a 5% salary increase within the salary range.

Permanent Lateral Transfer

A permanent lateral transfer occurs when an
employee accepts a new, permanent position at
the same salary grade as that previously held. On
an exception basis, department heads may
authorize up to a 5% salary increase within the
salary range.

A lateral transter to the same salary
grade will no longer involve a salary
increase. Previously, under the Salary
Adjustment Principles, consideration of
a 0-3% increase was being given for a
lateral transfer to a position with a
minimum 70 Job Evaluation point
difference from the current position.
Now all positions in the same grade will
be in the same salary range, as per
accepted compensation practices.
Department heads will have discretion
to approve a 5% increase within salary
range in extenuating circumstances.

Permanent Lower-Grade Transfer

A lower-grade transfer occurs when an employee
voluntarily requests and accepts a new, permanent
position at a lower salary grade than that previously

held. er-when-anemployee-is-demeoted-due-to-the
el : he dutios ot 4

Permanent Lower-Grade Transfer

A lower-grade transfer occurs when an employee
voluntarily requests and accepts a new,
permanent position at a lower salary grade than
that previously held. The employee’s salary for
the new position will be either the maximum

The information on demotions was
removed and moved to the new

12
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iom - orill take sl by-afer

salary for the new position will be either the
maximum salary for the new grade, or the
employee’s current salary, whichever is less. A
permanent lower-grade transfer may resultin a
decrease in salary.

gfaele—mansfer—wafmms—&e—mere&se— The employee s

salary for the new grade, or the employee’s
current salary, whichever is less. A permanent
lower-grade transfer may result in a decrease in
salary.

“Demotion” section.

Demotion
or-when-an-employee-is-demeted-duetothe- An
employee’s inability to perform the duties of their
position may result in a demotion. A demotion will
take place only after the employee has been
eounseled coached and provided with an
opportunity to obtain the skills necessary to perform
at the-required-level required for the position. Ne
employee-will-be-demeted-without-consultation-The
manager/supervisor must consult with the Director
of Human Resources or histher designate and obtain
the—pfier—approval of the department head and the
City Manager prior to an employee being demoted.
Alower-grade-transfer warrants-ne-increase: The
employee's salary for the new position will be either
the maximum salary for the new grade, or the

Demotion

An employee's inability to perform the duties of
their position may result in a demotion. A
demotion will take place only after the employee
has been coached and provided with an
opportunity to obtain the skills necessary to
perform at the level required for the position.

The manager/supervisor must consult with the
Director of Human Resources or his/her designate
and obtain the approval of the department head
and the City Manager prior to an employee being
demoted. The employee's salary for the new
position will be either the maximum salary for the
new grade, or the employee's current salary,
whichever is less. A demotion may resultin a
decrease in salary.

Created a new subsection within
Permanent Transfers for demotion. The
previous language was revised for
clarity.

/"‘\

2
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employee's current salary, whichever is less. A

demotion may result in a decrease in salary.

Redeployment Redeployment

Redeployment occurs when an employee’s position
no longer exists, and the employee is transferred to
another position at the same or lower grade.
Employees will not be redeployed to positions at a
higher grade. Redeployment to a position at the
same grade is considered a lateral transfer. and-may
warrant-an-inerease-of between0%-and 3%-—The
Redeployment will take into account the
accessibility needs of any employee with a
disability, incorporating any individual
accommodation plan.

Redeployment to a position at a lower grade
warrants no increase in salary. If the employee’s
salary is higher than the maximum for the new,
lower job grade, the employee’s salary will be

; T it i vithin g e ] i

determined on a case-by-case basis.

Redeployment occurs when an employee’s
position no longer exists, and the employee is
transferred to another position at the same or
lower grade. Employees will not be redeployed
to positions at a higher grade. Redeploymentto a
position at the same grade is considered a lateral
transfer. Redeployment will take into account the
accessibility needs of any employee with a
disability, incorporating any individual
accommodation plan.

Redeployment to a position at a lower grade
warrants no increase in salary. If the employee’s
salary is higher than the maximum for the new,
lower job grade, the employee’s salary will be
determined on a case-by-case basis.

Included an accessibility statement in
order to comply with the requirecments
of the Accessibility for Ontarians With
Disabilities Act, specifically the
Integrated Accessibility Standards
Regulation {IASR).

Redeployment to the same salary grade
will no longer involve a salary increase.
Previously, under the Salary Adjustment
Principles, consideration of a 0-3%
increase was being given for
redeployment to a position with a
minimum 70 Job Evaluation point
difference from the current position.
Now all positions in the same grade will
be in the same salary range, as per
accepted compensation practices.
Redeployment to a lower grade where
there is a considerable difference in
salary may warrant a decrease in salary,
with proper notification, and will be
determined on a case-by-case basis.

This section has been deleted and the
2" 3™ and 4™ bullets incorporated into

14
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an”

the Promotion section, as the salary
adjustment principles only apply to
situations that result in a salary increase,
The first bullet no longer applies as the
Job Evaluation program has undergone
revision, resulting in this bullet no
longer being applicable.

15
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5. TEMPORARY TRANSFERS

A temporary transfer includes:

* an acting assignment;

e asecondment; or

* acarcer development assignment.

Notes:  Refer to Corporate Policy and Procedure -
Human Resources - Temporary Transfers
for definitions of these terms and
information on the process for filling
positions on a temporary transfer basts.
Temporary transfers will take into account
the accessibility needs of any employee
with a disability, incorporating any
individual accommeodation plan.

An employee who is temporarily transferred will

5. TEMPORARY TRANSFERS
No Change.

Temporary transfers will take into account the
accessibility needs of any employee with a
disability, incorporating any individual
accommodation plan.

LAn employee who is temporarily transferred will

Included an accessibility statement in
order to comply with the requirements
of the Accessibility for Ontarians With
Disabilities Act, specifically the
Integrated Accessibility Standards
Regulation (IASR).

Minor wording changes for clarity.
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receive a salary increase, if warranted, for the
duration of the assignment only when the
assignment will continue for a period of more than
30 consecutive calendar days. The-Any increase
will be determined on the same basis as a permanent
transfer. using-the-seme salary adjustment prineiples.
On returning to regular duties, the employee will
receive his or her former rate of pay, adjusted in
accordance with the performance rating attained in
the temporary position.

All salary changes as a result of a temporary transfer
must be approved by the department head or
designated director. The-departmental- Manager;

OtHC O

receive a salary increase, if warranted, for the
duration of the assighment only when the
assignment will continue for a period of more
than 30 consecutive calendar days. Any increase
will be determined on the same basis as a
permanent transfer. On returning to regular
duties, the employee will receive his or her
former rate of pay, adjusted in accordance with
the performance rating attained in the temporary
position.

All salary changes as a result of a temporary
transfer must be approved by the department head
or designated director.

Removed the reference to salary
adjustment principles as this is no longer
a stand-alone section but has been
incorporated into the Promotions
section.

Minor wording changes for clarity.
Moved documentation information to
the Documentation section.

tesi L di '
Compensation & Benefits are responsible for the Job
Evaluation program. At the completion of a Job
Evaluation, Compensation & Benefits will advise all
relevant parties of the results of the review.

The departmental Manager Human Resoureesis
Ll & il )

6. JOB EVALUATION

Compensation & Benefits are responsible for the
Job Evaluation program. At the completion of a
Job Evaluation, Compensation & Benefits will
advise all relevant parties of the results of the
Teview.

Wording revised to align with the Job
Evaluation policy, as revised.

Documentation information moved to
the Documentation section.

3000
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] ot inohoded il oveers file.

Employee’s Salary is Less than the Minimum for
the New Grade

An employee is eligible for a salary adjustment
resulting from his or her job being upgraded on the
condition that the employee's actual salary is less
than the minimum of the new grade and the
employee is fully qualified for the job.

When both of these conditions are met, the
employee will receive a pay adjustment that places
his or her salary at the minimum of the new grade.

] nderof il lod adi .
If an employee is not fully qualified for the job, the

functions or responsibilities that will not be required
must be documented to the employee; there must be
a plan in place to have the employee assume those
duties over a reasonable period of time; and the
situation must be reviewed within six months. (Refer
to the “Under-fill Situations™ section. number 9,
below.)

| Employee’s Salary is Less than the Minimum

for the New Grade
No Change.

No Change.

If an employee is not fully qualified for the job,
the functions or responsibilities that will not be
required must be documented to the employee;
there must be a plan in place to have the
employee assume those duties over a reasonable
period of time; and the situation must be
reviewed within six months, (Refer to the
“Under-fill Situations” section. number 9, below.)

This was the City’s practice i 1998 but
is this no longer the case.

Added reference to “Under-fill
Situations” section.

Employee’s Salary is Within the New Salary
Range

Employee’s Salary is Within the New Salary
Range

18
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If an employee's salary falls within the new salary No Change.

range no changes to the employee's salary will be
made.

Employee’s Salary is Red-Circled at Higher than
the Maximum for the New Grade

Employees whose salaries are red-circled above the
maximum of the grade for their job wall-be “red-
eircled”; are not eligible for economic adjustments
or PMP increases.

Employee’s Salary is Red-Circled at Higher
than the Maximum for the New Grade
Employees whose salaries are red-circled above
the maximum of the grade for their job are not
eligible for economic adjustments or PMP
increases.

Clarified that “red-circled” employees
are not eligible for the economic
adjustment.

The practice is to freeze salaries until
they are within the range of the job but
not to reduce them. This is consistent
with the philesophy used for Job
Evaluation, whereby an employee’s
salary is not reduced, but is “red-
circled”, where applicable.

7. CRITICAL HIRES

A candidate for a position may be provided an offer
of employment that contains a salary that is higher
than the salary established for the position’s grade
level where there is the inability to attract candidates
in the labour market with the specific skill or skills
required for a critical role within that salary range.

Any requests to hire a candidate above maximum of
the salary grade must be approved by the department

7. CRITICAL HIRES

A candidate for a position may be provided an
offer of employment that contains a salary that is
higher than the salary established for the
position’s grade level where there is the inability
to attract candidates in the labour market with the
specific skill or skills required for a critical role
within that salary range.

Any requests to hire a candidate above maximum
of the salary grade must be approved by the
department head and City Manager, in

New section to outline the approval
process for a critical hire. This scenario
was previously not addressed in the
policy.

2 )0
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Deletions and additions from Current Policy. Highlighted
text reflects additions to the policy; strikeouts = deletions

Proposed Policy

Rationéle

head and City Manager, in consultation with the
Director, Human Resources

The employee’s salary will be deemed to be at
maximum of salary for the purposes of performance
review. The employee will be entitled to the
economic adjustment. The salaries of all employees
that are above the maximum of the salary range will
be reviewed on an annual basis.

consultation with the Director, Human Resources
The employee’s salary will be deemed to be at
maximum of salary for the purposes of
performance review. The employee will be
entitled to the economic adjustment. The salaries
of all employees that are above the maximum of
the salary range will be reviewed on an annual
basis.

The Market Rate Adjustment sections
have been replaced with the Market
Rate Review section, number one in the
list of reasons for salary adjustments.
The term “Critical Hire” (see above)
more accurately describes the need to
attract candidates in the labour market
with the specific skill or skills required
for a critical role.
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Proposed Policy

Rationale

—_—

market,
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Proposed Policy

Rationale
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Proposed Policy

Rationale

8. ADJUSTMENT FOR SUPERVISORY
DIFFERENTIAL

Definition

Supervisory responsibility is defined as approving
time and labour, finalizing PMP agreements/
appraisals and, if applicable, supervising direct
reports who perform a lead hand or group leader
function.

8. SUPERVISORY DIFFERENTIAL

Definition

Supervisory responsibility is defined as approving
time and labour, finalizing PMP
agreements/appraisals and, if applicable,
supervising direct reports who perform a lead
hand or group leader function.

The definition was added to help clarify
supervisory roles, i.e. those that would
be eligible for a supervisory differential.

With the exception of acting assignments there
should be, at minimum, 5% between a management

With the exception of acting assignments there
should be, at minimum, 5% between a

The deleted text was removed as
supervisors could be supervising
employees who are in a lower grade, but
at a salary rate whereby they are earning
more than the supervisor. The intent is
to rectify this and set a consistent
minimum differential (5%) between the
supervisor and their highest paid direct
report, with the possible exception of
new managers who are developing in
the role. In this case, their salary may be
a maximum 5% below their highest paid
direct report. The new text has
simplified the concept of supervisory

24
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text reflects additions to the policy; strikeouts = deletions . . :
employee salary and that of his/her highest paid management employee salary and that of his’/her | differentials.

direct report. However, in situations where an
employee is developing management skills or
gaining supervisory experience, their salary may be
no less than 5% below the salary of their highest
paid direct report. Over a two year period the
management salary will then be increased
incrementally to at least 5% above their highest paid
direct report, subject to acceptable performance and
completion of development objectives.

highest paid direct report. However, in situations
where an employee is developing management
skills or gaining supervisory experience, their
salary may be no less than 5% below the salary of
their highest paid direct report. Over a two year
period the management salary will then be
increased incrementally to at least 5% above their
highest paid direct report, subject to acceptable
performance and completion of development
objectives.

The department head’s approval
wouldn’t be required, as there will be a
percentage established for the
differential between the supervisor and
his/her highest paid direct report.

Functional Guidance

“Functional guidance” is defined as the
responsibility for coordinating work; training staff;
advising and supporting staff in resolving problems
and meeting work requirements; may include input
into hiring (e.g. routine hiring decisions for part-time
staff); involvement in minor disciplinary matters;
and evaluation of part-time staff. The supervisory
differential does not apply to “functional guidance”
positions.

Functional Guidance

“Functional guidance” is defined as the
responsibility for coordinating work; training
staff; advising and supporting staff in resolving
problems and meeting work requirements; may
include input into hiring (e.g. routine hiring
decisions for part-time staff); involvement in
minor disciplinary matters; and evaluation of
part-time staff. The supervisory differential does
not apply to “functional guidance” positions.

New section added to address functional
guidance positions that include duties
such as input into hiring but are not
considered to be supervisory.

(D)
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Proposed Policy

Ra fionale

9. ADDITIONAL DUTIES AND
RESPONSIBILITIES

An employee may receive additional compensation
for performing duties and responsibilities for a
temporary period which are significant in nature and
which are in addition to those of his or her regular
position. The amount of additional compensation
may not exceed 5% of the employee’s salary.

Additional duties and responsibilities increases must
be determined in consultation with the applicable
Human Resources Business Partner Manager and
approved by the department head. The rationale for
additional compensation must be documented and

filed in the employee’s corporate file. A-ecopyofthe
 onal be § ted-tothe Di A

4 o inforeats _

Non-supervisory employees may also receive
additional compensation when assigned significant
additional duties which are supervisory in nature.
The rationale-for additional compensation must be
approved by the department head.

The employee’s manager and/or director, in
consultation with the departmental Manager; Human
Resources Business Partner Manager, will determine

9. ADDITIONAL DUTIES AND
RESPONSIBILITIES

An employee may receive additional
compensation for performing duties and
responsibilities for a temporary period which are
significant in nature and which are in addition to
those of his or her regular position. The amount

of additional compensation may not exceed 5% of

the employee’s salary.

Additional duties and responsibilities increases
must be determined in consultation with the
applicable Human Resources Business Partner
Manager and approved by the department head.
The rationale for additional compensation must
be documented and filed in the employee’s
corporate file.

Non-supervisory employees may also receive
additional compensation when assigned
significant additional duties which are
supervisory in nature. The additional
compensation must be approved by the
department head.

The employee’s manager and/or director, in
consultation with the departmental Human
Resources Business Partner Manager, will

Minor wording changes only. Placed the
information about maximum increases
upfront. Added that the Manager,
Compensation & Benefits must be made
aware of these situations, as the
Manager must approve any extensions
beyond one year.

Minor wording change.

Minor wording changes only.
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Proposed Policy

Rationale

whether additional compensation is warranted and, if
S0, an appropriate ameunt percentage.

determine whether additional compensation is
warranted and, if so, an appropriate percentage.

exceed 3%ofthe-emplovee’ssalary—and

censideration-must be-givento—All of the following

criterion to allow an adjustment for additional

responsibilities must be met:

e the duration of the assignment may be a
maximum of 1 year; and

» whether the employee will must be performing
duties that require a higher level of skill or
responsibility than required by his or her regular
position; and

» the additional responsibilities total over 20% of
the job duties.

Additional compensation is-te-be-effected for
temporary/short term additional duties and
responsibilities, up to three months duration, must be
processed by reporting the additional amount
through weekly payroll transmissions, using a
separate payroll entry and the appropriate payroll
code. The additional amount cannot be added to the
employee’s base salary. It is the responsibility of
the supervisor who approves payroll transmission to
ensure appropriate usage of the code.

Adjustments for additional responsibilities for

All of the following criterion to allow an

adjustment for additional responsibilities must be

met:

o the duration of the assignment may be a
maximum of 1 year; and

e the employee must be performing duties that
require a higher level of skill or responsibility
than required by his or her regular position;
and

e the additional responsibilities total over 20%
of the job duties.

Additional compensation for temporary/short
term additional duties and responsibilities, up to
three months duration, must be processed by
reporting the additional amount through weekly
payroll transmissions, using a separate payroll
entry and the appropriate payroll code. The
additional amount cannot be added to the
employee’s base salary. It is the responsibility of
the supervisor who approves payroll transmission
to ensure appropriate usage of the code.

Adjustments for additional responsibilities for

Moved the maximum percentage to the
first paragraph.

A maximum time for an additional
duties adjustment was not previously
articulated.

Added a clearer definition of “additional
duties” by quantifying they must be over
20% of current job duties. This bullet is
added for consistency, as the JE process
allows for 20% of “other duties as
assigned” to be considered.

Clarified that any additicnal
compensation for durations of up to 3
months is to be processed with a
separate payroll code and not included
in the employee’s base salary.

The adjustment may be added to the J

20U
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Proposed Policy

Rationale

durations of three months to one year are added to
the employee’s base salary. It is the responsibility
of the Human Resources Business Partner Manger to
ensure the base salary is adjusted to the employee’s
regular salary at the end of the temporary period.

Any-additienal All compensation arrangements
should be reviewed within six months after

beginning and must be-reviewed may not be

continued beyond one year after-beginning,unless
already-discontinued. Requests to extend the

arrangement beyond one year must be approved by
the applicable department head.

durations of three months to one year are added to

the employee’s base salary. It is the
responsibility of the Human Resources Business
Partner Manger to ensure the base salary is
adjusted to the employee’s regular salary at the
end of the temporary period.

All compensation arrangements should be
reviewed within six months and may not be
continued beyond one year. Requests to extend
the arrangement beyond one year must be
approved by the applicable department head.

base salary for durations of 3 to 12

months.

Simplified the language and added that
approval must be obtained from the
applicable department head to extend
the arrangement beyond one year.

10 — UNDER-FILL SITUATIONS

[f the employee is not able to perform key functions
of the position, or to assume significant
responsibilities of the position, and/or is in the
process of fulfilling required qualifications, the
salary increase may be less than that normally
provided, and may be established at a rate which is
below the salary range designated for the position.
This is referred to as “under-fill” and can be subject
to awarding up to 10% below the minimum salary of
the job grade which has been assigned for the
position. Under no circumstances should the
employee’s new salary be less than his or her current

salary.

10 -UNDER-FILL SITUATIONS

If the employee is not able to perform key
functions of the position, or to assume significant
responsibilities of the position, and/or is in the
process of fulfilling required qualifications, the
salary increase may be less than that normally
provided, and may be established at a rate which
is below the salary range designated for the
position. This is referred to as “under-fill” and
can be subject to awarding of up to 10% below
the minimum salary of the job grade which has
been assigned for the position. Under no
circumstances should the employee’s new salary
be less than his or her current salary.

This information was moved from the
Salary Adjustment Principles section,
under Permanent Transfers, to create a
new section to discuss and define
“under-fill”, meaning an employee’s
salary may be below the minimum
salary of the job grade.
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Proposed Policy

Rationale

The functions, responsibilities and/or qualifications
that will not be required during the under-fill term
must be documented fore employee; a plan must be
in place to have the employee assume those duties
over a reasonable period of time; and the situation
must be reviewed within six months by the
departmental Human Resources Business Partner
Manager. Under-fill situations may not exceed a
period of one year. Requests for exceptions must be
reviewed by the Manager, Compensation &
Benefits, and approved by the Manager, Strategic
Total Rewards.

The functions, responsibilities and/or
qualifications that will not be required during the
under-fill term must be documented for the
employee; a plan must be in place to have the
employee assume those duties over a reasonable
period of time; and the situation must be
reviewed within six months by the departmental
Human Resources Business Partner Manager.
Under-fill situations may not exceed a period of
one year. Requests for exceptions must be
reviewed by the Manager, Compensation &
Benefits, and approved by the Manager, Strategic
Total Rewards.

Assigned responsibility for reviewing
the employee’s progress.

11 - CRITICAL RETENTION ADJUSTMENTS

Consideration will be given to adjusting an

employee’s salary for critical retention purposes

only when one of the following conditions exists:

e the loss of the employee(s) having the particular
skill(s) or performing the work:

- would place the City at significant risk of
failure to deliver program(s) or
service(s), or

- would result in significant replacement
costs.

The applicable department head may authorize a
salary increase of up to 5% within the salary range
of the grade level when there is a potential loss of a
key employee. Any increase that results in the

11 - CRITICAL RETENTION

ADJUSTMENTS

Consideration will be given to adjusting an

employee’s salary for critical retention purposes

only when one of the following conditions exists:

o the loss of the employee(s) having the
particular skill(s} or performing the work:

— would place the City at significant risk
of failure to deliver program(s) or
service(s), or

- would result in significant
replacement costs.

The applicable department head may authorize a
salary increase of up to 5% within the salary

range of the grade level when there is a potential
loss of a key employee. Any increase that results

New section to differentiate between
critical hires and a critical retention
adjustment. Critical retention was
previously included in the “Market Rate
Adjustment” section and required the
approval of the City Manager.
Commissioners may now approve a
salary increase of up to 5% within the
salary range of the grade level when
there is a potential loss of a key
employee.

()
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Proposed Policy

Rationale

salary being above the maximum of the salary range
must be approved by the City Manager, in
consultation with the Director of Human Resources.

in the salary being above the maximum of the
salary range must be approved by the City
Manager, in consultation with the Director of
Human Resources.

EXCEPTIONS
Exceptions to this policy may be made only on the
approval of the applicable department head and the
City Manager, in consultation with the Director of
Human Resources.-Requests-to-make-a-salary

Juss Ao orby-this policy must &
i ' g ) 5515“'“* nthead-and must

. v the Di i oo t 2 be .

EXCEPTIONS

Exceptions to this policy may be made only on
the approval of the applicable department head
and the City Manager, in consultation with the
Director, Human Resources.

Section revised to reflect new process.
Administrative detail was removed.

REPORTING AND RECORDING SALARY
ADJUSTMENTS

All salary changes must be reported and recorded in
accordance with the procedures established for the
Human Resources information system and/or the
payroll system.

REPORTING AND RECORDING SALARY
ADJUSTMENTS
No Change.
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TAB:

SECTION:

SUBJECT:

HUMAN RESOURCES

COMPENSATION

JOB EVALUATION

POLICY STATEMENT

PURPOSE

The City of Mississauga establishés equal pay levels for Jobs of
equal value, and acceptable paij differentials between Jobs of
unequal value, by evaluatmg salaried, non-umon Jobs through a
Job Evaluation process. .

The Corporation :is comrmtted 10 achieving 1nterna1 equity in
compensation, in compliance with pay equity leglslatlon and good
compensation management practlces The Job Evaluation process
provides a means of determining salary grades for new Jobs and
for Jobs that have, changed over time. It also serves to validate
salary grades for estabhshc_d Jobs in a consistent and systematic

manner that ensures internal equity.

The purpose of thls pohcy is to provide an overview of the Job

o ; Evaluatlonprocess

DEFINITIONS

| For the pliﬁ)bses of this policy:

“Job Evaluation Review Team” means the team responsible for

condlic:ti:ng' Job evaluations and is comprised of staff from
" “Compensation & Benefits, Human Resources Division, Corporate

“Services Department; and departmental Human Resources staff
.- who have been trained in Job Evaluation.

“Job” means a specific salaried, non-union role within the City
and is used for effective Human Resources and compensation
management. Examples of Jobs are Commissioner, Director,
Administrative Assistant and Human Resources Consultant. Job
Evaluation measures Jobs only, not the various individual
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position titles (e.g. Director, Human Resources; Director,
Finance) that may be associated with the same Job.

SCOPE

Who This Policy Apphes To This policy applies only to full-time, non-union Jobs within the
Corporation. Wages for union Jobs are negotiated through the
collective bargaining process.

Non-union positions that are classified and posted as part-time are
not covered by this pohcy Wages for non-union part-time;
temporary full-time; and hourly positions are covered under other
compensation schedules. Compensation & Ben_eﬁts may be
contacted for further detéﬂs. . i

Any necessary salary adjuéﬁﬁénts for individual employees
affected by & Job. Evaluation are: made in accordance with
Corporate Pollcy and Procedure -“Human Resources - Salary

Administratio.
When the Job Evaluatiajj .Jldb'.iEvaluation focuses on achieving and maintaining internal

. par.lty with other organizations; or

o - the need ‘for organizational redesign within a section or
o ' ",d’i\_fision; or
. e career development and/or rewarding employee performance.

~Compensation & Benefits conducts salary comparisons with
- external organizations, as required, and makes recommendations
to Council for adjustments where appropriate.

JOB EVALUATION REVIEW TEAM
Responsibility The Job Evaluation Review Team is responsible for:
e fairly evaluating newly created Jobs for which there is no
established grade; and
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» conducting timely Job Evaluations of existing Jobs on behalf
of all business units.

JOB EVALUATION PROCESS GUIDELINES

The Job Evaluation process involves analysis of a Job using the
Job Evaluation Plan and in achrdancc with the City’s
documented Human Resources Job -Evaluation Process Guidelines
(the “Guidelines™), available “on ‘Inside Mississauga. The
Guidelines provide deta:il_ed: - information. and direction to
Compensation & Benefits’ staff, including rev1ew procedures and
roles and responsibilities of staff. The Guideliries will be updated
as required, with the 'applj_oval of the Director, Humgh'Resomces.

OVERVIEW OF THE JOB EVALUATION PROCESS

Job Evaluation involves engaging the manager and the employee
in a discussion about the key responsibilities and requirements of
the Job being cvaluatéd:' The discus_sibn focuses on achieving full
understanding of, and :agreementr on, the core elements of the Job

* function, taking into consideration the following factors:

o ' the nature of the responsibilities and requirements of the Job;
e the Job's worth relative to other Jobs in the Corporation; and

’ c B thé,Jbb's___relat_ive contribution to the overall objectives of the

Evaluaﬁbn of New Jobs

Evaluation of Existing Jobs

i Corporatibﬁ.

A temporary Job rating is required for all new Jobs.
.- Compensation & Benefits will provide a temporary rating based
- on information provided by departmental management. A full
“Job Evaluation is required within 12-18 months of

commencement of the new Job. Compensation & Benefits will
be responsible for following up with the applicable department to
initiate a permanent Job Evaluation.

An initial request for a Job Evaluation may be made by an
individual employee, group of employees, supervisor/manager/
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director or department head. Individual employees or employee
groups must direct their Job Evaluation request through their
supervisor/manager/director. The department head must support
the rationale and approve all requests prior to any request going
forward to the applicable Human Resources Business Partner
Manager. -

A questionnaire will be completed'_-by the employee and/or
supervisor/manager. (The Job Evaluation Guidelines will provide
details of the questionmaire) Once 'réﬁc_cived, the Human
Resources Business Partner Manager or dééigpated staff’ will
inform Compensation & Benefits that a Job Evaluation has been
requested. o '

Human Resources will arrangc:-.to meet with the applicable

supervisor/manager to discuss the Job information provided on

the questionnaire. The Job will then be evaluated by a

representative from Zcromp'e_nsatidn & Benefits and a Human
~ Resources representative from the applicable department.

~ Generally, requests'fo_r Job Evaluation are completed in the order

i that they are received by Compensation & Benefits. However,
‘requests that have a significant impact on the City’s operations
may be given higher priority.

Decisions and Appeals At the completion of the Job Evaluation, Compensation &
L ~Benefits will advise all relevant parties of the results of the
- Teview.

An employee affected by a Job Evaluation, his’her supervisor/
manager or director may appeal the Job Evaluation Review
Team’s decision. Details of the appeals process are outlined in
the Guidelines.
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Review Cycle

REFERENCE:

LAST REVIEW DATE:

CONTACT:

Job Evaluation appeals will not be processed through the
Employee Complaints Review process. '

Compensation & Benefits is responsible for initiating a review of
all Jobs at least once every five (5) years in order to ensure that
the salary grades are appropriate.

Resolution 149-98 — 19980513 - = -

Amended September 2006 (Housekeeping — to move information
regarding compensation to the Salary Adniinistration policy and
to require that notice of decisions be provided by the Chair of the
respective committeé.);é _ e

April, 2006

For more information, contact Cdfn’pgnsation & Benefits, Human
Resources, Corporate Services Department.
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Proposed Palicy

Rationale for Change

POLICY STATEMENT

The City of Mississauga establishes equal pay levels for
Jobs of equal value, and acceptable pay differentials
between Jobs of unequal value, by evaluating salaried,
non-union Jobs through a Job Evaluation process.

POLICY STATEMENT

The City of Mississauga establishes equal pay levels for Jobs
of equal value, and acceptable pay differentials between Jobs
of unequal value, by evaluating salaried, non-union Jobs
through a Job Evaluation process.

Minor wording changes. “Position” was replaced by “Job”
throughout the policy to avoid confusion.

PURPOSE

The Corporation is committed to achieving internal equity
in compensation, in compliance with pay equity
legislation, and good compensation management
practices. The Job Evaluation process provides a means
of achieving intemal equity determining salary grades for
new positions Jobs and for-pesitions Jobs that have
changed over time. It also serves to validate
compensationlevels salary grades for established
positiens Jobs in a consistent and systemalic manner that
ensures internal equity

The purpose of this policy eutlines is to provide an
overview of the Job Evaluation process. and-establishes

proceduresfor requesting-evaluations and appealsefnew
1 ik

PURPOSE

The Corporation is committed to achieving internal equity in
compensation, in compliance with pay equity legislation and
good compensation management practices. The Job
Evaluation process provides a means of determining salary
grades for new Jobs and for Jobs that have changed over time.
It also serves to validate salary grades for established Jobs in a
consistenl and systematic manner that ensures internal equity.

The purpose of this policy is to provide an overview of the Job
Evaluation process.

The wording has been revised to reflect the terminology of
“Jobs”, as now defined in the policy.

B

DEFINITIONS
For the purposes of this policy:

“Job Evaluation Review Team™ means the team
responsible for conducting Job evaluations and is

DEFINITIONS
For the purposes of this policy:

“Job Evaluation Review Team™ means the team responsible
for conducting Job evaluations and is comprised of staff from

New section to define the restructured review team, the
broad categorization of “Jobs”™ and to clarify that Jobs, not
positions, are evaluated.

The JE Committee has been eliminated. HR is moving
toward a more HR centric process, using & Review Team
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Propoged Policy

Rationale for Change

comprised of staff from Compensation & Benefits,
Human Resources Division, Corporate Services
Department; and departmental Human Resources staff
who have been trained in Job Evaluation.

“Job™ means a specific salaried, non-union role within the
City and is used for effective Human Resources and
compensation management. Examples of Jobs are
Commissicner, Director, Administrative Assistant and
Human Resources Consultant. Job Evaluation measures
Jobs only, not the various individual position titles (e.g.
Director, Human Resources; Director, Finance) that may
be associated with the same Job.,

Compensation & Benefits, Human Resources Division,
Corporate Services Department; and departmental Human
Resources staff who have been trained in Job Evaluation.

*Job” means a specific salaried, non-union role within the City
and is used for effective Humnan Resources and compensation
management. Examples of Jobs are Commissioner, Director,
Administrative Assistant and Hurnan Resources Consultant.
Job Evaluation measures Jobs only, not the various individual
position titles (e.g. Director, Human Resources; Director,
Finance) that may be associated with the same Job.

comprised of a departmental representative from HR and a
representative from Compensation & Benefits.

There are over 800 “positions” in the City and many position
“titles”™, both of which are often confused with a Job
classification such as Clerk, Senior Buyer, Director or
Commissioner.

SCOPE
Who This Policy Applies To

This policy applies only to all full-time, non-union
positiens Jobs within the Corporation. Part-tirme non-
. , . - o v thi ‘I' W :

SCOPE
Whe This Policy Applies To

This policy applies only to full-time, non-union Jobs within the
Corporation. Wages for union Jobs are negotiated through the
collective bargaining process.

Deleted paragraph moved to “When the Job Evaluation
Process is Not Applied” section below.,

Simplified the language in the Scope section for clarity.

AN
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covered-by-thispetiey. Wages for union pesitiens-Jobs
are negotiated through the collective bargaining process.
Non-union positions that are classified and posted as part-
time are not covered by this policy. Wages for non-union
part-time; temporary full-time; and hourly positions are
covered under other compensation schedules.

Compensation & Benefits may be contacted for further
details.

Any necessary salary adjustments for individual
employees affected by a Job Evaluation are made in
accordance with Corporate Policy and Procedure — Human
Resources - Salary Administration.

Non-union positions that are classified and posted as part-time
are not covered by this policy. Wages for non-union part-time;
temporary full-time; and hourly positions are covered under
other compensation schedules. Compensation & Benefits may
be contacted for further details.

No Change.

When the Job Evaluation Precess is Not Applied
The Job Evaluation-precess-focuses on achieving and
maintaining internal equity, and does not address:
+—ihe-issue-of parity with other organizations. or
e the need for organizational redesign within a section
or division; or
e carcer development and/or rewarding employee
performance.

Corporate Compensation & StaffingBenefits, Haman
ResoureesDivisionconducts salary comparisons with
other-external-oeganizations, as required, and makes
recommendations to Council for adjustments where

‘When the Job Evaluation Process is Not Applied
Job Evaluation focuses on achieving and maintaining internal
equity and does not address:
s parity with other organizations; or
» the need for organizational redesign within a section or
division; or
o career developmem and/or rewarding employee
performance.,

Compensation & Benefits conducts salary comparisons with
external organizations, as required, and makes
recommendations to Council for adjustments where
appropriafe.

Many of the requests for Job Evaluations fall into the 2™ and
3% bullet. Including a section on when the Job Evaluation
does not apply assists staff to better understand when a Job
Evaluation is the route they should be following and ensures

the Job Evaluation process is about Jobs and not staffing or
organizational issues.

Moved the detail on parity with external organizations out of
the bullets section. No change to intent.

|
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appropriate,

JOB EVALUATION REVIEW COMMITTEE TEAM
Responsibility

The Job Evaluation Review Committee Team is
responsible for:

s fairly evaluating permanentsalaried-non-unien
pesitions newly created Jobs for which there is no
established #ating grade; and

«—forre-evaluating conducting timely Job Evaluarions

of existing Jobs on behalf of all business units.

& . permanent, salaried-pesitions thathavechanged

JOB EVALUATION REVIEW TEAM
Responsibility
The Job Evaluation Review Team is responsible for:
o fairly evaluating newly created Jobs for which there is no
established grade; and
¢ conducting timely Job Evaiuations of existing Jobs on
behalf of all business units.

Bullets revised for clarity.

The information in the deleted bullets is now included in the
Orverview of the Job Evaluation Process section.

JOB EVALUATION PROCESS GUIDELINES

The Job Evaluation process involves analysis of a pesitien
Job using the Job Evaluation Plan and in accordance with
the City’s documented Hurman Resources Job Evaluation
Process Guidelines (the “Guidelines™), available on Inside

Mississauga. The Guidelines PlanbytheJob-Evaluation

Committee-andlor Corporate provide detailed information
and direction to Compensation & StaffingBenefits’ staff,

G)

JOB EVALUATION PROCESS GUIDELINES

The Job Evaluation process involves analysis of a Job using
the Job Evaluation Plan and in accordance with the City’s
documented Human Resources Job Evaluation Process
Guidelines (the “Guidelines™), available on Inside
Mississauga. The Guidelines provide detailed information and
direction to Compensation & Benefits™ staff, including review
procedures and roles and responsibilities of staft. The

Reflects that procedural detail relevant to HR has been
removed from the policy and will be incorporated into the
Job Evaluation Process Guidelines that will support the
policy.

A
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including review procedures and roles and responsibilities
of staff. enrequest—TFhe-process-is-used forboth-new-and
existing-pesitens- The Guidelines will be updated as
required, with the approval of the Director, Human
Resources.

Guidelines will be updated as rcqu1red with the approval of
the Director, Human Resources.

OVERVIEW OF THE JOB EVALUATION

PROCESS

The Conpmittee-usesthe Job Evaluation Plan-to-meleits

evaluation, precess involves engaging the manager and the

employee in a discussion about the key responsibilities

and requirements of the Job being evaluated. The

discussion focuses on achieving full understanding of, and

agreement on, the core elements of the Job function,

taking into consideration the following factors:

¢ the nature of the responsibilities and requirements of
the Job;

» the Job's worth relative to other Jobs in the
Corporation; and

» the Job's relative contribution to the overall objectives
of the Corporation.

OVERVIEW OF THE JOB EVALUATION PROCESS

Job Evaluation involves engaging the manager and the

employee in a discussion about the key responsibilities and

requirements of the Job being evaluated. The discussion

focuses on achieving full understanding of, and agreement o,

the core elements of the Job function, taking into

consideration the following factors:

o the nature of the responsibilities and requirements of the
Job;

s the Job's worth relative to other Jobs in the Corporation;
and

® the Job's relative contribution to the overall objectives of
the Corporation.

This section provides a clear snapshot of the purpose of a Job
Evaluation and articulates that it is a process focused on
building understanding and agreement on job responsibilitics
and requirements rather than on a JE points based system.

This type of information will now appear in the Guidelines.

w
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This type of process information will now appear in the
Guidelines.
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A new Job Evaluation Review Team section has been
created, above.

The information in the deleted bullets is now included in the
Overview of the Job Evaluation Process section.
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A definition for Job Evaluation Review Team has been
included in the policy.

Revised information on meetings and the order in which JE's
are completed is now in the Overview of Job Evaluation
Process, Evaluation of Existing Jobs.

2000000

This type of information will now appear in the Guidelines.
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Evaluation of New Jobs

A temporary Job rating is required for all new Jobs,
Compensation & Benefits will provide a temporary rating
based on information provided by departmental
management. A full Job Evaluation is required within 12-
18 months of commencement of the new Job,
Compensation &Benefits will be responsible for following
up with the applicable department to initiate a permanent
Job Evaluation.

Evaluation of New Jobs

A temporary Job rating is required for all new Jobs.
Compensation & Benefits will provide a temporary rating
based on information provided by deparimental management.
A full Job Evaluation is required within 12-18 months of
commencement of the new Job. Compensation &Benefits will
be responsible for following up with the applicable department
to initiate a permanent Job Evaluation.

New section to address ratings for new Jobs.

EVALUATION OENEW-OR EXISTING
POSIHONS

Requestinga-Job-Evaluation of Existing Jobs

An initial request for a Job Evaluation may be made by an
individual employee, group of employees, supervisor
manager/director or department head. Individual
employees or employee groups must direct their Job
Evaluation request through their supervisor/manager/
director. In-any-ease; The department head must support
the rationale for-therequest; and approve he all request
prior to the any request going forward to the applicable
Human Resources Bustness Partner Manager.

A questionnaire will
be completed by the employee and/or supervisor/manager.
(The Job Evaluation Guidelines will provide details of the
questionnaire.) Once received, the Human Resources
Business Partner Manager or designated staff will inform

the-appropricte Human Resourees-representative

Evaluation of Existing Jobs

An initial request for a Job Evaluation may be made by an
individual employee, group of employees, supervisor/
manager/director or department head. Tndividual employees or
employee groups must direct their Job Evaluation request
through their supervisor/manager/director. The department
head must support the rationale and approve all requests prior
to any request going forward to the applicable Human
Resources Business Partner Manager.

A questionnaire will be completed by the employee and/or
supervisor/manager. {The Job Evaluation Guidelines will
provide details of the questionnaire.) Once received, the
Human Resources Business Partner Manager or designated
staff will inform Compensation & Benefits that a Job
Evaluation has been requested.

Reflects the process for requesting Job Evaluations going
forward.
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Compensation & Benefits that a Job Evaluation has been

requested. and-ensure-thatthe-deparbmenthead-and
netified:

The-Job-Evaluation Review Commmittee- Human Resources
will arrange to meet with the applicable supervisor/
manager to discuss the Job Evaluation. The Job will then
be evaluated by a representative from Compensation &
Benefits and a Human Resources representative from the

applicable departrnent. atleast-ence-amonth—except
boduled £ there is a backl ¢ osit I owed:

Generally, requests for Job Evaluation are completed in
the order that they are received by Compensation &
Benefits. However, requests that have a significant impact
on the City’s operations may be given higher priority.

Generally, requests for Job Evaluation review-are
completed dealt-with in the order that they are received by
Compensation & Benefits. However, requests that have a

significant impact on the-Cerporation City’s operations
may be given higher priority.

Human Resources will arrange to meet with the applicable
supervisor/manager to discuss the Job information provided on
the questionnaire. The Job will then be evaluated by a
representative from Compensation & Benefits and a Human
Resources representative from the applicable department.

Generally, requests for Job Evaluation are completed in the
order that they are received by Compensation & Benefits.
However, requests that have a significant impact on the City’s
operations may be given higher priority.

Revised to reflect process going forward. The information on
the order of evaluating requests is in the Decisions section of
the current policy.

2
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This type of information will now appear in the Guidelines.

This type of information will now appear in the Guidelines.

This type of informaiion will now appear in the Guidelines.

11
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Whenudeeistonhas-beenmade by At the completion of

Decisions and Appeals

At the completion of the Job Evaluation, Compensation &

The deleted text in the first two paragraphs now appears in
edited form in the Job Evaluation — Existing Jobs section.

This type of information will now appear in the Guidelines,

This type of information will now appear in the Guidelines.

Revised to reflect the process going forward.

12
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the Job Evaluation, Compensation & Benefits the Job
EvalustionReview Committee-Chair will advise all
releva.nt parties of the results of the review. He&ﬁj—l—he

Benefits will advise all relevant parties of the results of the
review.

- 4 Anaffected-employee
affected by a Job Evaluation, his/her supervisor, manager,
or director-is-not satisfied-with-the-deeisionof the Job
Ewaluation Review Committes on-theruting of his-or her
jobrhelshe-may appeal the-deeisionto-the-Job Evaluation
Review Team’s decision. Appeal-Commitiee- Details of

the appeals process are outlined in the Guidelines.

Job grading issues will not be processed through the
Employee Complaints Review process.

An employee affected by a Job Evalvation, his/her supervisor/
manager or director may appeal the Job Evaluation Review
Team’s decision, Details of the appeals process are outlined in
the Guidelines.

No Change.

Wording simplified and staff advised that the process is
outlined in the Guidelines.

The appeal process will now appear in the Guidelines.

13
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Review Cycle

Compensation & Benefits is responsible for initiating a
review of all Jobs at least once every five (3) years in
order to ensure that the salary grades are appropriate.

Review Cycle

Compensation & Benefits is responsible for initiating a review
of all Jobs at least once every five (5) years in order to ensure
that the salary grades are appropriate.

New section to reflect that Compensation & Benefiis will
conduct regular reviews of Jobs.

PROFILEAPPEALS

Profile reviews are no longer included in the Job Evaluation
policy but remain the responsibility of Human Resources,
Compensation & Benefits.

14
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The appeal process will now appear in the Guidelines.
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