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w ADMINISTRATIVE MANUAL
GENERAL PERSONNEL POLICY
INCENTIVE PAY POLICY
PURPOSE: Thepurposaofthlspoﬂcyistoprovlde guidalinesfor awarding mcnthlylncentfvepay
to eligible employees.
EXEMPTIONS: Depanment and Division irectors ar&mt-eﬁglblefordonsideraﬁon;
CRITERIA: Before making a reoommendahnn to the City Manager to approve a raquest for

Incentive pay, several items must be considered by Department and Division
—Directors— The following-combination-of faciors must 2l be present to qualify-for—

incentive pay:

. There must be a demonstrated, consistent cost savings 1o the City;

. It mustbe demansirated thatthaindividual is performing essentialduties not
included in his/her job description;

*  Essential duties performed outside the individual's job description must be
in addition to regular duties and not in lieu of; and

. Improved of-'elmanéed customer service mustbe demonstraied

PROCEDURES: Departments requestlng Incentive pay shall submit a memo to:the City Manager
throughthe Pemonnelniredoraddress!ngthécﬂteﬁaifstsdabwe. Estimated costs
must also be included

The Depanment and Divislon Director shall consider requests based an how well
each meetsthe criterfa listed Inthls . andthe Depa!tmam Directorshali make
atecommendationtathe Personnel Director, The Personniel Directorwillthen maks
a recommeandation 1o the Cly Manager based on how well the request mesis the
criteria, The Clty Managershaﬁmnsldarma cecommendalion anddaiermhaﬁsaal
Impact and available funds, - _

APPROVAL: If the request Is approved by the City.Manager, he/she shall then make 3
renommanda’rion to the City Financa Committes, for final approval by the Ciy

IMPLEMENTATION: Paymént willbe mads as a dollar amount, notadded 1o base pay, o bepaid onabr
weekly basks. Incentive pay &s to ba Included when: tingove:nma for job
Wmammmemrmwmmm

EFFECTIVE DATE:- Thepolicy shallbecome eliectiveon theappmvaldateba!ow anditsimplemantation
gr;;ilge reviewed annually. It may be rescinded or ravised at the discretion of the
anager.
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