






 

 Amended by resolution XXXXX  

 
Salary Administration Guidelines 

 

I. Intent - South Ogden City recognizes and believes in the importance of recruiting, hiring 
and retaining qualified, educated, service-oriented and loyal employees.  The City 
understands it is important to competitively compensate its employees for the work they 
perform.  The compensation package provided to South Ogden employees includes salaries, 
benefits, flexible work schedules, etc.  This document establishes the City’s compensation 
philosophy and methodology of how it will strive to maintain a competitive compensation 
plan.  Benefits, work schedules and other important factors in an overall compensation 
package are not addressed in this document, but can be found in the Benefits section of the 
City’s Personnel Policy Manual.   

 
II. Compensation Philosophy - Regarding employee compensation, the City has established 

the following Strategic Directive: 
 

• To recruit, develop and retain quality employees by maintaining market-
competitive pay rates and demonstrating a commitment to the growth and 
development of our staff.    

In an effort to accomplish this Strategic Directive, the City considers both internal and 
external equity.  The City’s objective is to remain competitive by comparing salary data 
with other municipalities and service districts.  When necessary, salary ranges are also 
adjusted annually by using Consumer Price Index (CPI) data.  The City’s desire to 
accomplish this is balanced with the City’s budgetary and financial constraints.    

Internal equity means that jobs of equivalent value to the City are similarly paid, regardless 
of the department.  Additionally, internal equity means that men and women are given 
equal pay for equal work.  The salary for each position is based on the responsibilities and 
duties listed in the job description.  For this reason, accurate job descriptions are essential.  
The job description serves as the primary document when completing a job valuation 
survey.  The job valuation survey is a tool which assigns a weighted numerical value to 
four different focus areas for each job.  The four job valuation areas of focus are: 1) job 
knowledge, 2) job responsibility, 3) job difficulty and 4) work environment.  The total job 
value is an aggregate of the value derived from each focus area.  Supervisors should update 
job descriptions when job duties change significantly and should review them at least 
annually in conjunction with performance appraisals.  If there is a significant difference 
between the job description and current duties, the supervisor and the employee should 
update the job description and submit it for review and approval by the Assistant City 
Manager.  A rewritten job description does not mean that the assigned job value and 
corresponding salary will change, only that it will be reviewed.  For each rewritten job 
description, a job valuation survey will be completed by the Assistant City Manager to 
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determine whether there is a change in the job value.  All salary range adjustments for 
positions within the City must be approved by the City Manager.      
 
External equity means employees are compensated fairly when compared to employees in 
other organizations doing comparable work in the local job market.  In an effort to be 
competitive in the job market, the City compares the starting salary of jobs within South 
Ogden with the average starting salary paid for corresponding jobs within the market.    

III. Methodology - South Ogden recognizes that salary ranges must be analyzed annually and 
appropriate adjustments must be made to stay competitive.  A good compensation plan 
emphasizes the City’s desire to pay competitive rates and ensures an internally equitable 
salary structure for all employees. The process must be clearly defined so it can be 
uniformly applied.   

In an effort to ensure that jobs remain competitive, city salaries will be adjusted annually 
using the Consumer Price Index (CPI), West Region, Mountain Division. The CPI index 
will be gathered from the United States Department of Labor (https://www.bls.gov).  The 
January index number will be used as the CPI index for the upcoming fiscal year.  

i. External Market - The external market used for comparison of salaries is a mixture of 
most large and small cities and select special districts across the State of Utah.  The 
salaries for each position are determined using current market data as well as a 
regression analysis.  The regression analysis is based on the job value for the City 
Manager position and its relationship with the job value for each position within the 
city.   

 
ii. Market Analysis - Every three years, external comparison data will be analyzed 

position by position and salary adjustments will be made as necessary to keep salaries 
within the market.   To facilitate the comparison, the Assistant City Manager will 
compare external market data from Technology Net’s Compensation Survey System 
(www.comp-survey.com) or other data source(s) determined to contain accurate and 
reliable compensation data.   

 
iii. Salary Ranges - Salary ranges have been established utilizing market data to show the 

minimum and maximum for a specific job.  South Ogden salary ranges are determined 
by using the average market starting pay as the base pay.  The maximum rate of pay 
for each position is 160% of the average market starting pay.   The minimum and 
maximum rates of pay are distributed over a 15-step scale for sworn public safety 
positions and an 18-step scale for all other positions.   

 

The 15-step scale has a 4% increase for steps 2-8.  Steps 9-14 have a 3% increase.  
Step 15 is a 1.8% increase from the previous step.   

 

https://www.bls.gov/
http://www.comp-survey.com/
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The chart below illustrates the 15-step pay scale.   The percentage listed is the difference 
between that step and the previous step.   

Sworn Public Safety Pay Range   
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 

Min             Mid             Max  
  4% 4% 4% 4% 4% 4% 4% 3% 3% 3% 3% 3% 3% 1.80% 
  

The 18-step scale, illustrated below, starts at a 3.6% increase on step 2 and each step 
decreases by a tenth of a percent until it ends with a 2.1% increase at step 17 and 18.   

  
 General and Enterprise Funds  
  

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 
Min                Mid                  Max  

 3.6 3.5 3.4 3.3 3.2 3.1 3 2.9 2.8 2.7 2.6 2.5 2.4 2.3 2.2 2.1 2.1 
 

                                                                                                                                               
IV. Pay-for-Performance - Pay-for-Performance or Merit pay systems are based on the 

philosophy that individuals should be paid according to their contributions to the 
organization.  Pay increases are based on the employee’s performance rather than seniority, 
equality or need.  Each year, employees are eligible for an increase up to the value of a one-
step until they reach the top of the scale for their position.  It is customary that employees 
receive a one-step increase for positive performance each year.  If, however, the department 
head determines the value of a full step is not warranted because of performance issues, the 
department head may withhold the step increase or give a partial increase for that year.  If 
an employee does not receive an increase, that employee is not eligible for a merit increase 
until the following year.  If the employee receives less than a one-step increase in a given 
year, in future years that employee is only eligible for an increase equal to the percentage 
difference between the current step and the next step as defined by the pay scale.  When 
this occurs, the employee will lag in pay commensurate with the scale step until the 
employee is topped out or gets promoted.  Employees who do not receive the full step 
increase are still eligible for a CPI index adjustment.   

 
 
V. Promotions - When an employee is promoted to a new position, that employee will be 

moved to the pay scale associated with that position.  The step the employee is placed at 
will vary according to the current pay of the employee being promoted.  The standard 
increase will be a step that is 10% above the current pay of the employee.  The percentage 
increase may be more or less with the approval of the City Manager.  Under no 
circumstances will the employee be placed at a step that is below the minimum pay for the 
new position.    
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VI. Special Considerations - During years where budget constraints do not allow for a CPI 
index adjustment and a merit increase for eligible employees, the City will implement a 
CPI index adjustment or a portion thereof to keep the scales as competitive as possible 
within the market.  All increases are subject to budget availability.  

 
VII. Health Insurance Premium Offset – In an effort to increase employee benefits, effective 

January 1, 2020, eligible South Ogden City employees will be required to pay ten (10) 
percent of the health insurance premium each month.  To offset this cost, South Ogden City 
will contribute an additional $160.00 per month in additional pay to each full-time 
employee.  As health insurance premiums increase or decrease, the HIPO contribution shall 
be indexed according to the annual percentage change to the health insurance premiums.  
The index shall be capped at eight (8) percent.  Any increase above eight (8) percent shall 
be paid by the employee.  For example, if the health insurance premium increased by 5%, 
the HIPO contribution would be increased by 5%, resulting in an offset contribution of 
$168.00 per month.  If health insurance premiums increased by 10%, the monthly HIPO 
contribution would be increased 8% (the cap) to $172.80 and the additional 2% would be 
the responsibility of the employee.  If the health insurance premium decreased 5%, the 
monthly HIPO contribution would be decreased by 5% to $152.00 and if the health 
insurance premium decreased 10%, the new monthly HIPO would be decreased 8% (the 
cap) to $147.20. 
 

 
VIII. Conclusion - South Ogden City understands that its ability to provide the quality public 

services that the residents of the City want, need, and desire depends largely on the quality 
of the work force it is able to recruit, hire and retain. A competitive, well-managed, 
compensation plan plays an important part in helping the City achieve this goal.  The 
guidelines contained in this document exist to assist management by providing a clear and 
understandable compensation philosophy and methodology.   


