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AN ORDINANCE relating to compensation for performance of out-of-class duties, retitling
and amending Seattle Municipal Code Section 4.20.300; and establishing a new
subsection A to include definitions; creating new titles and pay rates for out-of-class
assignments to Manager and Strategic Advisor classifications.

BE IT ORDAINED BY THE CITY OF SEATTLE AS FOLLOWS:

Section 1. Seattle Municipal Code Section 4.20.300, Ordinance 97330 as amended, is
hereby fetiﬂed and further amended as follows:

4.20.300 Payment for performance of out-of-class and limited term
assignment duties.

A. Definitions

1. “Limited term assignment” shall mean the temporary assignment of

duties and responsibilities typically associated with one position to the incumbent

(“assignee”) of another position when the assignee’s position is allocated to the Manager or
Strategic Advisor classification and compensation programs.

2. “Out-of-class assignment” shall mean the temporary assignment of

duties and responsibilities associated with a higher-paid position to the incumbent of a
lower-paid position when the incumbent’s position is not included in the Manager, Strategic

Advisor, or APEX programs.

3. “Proper authority” shall be the appointing authority or his or her
designated management representative.

4. “Threshold” shall mean the amount of time an employee must
perform out-of-class or limited term assignment duties prior to being compensated for the
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Qerfdrmance of those duties. The threshold shall consist of consecutive work hours or work
days. The threshold must be satisfied for each out-of-class or limited term assignment.

B. Except as otherwise provided in authorized collective bargaining agreements,

qualified employees assigned by proper authority to perform the ongoing duties and accept

the responsibilities of a higher-paid classification or position in order to avoid a significant

interruption of work or services shall be paid ((at-the-rate-established-for-such-higher-paid
elassifieation-as-in-promotion)) as provided herein while performing such duties. Each out-

of-class or limited term assignment is limited to six (6) months uniess.an extension is
approved by the appointing authority. Appropriate reasons for ((eensidering)) the
assignment of out-of-class or limited term assignment duties include:

1. »Absence of a position incumbent;

2. Peak workload periods;

3. Position vacancy; or

4, | Completion of a special project.

C. An employee whose regular position is not included in the APEX, Manager

or Strategic Advisor programs may be assigned to work out-of-class in a hisher-paid

position that is not included in the APEX, Manager or Strategic Advisor programs; or may

be assigned to work out-of-class in a position that is allocated to a Manager or Strategic

Advisor classification. Unless approved by the Classification and Compensation Director of
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the Personnel Division of the Executive Services Department, an employee who is not a

Manager or Strategic Advisor may not be assigned to work out-of-class in an APEX

position,

1. Payment for the out-of-class assignment shall be determined as in

promotion (Seattle Municipal Code Section 4.20.080. Subsection B).

2. The threshold for payment of an out-of-class rate of pay is four (4)

bours for hourly employees and ten (10) days for salaried employees.

() 3. Hours worked in an out-of-class assignment {Gineladingany

,)) will be credited toward
salary step placement in the event the employee who was so assigned is promoted, or his or
her position reclassified, to the same class as the out-of-class assignment, within twelve (12)
months of the end of such out-of-class assignment; except that hours worked in an out-of-
class assignment to a Manager or Strategic Advisor classification shall not be counted

toward salary placement in the event of promotion or reclassification to a Manager or

Strategic: Advisor classification.

| () 4. For each consecutive twelve (12) month period that ((When)) an

employee is assigned to perform the same out-of-class duties on a full—ﬁme, continuous basis

((for-twelve-(32) months-orlonger)), he or she will receive a step increment in the higher

salary range; provided, that he or she has not already received an increment because of

increases to the primary pay rate; provided further, that such increment does not exceed the

top step of the higher salary range. ((Fhis-provision-shalt-apply-to-any-hours-worked-in-a
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D. A Manager or Strategic Advisor may be assigned by proper authority to

perform some or all of the duties associated with another classification or position on a

limited term assignment. The appointing authority mav grant a temporary increase to the

employee’s base salary to compensate him or her for the limited term assignment, but may
not exceed the maximum of the pay zone to which the employee’s regular position is
allocated; provided, that such emplovee may be given a limited term assignment to a

position assigned to the Accountability Pay for Executives (APEX) Program and paid at the

minimum rate of the appropriate market group if such minimum rate exceeds his or her

normal rate of pay. The threshold for compensation for a limited term assignment is ten (10)
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E. An employee who holds an APEX position may be temporarily assigned

additional duties normallv associated with another APEX position in the same or different

market group. Except when such assignment is to be acting head of an employing unit, there

shall be no adjustment of the base salarv.

E. Any employee may be designated by proper authority to be acting head of an
employing unit for up to twelve (12) months following the occurrence of a vacancy, and for

up to ninety (90) days after a City Council rejection of a nomination to fill the vacancy. An

emplovee so assigned shall be paid the minimum rate of the market group to which the

vacant position is assigned; provided, that application of this provision shall not result in a

pay reduction.

Section 2. The following titles and pay rates are established effective June 1, 1998 for the
out-of-class assignment of employees in positions not allocated to Manager or Strategic
Advisor to Manager or Strategic Advisyor.position.s:

Pay Zone 1A OOC: $21.33 - $21.77 - $22.21 - $22.65 - $23.09 - $23.53

Pay Zone 1B OOC:  $23.97 - $24.41 - $24.85 - $25.29 - $25.73 - $26.17

Pay Zone 1C OOC:  $26.61 - $27.05 - $27.49 - $27.93 - $28.37 - $28.79

Pay Zone 2A OOC: $25.20 - $25.72 - $26.24 - $26.76 - $27.28 - $27.80

Pay Zone 2B OOC:  $28.32 - $28.84 - $29.36 - $29.88 - $30.40 - $30.92

Pay Zone 2C OOC: $31.44 - $31.96 - $32.48 - $33.00 - $33.52 - $34.02

Pay Zone 3A OOC: $29.08 - $29.68 - $30.28 - $30.88 - $31.48 - $32.08

Pay Zone 3B OOC: $32.68 - $33.28 - $33.88 - $34.48 - $35.08 - $35.68

Pay Zone 3C OOC: $36.28 - $36.88 - $37.48 - $38.08 - $38.68 - $39.26

The pay rates associated with these titles will be adjusted as a result of the biennial market

adjustment to the Manager and Strategic Advisor Pay Zones. These titles are not eligible for




10

11

12
13
14
15
16
17
18
19
20
21
22
23
24

W w N g

Norma McKinney/kathy steinmeyer
420300.dot

5/11/98

V#3

any other cost-of-living adjustment. These titles are for regular out-of-class use only and
shall not be used for the assignment of intermittent employees to a Manager or Strategic

Advisor title.

Section 3. - This ordinance shall take effect and be in force thirty (30) days from and
after its approval by the Mayor, but if not approved and returned by the Mayor within ten
(10) days after presentation, it shall take effect as provided by Municipal Code Section
1.04.020.

‘Passed by the City Council the 3&,&& day of

, 1998, and signed by

me in open session in authentication of its passage this ﬂ&h" day of _ 1 g ,

1998. /"74\ |
18 /’ﬁ ¢ fﬂ@f N
esident of the City Council
L b
Approved by me this Eéf dase
Filed by me this {7 dayof . }iiwd ) 1954 .
E ‘ . y fﬂ‘\,\‘. X ;ﬂ;\ y i \_g
éﬁ»’\bﬁ"{ LATEN,
e < 1 B
. 2 _;sz ) 'Y
(SEAL) , J
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Executive Services Department
Dwight D. Dively, Director

May 1, 1998

MEMORANDUM

TO: The Honorable Sue Donaidson, President
Seattle City Council
Via:

FOffice

FROM: =~

Executive Services Department  Acting Personnl Dtrector

SUBJECT: Proposed Amendment to Seattle Municipal Code Section 4.20.300

The attached councit bill proposes an amendment to Seattle Municipal Code Section
4.20.300, Payment for Qut-of-class duties, to reflect the recent adoption of the
APEX, Managers and Strategic Advisors Programs. These programs provided for a
much broader description of individual jobs, compared to our regular classification
system, and for appointing authority discretion to set base salary. As a resuit of
those changes, we find that our traditional method of recognizing work outside of
classification is no longer workable.

This legisiation provides for the regular out-of-class assignment to Manager and
Strategic Advisor titles of employees appointed to positions that are not allocated to
Manager and Strategic Advisor. In order to facilitate salary placement on an out-of-

class basis, we are proposing the adoption of nine new “out-of-class” titles and salary ..~

ranges. The ranges, three for each Manager/Strategic Advisor pay zone, will permit
departments to set out-of-class pay for these assignments using the same formula
as for any out-of-class assignment to a regular classification. All other conditions of
and compensation for out-of-class will remain the same as well, except that an
employee will not receive credit toward salary step placement in the new title if his or
her position is reclassified to, or he or she is promoted to, a Manager or Strategic
Advisor classification foliowing an out-of-class assignment thereto. Because the
appointing authority has discretion for setting base pay in these programs, it would
be inconsistent to retain a rule that mandates credit for salary placement.

Regularly classified employees who work out-of-class in a Manager or Strategic

Advisor classification will not be eligible for variable performance pay at this time.
We believe that it is critical that departments have the opportunity to get their

‘a.—
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variable performance pay programs up and running before we throw out-of-class into
the mix. We will, at the request of several departments, revisit this decision at a later
date. :

Managers and Strategic Advisors who are assigned additional duties on a temporary
basis will not be eligible for out-of-class compensation for such assignments.
Instead, these temporary reallocations of workload will. be designated “limited term
assignments” and the appointing authority will retain the discretion for base salary
adjustments. We will recommend the development and consistent application of
criteria for base salary adjustments in recognition of limited term assignments. Such
‘criteria may include the length of the assignment, the differential between the base
salary normally paid for the higher-paying job and the employee’s regular pay, the
likely impact on the employee’s ability to achieve his or her own performance
objectives, etc.

APEX employees will not be eligible for out-of-class or limited term assignments. in
the private sector it is very unusual for executives to receive a boost to base salary to
fill in for a vacationing peer—they are simply expected to pick up the slack as
necessary. We would like to test this practice among the City’s executives. We
recognize that there will be instances when the core duties of one executive job are
so highly technical that other executives cannot assume them. Theoretically,
however, other executives could assume the managerial duties and assign the
technical duties downward to a Manager or Strategic Advisor.

For your information we are attaching a memorandum from former Personnel.
Director Sarah Welch to alt department heads that summarizes departmental
feedback on this proposal. Your favorable consideration of this proposed legislation
is appreciated. Please direct any questions to Kathy Steinmeyer, Senior Personnel
Analyst, 684-7921 or Lidia Santiesteban, Classification and Compensation Director,
386-9081. . '

NM/ks
Attachments

C: The Honorable Martha Choe, Chair
Finance and Budget Committee
Personnel Division Administrators
Ciassification/Compensation Staff
Miriam Moses, Civil Service Commission
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k Paul Schell, Mayor

Executive Services Department
Dwight D. Dively, Director

MEMORANDUM
" DATE: March 25, 1998
TO: Heads |

Department

FROM:

Personnel Director

SUBJECT: Feedback on Qut-of-Class Proposal

Thank you for your review of and comments on the out-of-class and limited term
assignment proposal. We have decided not to make any changes to the current
proposal as a result of your feedback. However, we do want to revisit some of these
issues after the program has been in place for awhile. We will now ask the City’s labor
unions to review the draft and aim for legislative approval in late April or early May.
Please let us know if you need any help with administrative guidelines or the like
before the new rules are implemented. ‘

We received input from four departments. I’d like to take this opportunity to
summarize their comments and questions, and our responses:

e Will limited term assignments“bé included in the out?bf-class audit and what kind
of documentation will be required?

Iimited term assignments may eventually become part of the routine
out-of-class audit process conducted by the Records and Information
Management Unit of ESD’s Personnel Division. For the present,
however, they would be part of the quarterly monitoring of the
APEX, Managers and Strategic Advisors Programs that is sent to the
City Auditor, City Council, and the Mayor. We will provide a form
which departments may use to document the limited term
assignment.

&

Personnel Division, Dexter Horton Building, 710 Second Avenue, 12th Floor, Seattle, WA 98104-1793
Tel: (206) 684-7664, TDD: (206) 684-7888, Fax: (206) 684-4157, httpr/www.ci.seattle. wa.us
An equal employment opportunity, affirmative action employer. Accommodations for people with disabilities provided upon request.



Department Heads
March 25, 1998
Page 2

o The use of the nine new ranges Jor paying employees classified outside the new
program and assigned on an out-of-class basis to Manager or Strategic Advisor is
reasonable. The appointing authority should, however, have the discretion to
assign the out-of-class employee to the lower end of the pay range (regardiess af
the application of the promotion rule) because of “learning curve” or other
Jaciors that justify paying an out-of-class employee less than the regulariy
appoinied employee is paid, ’

- Our preference also would be to eliminate the promotion rule and
allow for out-of-class salary placement that is consistent with regular
salary placement in these new programs. The risk in proposing this
to labor is that they are unlikely to approve appointing authority
discretion for step placement for their members who are assigned to
work out-of-class in 2 Manager or Strategic Advisor position, and we

- could jeopardize their acceptance of the entire program over this one
issue. We do not believe it would be feasible to have to apply the
promotion rule to some groups of employees for out-of-class
purposes and have complete discretion for other groups. |
Furthermore, we have an explicit policy of not disadvantaging non
represented employees, so we cannot support a potentially lower
benefit for them if labor doesn’t agree to the same conditions for
represented employees.

o Opposing views: (A.}) We would like Jor employees working out-gf-class in the
new programs io be eligible for performance pay. And (B) We think it’s okay
that out-of-class employees are not eligible for performance pay since they
continue to be eligible for executive and merit leave. '

Our position remains, for the interim at least, that we’d like you to
have the opportunity to get your variable performance pay programs
up and running smoothly for employees who are regularly appointed
to these positions before we start complicating matters. We are
encouraged by the level of confidence demonstrated by proponents
of “A”, but we want to take it easy. There’s always the possibility of
adding out-of-class employees to the eligibility pool at a later date.
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e APEX Executives should be eligible for limited term assignments. It is not
realistic to expect that these employees will assume the duties of a higher level
APEX position for a significant period of time without being compensated
therefor. ‘ ' ‘

This is our reasoning for not proposing limited term assignments for
APEX: We see the area of Executives generally as a great place to
make a cultural shift from viewing each and every jobas a clearly
defined box. We know that each Executive has a set of core
responsibilities that may require special technical expertise, but the
gray areas, or margins, should be bigger at the top of the |
organization. - In the private sector, it is not uncommon for several
executives to divide up responsibilities when a position is vacant or
another executive is assigned a special high priority project. We

* would like for the City to try that approach more frequently so that
one employee is nof assuming the duties of a higher level position
for a significant period of time, but rather several employees at the
same or higher level as the vacancy are sharing those duties.

Please document any problems or issues that arise as a result of this
change, and feel free to contact Lidia Santiesteban for assistance.
We can certainly revisit the issue after six months or so.

" o The appointing authority should have the discretion to assign regular classified
service employees to work out-of-class in APEX positions without the approval of
the Classification Director. ‘

We have a couple of reasons for wanting to stay on top of the
practice of assigning employees who are classified in the “regular”
system (i.e., not Managers or Strategic Advisors) to the highest ranks
of the organization on an out-of-class basis. The first is the same as
above. We want to encourage departments to use their Executives
more flexibly to fill in for each other. We want to discourage out-of-
class as an automatic response. And I want the Classification
Director to be aware of areas where the organizational structure is
such that the next lowest person in the chain of command after the
Executive is not a Manager or Strategic Advisor, but someone in the
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regular classification system. There may be perfectly legitimate
reasons for such a strucﬁ}re; on the other hand, it may be that we
missed allocating positions o the Manager or Strategic Advisor
programs that belong there. We agree that there are rare instances
when the out-of-class assignment of regular classified employees to
APEX may be absolutely necessary, which is why we are not
prohibiting it cutright.

® There should be out-of-class pay ranges in APEX, like those proposed for
Manager and Strategic Advisor, Some of the individuals who would logically fill
in for an Executive earn more than the minimum rate of the market group in
their primary classification or title.

There are a couple of options for Managers and Strategic Advisors
who are given limited term assignments to APEX positions: 1) you
could leave them in their Manager or Strategic Advisor title and
make a base salary adjustment, not to exceed the top of the pay zone,
or 2} you could pay them at the minimum rate of the appropriate
market group, whichever provides the largest increase. Additionally,
if their current pay rates exceed the minimum rate of the market
group, you could leave them at their current rates of pay on the
grounds that they are already being sufficiently compensated to
perform the extra duties. That would give you some flexibility for
salary considerations that take into account the level of performance
you expect on the limited term asSignment'(i.e., maybe you don’t
expect the Manager or Strategic Advisor to take on the full scope of
duties), ‘

We are very resistant to providing APEX salary ranges with discrete
steps, like those proposed for Manager and Strategic Advisor. It
seems incompatibie with the intention that we quit thinkin gof
Executive jobs as clearly defined boxes.

e We think limited term assignments should begin and end with Pay period start
and end dates for administrative eaqse.

Each department is certainly within its authority to make these kinds
of administrative decisions, '
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1 hope I"ve clarified our position on some of these issues. Again, I very much
appreciate your feedback. I'll keep you informed about our planned implementation
date and the final program design as labor completes its review.

Attachment

c: Human Resources Managers and Representatives
Payroll Managers and Representatives ‘
Personnel Division Administrators
Classification and Compensation Staff
Julie Curtis, Records and Information Management Supervisor

h:walathl:boccommt
032598
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The undersigned, on oath states that he is an
authorized representative of The Daily Journal of Commerce, a
daily newspaper, which newspaper is a legal newspaper of general
circulation and it is now and has.been for more than six months
prior to the date of publication hereinafter referred to, published in
the English language continuously as a daily newspaper in Seattle,
King County, Washington, and it is now and during all of said time
was printed in an office maintained at the aforesaid place of
publication of this newspaper. The Daily Journal of Commerce
was on the 12th day of June, 1941, approved as a legal newspaper
by the Superior Court of King County.
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