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I. 
PURPOSE
The Compensation Administration Plan is based on the recognition that a workforce of competent and motivated employees is essential to the provision of high quality emergency services to the citizens. HFD seeks to attract and retain personnel of the highest caliber by providing a competitive compensation and benefits package. The purpose of this policy is to provide a compensation plan that shall provide internal equity and externally competitive wages, while allowing for a career-oriented platform that encourages employee growth and retention.

II. 
SCOPE
This policy applies to all HFD employees.

III. 
POLICY
It is the policy of the District to provide a compensation plan that sets forth salary ranges for each position classification, along with guidelines to allow for compensation adjustments for various circumstances. Compensation shall be based on the District’s ability to pay. The compensation schedules are approved annually by the Board and set forth in the classification system administered by the Fire Chief.  Any new position or position reclassification that results in an increase in budgetary expense must also be approved by the Board.

IV. 
GUIDELINES.


A.
Base Pay – Newly hired employees shall be paid the minimum step rate for their position, unless special circumstances are deemed by the Fire Chief to warrant a hiring rate at a higher level. An employee’s maximum base pay rate shall be at the top step of the salary range for the position classification.

B.
Skill Based Pay – In recognition of the added value of skill certification, employees shall receive additional compensation above the base rate, if it is deemed necessary within their assigned position to use and maintain the skills for which they are certified.  Wage differential is paid for ACLS certification. Wage differentials will be calculated on an hourly basis and added to the base hourly wage.

C.
Educational Incentive Pay – In recognition of employees’ efforts to further their education, educational incentive pay shall be granted as per the guidelines set forth in the Policy 40.22 Educational Assistance. 
D.
Step Increases – If an employee’s overall performance evaluation meets or exceeds the standard, and upon the approval of the Fire Chief, an employee shall be eligible for a step increase on their classification date.  Each employee shall be reviewed at least annually in order to determine the appropriateness of the salary step increase.  
E.
Acting Assignment Pay – In the event an employee fills a 24-hour shift in an “Acting Assignment” the employee shall be compensated according to Executive Directive 205 Acting Assignment.  
F.
Temporary Assignment Pay – In the event an employee fills a “Temporary Assignment” of a higher rank, the employee shall be compensated at the rate of the higher classification as per Executive Directive 206 Temporary Assignment.
G. 
Lead Assignment Pay – To compensate for “Lead Assignment” positions, eligible personnel may be compensated an additional 5% of their base pay as per Executive Directive 207 Lead Assignment.
H.
Reclassification of position to a higher grade – If a position is reclassified to a classification within a higher salary range, the employee’s pay shall be set at the lowest step in the new pay scale that results in at least a 2.5% increase in compensation.
I.
Reclassification of position to a lower grade – If a position is reclassified to a classification within a lower salary range, the employee’s salary shall not change. However, if the employee’s salary is higher than the maximum rate for the position, the Fire Chief shall authorize either a reduction in the employee’s pay to the maximum of the range, or a “freezing” of the employee’s salary until such time that the range maximum increases.
J.
Reinstatement – If an individual who had left the employ of the District is rehired, the employee may be reinstated to the original position and compensation level (if vacant) within one year. Upon reinstatement, the employee shall serve a probationary period of six months with the Fire Chief’s option to extend or reduce the period if deemed appropriate. 
K.
Program Incentive Awards  –  Upon recommendation by a program manager, the Fire Chief may grant a special performance award for outstanding performance. Such awards may constitute a gift certificate, an extra day off with pay, or a cash award, depending upon the nature and scope involved of the specific assignment in which the employee went above and beyond the normal scope of duty.  All such awards shall be at the discretion of the Fire Chief.     
 
L.
Compensation Adjustments  –  Base wage or benefit surveys will be conducted on alternating years according to the Compensation Administration Plan Process of this policy. The Fire District Board maintains the right to review the need of interim annual adjustments to compensate for significant external economic trends.

M.
Cost of Living Increases  – I n the event of a Board decision to grant a cost of living increase, the determined percentage increase shall be applied across the board to the salary scale.  Upon such change to the scale, employees’ salaries shall increase accordingly.  The cost of living increase shall not change the employee’s classification date.

V.
COMPENSATION ADMINISTRATION PLAN PROCESS
A.
A Compensation Committee shall be appointed by the Fire Chief consisting of representation from the Fire Board, Management, Union, and Administrative Support. The function of the Committee is to refine a wage scale/benefit package for approval by the Fire Board.

B.
The Compensation Committee shall review, identify, and approve benchmark agencies prior to the survey process. Equitable agencies in relation to size, location, job description, and competitiveness shall be selected specific to employment classifications of District personnel. Benchmark agencies shall be surveyed for base wage or benefit data.
C.
The District shall strive to maintain base wages and benefits at comparable levels of the benchmark agencies.
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