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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 Intemal 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, Intemal 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 Intemal Audit re: 2012 
Internal Audit Work Plan Status Report 

Recommendation 

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

Recommend Receipt 



Audit Committee -2- September 24,2012 

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) 

(i) The security of the property of the municipality or local board re: 

INQUIRIES 

ADJOURNMENT 

Mississauga Spectator Arena Complex (Hershey Centre) 
Update May 2012 Audit. 



MISSISSAUGA 

MINUTES 
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THE CORPORATION OF THEClTY OF M.ISSISSAUdA 
"-:':;_'_V:··,. "o:.-):',t" 
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Members Present 

Councillor~igt1ovey, VYf*rct r,i 
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COLJh~ior Ron Starr,W~tQ 6 

',,", 

f«:L!\'j 
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Staff present'c(:,.<c,' 

. ,.',' 

Brenda R. Breault, Commissioner, Corporate Services and Treasurer 
Paul Mitcham, Commissioner, Community Services 
Sally Eng, Director, Intemal Audit, City Manager's Office 
Patricia Elliot-Spencer, Director of Finance 
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Kevin Travers, Partner, KPMG, extemal auditors 
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Audit Committee - 1 - May 7, 2012 

CALL TO 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, ?61?h6'd'nnrn'I/Pn 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. Report dat;~;~~ti!23,\~ti1&fr~filtl:l~[)1?~ctor of Intemal Audit re: Corporate 
S~~i~~p~partlll~~!;lnformatio"J"eChnology Division, Information 
~~curitY;~ldentitYa"~Access Management Consulting Engagement. 

_' , ',.,,--,- --: -'--,,_,'-'-n 

$ally Eng, DireCt~[,pf Int~~ol Audit provided a brief summary of when this Audit 
Was,on the work PI~fl. 000 • 

: '-,'-,- -, ,~,', 

crai~'~lJ1iCk, Infor~~tion Technology Auditor provided an overview of the 
InformatlQ~Sec~(lty·on Identity and Access Management Consulting 
Engagemet:!f<llilt'l.requested that the project be switched to a consulting 
engagemen(~th 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. 



Audit Committee -2- May 7, 2012 

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. Starr) 

2. Report dated April 23, 2012 from the Director orl~H~~~~tf.LJdit re: 2011 
Investment Audit. 

3. 

\~. -~. j 

Sally Eng, Director of Internal Audit proVj~¢(j·~~ update on ~~~j~~11 Investment 
Audit. .', . ',:, 

\-,:> 

Recommendation 

". -'-. 

AC-0006-2012, •. , ••.. ,... ":,,: 
That the report dated April 23;~0121tqrpthe Dir~wof Internal Audit with 
respect to the 2011 Investment.~ditbef~~ived fO(·!ljIformation. 

,:_~:.\ i :,') ~_>:,1,' ,<---. 

Received (C. Fo~~~~t: 

Report dat~#;A~ril 25, 20~QJrom th~9ity Manager and Chief Administrative 
Officer re:S~.~s of Ou~nding AJq.1t Recommendations. 

r~J.-< J,.< -"'>-;;". 
-<'::::.':',:':';,_. :::':;1;':".,-<.; ',---'--.'" ,; ::::Ji'</~\/,-,-":;_>,_.,, ':>' 

Th~f~'\'V~l?J1o disql]~l?!pn regarding.tl'\i$matter. 
." -c;c";; ';_" _, ";'.':i:~(:,_ , 

i,R~bommend~ll~~. ...• •• }.,;: 
"ABi-R°07-2012 ":~;i 

Th81th,e report dat~Aprii 25, 2012 from the City Manager & Chief 
Adm'i~~l:rative Offi~tTegarding the status of outstanding audit recommendations 
be recelVOOfor infOrmation. 

,-,"::A /0::;;:/<_' 

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 
question 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 (DEB) 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 CAD Indicated that 
Enersource will be presenting their annual report to Coylli$~ on May 23, 2012 and 
questions can be asked at that time as well. Counci.!IR~$tarr inquired about the 
trust funds. Ms. Breault indicated that she will inv~ti!J~te and get back to the 
Committee with further clarification.,'~:"···· 

, ;~:<, 

Recommendation 

AC-0008-2012 .:"; ...... ".<::: . 
That the 2011 Audited Financial Stat~1tJ~nts for q;Yi.Qf Mississaug~(~ity), City of 
Mississauga Public Library Board, City 6fM.i~si~~~llga Trust Funds, Clarkson 
Business Improvement Area,j"ort Credit Bii~l~s Improvement Area, 
Streetsville Business Improv'~fF~t,l\rea, and·'gi;!~rsource Corporation be 
received .i;··;:};.. . {;.;. 

-'-\~/ - ':::-;:-::~;:'['.:'.J.'.' - :,-::'~::-1::h 
-~~~;-'" .-~:ri':C' ---J;;,!fj;"\~ 

Received (R. Starrt" ... ,.'!i. ; ':';~\"~.:"{":' 
5. Report dated:A#AA'~ci:'~~~~ from tH~~~~missio~~~ of Corporate Services and 

Treasurer r~$,~011 Exterg;il'!. Audit Fl!ldings and Recommendations. 
:-'--:!'"~: j>;<:'-

Brenda BreaJltJ~olT).l!T!~lB~t'9t:f .. prp~~te Services and Treasurer provided an 
ove;f-v"te;\'II.Rtthe 2Q.1t.externaiaudlt1~ndi;'gs and recommendations. Chair Mullin 
qf)~'cotinGil.l9LStarr~l.ll?ported the report. Councillors Tovey and Fonseca 

.~tised quesfi6Q~.gn the;~l;flnt policy and process and if the City of Mississauga 
';':uses the same 'st13!f)dardfflq!Jirements as other municipalities. Janice Baker, City 

~~l1ager and CAG~dicate&that the grant applicants are required to submit 
audjt9(s statement~,.,Ms. Breault indicated that the City of Mississauga uses a 
sta ndl:l~dP rocess ..X;' 

-i<::"': 

Recomme~d~tlB~; . 
AC-0009-20 12 
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) 



Audit Committee - 4 - May 7, 2012 

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 Qj(~~tor of Culture Division 
re: Culture Grant Policy, be received for information,' . 

Received (J.Tovey) 

CLOSED SESSION 

Audit Committee moved into Closed S~~:~n at 9:~#.'a,m. Audit c~~ittee moved 
out of closed session at 10:50 a.m. Th~fo!lowji\g·.recommendation was passed 
pursuant to the Closed SessiQn: . /~.) 

(i) The security ofth~'proJI~0¥of thefi:l'~2idpality or local board re: 
Final Audit Repo1~ C6mll!~~!!y se~~~s Department, 
Recrr"tjpn Divisio~ ...... Mi.~~S$,,~~.f!,~pectator Arena Complex 
(HE!t~e~<~E!ntre) Ni~"~gementAg"~~ement Audit - Phase I 

,-:,-::-::,::~'?'-'-- -", 'r_it::::,_ "<:>:~>::;:';i)] 

'.'M~rnbers Of~(tdit Coniqjjttee raised questions on the Mississauga 
···.~pE-!ctatorAt-j3QCj.Complel((tlershey Centre) Management 
A~~"J~2t.Auclit:M~h<;l?E!k Paul Mitcham, Commissioner of 
Corrunirnity Services;'M~rY Ellen Bench, City Solicitor, Janice 
§?ker,QltxManager and CAO, Sally Eng, Director of Internal Audit 
an9AI St&il1pach, Internal Auditor provided answers indicating the 
poliQi~s andiP,;fp.Fedures that were breached and the actions taken. 

'", ,', - -

Re~gh,lnendation ). 
,';,\':-.>/ 

AC-0011-20-1:2<_ .. ;",,',' 
That the FiniiiAGdit Report: Community Services Department, Recreation 
Division - Mississauga Spectator Arena Complex (Hershey Centre) Management 
Agreement Audit - Phase I, be received. 

INQUIRIES -Nil 

ADJOURNMENT-1 0:52 am 
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Report 

Clerk's Files 
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Files 

DATE: 

TO: 

FROM: 

SUBJECT: 

September 14,2012 

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

Sally P, Eng, CA, CMA 

Director, Internal Audit 

AUDIT COMMITIEE 

SEP 2 ~ 2012 

Final Audit Reports - Transportation & Works Department, 
Transit Division - Mississauga Transit Tickets and Passes Audit; 
and Low Value Acquisitions (L VA) 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 (LV A) Cheque 
Requisitions Transaction Review be received for information. 

BACKGROUND: 

COMMENTS: 

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, being: 

• Transportation & Works Department, Transit Division­

Mississauga Transit Tickets and Passes Audit and 

• Low Value Acquisitions (LV A) Cheque Requisitions 

Transaction Review. 



lea) 
Audit Committee - 2 - September 14, 2012 

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). 

LV A'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 LV A 
Transaction Review completed by Internal Audit focussed on 

transactions that were processed through cheque requisitions. 

A sample of LV A 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 maj ority 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 training programs for the LV A 

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 account assigrnnents; and receipt and 

retention of insurance and WSIB certificates where required. 

Management has concurred with both recommendations. 

FINANCIAL IMPACT: None 

CONCLUSION: The final audit reports for Transportation & Works Department, 

Transit Division - Mississauga Transit Tickets and Passes Audit and 

Low Value Acquisitions (LV A) Cheque Requisitions Transaction 

Review are now complete and are submitted for consideration by the 



\ (b) 
Audit Committee - 3 - September 14,2012 

Prepared By: Sally P. Eng, CA, CMA 



M/SSlSSAUGA Corporate 
Report 

Clerk's Files 

Originator's 
Files 

DATE: 

TO: 

FROM: 

September 12, 2012 

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

Sally P, Eng, CA, CMA 

Director, Internal Audit 

AUDIT COMMITTEE 

SEP 2 ~ 2012 

SUBJECT: 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 infonnation. 

REPORT 
HIGHLIGHTS: 

BACKGROUND: 

• 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. 

The Internal Audit Charter (By-law 0240-2004) charges the 
Director, Internal Audit with the responsibility to develop and 

submit an aunual audit work plan to the Audit Committee for review 

and approval and to provide periodic updates to the Committee on the 



2(Q) . . 
AudIt CommIttee 

COMMENTS: 

- 2 - September 12, 2012 

status of the work plan. 

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 proj ect 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, 

• Six (6) have been completed; 

• 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 Payroll - Library Union Staff and 
Hershey Centre Phase 2 is currently underway, and research 
relating to Risk Management principles and practices is in 

progress; 

• The Pay and Display and IT Hardware Inventory Audits are 
expected to commence in the Fall; and 

• The consulting engagement on selected 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 -
2(b') 

September 12, 2012 , 

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 self-learning where appropriate. 

FINANCIAL IMPACT: None 

CONCLUSION: Status of the 2012 projects included in the Internal Audit Work Plan is 

summarized in Appendix I 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~ ') Audit Committee 

ATTACHMENT: 

- 4 - September 12, 2012 

risks and to improve City's operations. A number of activities are also 

conducted as part of the initiative to continuously improve the 
efficiency 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. 

Appendix 1: 2012 Internal Audit Work Plan Status Reports as of 

August 2012 

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



Appendix 1 
2012 Internal Audit Work Status Report 

As of August 2012 

A. AUDITS 

AUDIT STATUS I COMMENTS 
REVENUE AND CASH HANDLING 

1 Cash Receipt Fonns Completed Report was presented at March Audit Committee Meeting. 
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. 
S 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 
8 Purchasing - Medium Value Acquisitions Draft Report Currently in the process of preparing the audit report and action 

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

(continuous auditing) 
10 Payroll - Library Union Planning Planning for this audit is currently underway. 

CONTRACTS . .. 

11 Hershey Centre - Phase 1 Completed Report was presented at the May Audit Committee Meeting. 
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 
handling procedures at the Hershey Centre and SportZone. 

INFORMATION TECHNOLOGY 
13 Identity and Access Management Ongoing At the May 7, 2012 meeting, the Audit Committee approved that 

this audit be switched to a consulting engagement with periodic 

.. 

~ ,-...., 
() 

'-"" 



AUDIT 

14 IT Hardware Inventory and Wireless 
Devices 

OTHERS 
15 Risk Management (overview of the 

function for future audit plarming 
purposes) 

B. OTHER PROJECTS 

PROJECT 
AUDIT RELATED . ' 

1 Corporate Risk Assessment 

Appendix 1 
2012 Internal Audit Work Status Report 

As of August 2012 

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 Identity 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. 

To Commence This audit is expected to commence in the Fall. 

• 

In progress Research into risk management principles and best practices is 
currently underway. 

STATUS COMMENTS 
' . 

In progress Corporate Risk Assessment is conducted every 3 years (with armual 
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 

~ 
~ D 



PROJECT 

2 Audit Recommendations Follow Up 

CONSULTING 
3 Central Agreement Tracking System 

4 IT Network 

5 Ongoing consultation as requested by 
Management. 

Appendix 1 
2012 Internal Audit Work Status Report 

As of August 2012 

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. 

Completed for Follow up of outstanding audit recommendations are done twice a 
May. year to ensure that audit recommendations have been implemented 

and/or the issues identified in the previous audits have been 
In Pro gress for resolved. 

November. 
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. 

In Progress This is a joint project with Legal Services and Legislative Services 
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. 

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 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 

N 
Q 

-......J 



PROJECT 

2012 Internal Audit Work Status Report 
As of August 2012 

STATUS COMMENTS 

• Procurement Card Audit Process 

Appendix 1 

• Changes to various business processes and cash handling 
procedures 

CONTINUOUS IMPROVEMENT 
6 External Quality Assurance In Progress This is a requirement of the Institute of Internal Auditors (IIA) to 

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 I 

outside the City. 

The self assessment portion 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. 

, 

7 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. 

8 Audit Management and Working Paper In progress Preliminary work has been done to research best practices and 
Software Research 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. 

9 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 enviromnent; audit management; IT 
governance; fraud; interviewing techniques; and cloud computing. 

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

N 
Cb 
::/ 



PROJECT 

10 "Marketing" of Internal Audit 

Appendix 1 
2012 Internal Audit Work Status Report 

As of August 2012 

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

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 jJresence of the Association. 

File: ACI20/2\2012 Work Plan Status Report Appendix 1 -Sept 5, 2012 
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DATE: 

TO: 

FROM: 

September 12, 2012 

Chair and Members of Audit Committee 

Meeting Date: September 24,2012 

Brenda B. Breault, MBA, CMA 

Commissioner of Corporate Services and Treasurer 

AUDIT COMMlnEE 

SEP 2 ~ 2012 

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 

HIGHLIGHTS: 
Revisions are being proposed to the following compensation related 
policies: 

1. Salary Administration Policy 

• Designating department heads authority to approve specific 
compensation decisions. 

• Establishing a minimum supervisory salary differential. 

• Clearly differentiating contract and permanent employee pay 
adjustment provisions. 

• Amending performance management administrative practices 
related to disability. 

2. Job Evaluation Policy 

• Streamlining job evaluation administration process 

• Ensuring regular maintenance and review of all City jobs 

• Improving job classification controls. 
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Audit Committee 

BACKGROUND: 

PRESENT STATUS: 

COMMENTS: 

Recommended Salary 
Administration Policy 

Changes 

- 2 - September 12, 2012 

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 external 

compensation management consultant. 

Within City budgetary limits, the objectives of these compensation 

related policies are to: 

• Attract, retain and moti vate competent staff. 

• Treat employees fairly and equitably. 

• Ensure consistent administration of salaries. 

• 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). 

The revised Salary Administration Policy includes changes that 

improve overall process controls and administrative efficiency; and 

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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1. 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 
Issues 

• 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. 

2. 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 fairness/equity and as a measure to relieve 

salary compression pressures it is proposed that a 5% supervisory 

salary differential be incorporated into City policy. 
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3. 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. 

4. 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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Evaluation Policy 

Changes 
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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 j ob 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. 

• 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 housekeeping 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 



3Le) Audit Committee - 6 - September 12, 2012 

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. 

FINANCIAL IMPACT: There is no financial 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: 

- 7 - September 12, 2012 

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 

is 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: 

Appendix 3: 

Appendix 4: 

Salary Administration Policy Comparison Chart 

Revised Job Evaluation Policy #01-01-04 

Job Evaluation Policy Comparison Chart 

Brenda R. Breault, CMA MBA 

Commissioner of Corporate Services and Treasurer 

Prepared By: Stephen Chan, Manager Strategic Total Rewards 
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HUMAN RESOURCES 

COMPENSATION 

SALARY ADMINISTRATION 

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. 

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

All permanent, 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 renewal by the hiring department, in 
consultation with the departmental Human Resources Business 
Partner Manager. 

ParHime non-union wage rate schedules are established by 
Corporate Human Resources based on annual market review. 

Union employees should refer to the terms of their particular 

collective agreement. 

This policy is administered by the departmental Hunlan 
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. 

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 - Performance Increases (pages 3 - 6) 
4 - Permanent Transfers (pages 6 - 8) 
5 - Temporary Transfers (pages 8 - 9) 
6 - Job Evaluations (pages 9 - 10) 
7 c 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 
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 andlor private 
sector organizations will be included in the review. 

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

3lh') 
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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 applied 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: 

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

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

• eligible 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 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 
Defmition 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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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 
(L T) 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 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 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 

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

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

• 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 
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. 

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. 

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 15th 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 

receive the full increase resulting from his or her performance 

appraisal. 

4. PERMANENT TRANSFERS 

Definition A permanent transfer includes: 

• promotion; 

• lateral transfer; 

• lower-grade transfer; 

• demotion; and 

• redeployment. 

36) 



an') 
Corporate 
Policy and 
Procedure 

Promotion 

Policy No. AppendIx I 

01-04-02 
Page 70tl4 
Effective Date 1\r~«90VO 

200505 11 
Supersedes :lUUl U'I16 

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. 

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. 

Permanent Lower-Grade 
Transfer 

Demotion 

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 

pennanent 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 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 hislher 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 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 accollllhodation 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: 

• an acting assignment; 

• a secondment; or 

• a career 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 basis. 

Temporary transfers 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 assigrnnent 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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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 relevant parties of the results of the 
reView. 

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. 

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.) 

Employee's Salary is Within If an employee's salary falls within the new salary range no 
the New Salary Range 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 are not eligible for economic adjustments 
or PMP increases. 
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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, Hunian 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 adjustInent. 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 employee salary and that 

of hislher highest paid direct report. However, in situations where 
an employee is developing management skills OT 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. 

6CpJ 
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"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 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 
determine whether additional compensation is warranted and, if 
so, an appropriate percentage. 

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

• the employee must be perfonning 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 for temporary/short tenn 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 carmot 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 HlUDan 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 perfonn 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 nonnally 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 minimlUD salary of 

6(r) 



30:>'> 
Corporate 
Policy and 
Procedure 

Policy No. Appendix 1 

01-04-02 
Page \3 ot 14 

Effective Date Clean co~o 
201209 

200505 II 
Supersedes 2Um UI} 16 

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 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. 

II - CRITICAL RETENTION ADJUSTMENTS 

EXCEPTIONS 

Consideration will be given to adjusting an employee's salary for 
critical retention purposes only when one of the following 
conditions exists: 

• 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 prograrn(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 ofthe 
applicable department head and the City Manager, in consultation 
with the Director, Human Resources. 
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REPORTING AND RECORDING SALARY ADJUSTMENTS 

REFERENCE: 

LAST REVIEW DATE: 

CONTACT: 

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. 

AC-0007-2005 - 200505 11 
Amended September, 2006 (Housekeeping - to include salary 
adjustments as a result of Job Evaluations) 

April, 2006 

For more information, contact the departmental Human Resources 
Business Partner Manager. 
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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 faetefs reasons detailed in this policy. 

• a geaefal eeeaemie adjHstmeat; 

• an ar.ftH£li j3el'feEftanee llflj3faisal; 

• a j3eEftaneat tfansfef te anethef j3esitiea; 

• a teffij3efaFY tfanSfef te anethef j3esitisa ea an 
aetiag ef 6at'eef de~'elej3meIH basis, ef a 
seeeflameat te a sj3eeial j3fej eet; 

• a j eb e~<alHatiea; 

• a marI,et fate adjHstmeat; 

• a sHj3ef¥isery aiffefeatial adjHstmeat; ef 

• an adj\lstffieat te fetieet the assigameat ef duties 
ana fesj3eflstbilities in aaaitiefl te the emj3leyee's 
feg\llat' j3esitiefl. 

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

SCOPE 
All permanent, 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 renewal by the 

q 
rr5 

Proposed Policy 

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 one or more of the reasons 
detailed in this policy. 

PURPOSE 
No Change 

SCOPE 
No Change. 

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

I 

Rationale 

Appendix 2 
20120910 

Page 1 of 30 

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

--
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I 
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text reflects addItions to the policy; strikeouts = deletions 

Illring department, in consultation with the 
departmental Human Resources Business Partner 
Manager, and may be adjusted annually or OB 
eoHtraet reBewa!. GeBeral eesBomie iHereases are 
8jljllied iB aeeonlaHse with the jlro',isioBS of this 
jlolisy. If the emjlloyee is workiag ooder a 'NritteB 
eoHtraet ",mieh Sjleeifi6s how wage adjustmeBts will 
be made, the 'lflitteB eoHtraet ' .... iIl ajljlly. 

Part time BOB union emjlloyees are eovered by the 
general EsoBomie AdjustmeHt seetioB of this jloHey. 
ABY other part-time non-union wage adjustmeHts are 
made iB aeeofdanee with rate schedules are 
established by Corporate Human Resources based 
on annual market review. and 8jljlroved b~' Coooeil. 
Wages are adjusted only if the rate seheaule 
ehanges. 

Union employees should refer to the terms of their 
particular collective agreement. 

EnepROHS to Polie,' 
B)(e6jltioBs to this jloli"y may be made oBly SB the 
ajljlrova! of the d6jlartmeHt head and the City 
Manager, iB eOBsultatioB ",;ith the Direetor of 
Human R~sourees. ReEtUests to make a salary 
adjustmeHt Bot jlro'lided fer by this jloli"y must be 
made in writiBg to the dejlar'.meHt head and must 
iBelHde a detailed rationale. All reEJuests mHst be 

Proposed Policy 

the hiring department, in consultation with the 
departmental Human Resources Business Partner 
Manager. 

Part-time non-union rate schedules are 
established by Corporate Human Resources based 
on annual market review. 

No Change. 

2 

Rationale 
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Page 2 of 30 

The revised wording provides more 
separation between how contract and 
permanent staff are administered. 
Contract employees will receive the 
economic adjustment on renewal of 
their contract. 

The statement regarding part-time 
employees and the economic adjustment 
was removed. Treatment of part-time 
employees is clarified in the Economic 
Adjustment section of the policy. 

This information has been moved to the 
end of the policy, with some revision. 



Salary Administration - Comparison of Current and Proposed Policy 

Deletions and additions from Current Policy. Highlighted Proposed Policy 
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fe~'iewea e~' the 9ifeetsf sf Hl!maH ResSttfees jlfisf 
ts eeiHg fefwilfaes ts the Gity Maaagsf. 

ADMINISTRATION ofPoliey ADMINISTRATION 
This policy is administered SA a sspartmentalls'Isl This policy is administered by the departmental 
by the aejlar'..meRt's ManageI', departmental Human Human Resources Business Partner Managers, 
Resources Business Partner Managers, who is are who are responsible for ensuring compliance at a 
responsible for ensuring compliance at a departmental leveL The Director of Human 
departmental leveL Ts eRsme fairness ana eEjuity at Resources is responsible for reviewing this policy 
a 6sFflsfate level, The Director of Human Resources on a regular basis to ensure consistency and 
is responsible for reviewing all ehaHges maae ts adherence to legislated req uirements and to 
salal'ies SA M least an anooaI easis, anti f8flSFHRg ts monitor for compliance and consistency. 
the beaaefslHjJ Team SR all salaFY ehaHges, sthef 
thaH geftefal eesRsmie aEijustfftents this policy on a 
regular basis to ensure consistency and adherence to 
legislated requirements and to monitor for 
compliance and consistency. 

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

1 .:::J 3 
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Rationale 
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Minor wording changes to update 
position titles. The Director's 
responsibility has been updated to 
reflect current practices. 

Documentation requirements have been 
consolidated into one section instead of 
repeating the same information in 
numerous sections throughout. 
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REASONS FOR SALARY ADJUSTMENTS REASONS FOR SALARY ADJUSTMENTS 
Employees' salaries may be increased, decreased, or Employees' salaries may be increased, decreased, 
frozen as a result of: or frozen as a result of: 
1- Market Rate Reviews (pages 2 - 3) 1- Market Rate Reviews (pages 2 ) 
2 - Economic Adjustments (page 3) 2 - Economic Adjustments (page 3) 
3 - Performance Increases (pages 4 - 6) 3 - Performance Increases (pages 3 - 6) 
4 - Permanent Transfers (pages 7 - 8) 4 - Permanent Transfers (pages 6 - 8) 
5 - Temporary Transfers (page 9) 5 - Temporary Transfers (page 8 - 9) 
6 - Job Evaluations (pages 9 - 10) 6 - Job Evaluations (pages 9 - 10) 
7 - Critical Hire (page 11) 7 - Critical Hire (page 10) 
8 - Supervisory Differentials (pages 11 - 12) 8 - Supervisory Differentials (pages 10 - 11) 
9 - Additional Duties and Responsibilities (pages 9 - Additional Duties and Responsibilities (pages 
12- 14) 11- 13) 
10 - Under-fill Situations (page 14) 10 - Under-fill Situations (page 14) 
11 - Critical Retention Adjustments (pages 14 - 15) 11 - Critical Retention Adjustments (pages 14 -15) 

1. MARKET RATE REVIEWS 1. MARKET RATE REVIEWS 
Market rates are monitored and reviewed by Market rates are monitored and reviewed by 
Compensation & Benefits on an ongoing basis. The Compensation & Benefits on an ongoing basis. 
salaries of appropriate municipal and regional The salaries of appropriate municipal and 
governments which are comparable to the City of regional governments which are comparable to 
Mississauga, as well as other public sector andlor the City of Mississauga, as well as other public 
private sector organizations, will be included in the sector andlor private sector organizations, will be 
review. included in the review. 

GENERAL 2. ECONOMIC ADJUSTMENT 2. ECONOMIC ADJUSTMENT 
Definition Definition 
An geBe!'ai economic adjustment is a common An economic adjustment is a common percentage 
percentage salary increase which is typically applied salary increase which is typically applied to the 
to the Corporation's salary structure, which may 

-
Corporation's salary structure, which may affect 

L~ 
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Rationale 

Appendix 2 
20120910 

Page 40f30 

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.) 

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

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

! 

I 
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affect eitheF all pennanent employees, ar effi!3layees 
in a s!3eeifie jell grafie including pennanent, part­
time employees. Economic adjustments may be 
applied to seasonal andlor temporary part-time 
salaries. 

Eligibility 
Gefleral Economic adjustments rates are established 
by Council, and reflect elililiges ifl the external 
labour market and economic conditions. Gefleral 
Economic iflsreases 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; and 
• the estates of all deceased persons who were 

eligible and employed during the period oftime 
covered by the increase; and 

• eligible employees who have perfonned at an 
acceptable level as detennined by the Divisional 
Director. 

Employees are eligible for an economic iflerease 
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 

~ 
rr) 

Proposed Policy 

all pennanent employees, including pennanent, 
part-time employees. Economic adjustments may 
be applied to seasonal andlor temporary part-time 
salaries. 

Eligibility 
Economic adjustments rates are established by 
Council, and reflect the extemallabour 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; 
• the estates of all deceased persons who were 

eligible and employed during the period of 
time covered by the increase; and 

• eligible employees who have perfonned at an 
acceptable level as detennined 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 
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Rationale 
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whereas seasonal andl or temporary part­
time may not be. Added "pennanent" 
for clarity, as the intent is also that the 
economic adjustments will not be 
automatically applied to contract 
positions. Each contract salary is 
negotiated independently upon contract 
renewal. 

The first sentence was moved from the 
preceding section as it relates to how 
economic adjustment rates are 
established. The last bullet was added to 
clarity that the economic adjustment 
may be withheld ifthc employee's 
perfonnance is not acceptable. 

Included the meaning of "red-circled" 
where it is first used in the policy. 
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remain Wlchanged Wltil they are within the range of salaries will remain Wlchanged Wltil they are 
the grade. within the range of the grade. 

Calculation Calculation 
Once an gene.al economic adjustment has been Once an economic adjustment has been 
established by COWlcil, the Ele)3iiF'JHemal Milflager, established by COWlcil, Compensation & Benefits 
IIHmaIl R~seHfees, Compensation & Benefits initiates the applicable salary change for all 
initiates the applicable salary change for all eligible eligible employees. 
employees. 

3. PERFO~ANCEINCREASES 3. PERFO~CEINCREASES 
PeFffiFlBllBee lBeFellse Definition Definition 
A performance increase is an increase in salary to No Change. 
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. 

, 

Performance Appraisal Performance Appraisal 
A performance appraisal is an assessment of the A performance appraisal is an assessment of the 
employee's performance over a calendar year, while employee's performance over a calendar year, 
actively at work. If the effiJl!e,'ee has been allsem while actively at work. 
fer the full )3effeffRilflee yelH', the )3eFfeffRilflee 
llJ3)3ffiisal willl3e l3aseEi Sli the erR)3!eyee' s fIlSSt 

resent hit*sr,'. 

Extended periods (over one year) of rehabilitative Extended periods (over one year) of rehabilitative 
employment or modified duties are-flet subject to a employment or modified duties are subject to a 
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Rationale 
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Compensation & Benefits is responsible 
for uploading changes to employees' 
records. 

Rearranged sections for consistency and 
flow of information. This section 
renamed "Defmition". 

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 new performance appraisal, based on a new 
agreement. ~flleyees ifl this siruatiefl will feeei'fe agreement. The performance appraisal process 
a flefiefffilHl€e fatiflg easee ea the emflleyee' s mast will take into account the accessibility needs of 
resent histef), iams ef hef fegWaf flesitiea. The employees with disabilities, incorporating any 
performance appraisal process will take into account individual accommodation plans. 
the accessibility needs of employees with 
disabilities, incorporating any individual 
accommodation plans. 

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

not guarantee a PMP payment or reward. 

Performance Increase Funding/Allocation Performance Increase Funding/Allocation 
Afl aHl91mt ef Funding for performance increases Funding for performance increases and lump-sum 
and lump-sum payments is establishea determined payments is determined annually through the 
annually through the budget process. The budget process. The Leadership Team reviews 
Leadership Team reviews the results of the the results of the performance appraisals for all 
performance appraisals for all staff, and, if there are staff and, if there are available funds, determines 
available funds, determines how the a'fEHlalJle funds how the funds will be allocated. Eligible 
will be allocated. Eligible employees will receive employees will receive performance increases or 
performance increases or lump-sum payments, based lump-sum payments, based upon their 

~ :.g 
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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). 

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

Clarified that funds for performance 
increases may not be available every 
year. 
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upon their perfonnance appraisal results, the 
Leadership Team's allocation schedule, and the rules 
for calculating a perfonnance increase or lump-sum 
payment as established by this policy. 

Performance Lump-Sum Payment 
A perfonnance lump-sum payment is a one-time 
lump-sum payment made only to high-perfonnance 
employees, as noted in their perfonnance appraisals; 
and 
-whose salaries are at the maximum of their 

salary range; or 

-
• 

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

Proposed Policy 

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

Performance Lump-Sum Payment 
No Change. 

No Change. 

- 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 perfonnance 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 

8 

Rationale 

Wording added for clarity. 

Wording added for clarity. 
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following year. 

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

Performance Increase for Transferred Employee Performance Increase for Transferred 
Employee 

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

-----
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Minor wording changes for clarity. No 
change to intent. 

Minor wording changes for clarity. No 
change to intent. 
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Their final perfonnance rating, for reward purposes, December 31. Their final perfonnance rating, for 
will be a weighted average of the two ratings. The reward purposes, will be a weighted average of 
perfonnance increase or lump-sum payment will be the two ratings. The perfonnance increase or 
calculated using the employee's current salary and lump-sum payment will be calculated using the 
applied to the employee's current department at the employee's current salary and applied to the 
time of the any increase being awarded. employee's current department at the time of any 

increase being awarded. 

Performance Increase if Employee Not Actively Performance Increase if Employee Not 
at Work for Full Year Actively at Work for Full Year 
An employee's perfonnance increase or lump-sum Any employee perfonnance increase or lump-sum 
payment will be pro-rated to reflect the actual payment will be pro-rated to reflect the actual 
number of months worked in the perfonnance year if number of months worked in the perfonnance 
the employee was hired during the perfonnance year if the employee was hired during the 
year, or was absent due to long-tenn disability or an perfonnance year, or was absent due to long-tenn 
unpaid leave of absence in excess of two months disability or an unpaid leave of absence in excess 
during the perfonnance year. For pro-rating oftwo months during the perfonnance year. For 
purposes, an employee who has weffiea alleast half pro-rating purposes, an employee who has 
ef the available weFlffHg says iR the mefith commenced work on or before the 15 th of the 
commenced work on or before the 15 th of the month month will be credited with a full month of 
will be credited with a full month of service. FeHm service. 
HRfIais lea¥e sf aBseRce iR el,cess eh ... e mefiths, 
pfe FatiBg '.'lill apply efllj.' te the pefliefl efthe 
aBseRee thai el,eeess tws msmhs. Gefjlsfale 
GSffijleRsaliefl & Beflefits statI. will eflSlffe the 
salary ifl6fease is applies appfejlnalely. 

An employee's perfonnance increase or lump-sum No Change 
payment will be not be pro-rated due to any period 
of absence during the perfonnance year as a result of 
vacation, short tenn disability, a pregnancy leave, a 

10 

Rationale 
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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. 
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Proposed Policy 

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 
perfonning modified duties or rehabilitative 
employment. In these cases, the employee will 
receive the full increase resulting from his or her 
perfonnance appraisal. 

4. PERMANENT TRANSFERS 4. PERMANENT TRANSFERS 
A pennanent transfer includes: A pennanent transfer includes: 

• promotion; • promotion; 

• lateral transfer; • lateral transfer; 

• lower-grade transfer; • lower-grade transfer 

• demotion; and • demotion; and 

• redeployment. • redeployment. 
All salary changes as a result of a pennanent transfer All salary changes as a result of a pennanent 
must be approved by the department head or transfer must be approved by the department head 
designated director. +he a6jlartmental Managef, or designated director. 
HHffian ReSSHfees is feSj3SIlSiele ref aselHflelltillg Sil 
!fie glflj3ls~'ee Plaeemellt I'Sfffl the easis Hj3SIl '.ffiish 
the salary ifl6fease is aeteffflillea aOO ellsHfiflg the 
mtisilale is illeluElea ill the 6Iflj3lsyee' S Hie. 

Promotion Promotion 
A promotion occurs when an employee accepts a A promotion occurs when an employee accepts a 
new, pennanent position at a higher salary grade new, pennanent position at a higher salary grade 
than that previously held. A promotion warrants an than that previously held. A promotion warrants 
increase ofeetweell 5% aIla up to 10% based on the an increase of up to 10%, based on the 
employee's experience, knowledge, skills, and employee's experience, knowledge, skills, and 
education. There must also be internal equity within education. There must also be internal equity 

II 

Appendix 2 
20120910 

Page 11 of 30 

Rationale 

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

Moved documentation infonnation to 
the Documentation section. 

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 
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the employee's peer group, department, and within the employee's peer group, department, 
comparable work groups. The increase may be and comparable work groups. The increase may 
higher than 10% only if required to bring the be higher than 10% only if required to bring the 
employee to the minimum of the salary range or to employee to the minimum of the salary range or 
provide the appropriate supervisory differential aad to provide the appropriate supervisory 
'",illee aeterminea aeeefamg te the salMY differential. 
adjHstment flfineiples emlinea eelew. 

Permanent Lateral Transfer Permanent Lateral Transfer 

A permanent lateral transfer occurs when an A permanent lateral transfer occurs when an 
employee accepts a new, permanent position at the employee accepts a new, permanent position at 
same salary grade as that previously held. A latefai the same salary grade as that previously held. On 
(faru;ief Waffarus an insfease efeetween Q% ana ~% an exception basis, department heads may 
ana willee aeterminea aeeefEiing te the salMY authorize up to a 5% salary increase within the 
aajHstment flfineiples emlinea eelew. On an salary range. 
exception basis, department heads may authorize up 
to a 5% salary increase within the salary range. 

Permanent Lower-Grade Transfer Permanent Lower-Grade Transfer 
A lower-grade transfer occurs when an employee A lower-grade transfer occurs when an employee 
voluntarily requests and accepts a new, permanent voluntarily requests and accepts a new, 
position at a lower salary grade than that previously permanent position at a lower salary grade than 
held. ef when an elRflleyee is aemeled aile Ie the that previously held. The employee's salary for 
emflleyee's inaiJility te fleffe_ the amies efthe the new position will be either the maximum 

12 

Rationale 

deleted. 
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A lateral transfer 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. 

The information on demotions was 
removed and moved to the new 
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j3ssilisfi. geH!sIisfi -Nili lake j31ase sBly alief the salary for the new grade, or the employee's 
effij3lsyee has aeen sSHflsellea afta j3fs"iaea with aft current salary, whichever is less. A permanent 
awaflHflily Is salain the skills nesessary Is j3effeffil lower-grade transfer may result in a decrease in 
at the feflliifeElle-.'el. ~Is effij3lsyee willile E1emsteEi salary. 
withsm sSfisliltatisfi with the 9iFeetsf sf H!imllfl 
Resallfees Sf aesignate afta the pflSf BflPfa'"al af the 
aej3Bi".mefit heaa aftEi the Gifj' Maftagef. 1.lswef 
gFooe RaftSfe!' WarFaflts flS iflsfease. 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. 

Demotion Demotion 
Sf whefl aft 6ffij3ls,'ee is aeH!steEi alie Is the An An employee's inability to perform the duties of 
employee's inability to perform the duties of their their position may result in a demotion. A 
position may result in a demotion. A demotion will demotion will take place only after the employee 
take place only after the employee has been has been coached and provided with an 
ss_selleEi coached and provided with an opportunity to obtain the skills necessary to 
opportunity to obtain the skills necessary to perform perform at the level required for the position. 
at the feflliifeEilevei required for the position.-Ne The manager/supervisor must consult with the 
effij3layee -Nill Be aeH!steEi witham esnsliltatisn The Director of Human Resources or hislher designate 
manager/supervisor must consult with the Director and obtain the approval of the department head 
of Human Resources or hislher designate and obtain and the City Manager prior to an employee being 
the-j3fief-approval of the department head and the demoted. The employee's salary for the new 
City Manager prior to an employee being demoted. position will be either the maximum salary for the 
A Iswef greae RlIfIsfef Warfants ns insfease. The new grade, or the employee's current salary, 
employee's salary for the new position will be either whichever is less. A demotion may result in a 
the maximum salary for the new grade, or the decrease in salary. 

r---
SJ 
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Rationale 

"Demotion" section. 
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Created a new subsection within 
Permanent Transfers for demotion. The 
previous language was revised for 
clarity. 
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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. aB6 may 
Wlffiaffi afI iaefease 81' setweea ()% afla ~%. +he 
iasfease '."ilI se aeteffHiaea asssfaiag ts the sal!HJ' 
aEijustmem jlriaeijlles sutiiaea selsw. 
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 
/£e;oea HIitiI it is withia the raage sf the Iswer graae 
detennined on a case-by-case basis. 

Solory Adjustmeut ¥FiBeiples 
Where a saiaFy iaefease is "'fflffaffiea, as astea 

Proposed Policy 

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 
detennined on a case-by-case basis. 

14 

Rationale 
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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). 

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 
detennined on a case-by-case basis. 

This section has been deleted and the 
2nd

, 3'd and 4th bullets incorporated into 
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aeSFe th c ,e emplsyee' SSIlS It . s manager a/ . Il atlsil wiili the ae ~ an sr Elireeter ill 
Resellfses will aete . jlal .mental Manager H' th ' rffime an a . ,Ilffian 

: Ilew jlesitiell easea h jljlrejlflate salary fer 
a8Jllstment jlrillsiflles: ell Ge feliewing salBfj' 

• CSllsiaeratisll ffillSt be givell ts the 6smpl~[it)' 
sr aegree sf aaailisilal resjlsilsibililies whieh 
vlill be aSSllffiea ill the Ilew jlssitisil. III the ease 
ef lateral transfers, the emplsyee fRIlst be 
mS'fillg Ie a new jlssitisil ",<hieh has al leasl 70 
Jsb Evaillatisil jlSiHts msre than the flssitiSH 
sllfFently hela Is be eligible fer an iHerease. 

• The emplsyee's el(flerieHse, lffisv.~edge, skills, 
ana eallsatisll fRIlst be sSHsiaerea. 

• There mllsl be ettffily withiH the efflfl1s;'ee' s fleer 
grSIljl, a8jlartment, ana semflarable v;erk grSlljlS. 

r"""I 
'-.) 
~ 
-..,,) 
N) 

• CSHsiaeralisH shsma be given Ie the Heea ts 
maffitaiH an ajljlrsjlriate slljlef'lissry Elifferential 
aIla Is the market iHfllleHses relatea te the 
flartislliar jlSSitiSH, The Ilew salBfj' may be 
absye the salary raRge desigHEltea fer the 
flssitieH silly , ... <heH Ilesessary ts allsw fer all 

ajljlrsjlriate slljlervissry aifferential ef fer a 
market rate a8jllstment. 
If the empleyee is Het able te jlerferm key 
. HtllstieHs sf the jlsSilieH, sr ts assllffie 

Proposed Policy 
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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. 
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sigBiHeaat resj3sBsibilities sf the j3SsitiSB, the 
salary iBerease may be less than that Bsrmally 
j3fevided, and may Be estaBlished at a rate \vftfeh 
is belsw the salary range desigaated fer the 
j39sitieB. VBder Be eireumst!lFl€es sHsuld the 
effij3lsyee's Bew salary be less than his sr her 
'eHITeBt salary. The mnetieBs, sr reSj3sBsibilities 
that 'Nil! BSt be re'lHirea must be dS€lIffieBtea fer 
the emj3leyee; a !llan must be iB j3laee ts h!l'/e the 
effij31eyee assume these duties ever a reaseaaele 
j3eriea eftime; and the situatieB must be 
reviewed ",/ithiB Sill meaths. 

5. TEMPORARY TRANSFERS 
A temporary transfer includes: 
• an acting assignment; 
• a secondment; or 
• a career 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 basis. 
Temporary transfers 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 

Proposed Policy 

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. 

An employee who is temporarily transferred will 

16 

Rationale 
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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, f.or the receive a salary increase, if warranted, for the 
durati.on .of the assignment .only when the durati.on .of the assignment .only when the 
assignment will c.ontinue f.or a peri.od .of m.ore than assignment will c.ontinue f.or a peri.od .of m.ore 
30 consecutive calendar days. +he-Any increase than 30 c.onsecutive calendar days. Any increase 
will be detennined on the same basis as a pennanent will be detennined on the same basis as a 
transfer. HsiBg the same salary adjHstmeHt flriBeiflles. pennanent transfer. On returning t.o regular 
On returning to regular duties, the employee will duties, the employee will receive his or her 
receive his or her fonner rate .of pay, adjusted in f.onner rate of pay, adjusted in acc.ordance with 
accordance with the perfonnance rating attained in the perf.onnance rating attained in the temporary 
the temporary positi.on. p.ositi.on. 

Al! salary changes as a result .of a temporary transfer All salary changes as a result of a temporary 
must be approved by the department head .or transfer must be approved by the department head 
designated direct.or. ±be deflaF'.meBtal Maaagef, or designated director. 
HlHBaB ReseHfses is ~eSfleBsiele :ref deelHBeBtiBg eB 
the BffifJleyee PlaeemeBt I'SfHI the aasis HIlSB whish 
the salBfj' iBe~ease is dete_med aad eBSH~iBg the 
~atisBale is melHded iB the effifJlsyee's tile. 

6. JOB EVALUATION 6. JOB EVALUATION 
All salary ehaages as a feslllt sf a j sa e'falHatiSB 
mHst ae awro'led ay the afJfllieable depaftffieBt head 
Sf desigBated Eii~eetsr. 
Compensation & Benefits are responsible for the Job C.ompensation & Benefits are responsible for the 
Evaluation program. At the c.ompletion of a Job Job Evaluation program. At the completi.on of a 
Evaluation, C.ompensation & Benefits will advise all Job Evaluation, Compensati.on & Benefits will 
relevant parties of the results of the review. advise all relevant parties of the results ofthe 

reVlew. 
+he deflartmeBtal Maaager, IlHmaa RessHfees is 
reSflsBsiale fef eBsHriag that afJflF8flriate 
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Rationale 

Rem.oved the reference t.o salary 
adjustment principles as this is n.o l.onger 
a stand-al.one section but has been 
incorporated into the Promotions 
section. 

Min.or w.ording changes for clarity. 
Moved documentation infonnati.on t.o 
the D.ocumentati.on section. 

W.ording revised t.o align with the Job 
Evaluation policy, as revised. 

Documentati.on infonnation moved to 
the Documentation section. 
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aee'lmeHtatieft is iftehtaea ift the effij'lleyee's file. 

Employee's Salary is Less than the Minimum for Employee's Salary is Less than the Minimum 
the New Grade for the New Grade 
An employee is eligible for a salary adjustment No Change. 
resulting from his or her job being upgraded on the 
condition that the employee's actual salary is less 
than the minimum ofthe new grade and the 
employee is fully qualified for the job. 

When both of these conditions are met, the No Change. 
employee will receive a pay adjustment that places 
his 'or her salary at the minimum of the new grade. 

8hsHIa the !lay atljHstmeHt Be gfeatef thaR $~()()() the 
effij'llsyee will feeei\'e the atljHstmeHt m tws 
iftstalmeHts. The illst mstalmeHt will Be e~aI ts 
$~g()(). The seesfta mstalmeHt will Be maae Silf 
meftths aftef the fifst iftstalmeHt aRa VAll Be e~al te 
the femaiftaef sf the efttitiea aajHstmeHt. 
If an employee is not fully qualified for the job, the If an employee is not fully qualified for the job, 
functions or responsibilities that will not be required the functions or responsibilities that will not be 
must be documented to the employee; there must be required must be documented to the employee; 
a plan in place to have the employee assume those there must be a plan in place to have the 
duties over a reasonable period of time; and the employee assume those duties over a reasonable 
situation must be reviewed within six months. (Refer period of time; and the situation must be 
to the "Under-fill Situations" section. number 9, reviewed within six months. (Refer to the 
below.) "Under-fill Situations" section. number 9, below.) 

Employee's Salary is Within the New Salary Employee's Salary is Within the New Salary 
Range Range 

18 
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This was the City's practice in 1998 but 
is this no longer the case. 

Added reference to "Under-fill 
Situations" section. 
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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 Employee's Salary is Red-Circled at Higher 
the Maximum for the New Grade than the Maximum for the New Grade 
Employees whose salaries are red-circled above the Employees whose salaries are red-circled above 
maximum of the grade for their job will Ile ~ the maximum of the grade for their job are not 
eirelea", are not eligible for economic adjustments eligible for economic adjustments or PMP 
or PMP increases. increases. 

Rea eifeleEl effijllsyees will aa...'e their salafies ffs~eR 
fer a perisa sf tj',<e yeafS ffSfR tile sate shhe 
EleeisisR. ±hereafler, their salafies willlle reffi±eea ts 
tile fR8*i_ sfthe salSfj' grase fer tIleir partieulaf 
jtHr. 

7. CRITICAL IDRES 7. CRITICAL IDRES 
A candidate for a position may be provided an offer A candidate for a position may be provided an 
of employment that contains a salary that is higher offer of employment that contains a salary that is 
than the salary established for the position's grade higher than the salary established for the 
level where there is the inability to attract candidates position's grade level where there is the inability 
in the labour market with the specific skill or skills to attract candidates in the labour market with the 
required for a critical role within that salary range. specific skill or skills required for a critical role 

within that salary range. 

Any requests to hire a candidate above maximum of Any requests to hire a candidate above maximum 

the salary grade must be approved by the department of the salary grade must be approved by the 
department head and City Manager, in 

19 
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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 philosophy used for Job 
Evaluation, whereby an employee's 
salary is not reduced, but is "red-
circled", where applicable. 

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

-
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head and City Manager, in consultation with the 
Director, Hwnan Resources 
The employee's salary will be deemed to be at 
maximwn 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 maximwn of the salary range will 
be reviewed on an annual basis. 

MARKET RATE ADJUSTMENT 
A , d1 emjl1syee ma~' e rather thaa iRe esmjleftsated a 
fer the jls . . aeesfElanee ,.·ith th t market rate sttwn' ~ e salar . ' 
soostantial d" s grade level "'h fi fj estaillished 
a ' . Iserejlane . e ,w en tl~re is a 

jlsSltlen and tIr yetween the 
results in tlF I e estaelished rate fmarket rates fer 
illaIJility ts e

tt 
sss sfke)' effijl1e)'e e jlay, whish 

a raet EtllaliHed . es arul/sr the ajljlheants. 

CFitena 
CeRsideratisn willlle given te eSffijlensating 
effijlle)'ees iR aeesretlflee with market rate SRI), 
Vlhenllsth sithe fellswing Footsrs A and B ha>.'e 
eeeft met Faetsr A: 
At least SRe sf the fellswiRg eSRdi-tisRs mils! ellis! 
there is a severe shsrtage sf a jlarti61llar skill sr 
skills in the laesllF market. 

• .The jlSsitieR's salary range is soos!antially 
leVier than that eeing effered iR the laesllF 

consultation with the Director, Hwnan Resources 
The employee's salary will be deemed to be at 
maximwn 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. 

20 

The Market Rate Adjustment sections 
have been replaced with the Market 
Rate Review section, nwnber 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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Hlal'ket 

Footsr B: At least Slle sf the fullswing 6sIleitisIls 
HlHS! el<ist: 
• The Isss sf the 8H1fllsyee(s) havillg the flartieHlar 

skill(s) Sf fleFfuFHIillg the wsn,: 
weHie fllooe the CSFflsratisll at 
sigllifieant risk sf failHFe te eeliver 
flrsgram{s) sr sel1'iee(s), sr 
wSHle resHl! ill sigllifieaRt refllooeHlellt 
eestso-

The CSFflsratisll's effurts ts refllaee eHlflls)'ee(s) 
havillg the flartieHiar skill(s) sr flerfuFHIillg the wsrk 
weHie Be iHIfleeee, s8'<'erely, By the eisereflane)' ill 
j es rate and Hlarket rate. 

Request aBe f'flPF9~'al PFgeess 
R-eEjtlests te flrs'liee Hlan,et rate eSHlflellsatisll HlHSt 
Be SHpflertee By the Seflar_ellt head. ReEjtlests 
HlHSt Be reaee ill writing, illelHeing a eetailee 
ratisllaie fur Hlarket rate 6sHIflellsatisIl .ts the 
Direeter sf HHffian ReseHrees, TIle DireetsF sf 
HuHlan RessHFees, '.viII review the reEjtles! ane 
esRfiFHI that the eriteria fur eSHIflellsatisll at Hlarket 
rate eaR se Hlet. If the eriteria are Hlet, the Direetsr 
sf IIHHlaR R-eseHFees, will eireet the CSHIfl81lsatiell 
& Bellefits 8eetiell te eewHet a eSHlflrehellsh·e 
laesHF Hlan,et salary sHI1'ey ane ' .... iIl re6sHlfflelle Ie 
the aflflli6aele eeflartmellt heae a !twel sf 

"0 v 
/Q 
-.......J 
N) 

Proposed Policy Rationale 
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6sHlj'leasatisa basea sa the sllfvey res If Us. 
The flartieiflaats ia the lalJe\lf market salary survey 

! will iaeiliae 8flflreflriate mlfBieiflal aRa regisaal 
geveflllHeats .",hieh are eSHlj'laraIJle te the City ef 
Mississalfga. Other flllBlie seeter aR8Ier flrivate 

I seeter ergani~atieas will be iaeilleee at the 
aiseretiea sf the Direeter ef H\lffiaB Rese\lfees. 
Oaee aR aflj3reflriate level ef eeHlj'leasatiea is 
aele_iRea, the erigiaal retj:liest, the eetails efthe 
salary s\lfvey aRa the Direeter sf H\lffiaR Rese\lfees' 
salary reeemmeaeatiea are fuf'",'areee te the 
aflflF9j3riate aej3artmeBt head. fur review aatl 
aflflfeyal. If the reeemmeaaatiea is te adjllst the 
salary, it is furwaraea te the City Maaager fur fiaal 
aflj3reval. 

Salary adjllstmeats will be made as fullews 
• the emj3leyee's salary ."fill be iaereasee fur a 

fiRea fleriea ef time (aet ts el[Seea tws years); 
I' the eHlj'llsyee ",fill be eesmee te be at m81dmllfB 

sf salary fur the j31l1'flsses sf j3erfurmaaee review 
aRa geaeral wage iasreases EllIriag the filtea 
fleriee; 

• the salary vfiU be reviewea ia eeajllBetiea with 
aBa\IaI salary reviews at the eaa ef the fillea 
fleriee (reier te "Review" seetiea efthis j3eliey, 
belew); aatl 

• reeemmeatlatieas resllitiag frem the review will 
be sll~eet te City Maaager aj3j3reyal, aRe 

if it is aete_iRea that there ae leager 

Proposed Policy Rationale 
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exists a Heea ts 6S 
Eate, the e!Hj3ls)'ee~:sate a.t mal'ket 
the salary that h s s MY will Ee~'ert ts 
eamea hath e Sf she wSlila have 

ar ~ IHaI'iret a' 
takeH ]3laee (i e th .a:JustmeHt HSt 
aH)' adjustme~~ ase a

8Hg:al sallIE)', ]3lus 
ffl res t sf 

]3e4l_ee a]3]3ra-i aI ~H~eases), sr s s ana geHeral wage 

If It is aete_iHea th t I a 8s!Hj3e . 
marret rate is sfll m41SatiSH at I warrantea th ! 
may esntiMe te a a"e sa lIE)' 
]3ensa sHime (HS: a justea fer a fil(ea 
at \vhieh ]3siHt th : emoeea tws yellEs) 

. e s lIE)' 'HS la . 
revlewea d u agam ae 

DoelimeBtatioB 
Where an iH6IfmaeHt is ts ae eS!Hj3eHsatea at maEket 
rate he eE she will ae aavisea efthe te_s ef 
eS!Hj3eHsatiSH. It is the resjlsHsiaility sf the 
aejlaEtmeHtal Manager, Human- R~SStiF6eS ts eHStiFe 
that all 6sooitieHs llEe ae 6umeHtea ana ]3F9'1iaea te 
the em]3le)'ee, and that, a 6S]3)' signea ay the 
8ffi!3ls)'ee is k8jlt SH file. Ns adjHstIHeHt ef an 
e!Hj3leyee's salary te mllEket rate shall eeetiF iH the 
aaaeH6e ef eeHfi_atisH that this has e66tiFfea. 

Revi~r 

It is the resjleHsiaility ef the Direeter sf HHffian 
ResetiFees ts eHStiFe that an)' ]3ssitieHs sulli eet ts 
eem]3eHsatisH at market Eate llEe Eeviewes at the eHa 

~ 
Q 

~ 

Proposed Policy Rationale 

23 

Appendix 2 
20120910 

Page 23 of 30 



'::5 Salary Administration - Comparison of Current and Proposed Policy 

"2 
~ 

Appendix 2 
20120910 

Page 24 of 30 

.-----------------------------------------"-p-,-O-po-s-ed--P-o-h-c-y---------------------------,---------------------------------
Deletions and additions from C;urrenr pOlIcy.· Hlgtmgnred 
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Rationale 

ef the term ef the agreemem, iflsluaiag 6eHlflIetiefi 
ef a further salary Slffi'ey Ie aetermifle if the 
eempeflsatiefl eeRtifl1les Ie be apprepriate. The 
appre',aI pre eess previeusly emliflea will be 
fellewea fer aay adjustmeflt resHltiag [rem this 

8. ADJUSTMENT FOR SUPERVISORY 
DIFFERENTIAL 
Defmition 
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. 

1'.fI eHlflleyee's salar)' ma)' be adjuslea Ie previae fer 
er Ie mainlais an apprepriate supervisery aifferemial 
when the eHlflleyee is respensible fer the sapervisien 
ef staff vme are in the same grade as the eHlflleyee 
er .. ¥hess rate efpay iflereases unaer the terms ef a 
eelleetive agreement. There may be an aajHstmem te 
the saperviser's salary by ap te 5% to previae fer an 
apprepriate aiffereRtial as the eHlflleyees pregress 
IflreHgh the j eb grade. In aaaitien, the saperviser's 

I salary may be permittea Ie ffifeeea the manifHHHl 
salary fer Ihe j eb grade by 5%. 

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

8. SUPERVISORY DIFFERENTIAL 

Defmition 
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 assigrunents there 
should be, at minimum, 5% between a 

24 

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

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

objectives. 

Sllllel1'issl7' aitfefemiai ia6feases mllst be a!Jllfs'fea 
by the aellartmeaf heaEl. +he fatisaaie fer the 
ias.ease mllst ae assllffieffiea aHa Hlea ia the 
emlllsyee's Hie. +he aellaFIffieffiai HllffiaH 
Ress\lfses MaHageF mllst feFwa.a a sSIlY sf the 
.atisnale ts the lJiFeetsF sf HllffiaH Ress\lFses feF 
iHfeFffiatisa ll11fllsses. 

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

0) 
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The department head's approval 
wouldn't be required, as there will be a 
percentage established for the 
differential between the supervisor and 
hislher highest paid direct report. 

New section added to address functional 
guidance positions that include duties 
such as input into hiring but are not 
considered to be supervisory. 
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9. ADDITIONAL DUTIES AND 9. ADDITIONAL DUTIES AND 
RESPONSIBILITIES RESPONSIBILITIES 
An employee may receive additional compensation An employee may receive additional 
for performing duties and responsibilities for a compensation for performing duties and 
temporary period which are significant in nature and responsibilities for a temporary period which are 
which are in addition to those of his or her regular significant in nature and which are in addition to 
position. The amount of additional compensation those of his or her regular position. The amount 
may not exceed 5% of the employee's salary. of additional compensation may not exceed 5% of 

the employee's salary. 

Additional duties and responsibilities increases must Additional duties and responsibilities increases 
be determined in consultation with the applicable must be determined in consultation with the 
Human Resources Business Partner Manager and applicable Human Resources Business Partner 
approved by the department head. The rationale for Manager and approved by the department head. 
additional compensation must be documented and The rationale for additional compensation must 
filed in the employee's corporate file. A sSIlY sftlle be documented and filed in the employee's 
fatisnale IHHst Be fefwaraea ts tile 9i.eetsf sf corporate file. 
Hwnan RessHfses fef isfs_atiss IlHfjlsses. 

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

department head. 

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

26 

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

+he aHlS1l1lt sf aaaitisRal 6sffij3eflsatisfi may fist All of the following criterion to allow an 
el,eeea 3% sf the effij3lsyee's salafY. aOO adjustment for additional responsibilities must be 
eSfisiaefatisfi mllst lle gFYeB te All of the following met: 
criterion to allow an adjustment for additional • the duration of the assignment may be a 
responsibilities must be met: maximum of I year; and 

• . the duration of the assignment may be a • the employee must be performing duties that 
maximum of I year; and require a higher level of skill or responsibility 

• whethef the employee will must be performing than required by his or her regular position; 
duties that require a higher level of skill or and 
responsibility than required by his or her regular • the additional responsibilities total over 20% 
position; and of the job duties. 

• the svemll eSffiplel,ity sf the assignmellt . 

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

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

Adjustments for additional responsibilities for Adjustments for additional responsibilities for 
-
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Rationale 

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 additional 
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 
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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. 

,\ft:,' additieBaI All compensation arrangements 
should be reviewed within six months afteF 
aegiflBiBg and ffi10lSt ae reviewed may not be 
continued beyond one year after beginning, mlless 
already EiiseeBtiB1oleEi. 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 fimctions 
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. 

Proposed Policy 

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 
fimctions 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. 
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base salary for durations of3 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. 

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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The functions, responsibilities andlor 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. 

Proposed Policy 

The functions, responsibilities andlor 
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. 

11 - CRITICAL RETENTION ADJUSTMENTS I 11 - CRITICAL RETENTION 
AD.nJSTMENTS 

Consideration will be given to adjusting an 
employee's salary for critical retention purposes 
only when one of the following conditions exists: 
• 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 

Consideration will be given to adjusting an 
employee's salary for critical retention purposes 
only when one of the following conditions exists: 
• 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 
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Assigned responsibility for reviewing 
the employee's progress. 

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

Human Resources. 

EXCEPTIONS EXCEPTIONS 
Exceptions to this policy may be made only on the Exceptions to this policy may be made only on 
approval of the applicable department head and the the approval of the applicable department head 
City Manager, in consultation with the Director of and the City Manager, in consultation with the 
Human Resources. RefIHests te make a SalllfY Director, Human Resources. 
a6jHstmeat Het j3fe'"iaea fef by !bis j3eliey mHst be 
made ill '.'ffiHflg te Hie aej3llftmellt head aRa mHst 
iflelHae a aetailea rotieflaie. ,OJI fe!jHests mHst be 
fe'o'iewea by the 9ifeet8f ef HHffiaR ReseHfees j3RElf 
tEl beiflg fefWfrfaea te the Gity MaRagef. 

REPORTING AND RECORDING SALARY REPORTING AND RECORDING SALARY 
ADJUSTMENTS ADJUSTMENTS 
All salary changes must be reported and recorded in No Change. 
accordance with the procedures established for the 
Human Resources information system and/or the 
payroll system. 
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Section revised to reflect new process. 
Administrative detail was removed. 
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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. 

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 iime. It also serves to validate 
salary grades for estabUshed Jobs in a consistent and systematic 
manner that ensures internal equity. 

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

FQI the purposes of this policy: 
"Job Evaluation Review Team" means the team responsible for 
conducting 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 effeciive 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. 

Who 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. 

When the Job Evaluation 
Process is Not Applied' 

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. 

Job Evaluation focuses on achieving and maintaining internal 
equity and does not address: 

• parity with other organizations; or 

• the need for organizational redesign within a section or 
division; or 

• career development andlor rewarding employee perfonnance. 

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: 

• fairly evaluating newly created Jobs for which there is no 
established grade; and 

3hX2~ 
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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 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 staff. The Guidelines will be updated 

as required, with the approval of the Director, Human Resources. 

OVERVIEW OF THE JOB EVALUATION PROCESS 

Evaluation of New Jobs 

Job Evaluation involves engaging the manager and the employee 

in a discussion about the key resp01lsibilities and requirements of 

the Job being evaluated. The discussion focuses on achieving full 

understanding of, and agreement on, the core elements ofthe 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. 

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 Existing Jobs An initial request for a Job Evaluation may be made by an 

indi vidual 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 andlor 
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. 

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. 

At the completion of the Job Evaluation, Compensation & 

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

An employee affected by a Job Evaluation, hislher 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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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 -1998 OS 13 
Amended September 2006 (Housekeeping - to move infonnation 
regarding compensation to the Salary Administration policy and 
to require that notice of decisions be provided by the Chair of the 
respective committee.) 

April,2006 

For more infonnation, contact Compensation & Benefits, Human 
Resources, Corporate Services Department. 
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Current Policy deletions and additions Proposed Policy Rationale for Change 

POLICY STATEMENT POLICY STATEMENT 
The City ofM.ississauga establishes equal pay levels for The City of Mississauga establishes equal pay levels for Jobs Minor wording changes. "Position" was replaced by "Job" 

Jobs of equal value, and acceptable pay differentials of equal value, and acceptable pay differentials between Jobs throughout the policy to avoid confusion. 

between Jobs of unequal value, by evaluating salaried, of unequal value, by evaluating salaried, non-mlion Jobs 
non-union Jobs through a Job Evaluation process. through a Job Evaluation process. 

PURPOSE PURPOSE 
The Corporation is committed to achieving internal equity The Corporation is committed to achieving internal equity in The wording has been revised to reflect the tenninology of 

in compensation, in compliance with pay equity compensation, in compliance with pay equity legislation and "Jobs", as now defined in the policy. 

legislation, and good compensation management good compensation management practices. The Job 
practices. The Job Evaluation process provides a means Evaluation process provides a means of detennining salary 
of asftieving iREemal eE[llity detennining salary grades for grades for new Jobs and for Jobs that have changed over time. 
new 138siti8RS Jobs and for pesitieRs Jobs that have It also serves to validate salary grades for established Jobs in a 
changed over time, It also serves to validate consistenl and systematic manner that ensures internal equity. 
eeIl1f3eHSatisR levels salary grades fOf established 
fl8Sitisfl:s Jobs in a consistent and systematic manner that 
ensures internal equity 

The purpose of this policy ootlffies is to provide an The purpose of this policy is to provide an overview ofthe Job 
overview of the Job Evaluation process. tl:fl£l estal:llisaes Evaluation process. 
prseeallfes fef reE]:H:estiHg evall:latisFls ami appeals sf He ;1 

Effia eJ~iStiHg fJ8siti8as. 

DEFINITIONS DEFINITIONS 
For the purposes of this policy: For the purposes of this policy: New section to define the restructured review team, the 

broad categorization of "Jobs" and to clarify that Jobs, not 
positions, are evaluated. 

"Job Evaluation Review Team" means the team "Job Evaluation Review Team" means the team responsible The JE Committee has been eliminated. HR is moving 
responsible for conducting Job evaluations and is for conducting Job evaluations and is comprised 0 f staff from toward a more HR centric process, using a Review Team 
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comprised of staff from Compensation & Benefits, 
H wnan 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 position titles (e.g. 
Director, Human Resources; Director, Finance) that may 
be associated with the same Job. 

SCOPE 

Proposed Policy 

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 
position titles (e.g. Director, Human Resources; Director, 
Finance) that may be associated with the same Job. 

SCOPE 
Who This Policy Applies To I Who This Policy Applies To 
THe J8e ]5 .... a:ll:lati8B ]3fseess fee1:ises 8n aesie\'..lBg aae 
ma:BtaffiiBg internal ef:)l:li-ty, ana dees Ret aaElress tae lSS1:le 
of f3mt; i' ith ether erganizatisRS. COIflOFate 
COfflfleBSatie8 & Stafaag, Human Resoufses Di', isisn 
6sHau.ets salary 6emfJaFisSRS , .... ciU'l ether srgaRiz:atiefls, as 
reEtl::lirea, ana makes £eesffllReHEiatioBs ts Couaeil fo£ 
ael.j1:istffteots 'vfl:ere a1919FSpFiate. 

This policy applies only to all full-time, non-union 
pesitis8S Jobs within the Corporation. Part time Bsn 
umsa pssit:io:85 are Bet esv-erea By this flsliey. :Wages fSf 

/CI :~::::::: :::=:-:=== =~:: Q) ey~as~basi&b:rtHe Eleflartment,~~kftti8frwitl:Hlle 
V 
{) 
'-' 

I\\f 
cYj 

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

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. 

Deleted paragraph moved to "When the Job Evaluation 
Process is Not Applied" section below. 

Simplified the language in the Scope section for clarity. 
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HUHUHl R~s8Hf6es f)ivisisfJ:. umeB 138sitisB:s afe Rst 
6everea B)' this J:3eliey. Wages for union pesitisRS 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 aifected by a Job Evaluation are made in 
accordance with COI]Jorate Policy and Procedure - Human 
Resources - Salary Administration. 

When the Job Evaluation Process is Not Applied 
+fle.-Job Evaluation ]9reeess focuses on achieving and 
maintaining internal equity, and does not address: 
. fue issue sfparity with other organizations. or 

• the need for organizational redesign within a section 
or division; or 

• career development and/or rewarding employee 
perfonnance. 

Corporate Compensation & S-taf:HHg-Benefits,~ 
Ressl:l:£ees DivisisR conducts salary comparisons with 
etheE-extema1 8rgani2iatiens, as required, and makes 
recommendations to Council for adjustments where 
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Proposed Policy Rationale for Change 

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 Process is Not Applied 
Job Evaluation focuses on achieving and maintaining internal Many of the requests for Job Evaluations fall into the 2nd and 

equity and does not address: 3rd bullet. Including a section on when the Job Evaluation 

• parity with other organizations; or does not apply assists staff to better understand when a Job 

• the need for organizational redesign within a section or Evaluation is the route they should be foHowing and ensures 

division; or the Job Evaluation process is about Jobs and not staffing or 

• career development and/or rewarding employee organizational issues. 

perfonnance. 

Compensation & Benefits conducts salary comparisons with 
Moved the detail on parity with external organizations out of external organizations, as reg uired, and makes 

recommendations to Council for adjustments where the bullets section. No change to intent. 

aDProoriate. I 

3 
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appropriate. 

JOB EVALUATION REVIEW COMMITTEE TEAM I JOB EVALUATION REVIEW TEAM 
Responsibility 
The Job Evaluation Review Csmffti",ee Team is 
responsible for: 
• fairly evaluating f3emianeRt salaried HSR OOiSH 

J3ssitisRS newly created Jobs for which there is no 
established ffiliHg grade; and 

• fuF Fe e. aleating conducting timely Job Evaluations 
of existing Jobs on behalf of all business units . 

• . J3efffianem, salariea fl8sitieHs that 88i\'e 68i3:flged 
sinee ~ were last fatee.. TEte CemmiEtee ldSe8 ~ 
Jse Evaluatisn Plan ~e make its e\ alHatisR, ar.d takes 
iBts eSBsidefatisRilie fells ding faetsrs: 

• lfie He-Rife and reEJ:l::liremeRts sf the j se; 
• tbejee's wSFlft relati.e ts ether flssitisB5 is the 

Csrp8ratt-ss; 
• tfie jab's re\atf\'e eSBirtEnHisR ts tRe sverall sejeetl3 <es 

sf tHe CSFflsr~eR. 

JOB EVALUATION PROCESS GUIDELINES 
The Job Evaluation process involves analysis of a pesitieR 
Job using the Job Evaluation Plan and in accordance with 
the City's docwnented Hwnan Resources Job Evaluation 
Process Guidelines (the "Guidelines"), available on Inside 
Mississauga. The Guidelines Plan, BY tho JeB ~>/altiatie .. 

C. Cammittee and,/sf CSFfl8rate provide detailed information 
V and direction to Com ensation & StafHag Benefits' staff. 

'CD v 
rcn 
~ 

Responsibility 
The Job Evaluation Review Team is responsible for: 
• fairly evaluating newly created Jobs for which there is no 

established grade; and 
• 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 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 
Irocedures and roles and responsibilities of staff The 
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Rationale for Change 

Bullets revised for clarity. 

The infonnation in the deleted bullets is now included in the 
Overview of the Job Evaluation Process section. 

Reflects that procedural detail relevant to HR has been 
removed from the policy and wi 11 be incorporated into the 
Job Evaluation Process Guidelines that will support the 
policy. 
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Current Policy - deletions and additions 

including review procedures and roles and responsibilities 
of staff. 8ft FI!Efl:lest. The flfssess is tiseG :fBI Isleta Hew ana 
e.lEisti-eg J38sitisRS. The Guidelines will be updated as 
required, with the approval of the Director, Hwnan 
Resources. 

OVERVIEW OF THE JOB EVALUATION 
PROCESS 

I The Cemmfttee 1:I:ses the Job Evaluation Plan t8 mal::e its 
evaluatisE:, fJreeess 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. 

r£loU ..,.'T ... T TT ... 'T'l£lo-...r DT ... ~ 

I The lel3 E lalaatisB: flaB: fJFe ides fer an ass9sSHleHt sf 
ettefijeB by afeaking tte'Nfl: H:te £tm1tent aRe. Hie val'de ef 

I thejel3 aeesre.iB:g tefAFee majsr sategeries. "BasR eategsf)' 
is maele 1:If' efa RHFRSef effaeteFs, saneel 6amfJensaale 
faeteFs. SfleeiHe levels are listea faf eaea eSlTlfleftsaele 
feeter, ami flsints are assignee) t8 esea le\'el, Thejas is 

Proposed Policy 

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

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 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. 
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Rationale for Change 

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 onjob responsibilities 
and requirements rather than on a JE points based system. 

This type of infonnation will now appear in the Guidelines. 
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AS68Hfllabilities: 
I. ClfStafEleF Serviee 
2. Pla:nniflg 
J. CeatiRl:i81:lS Im13F8Vement 
1. IlwBan ReS8tiFSe ~4anagefEleR-t 
5. Asset MfLfl:l:lgemeat 

Ceffifleteneies: 
1. Oeel;lflatisflallTeBhRieal KnsV!~eage 
2. Bl;lsiRess :Knewleage 
3. IRteraetive CeHH.tRtn:iBatieR Skills 
4. Iffiel'f'efS8fLallffifll::leHtia::l Stdlls 
5. l.dlalytieab'R-eassrneg Sialls 

WerlE Deffimuis: 
1. Ph) sisal BffuFl 
2. Sensory BffuFl 
3. 1,\'arlciRg CeBEiitisflS 

A eef'J) sf the Jab EvalHatisR PlftH is av-ailaele fer review 
frs~ CaFflBFate CSfBf3ensatiSR & Sta.:ffiRg, sr fFsm fue 
aef3artmental ~an RessHf'ses FetJreseft1:ative. 

DDfl ... TT "'10:' 

Pf6Hliag is a f3reeess sf BellBeting jabs .. ,ita similar 
flmetisRS [r8m aSf8SS tae CSFfleratiaR ana ereatieg a 

~ I "SRB:f3 sRat" Sf preBle ef the jel3 l3asea Sft e)I:amfl1es sf real 

~ 
V 
r-
~ 

Proposed Policy 
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Rationale for Change 

This type of process information will now appear in the 
GUldelines. 
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.\ sFk. The maffi fH:lJflBse efflfoHles is to he:lj3 eRSl;lfe 

eonsistefl:6) and faimess fer j ebs ,nth similaf Rmetiofts 
eerass the C8~8FB:tion. 

Profiles were initially efeateEll::lsiag iRfflFffiaaoA from the 
COFpofatioH'S 1997 eOlHflfeheasive review of all Heft 
tmiOR flBSitioll5. CORsiaeratioR "as M.d willeoatlB1:lB to 
be gf'o'en to the JOB gYah=laaOR EjQestiOnRafrBS ami tae JOB 
IWall:latioH CetIlR:littee's ra-tings fer taB j 0135 iffveh eEl as 
'.vell as the lob g, aiuatioH PI8:fl. 10135 san be rOmByea 
from, 8£ iHslaeleei in, a flf8Hle gfOlifl 08:1y 08 &gf8effiest of 
all Elireetors hi¥'iag rBs:t?0ftsibilily fer the }38sitioE:S 
iHeluElea in taB flf8:file. (Direetors may afl130int a 
designate to partieipate in any flfOfilieg 8J(8rsisej. 

Tfill ... " A. T TT A.'T'TI'loN D"'-',TTli'UJ r>fi~IITTTVIi' 

Res~8Bsil:Jili~ 
The Js~ J:;>, alHatiefl R-svfe ... C8mmittee is respoAsible fer 
e· ... ahlating :l3eAllaneat salar-ied Rsn mHSH fl8Siti8HS fST 
whish there is Be estal:llisaeG ratiBg, and fer re evaluating 
eJds~Rg peFfflftRent, salafied fl8Si-ti8BS that he, e ellaHgea 
sinse they v.6fe last Fated. The CefUffifftee uses tfle Jea 
EVall:lffiiSfl Plae. t8 make its e"laffiatiaa, Itw:iltlli:es iate 
6sAsiaeratisfl the fsHewing t'aetSf5: 
• the RaMe and {e~ements efiliej8~; 
• tile j813's W8rth relB:ti. e ts ether fl'esitieRs in the 

CS1fJsFfttisfl; 
t:flejel3's relative sefttri1300sRts the 8l/eradlsbjesti'les of 

Proposed Policy 
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Rationale for Change 

A new Job Evaluation Review Team section has been 
created, above. 

The infonnation in the deleted bullets is now included in the 
Overview of the Job Evaluation Process section. 
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:M:embeFShil' 
The Jeb E {amaElSR Cefflll"l:it=tee is ehairea 8)' -Hle f)iFeetsr, 
Human Ressl.H'ees ans flaS seveR salaries, RSR unleR 
emflls) ee memBers. 

Efflj9ls) ee memeers rej9FeSeRt a 6rSgS seeBeR efthe 
erganizatisR By sala£)" gEaEle ana aepartmeet. The 
ffiemsers ae Rst SeF e as S:EP'sea-tes fer tfleir a.epa.rt:.fe:eRts 
sr 6e werkers. IAsteae, the) are te f3eHSFffi their task as 
rej9feseHtati f es eftfie CeFflsFa:tisfl. 

Meff'I:Bershir eft the Cemmit=tee is R9fffially feF a peRes sf 
Pile ye8:fS, ana may 88 6.Rangeel By the LeaEleFS:hifJ Team 
after that t9 eSS'l±Fe that tAe appreflriate reflresematieR is 
maimai.nea. 

l\1r~~4-:_~~ 
LT-" ........ LI~·6"" 

The J88 I';' <a:lHatisR Review CemmiEtee meet at least SRee 
S: maRtfi, eReept aeriag July ana AI:I:g.±5t. ButFa FBeetiags 
ma; i3e sehe6tHetl iHhere is a 13aeklsg sf flesitiens t8 13e 
revie.ved. GefleraHy, reEtuests fer J813 Eval1:iatisR are 
6efHflletea ift The enIeE tllat tRey are reeei'<'ea 13y 
CeFBpeRsatisfI: & Benefits. HeweveF, reEfl:lests that ea·';'e a 
sigeiiieant impaet eA the City'S 8".fle£Elt:1sflS FB:a;' Be giVeR 
highe. prieri!y. 

LI'~ __ ....... __ :_:~_n ___ ""'_...1_ 

QI~~~~~==:- .. el X ffiadebY£8:eH5tis:~~eftBe wHlHUttee1las 
~ veta f3eWCf Sv:ertfle 4eetsteR. 
'-' 
~ 

en 
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Rationale for Change 

A definition for Job Evaluation Review Team has been 
included in the policy. 

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

This [ype of infonnation \0\;11 now appear in the Guidelines. 
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Cu.rrent Policy - deletions and additions Proposed Policy Rationale for Change 

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

E1G"LUATION OF NEW OR EXISTING 
POSITIONS 
R:eEtllesting 8 Jeh Evaluation of Existing Jobs Evaluation of Existing Jobs 

Reflects the process for requesting Job Evaluations going 
An initial request for a Job Evaluation may be made by an An initial request for a Job Evaluation may be made by an 

forward. 
individual employee, group of employees, supervisor individual employee, group of employees, supervisor/ 
manager/director or department head. Individual manager/director or department head. Individual employees or 
employees or employee groups must direct their Job employee groups must direct their Job Evaluation request 
Evaluation request through their supervisor/manager/ through their supervisor/manager/director. The department 
director. [a any ease, The department head must support head must support the rationale and approve all requests prior 
the rationale fer the re€p.iest, and approve the all request to any request going forward to the applicable Human 
prior to the any request going forward to the applicable Resources Business Partner Manager. 
Human Resources Business Partner Manager. 

Gerperate GSffijlessatisH & Staffl:E:g A questionnaire will A questionnaire will be completed by the employee and/or 
be completed by the employee and/or supervisor/manager. supervisor/manager. (The Job Evaluation Guidelines will 
(The Job Evaluation Guidelines will provide details of the provide details of the questionnaire.) Once received, the 
questionnaire.) Once received, the Human Resources Human Resources Business Partner Manager or designated 
Business Partner Manager or designated staff will inform staff will inform Compensation & Benefits that a Job 
the a(3(3reflFiate Htimae ResstH'ees rej9resefltalive Evaluation has been requested. 
-- ----- -- -

9 
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Compensation & Benefits that a Job Evaluation has been 
requested. aBe eaS1:lfe that tae aeJ3ar~eHt heae ana 
iRl:ffleeiiate Stfl3en ism efthe 138sitietl aeiag evaluates aze 
~~ ... ~+'~;I 

The Jsl3 g"all::laf:sH Ri:!vie'll CSH1R:liftee 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 Hwnan Resources representative from the 
applicable department. at least SRee a meoth, e1E6eflt 
ElHfiHg ltLi), anEl August entre meet:ftgs may ee 
s6fleElHIea iftheFe is a eaekleg efj3ssitisHS ts l3e fevievleEl. 

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 Fe¥iew-are 
completed flealt with in the order that they are received by 
Compensation & Benefits. However, requests that have a 
significant impact on the CSFflSFaBSH City's operations 
may be given higher priority. 

Proposed Policy 

Human Resources will arrange to meet with the applicable 
supenrisor/manager to discuss the Job infonnation 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. 

U':~~~~::::';;~~'~;~:'ffiE~:S~~~ ~ g-'£IhlatieR+V. IA ~te 'n~ I 
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Rationale for Change 

Revised to reflect process going forward. The information on 
the order of evaluating requests is in the Decisions section of 
the current policy. 
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68Hl13eftsal31e faeters e1±tliRea in the leB e\ alua:Eisa Plan. 

Iftftere is an estaslisHed Fating fef a 8efBflIHallle jaB, 
wbethel' 8f Ret the j ea is iaelmlea in a flfsfile, the same 
rating ... ill ee itfIflliea 13; CSFpsmte CSlRfl8flSatisft & 
Staffing, aaa 88 ftHtaer review will ee 6SREhietee. 

Adl reEftlests fer 188 EvaluatisR re\'iew fer Re1:lfly 8£ 

teBlfl8ffifY f'8sitiSRS II ill 139 aeait s4ili by CSFflsFate 
CS1:Rfleftsatietl & Staffing. 

ReS81:1rees fepr8sefltatP '8, The 8ffiJ31B) ee's ae}3ar-.lBeRt 
head must agree te the FatisRale. 

Jab ETfalustioB QuestiBBBaiFe 
In aad-itisR t9 the ratienale, t.}:H~ aepartFHeBt will flFBViEle 
CS£f3smte CSfBreesatisR & Staffing 'lAtH an Uf! te sate 
1e13 B\ all::lafisa <tHeStfe:L'lflaife, sigeea eft'l3) the emflleyee 
as '.lell as his ef hef sHflep; iseryJmaaageffleRt staff\::lf3 te 
the 1e .el effhe Direetef. 

InfoFIBOHen Paei[oge 
CSffl8mte CemfleFlSatisR & StafHag~ill asseml3le tee 
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Proposed Policy Rationale for Change 

This type of information will now appear in the Guidelines. 

This type of information will now appear in the Guidelines. 

This e of information will now appear in the Guidelines. 
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• f8HB 131 1813 ~> amati8H Re:''ie\v'.AfJfleal; 
• 8rgttfl:izaa8:Bal shaFt; 
• the Fatisoale fer the reEtaest; B:fI:a 
• the eSfB:i3leteei leB gYa.luati8ft EjHestieIlBaire. 

Decisions and Appeals I Decisions and Appeals 
Cefterall)[, feEtHests fer Jee Eyaltiati80 review afe asalt 
with in the SFaer that th8j lHerseshsel. IIs,.e.e£, 
FeE}Hests tfiat have a sigRifieant iH'l:flaet 8ft the CSIfJsffttisft 
may be gi'i 80 highef flASH!),. 

UReter RSfffial eirel:lfflstanees, the lse E¥all±&tieH Rce, ie; 

The effi:l91s) ee ana/sr ffis SF fier StJfl8R9:SSr, tB8:B:ftger, anEl 
ElireetsF ffiEL:1 6Rs8se ts 198 i3feseHt at the JSB E ail:latisfl 
Review Ce:f11:ffl:i:ttee meetiftg ts i3reviete elBfiHeatisR sr 
aasitisflal WSffAatiSfl as Reeessary ts faeilimte the lea 
e."all::latieB: i3fseess. 

At the a.isereaeR eftlle Cemmittee, a site visit 8'1:80)[ ee 
eeooaeteel 'i. here the CSffiHliMee feels that msre 
iHfs~ati80 is reEIl:Iirea. ai3Sl:lt the BJ3eratisR eftfle jee 8F 
asssetateel ' •• sFltiag 6SRelitiSft5. 

3'1 When a ~e6isia!1 has BeeR ma.e By At the completion of 

~ 
tQ 
'-' 
r() 

At the completion of the Job Evaluation, Compensation & 
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Rationale for Change 

The deleted text in the first two paragraphs now appears in 
edited fonn in the Job Evaluation - Existing Jobs sectioD. 

This type of infoffilation will now appear in the Guidelines. 

This type of infonnation will now appear in the Guidelines[ 

Revised to reflect the process going forward[ 
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~ 
Current Policy - deletions and additions 

the Job Evaluation, Compensation & Benefits the---JOO 
EYBltlfttisR Review Cemmittee Chaif will advise all 
relevant parties of the results of the review. HSkE) the 
iHHHeffiate sHfleFriser aftae affeeteel emflleyee(s) :Lft 
v;fitiag ana eRSl:He that the affeetea effi13Ieyee(s) Iesei\ e 
wHiten Rst:ifieaasH sfffle eleeisisB. 

Deeisis8:5 Bfe E1e61:1RlsRtea an8- feeer-s'ea i:n the Jeb 
Evah;l:atisR Manual. The effeetfve Elate sf the eleeislsR is 

CSHlffiiFtee. 

TnD '(;1",1.. TTATTnl\J .lOOVAJ C 

J813 gFatli-eg iss\;Ies willl:lst be 13£8665568- l3y the E"ffii91s) ee 
CBlBfJlaiHt5 Re, ie II flfseess. -if An atfeetea employee 
affected by a Job Evaluation, his/her supervisor, manager, 
or director is HSt satisf.'ieEl with the aesisisR sfllie Jab 
~."ah:latisR Re,'iew CeEDIBittee on the rating sfais 9f fteF 

jab, he/she may appeal the EleeisisH te tae Job Evaluation 
Review Team's decision. Prflfleal CalI11llittee. Details of 
the appeals process are outlined in the Guidelines. 

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

Tae indiviaHal Hlafang the atJperu mast 6sffiplete the 
atJfleal seetiea efferm 131 ana FeR'laFa it te Ce~efate 
CSfflflensatieH & StaffIng ',AthiR 3Q says efbeing aetifiea 

Proposed Policy 

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

An employee affected by a Job Evaluation, hislher 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. 
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Rationale for Change 

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

The appeaJ process will now appear in the Guidelines. 



Proposed Policy Amendments - Job Evaluation Policy 

Current Policy - deletions and additions 

By the aeflar-.meHt heaa. 
CSFpSfate CSlHfleBsatfsB & Staffing ylill sUBmit YSFfH: 
131, t!te 8FigiHai aeeisisR sf the leB eYalu.attBfl Re. iew 
CSHlffiittee, ana all sUflfleFtiBg aeeamems te tae Jel3 
g,<aJ.uatis:B /'rflfleal CeB'lB'littee fer eSflsiaefatisR. 
The eRlflleyee ati4/8r his Sf fief sl:lflep;'iser, ffiatlflger, 
ru.Fe6tef and Efefla.rtrB:eRt heae fliBj' ehsese te Be flfeseftt at 
the AflfleaJ. CSBllHit-tee meeting ts pfs¥iee elBfifieatisH SF 
aEiemeeaJ. iffieHHatiSH as neeessary t8 faeilitate tae 

~ 

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. 

PROFILE APPEAbS 
AR effi-:l?le) ee may aflfleal tR:e aeeision: ts iBelu.cle his ef fief 
j 813 in: a flat4isHlar pfeHle. 

There are t" 9 9ptiSfl:S fur appeiiliBg a flFBtilejsl3: 

/:::'1 .hange, te preliled jee" 

~ 
~ 

'S-' 
r() 

Proposed Policy 

Review Cycle 
Compensation & Benefits is responsible for initiating a review 
of al1 Jobs at least once every five (5) years in order to ensure 
that the salary grades are appropriate. 
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Rationale for Change 

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

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

Current Policy - deletions and additions 
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EvahiatieFl Review Ceft1fl1:it:tee f:lFisF te 1geiRg inelHEiea 
in a prsfile, !Be sffiplB)'se ffl&)' aflfleal t8 the 1e19 
g·;MHatisR Re , is •• Cemmilol:ee's sfiginal fating ts fl:te 
P-'f'fJeal Cemmi~ee. f:Sf this BptiaR, the 8Rlflleyee 
will fells'l> the 8:flfJeals J3f8sess as aes6rieeEl al3sve. 

TnD V" .... T TT A TT£\l\T A DDt;' A I C' .. l\!rl\trT .... TVV 

ReSfl8Bsibilit, 
The J813 ~vah:lati8R i'rflfJeal Cemmirtee is r8sp8Bsi13le Fer 
Rearing all BfJPeals efjee ratings. The Committee elees 
Hst RetH' Bflfleals sf pfeBle j eas ""flieR WeI'e aet fJf8visI:lSly 
fated 13y the lee E. ail::ilitisR Review C8Hlffii~ee_ 

IVlembeFship 
The ]ee EvaluatieR A!3fleal CeHHRiUee 6eflsists ef S8". en 
salaried, Hell HEiell empleyee members. Emfllsyee 
members reflresent a 6ress semieR effke e"Fganiffitiefl: 13y 
salary grase 8:fl:S sefla:r.mellt. Tae ffieml3ers de Ret seR'e 
as aa\'ssa:tes fer their separ.1Heat e£ ee \\ e£irers, 13m 8:Fe 
e)$eetes te f1erfefffl their task as refJreseatati • es sf tae 
CSFf'lsratisfl. The CSHlflHfl:ee is eaaireEi by the Direeter ef 
IIumaa R-eS8ttJ ees. 
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Proposed Policy Rationale for-Change 

The appeal process will now appear in the Guidelines. 
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Proposed Policy Amendments - Job Evaluation Policy 

Current Policy - deletions and additions 

mem~ers sf the A.-PfJeal Cemmittee. 

:MeetiBgs 
Meetiags afe helel sa aH as reEJ:uireel easis, Mel aFe 
arrangea ts eaSlife 1:hat eseR tiflfleal is Aeare withia fhfee 
mSRtAs sfreseij3t sfth:e apfleal By CSFflsrate 
CSffipeasatisH & Staffiag. 

How DeeisioRs l.pe "Pt'lade 
All aesisisfts efthe Je13 E'IaluatieH Appeal CeffHTl:ittee are 
FRaae ey sefl:SeflSHS. }le HlefR~e! sf the eeFRFRittee Ras 
vete fle\,er ever the EleeisiaB afthe piJ3fleal CSB1fl:littee. 
The Jab Evaluatiea }-.rpfleal CSR'lmittee may aeeiele te 
raise the greEte, lawe! flle grade, af lea·YEI tee graae 
\fB:saafLgea. All aeeisisIlS aftke Aflfleal Cemmi:ttee are 
fiflah 
'Nfieo a deeisisfl fies !:JeeR made !:Jj tee Jse Evalaatisa 
i\pf'eal Cemmittee, the Chair Hill astiry the ifflfHediate 
Sllflep,'isaf sf the arrestee efli:Plsyee(s) io vlfiting anel 
eBSlfFe that the aileeteel eFHflle) eeEs) reeeive wFitteH 
BetiaeatisH sf 'the deeisiea. 

DeeisieB5 are aeeHIHefrteei ami reesfEteEl in the Jeb 
ev-aIHaHa8 MaftHal. The effestive Elate sf the eleeisiaH is 
the i!ate a eleeisisH :5 ffiOOe ~T £he JaB B,."a±liatiSfl A-13r:ea1 
Cemrnittee. 
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Proposed Policy Rationale for Change 
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