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6:00 PM 
__________________________________________________________________________________ 
Pursuant to A.R.S. § 38-431.02, notice is hereby given to the Town of Florence Council and to the 
general public that a Work Session of the Florence Town Council will be held on Monday, November 
17, 2025, at 6:00 p.m. in the Town Council Chambers located at 775 N. Main Street, Florence, Arizona.  
 
 To attend the meeting noticed below by technological means, members of the public may: 
 
1.    Watch Live:  

YouTube Live   
FlorenceAZ.gov/tv 

 
Locally on Cox TV Channel 11 
 
2.    Join virtually using the link below: 
 

Join via ZOOM 
 

3.    To call in and listen, please dial: 

 
Telephone: (346) 248 7799 or (669) 900 6833 
Webinar ID: 833 2694 9781 
Passcode: 121865 

 

If any member of the public has difficulty connecting to the meeting, they are invited to contact the 
Town of Florence Information Technology Helpdesk at (520) 868-7543. 
 
Please utilize the bookmarks for navigating the document. If you have any questions on how to access 
the bookmarks tab, please call the Clerk’s Office at 520-868-7500. 
 
The agenda for this meeting is as follows:    
  

1. CALL TO ORDER 
 
2. ROLL CALL: Keith Eaton, Nicole Buccellato, Jose Maldonado, Cathy Adam, Tony Bencina, Sherrie 

Bedford 

https://www.youtube.com/channel/UCBTvt8ya3WqI-siUct1vQzQ/live
http://www.florenceaz.gov/tv
https://us02web.zoom.us/j/83326949781?pwd=mNa4GAVQFbiyttA6JLell5Rs6ZRER2.1


Please remember to silence your phone during the meeting. Thank you. 

 

     
3. CALL TO THE PUBLIC  

Call to the Public for public comment on issues within the jurisdiction of the Town Council.  Council 
rules limit public comment to three minutes.  Individual Councilmembers may respond to criticism 
made by those commenting, may ask staff to review a matter raised or may ask that a matter be 
put on a future agenda.  However, members of the Council shall not discuss or act on any matter 
during an open call to the public unless the matters are properly noticed for discussion and legal 
action. 

 
4. WORK SESSION 

a.  Discussion on the Town of Florence Compensation Plan for FY 2025/26. (Bruce Walls) 
 

b. Discussion on Resolution No. 1972-25: A RESOLUTION OF THE TOWN OF FLORENCE, PINAL 
COUNTY, ARIZONA, ADOPTING THE RECOMMENDED REVISIONS TO ARTICLE V: 
PERFORMANCE EVALUATIONS, AND ARTICLE VI CLASSIFICATION, COMPENSATION, AND 
BENEFITS OF THE TOWN OF FLORENCE PERSONNEL POLICY, EFFECTIVE JANUARY 03, 2025. 
(Bruce Walls) 

 
5. CALL TO THE COUNCIL  
 

6. ADJOURNMENT  
 

POSTED ON NOVEMBER 13, 2025, BY LISA GARCIA, TOWN CLERK, AT 775 NORTH MAIN STREET, 
FLORENCE, ARIZONA, AND AT WWW.FLORENCEAZ.GOV. 
 
***PURSUANT TO TITLE II OF THE AMERICANS WITH DISABILITIES ACT (ADA), THE TOWN OF 
FLORENCE DOES NOT DISCRIMINATE ON THE BASIS OF DISABILITY REGARDING ADMISSION TO 
PUBLIC MEETINGS.  PERSONS WITH A DISABILITY MAY REQUEST REASONABLE ACCOMMODATIONS 
BY CONTACTING THE TOWN OF FLORENCE ADA COORDINATOR, AT (520) 868-7574 OR 711 TDD. 
REQUESTS SHOULD BE MADE AS EARLY AS POSSIBLE TO ALLOW TIME TO ARRANGE THE 
ACCOMMODATION. ***  
 
  

http://www.florenceaz.gov/
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TOWN OF FLORENCE 
COUNCIL ACTION FORM 

AGENDA ITEM 

4a 

MEETING DATE: November 17, 2025 
 
DEPARTMENT: Administration  
 
STAFF PRESENTER: Bruce Walls   
 
SUBJECT: WORK SESSION: Wage Adjustment; Cost of Living 
Adjustments (COLAs); Stipends 

 Action 

 Information Only 

 Public Hearing 

 Resolution 

 Ordinance   

 Bid Docs on File 

 Other 

RECOMMENDED MOTION/ACTION: 
Discussion on the Town of Florence Compensation Plan for FY 2025/26.  
 
BACKGROUND/DISCUSSION: 
The Town of Florence maintains a structured Classification and Compensation System designed to 
ensure fairness, internal equity, and competitive pay practices across all departments. 
 
Salary Scale and Classification Plan 
The Salary Scale is the framework that assigns each position a title, classification, and 
corresponding pay range. The placement of a job within the plan is determined by an objective 
evaluation of: 
 

• Duties and responsibilities 
• Essential functions required to perform the job 
• Knowledge, skills, and abilities required 
• Minimum and preferred education and experience 
• Supervisory responsibilities 
• Complexity, decision-making authority, and scope of impact 

 
The Salary Scale establishes the appropriate pay range for each job based on its overall level of 
responsibility within the organization. 
 
Compensation Plan 
The Compensation Plan is the pay structure that assigns a minimum, midpoint, and maximum 
salary to each classification. Its purpose is to ensure that pay ranges: 
 

• Reflect prevailing labor market rates for comparable public-sector work 
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• Maintain internal equity between positions with similar scope and responsibility 
• Support the Town’s financial capacity and adopted personnel policies 
• Provide enough range movement to allow employees to progress as they gain experience, 

skills, and performance competency 
 

Employees advance within their assigned range based on performance evaluations, acquisition of 
new skills or certifications, and organizational merit policies. 
 
Guiding Strategies and Compensation Philosophy 
In building and maintaining a modern, sustainable salary structure, the Human Resources 
Department relies on the following principles: 
 

1. Competitive Recruitment & Strong Retention 
Ensure pay ranges are competitive with peer municipalities to attract skilled applicants 
and retain trained, high-performing employees. 
 

2. Internal Equity and Structural Consistency 
Maintain a clear and consistent plan by any structural elements that create inequity or 
confusion. 
 

3. Compression Prevention & Range Ownership 
Address salary compression by ensuring appropriate distance between classifications, 
providing movement within the range, and preventing long-term employees from being 
overtaken by newly hired staff. 
 

4. Market Responsiveness Over Time 
Establish a re-evaluation cycle (every 2–3 years) to update the pay scale based on 
economic conditions, municipal labor trends, and internal needs. 
 

5. Performance-Driven Movement 
Reinforce accountability and excellence by maintaining a merit-based system allocated 
through the annual budget process that rewards high performance and productivity. 

 
Historical Summary of Council Actions on Compensation 

• FY 2017/18 – Council approved a 5% general wage adjustment, improving base pay for all 
employees. 

• FY 2019/20 – Completed targeted reclassifications and salary adjustments for key 
operational positions based on market comparisons and job duty changes. 

• FY 2020/21 – Reclassifications completed for several management and supervisory 
positions; no salary adjustments applied at that time. 

• Mid-Year FY 2020/21 (Effective January 1, 2021) 
A 2.5% increase applied to the pay scale, with employees receiving 2.5% ownership in 
range, strengthening internal equity. 
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• FY 2021/22 (Mid-Year) – Reclassification of Custodian positions to align with statewide 
minimum wage requirements. 

• FY 2022/23 – the Town Council approved a full restructuring of the Classification & 
Compensation Plan, standardizing all salary ranges to a 50% range width, improving 
consistency and transparency. This restructuring increased the cost of wages $2.5 million 
dollars.  

• FY 2023/24 – Council approved a 6% Cost of Living Adjustment (COLA) applied to employee 
base salaries and incorporated into the official pay ranges. 

• FY 2024/25 – Council approved a 4% COLA for all full-time and regular part-time 
employees, also integrated into the pay scale. 

• FY 2025/26 – Council discussed a 4% merit but held until December to determine how the 
incorporation of San Tan would affect our future budgets. 

 
Future Considerations and Strategic Needs 
While the Town has taken significant steps to support employees through COLAs, reclassifications, 
and pay range modernization, long-term sustainability requires an intentional strategy. The Town 
must continue to monitor: 
 

• Rising market competition for public-sector talent 
• Cost-of-living increases affecting employee retention 
• Internal equity concerns and compression risk 
• Fiscal capacity and long-term budget planning 
• Workforce needs for specialized and technical roles 

 
A sustainable and structured approach anchored by regular salary studies, consistent review 
cycles, and a merit-based advancement system will position Florence as an employer of choice 
and ensure the Town maintains the talent necessary to meet community expectations. 
 
FINANCIAL IMPACT:  
The following tables outline the costs to implement either an increase or a one-time stipend. The 
increase scenarios range from 2% to 4%, and stipend options range from $1,000 to $2,000. For 
visibility, the costs are broken into three employee groups—Town Managers (TM/DTM), 
Directors, and Staff—to illustrate the total impact. All scenarios remain within the FY 26 budgeted 
contingency for salary adjustment considerations. 
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December Implementation (7 Months)

2.0% 2.5% 3.0% 3.5% 4.0%

Staff 167,259       209,073       250,888       292,703       334,517       

Directors 13,517         16,897         20,276         23,655         27,034         

TM / DTM 6,009           7,511           9,014           10,516         12,018         

Total 186,785       233,481       280,177       326,874       373,570       

Annual Impact (12 Months)

Total 320,203       400,253       480,304       560,355       640,406       

Rate Increase Options - Table A

$1,000 $1,250 $1,500 $1,750 $2,000

Staff 176,251       220,313       264,376       308,438       352,501       

Directors 7,719           9,649           11,579         13,508         15,438         

TM / DTM 2,573           3,216           3,860           4,503           5,146           

Total 186,543       233,178       279,814       326,449       373,085       

Stipend One-Time Payment -  Table B
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TOWN OF FLORENCE 
COUNCIL ACTION FORM 

AGENDA ITEM 

4b  

MEETING DATE: November 17, 2025 
 
DEPARTMENT: Administration  
 
STAFF PRESENTER: Bruce Walls, Town Manager 
 
SUBJECT: Revisions to Article VI-Classification, Compensation, and 
Benefits. 

 Action 

 Information Only 

 Public Hearing 

 Resolution 

 Ordinance   

 Bid Docs on File 

 Other 

RECOMMENDED MOTION/ACTION: 
Discussion on Resolution No. 1972-25: A RESOLUTION OF THE TOWN OF FLORENCE, PINAL 
COUNTY, ARIZONA, ADOPTING THE RECOMMENDED REVISIONS TO ARTICLE V: PERFORMANCE 
EVALUATIONS, AND ARTICLE VI CLASSIFICATION, COMPENSATION, AND BENEFITS OF THE TOWN 
OF FLORENCE PERSONNEL POLICY, EFFECTIVE JANUARY 03, 2025.  
 
BACKGROUND/DISCUSSION: 
Staff is recommending revisions to Article VI of the Town of Florence Personnel Policy effective 
January 03, 2025. These are revisions to sections 606: Performance Merit Increases; Section 607: 
Range Adjustments; Section 609 – Overtime; Section 610 – Call-Back Policy; Section 611 – Stand-
By Policy; Section 614 – Work Period Designation. 
 

• Section 606 Performance Merit Increases: The revision to this section is due to recent 
revisions to Article V. These revisions in Section 606 are made for clarification purposes, 
mirroring those in Article V. 
 

• Section 607-Range Adjustments: Revision to the last sentence of the paragraph, giving the 
effective date of any changes to the Compensation and Range Pay Scale to be effective on 
the first day of a pay period.  

 

• Section 609-Overtime Policy: The first revision outlines the compensatory time policy so 
that employees are aware of their compensatory time entitlements. Revisions in the fourth 
paragraph define the workweek for non-sworn employees. Revisions in the fifth paragraph 
clarify that non-work hours are excluded from the overtime calculation. 

• Section 610-Call-Back Policy: Revisions were made to rewrite the call-back policy, clarifying 
when the call-back begins and ends. Clarifying what happens if hours overlap with a shift 
ending, and how the employee’s pay is affected. Clarifies how an employee is paid if called 



Subject: Revisions to Article VI-Classification, Compensation, and Benefits.                       
Meeting Date: November 17, 2025 
Page 2 of 3 

out and is en route, and subsequently the call is canceled. Clarifies that if an employee is 
on approved leave, they are not eligible for a call-back. Clarifies the consequences of 
refusing to take a call-out without good cause.  
 

• Section 611-Stand-by Policy: Revisions were made to rewrite the Stand-By Policy, clarifying 
what situations determine that a non-exempt employee can be placed on stand-by. 
Clarifies that employees can volunteer, based on their qualifications, to be on a standby 
rotation. Clarification that non-exempt employees on approved leave are not eligible to be 
on a stand-by rotation. Clarification on non-exempt employees' pay for being placed on a 
stand-by rotation. 

 

• Section 614-Work Period and Administrative Office Hours Designation: Revisions were 
made to set the work period for non-sworn employees. Revisions were made to set the 
work week for non-sworn employees. Revisions were made, setting the hours of operation 
from 8:00 A.M. to 5:00 P.M. for the Town’s Administrative Offices.  Revisions were made, 
giving two options for the Administrative Staff to begin working a 4/10 Monday through 
Thursday, closed on Friday schedule. 
 

o  OPTION ONE: from 7:00 A.M. to 5:00 P.M. with no lunch break, allowing two paid 
fifteen-minute breaks, one to be taken during the morning hours and the other to 
be taken during the afternoon hours. The employee will not be allowed to stack 
the paid fifteen-minute breaks to take a paid meal break. Effective January 5, 2026. 
 

o OPTION TWO. Administrative staff will begin to work a 4/10 schedule, Monday 
through Thursday, closed on Friday, from 7:00 A.M. to 5:30 P.M., with a thirty (30) 
minute unpaid meal break. Employees who take a 30-minute meal break must 
clock out and back in and must work until 5:30 P.M. to fulfill their required 40 hours 
per week. Department Directors must ensure that their department’s office is 
staffed to meet the public’s needs until 5:30 p.m. Administrative staff are allowed 
to take two paid fifteen-minute (15) breaks, one in the morning and the other in 
the afternoon. Employees are not allowed to stack the two paid fifteen-minute 
breaks to take a paid meal break.  Effective January 5, 2026. 

 
A VOTE OF NO WOULD MEAN: 
A vote of NO would mean no revisions would be made to Article VI.  
 
A VOTE OF YES WOULD MEAN: 
A vote of YES would mean acceptance of all the revisions made to Article VI. The Council would 
make a motion for either OPTION ONE or OPTION TWO for the revisions in Section 614, providing 
for Administrative Staff to begin working a 4/10 schedule Monday through Thursday, closed on 
Friday, with operating hours from 8:00 a.m. to 5:00 p.m.  
 

OPTION ONE: Administrative staff working from 7:00 a.m. to 5:00 p.m. with no unpaid  
            meal period. Effective January 5, 2026. 
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OPTION TWO: Administrative staff working from 7:00 a.m. to 5:30 p.m. with a 30-minute  
                          unpaid meal break.  Effective January 5, 2026. 

 
FINANCIAL IMPACT: 
Fund Name: N/A 
 
Contract Amount: N/A 
Contingency Amount: N/A 
Total Requested Amount: N/A 
 
FY 26 Budgeted Item: N/A 
FY 26 Budgeted Amount: N/A 
 
GL Code: N/A 
 
TOF Contract Number: N/A 
 
ATTACHMENTS: 
Resolution  
Article VI with mark-ups. 
Article VI with only the Section 614 mark-ups. 



RESOLUTION NO. 1972-25 

A RESOLUTION OF THE TOWN OF FLORENCE, PINAL COUNTY, ARIZONA, 

ADOPTING THE RECOMMENDED REVISIONS TO ARTICLE V: PERFORMANCE 

EVALUATIONS, AND ARTICLE VI CLASSIFICATION, COMPENSATION, AND 

BENEFITS OF THE TOWN OF FLORENCE PERSONNEL POLICY, EFFECTIVE 

JANUARY 03, 2025.  

WHEREAS, It has been brought to the attention of the Mayor and Council that the 

current Town of Florence Personnel Policy, last amended January 1, 2023, needs 

revision; and 

WHEREAS, Section 34.17 of the Code of the Town of Florence and other 

applicable laws require that the Council take formal action by Resolution to declare the 

relevant document a public record; and approve and adopt such amendments.  

NOW, THEREFORE BE IT RESOLVED that the Town of Florence Personnel 

Policy is hereby amended and shall be effective the 3rd day of January 2026 and as the 

attached thereto.  The Town Clerk shall keep at least three (3) copies of each on file; and 

with the adoption the Human Resources Director shall provide a copy of the said policy 

and in service training, if necessary, to   all Town employees regarding their meaning and 

implementation. 

PASSED AND ADOPTED, by the Mayor and Council of the Town of Florence, 

Arizona, this the 18th day of November 2025. 

 

        ______________________________ 
        Keith Eaton, Mayor 
 

 

ATTEST:       APPROVED AS TO FORM 

 

 

_____________________________                                                __________________________________ 
Lisa Garcia, Town Clerk                                                              Stephen Cooper, Town Attorney 
 

 



ARTICLE VI - CLASSIFICATION, COMPENSATION, 

AND BENEFITS 

 

 

Section 601 - Position Classification Plan 

 

The Personnel Officer, or other designee, of the Town Manager shall ascertain and record the 

duties and responsibilities of all positions in the classified service and, after consultation with the 

directors of departments affected, shall develop a classification plan for such positions.  The 

classification plan shall consist of classes of positions in the Town service defined by class 

specifications, including job titles.  The Classification plan shall be designed and maintained so 

that all positions with substantially similar duties, responsibilities, authority, and character of work 

ae grouped within the same class, ensuring that compensation schedules are applied equitably 

under comparable working conditions.  The plan shall be revised as necessary to reflect changes 

in duties, responsibilities, or employment conditions. The classification plan shall be so developed 

and maintained that all positions substantially similar concerning duties, responsibilities, authority, 

and character of work are included within the same class, and the exact schedules of compensation 

may be made to apply with equity under like working conditions to all positions in the same class.  

The plan shall be amended from time to time as the duties, responsibilities, and employment 

conditions change.  Each position classification shall be evaluated considering applicable laws and 

regulations and shall be designated as either “exempt” or “non-exempt” under the provisions of 

the Fair Labor Standards Act as they pertain to the calculation of overtime liability. 

 

Section 602 - Class Specifications 

 

The Human Resources Director Personnel Officer shall maintain copies of current specifications 

for all classifications in the classification plan.  When a new classification is created or when a 

current classification is determined to be obsolete, the classification plan shall be amended 

accordingly. 

 

 

Section 603 - Reclassifications 

 

When the scope of a position's duties and responsibilities has changed materially to necessitate 

reclassification, the Human Resources Director Personnel Officer shall analyze the position and 

submit recommendations to the Town Manager for reclassification to a more appropriate class (if 

justified), whether new or existing.  An employee may initiate a classification review request 

through the department director.  Consideration of reclassifications will be made through the 

annual budget process.   

 

 

Section 604 - Compensation Plan 

 

The Human Resources Director Personnel Officer, or other designees of the Town Manager, shall 

prepare a pay plan covering all positions in the classified service.  In terms of compensation rates 



or pay ranges, consideration shall be given to the prevailing rate of pay and consideration of 

working conditions for comparable work, suggestions of a department director, the Town’s 

financial condition and policies, and all other relevant factors. 

 

 

 

Section 605 - Pay Ranges 

 

Each classification shall be assigned to a pay range that, through the application of other provisions 

of this Policy, is deemed appropriate.  Each employee may be advanced through the pay range 

based on performance until the end of the pay range is reached.  Advancement through the pay 

range shall be subject to the recommendation by the employee’s department director through the 

formal performance evaluation system and approval of the Town Manager, subject to available, 

allocated funding. 

 

 

Section 606 – Performance (Merit) Increases 

 

Town employees shall be eligible for consideration for performance-based pay increases as 

follows: 

1. Upon successful completion of the initial probationary period. 

2. On or about the end of each 12-month period of service after completion of the initial 

probationary period to be granted on the (performance) anniversary date based on the 

performance evaluation.  Such increases shall not be automatic but shall depend on 

increased service value of an employee to the Town as exemplified by the recommendation 

of the supervisor, performance record, special training undertaken or other pertinent 

evidence. 

3. Upon successful completion of a promotional probationary period.  Such date becomes the 

employee’s new (performance) anniversary date. 

 4. At other times as may be approved by the Town Manager. 

Employee evaluations will be completed annually. Merit increases will be given only if the Fiscal 

Year budget includes an approved merit increase. Merits will be paid at the time designated 

by the Town Council. The effective date will be aligned with the first day of the pay period. 

All eligible employees will be paid a merit increase in accordance with their performance 

evaluation scores. 

 

A newly hired employee's probationary period will be the first twelve months of their employment. 

To be removed from probation, employees must receive a satisfactory evaluation prior to 

their one-year anniversary.   Upon successful completion of the probationary period, the 

employee’s next evaluation date will be changed to the same annual date as all other full-

time employees. 

 

Newly promoted employees will have a twelve-month evaluation period that begins on the first 

date of their promotion. To be removed from probation, employees must receive a 

satisfactory evaluation prior to their one-year anniversary of said promotions. Upon 

successful completion of the probationary period, the employee’s evaluation date will be 



changed to the same annual date as all other full-time employees.  

 

Newly demoted employees will have a twelve-month evaluation period that begins on the first date 

of their demotion. To be removed from probation, employees must receive a satisfactory 

evaluation prior to their one-year anniversary of said demotion.    Upon successful 

completion of the probationary period, the employee’s evaluation date will be changed to 

the same annual date as all other employees.  

 

 

Section 607 - Range Adjustments 

 

When it is determined that the pay range assigned to a particular classification is no longer 

appropriate due to changes in market conditions or duties and responsibilities of the classification, 

the Personnel Officer shall be notified of such changes and Human Resources Director will 

conduct a review of the range assigned to the particular classification.  If Suppose it is determined 

that the pay range assigned to the classification is either too high or too low. In that case, the 

Personnel Officer Human Resource Director shall make a recommendation the appropriate range 

adjustment  for changing to the Town Manager. If approved, the classification shall be moved to 

the recommended pay range.  Affected employees shall be moved to a position in the new pay 

range as determined by the Personnel Officer.  Performance evaluation dates shall not change for 

affected employees as a result of a range adjustment.  Range adjustments will only be made in 

conjunction with the annual budget process and require approval of the Town Council, and will 

be effective on the first day of a pay period. 

 

Section 608 - Temporary Assignments 

 

Upon the recommendation of the department director and approval of the Town Manager, an 

employee may be assigned temporarily to a position in a higher classification of a higher pay range, 

either in the employee’s department or another department. Employees are compensated for For 

temporary assignments which are intended to be more than 30 days in duration. the employee may 

be compensated at a higher rate of pay during the assignment as may be approved by the Town 

Manager.  The Town Manager may assign an employee to work in his/her classification in a 

different department on a temporary basis as deemed necessary. If the employee remains in their 

said classification. No increase is provided to said employee.  

 

Section 609 - Overtime Policy 

 

Does not apply to Firefighters and Police Officers working under the Section 207 (k) provisions 

of the FLSA. 

 

It is the policy of the Town of Florence to avoid the necessity for overtime whenever possible.  

Overtime work may sometimes be necessary to meet emergency situations, seasonal or peak 

workload requirements, or due to scheduling issues. Supervisory personnel are responsible for the 

planning required to minimize the need for overtime.  Necessary overtime shall be authorized by 

the appropriate supervisor prior to being worked.  Compensation for overtime worked, whether 

through cash payment or the use of compensatory time off in lieu of cash payment, shall be made 



in accordance with applicable laws and regulations.  Overtime shall be calculated to the nearest 

one-quarter hour of time worked.  Refusal of an employee to work overtime when requested 

without good cause may be cause for disciplinary action. 

 

COMPENSATORY TIME 

 

It shall be the general policy of the Town to pay overtime compensation for all Town employees 

required to work overtime hours.  Town department directors or their designees may at their 

discretion, however, decide to grant compensatory time to employees who work overtime provided 

there is a clear understanding between the supervisor and the employee that compensatory time is 

being given instead of paid overtime, prior to the overtime being worked.  In certain situations, a 

department director (with the approval of the Town Manager) may determine that all overtime 

worked by a specific employee or class of employees, or a specific type of overtime, will be 

compensated with compensatory time off instead of paid overtime.  In these cases, documentation 

shall be drafted indicating agreement to this arrangement by the department director and the 

employee, and all overtime worked by such employee, or in such specific type of situation, shall 

be compensated with compensatory time. 

 

A non-exempt employee who works beyond the normally scheduled workday may be allowed or 

required to alter the hours worked on another workday in the same workweek period to 

compensate, hour for hour, as approved or directed by the employee’s supervisor.  This flex 

arrangement does not reduce or increase the number of hours worked in a given workweek, which 

should total 40 hours per workweek period.  This flex time cannot be banked and must be 

completed within the same workweek; otherwise, it will revert to paid overtime and be 

compensated as provided in this Section.  

 

All non-worked hours, such as sick leave, vacation leave, holiday time, compensatory time taken, 

standby time, jury duty hours, and military leave hours, shall be deducted from the total hours 

worked in a designated work period before the overtime liability calculation are not included in 

the total hours worked for the calculation of overtime liability in a designated work week, 

except as provided in Section 610 of this Policy, or as may be provided in a grant, an 

intergovernmental agreement, or other such agreement.  

 

 

Section 610 - Call-Back Policy 

 

Does not apply to Firefighters and Police Officers working under the Section 207 (k) provisions 

of the FLSA. 

 

The call-back procedure is established to provide for situations where it is determined that a non-

FLSA-exempt employee must be called to duty outside of his/her normal working hours. 

 

If an employee is called out to work as noted above, the employee will automatically receive credit 

for two hours worked calculated at one-and-one-half times the employee’s regular hourly rate, 

regardless of the duration of the call out.  Once the employee works more than two hours, time 

credited will be the actual time worked, calculated at one-and-one-half times the employee’s 



regular hourly rate.  This provision does not apply to scheduled overtime, scheduled tasks 

performed outside normal working hours, holidays worked or call-back time that overlaps the 

employee’s regular work hours (either being called in early for a shift/workday or held-over at the 

end of a shift/workday).  Subsequent calls received to perform work within two hours of the start 

time of an initial call-back will be compensated as an extension of the initial call, not as a new call.  

Refusal of an employee to respond to a call-out without good cause may be cause for disciplinary 

action. 

 

The call-back policy is established to provide for emergencies or other situations where it is 

determined that additional assistance is required, resulting in a non-exempt employee being 

called into duty outside of regular business hours or their assigned shift hours. For these 

hours to be considered call-back pay, the employee must have been relieved of their 

shift/duties for one (1) or more hours.  If an employee is called back to work sooner than one 

hour, this is considered a continuation of their workday or shift and paid at their base rate 

of pay or overtime pay if the employee has worked over 40 hours.  The call-back hours 

include the time it takes to travel to and from the work location.  

 

This provision does not apply to scheduled overtime, scheduled tasks performed outside 

regular working hours, holidays worked, or call-back time that overlap with the continuation 

of the employee’s regular work hours.  (Either being called in early for a shift/workday if 

within one (1) hour of the start of the shift or held over at the end of the shift/workday).  

 

Refusal of an employee to respond to a call-back without good cause may be cause for 

disciplinary action.  Exempt employees are not eligible for call-back pay. 

 

 A non-exempt employee who is called back to work under the circumstances previously 

mentioned will automatically receive credit for two (2) hours worked, regardless of the 

duration of the call‐back. Once the employee works more than two (2) hours, the time paid 

will be the actual time worked. Subsequent calls received to perform work within two hours 

of the start time of an initial call-back will be compensated as an extension of the initial call, 

not as a new call.  All time worked under the call‐back policy shall be paid at time and a half 

(1 ½ times the employee’s regular rate of pay) or the equivalent to Compensatory Time, if 

the employee requests.   

 

If an employee is contacted for a call-out that is subsequently cancelled and is en route with 

no time worked, the employee shall be paid for two (2) hours at their overtime rate. 

 

Employees who are on approved leave of absence for the entire day, including but not limited 

to Sick Leave, Vacation Leave, Military Leave, and FMLA, etc., are not eligible for call-back 

hours.  Employees on approved leave of absence for full days should be taken off the call-

back/standby schedule while on leave. 

 

Procedure for Call Back Pay 

 

Employees who have been called back to work should clock in by entering a time adjustment 

request into the timekeeping system at the time the call is received.  All call-back hours 



worked should be reported directly to supervisors on an Overtime Report Worksheet, and 

an explanation should be entered in the notes field for the overtime directly on their 

timesheet within the timekeeping platform. 

 

 

Section 611 – Stand-By Policy 

 

The stand-by policy is established to provide for situations where it is determined that a non-FLSA-

exempt employee may be required to be placed on stand-by for duty.  Stand-by duty is restricted 

to employees qualified to perform specialized emergency services.  Stand-by duty pay shall not be 

available in situations where tasks must be performed on a scheduled basis outside of normal work 

hours.  The appropriate department supervisor shall maintain a stand-by roster of qualified 

personnel for stand-by duty.  Such duty shall be allocated fairly to qualified employees on the 

stand-by list based first on those employees who volunteer to be put on stand-by duty, and secondly 

by assignment on a rotational basis if an insufficient number of qualified employees volunteer to 

be put on stand-by duty.  Employees on stand-by status must maintain a physical readiness to 

respond, be able to respond in an appropriate time frame, and be accessible to receive a call-out 

by pager or telephone. 

 

Stand-by duty will be paid at $20 per day for each day or shift of assignment.  An employee who 

is called to perform services will be compensated as outlined in Section 610 – Call-Back Policy. 

 

The standby policy is established to provide for situations where it is determined that a non-

exempt employee may be assigned or required to be on standby for duty before and after 

work hours to respond to emergencies.  Standby duty pay shall not be available in situations 

where tasks must be performed on a scheduled basis outside of regular work hours. 

 

Standby duty is restricted to employees qualified to perform specialized emergency services 

and listed on the standby schedule.  The appropriate department supervisor shall maintain 

a standby schedule of qualified personnel for standby duty. Such duty shall be allocated 

fairly to qualified employees on the standby list based, first, on those employees who 

volunteer to be put on standby duty, and secondly, by assignment on a rotational basis if an 

insufficient number of qualified employees volunteer to be put on standby duty. Employees 

on standby status must maintain a physical readiness to respond, be able to respond within 

an hour of notification, and be easily accessible by phone or other acceptable means of 

communication for the entire timeframe of the standby duty. 

 

For safety purposes, employees on standby must not consume any substances, including 

but not limited to alcohol, any substance that might impair their ability to promptly, 

effectively, and safely carry out their duties. 

 

Employees who are on approved leave of absence for the whole day, including but not limited 

to Sick Leave, Vacation Leave, Military Leave, and FMLA, etc., are not eligible for standby 

duty.  Employees on approved leave of absence for full days should be taken off the call-back 

and standby schedules while on leave. 

 



Compensation for standby duty will be paid for one (1) hour at $20.00 for each day or shift 

assignment.  Employees who are on standby and have been called out and have overtime will 

be paid according to Section 610 – Callback Policy and will receive a weighted overtime rate.   

 

 

Procedure for Standby Pay 

 

Employees on standby duty must record the days they were on standby in the designated 

area for standby hours within the electronic timekeeping platform.  

 

 

Section 612 - Clothing Allowances, Uniforms and Expense Reimbursement 

 

Clothing allowances and uniform privileges shall be approved by the Town Manager.  The Town 

Manager shall have the authority to establish administrative regulations providing for the 

reimbursement to employees of necessary expense incurred while engaged in Town business 

including approved travel and conference expenses. 

 

Section 613 - Other Benefits 

 

Town employees shall receive additional benefits as approved by the Town Manager and (as 

appropriate) the Town Council, or as might be mandated by law, such as health insurance, workers’ 

compensation coverage, and retirement benefits. 

 

 

Section 614 – Work Period and Administrative Office Hours Designation 

 

The standard work period for all employees shall be seven fourteen (14) consecutive days 

commencing at 00:01 a.m. on Saturday and ending the following Friday at midnight. The 

standard work week is seven (7) days.  

 

Work periods for individual employees or classes of employees may be otherwise designated 

in writing, such as for those employees who qualify under the Section 207 (k) provisions of 

the FLSA. 

 

Option I 

 

Standard administrative office hours are Monday through Thursday, 8:00 a.m. to 5:00 p.m., 

and the offices will be closed on Fridays. Administrative office staff will report to their 

department from 7:00 a.m. to 5:00 p.m., with no meal break, Monday through Thursday.  

Administrative staff are allowed to take two fifteen-minute (15) paid breaks, one in the 

morning hours and the other in the afternoon hours. Employees are not allowed to stack 

their paid fifteen-minute breaks to take a paid meal break.  Effective January 3, 2025. 

 

Option II 

 



Standard administrative office hours are Monday through Thursday, 8:00 a.m. to 5:00 p.m., 

and the offices will be closed on Fridays. Administrative office staff will report to their 

department from 7:00 a.m. to 5:30 p.m., with a 30-minute optional meal break, Monday 

through Thursday. Employees who take a 30-minute meal break must clock out and back in 

and must work until 5:30 p.m. to fulfill their 40 hours per week. Department directors must 

ensure that their department’s office is staffed to meet the public’s needs until 5:00 p.m. 

Administrative staff are allowed to take two fifteen-minute (15) paid breaks, one in the 

morning hours and the other in the afternoon hours. Employees are not allowed to stack 

their paid fifteen-minute breaks to take a paid meal break. Effective January 3, 2025. 

 

 

 

Section 615 – Workplace Accommodation 

 

The Town of Florence shall comply with the provisions of the Americans with Disabilities Act 

and its amendments. 

 



ARTICLE VI - CLASSIFICATION, COMPENSATION, AND BENEFITS 

 

 

Section 601 - Position Classification Plan 

 

The Personnel Officer, or other designee, of the Town Manager shall ascertain and record the 

duties and responsibilities of all positions in the classified service and, after consultation with the 

directors of departments affected, shall develop a classification plan for such positions.  The 

classification plan shall consist of classes of positions in the Town service defined by class 

specifications, including job titles.  The classification plan shall be designed and maintained so 

that all positions with substantially similar duties, responsibilities, authority, and character of work 

are grouped within the same class, ensuring that compensation schedules are applied equitably 

under comparable working conditions. The plan shall be revised as necessary to reflect changes in 

duties, responsibilities, or employment conditions. Each position classification shall be evaluated 

considering applicable laws and regulations and shall be designated as either “exempt” or “non-

exempt” under the provisions of the Fair Labor Standards Act as they pertain to the calculation of 

overtime liability. 

 

Section 602 - Class Specifications 

 

The Human Resources Director shall maintain copies of current specifications for all 

classifications in the classification plan.  When a new classification is created or when a current 

classification is determined to be obsolete, the classification plan shall be amended accordingly. 

 

 

Section 603 - Reclassifications 

 

When the scope of a position's duties and responsibilities has changed materially to necessitate 

reclassification, the Human Resource Director shall analyze the position and submit 

recommendations to the Town Manager for reclassification to a more appropriate class (if 

justified), whether new or existing.  An employee may initiate a classification review request 

through the department director.  Consideration of reclassifications will be made through the 

annual budget process.   

 

 

Section 604 - Compensation Plan 

 

The Human Resource Director shall prepare a pay plan covering all positions in the classified 

service.  In terms of compensation rates or pay ranges, consideration shall be given to the 

prevailing rate of pay and consideration of working conditions for comparable work, suggestions 

of a department director, the Town’s financial condition and policies, and all other relevant factors. 

 

 

 

 

 



Section 605 - Pay Ranges 

 

Each classification shall be assigned to a pay range that, through the application of other provisions 

of this Policy, is deemed appropriate.  Each employee may be advanced through the pay range 

based on performance until the end of the pay range is reached.  Advancement through the pay 

range shall be subject to the recommendation by the employee’s department director through the 

formal performance evaluation system and approval of the Town Manager, subject to available, 

allocated funding. 

 

 

Section 606 – Performance Merit Increases 

 

Town employees shall be eligible for consideration for performance-based pay increases as 

follows: 

1. Employee evaluations will be completed annually. Merit increases will be given only if the 

Fiscal Year budget includes an approved merit increase. Merits will be paid at the time 

designated by the Town Council. The effective date will be aligned with the first day of 

the pay period. All eligible employees will be paid a merit increase in accordance with their 

performance evaluation scores. 

 

2. A newly hired employee's probationary period is the first twelve months of their 

employment. To be removed from probation, an employee must receive a satisfactory 

evaluation prior to their one-year anniversary. Upon successful completion of the 

probationary period, the employee’s next evaluation date will be changed to the same 

annual date as all other full-time employees. 

 

3. Newly promoted employees will have a twelve-month evaluation period that begins on the 

first date of their promotion. To be removed from probation, employees must receive a 

satisfactory evaluation prior to their one-year anniversary of said promotion. Upon 

successful completion of the probationary period, the employee’s evaluation date will be 

changed to the same annual date as all other full-time employees. May or may not be 

eligible for a merit increase depending on the approved eligibility date and performance 

evaluation rating.   

 

4. Newly demoted employees will have a twelve-month evaluation period that begins on the 

first date of their demotion. To be removed from probation, an employee must receive a 

satisfactory evaluation prior to their one-year anniversary of said demotion.  Upon 

successful completion of the probationary period, the employee’s evaluation date will be 

changed to the same annual date as all other employees. May or may not be eligible for a 

merit increase depending on the approved eligibility date and performance evaluation 

rating.   

 

 

 

 

 



Section 607 - Range Adjustments 

 

When it is determined that the pay range assigned to a particular classification is no longer 

appropriate due to changes in market conditions or duties and responsibilities of the classification, 

the Human Resources Director will conduct a review of the range assigned to the particular 

classification.  If it is determined that the assigned pay range for the classification is either too high 

or too low, the Human Resources Director shall recommend the appropriate range adjustment to 

the Town Manager. If approved, the classification shall be moved to the recommended pay range.  

Considerations of range adjustments will only be made in conjunction with the annual budget 

process and require approval of the Town Council. Range Adjustments will be effective on the 

first day of the pay period. 

 

Section 608 - Temporary Assignments 

 

Upon the recommendation of the department director and approval of the Town Manager, an 

employee may be assigned temporarily to a position in a higher classification, either in the 

employee’s department or another department.  Employees are compensated for temporary 

assignments which are intended to be more than 30 days in duration.   The Town Manager may 

assign an employee to work in his/her classification in a different department on a temporary basis 

as deemed necessary. If the employee remains in their said classification, no increase is provided 

to said employee.  

 

Section 609 - Overtime Policy 

 

Does not apply to Firefighters and Police Officers working under the Section 207 (k) provisions 

of the FLSA. 

 

It is the policy of the Town of Florence to avoid the necessity for overtime whenever possible.  

Overtime work may sometimes be necessary to meet emergency situations, seasonal or peak 

workload requirements, or due to scheduling issues. Supervisory personnel are responsible for the 

planning required to minimize the need for overtime.  Necessary overtime shall be authorized by 

the appropriate supervisor prior to being worked.  Compensation for overtime worked, whether 

through cash payment or the use of compensatory time off in lieu of cash payment, shall be made 

in accordance with applicable laws and regulations.  Overtime shall be calculated to the nearest 

one-quarter hour of time worked.  Refusal of an employee to work overtime when requested 

without good cause may be cause for disciplinary action. 

 

COMPENSATORY TIME 

 

It shall be the general policy of the Town to pay overtime compensation for all Town employees 

required to work overtime hours.  Town department directors or their designees may, at their 

discretion, however, decide to grant compensatory time to employees who work overtime, 

provided there is a clear understanding between the supervisor and the employee that 

compensatory time is being given instead of paid overtime, prior to the overtime being worked.  

In certain situations, a department director (with the approval of the Town Manager) may 

determine that all overtime worked by a specific employee or class of employees, or a specific 



type of overtime, will be compensated with compensatory time off instead of paid overtime.  In 

these cases, documentation shall be drafted indicating agreement to this arrangement by the 

department director and the employee, and all overtime worked by such employee, or in such 

specific type of situation, shall be compensated with compensatory time. 

 

A non-exempt employee who works beyond the normally scheduled workday may be allowed or 

required to alter the hours worked on another workday in the same workweek to compensate, hour 

for hour, as approved or directed by the employee’s supervisor.  This flex arrangement does not 

alter the number of hours worked in each workweek, which should total 40 hours per week.  This 

flex time cannot be banked and must be completed within the same work week; otherwise, it will 

revert to paid overtime and be compensated as provided in this Section.  

 

All non-worked hours, such as sick leave, vacation leave, holiday time, compensatory time taken, 

standby time, jury duty hours, and military leave hours, shall be deducted from the total hours 

worked in a designated work period before the overtime liability calculation are not included in 

the total hours worked for the calculation of overtime liability in a designated work week, except 

as provided in Section 610 of this Policy, or as may be provided in a grant, an intergovernmental 

agreement, or other such agreement.  

 

 

Section 610 - Call-Back Policy 

 

Does not apply to Firefighters and Police Officers working under the Section 207 (k) provisions 

of the FLSA. 

 

The call-back policy is established to provide for emergencies or other situations where it is 

determined that additional assistance is required, resulting in a non-exempt employee being called 

into duty outside of regular business hours or their assigned shift hours. For these hours to be 

considered call-back pay, the employee must have been relieved of their shift/duties for one (1) or 

more hours.  If an employee is called back to work sooner than one hour, this is considered a 

continuation of their workday or shift and paid at their base rate of pay or overtime pay if the 

employee has worked over 40 hours.  The call-back hours include the time it takes to travel to and 

from the work location.  

 

This provision does not apply to scheduled overtime, scheduled tasks performed outside regular 

working hours, holidays worked, or call-back time that overlap with the continuation of the 

employee’s regular work hours.  (Either being called in early for a shift/workday if within one (1) 

hour of the start of the shift or held over at the end of the shift/workday).  

 

Refusal of an employee to respond to a call-back without good cause may be cause for disciplinary 

action.  Exempt employees are not eligible for call-back pay. 

 

 A non-exempt employee who is called back to work under the circumstances previously 

mentioned will automatically receive credit for two (2) hours worked, regardless of the duration 

of the call‐callback. Once the employee works more than two (2) hours, the time paid will be the 

actual time worked. Subsequent calls received to perform work within two hours of the start time 



of an initial call-back will be compensated as an extension of the initial call, not as a new call.  All 

time worked under the call‐back policy shall be paid at time and a half (1 ½ times the employee’s 

regular rate of pay) or the equivalent to Compensatory Time, if the employee requests.   

 

If an employee is contacted for a call-out that is subsequently cancelled and is en route with no 

time worked, the employee shall be paid for two (2) hours at their overtime rate. 

 

Employees who are on approved leave of absence for the entire day, including but not limited to 

Sick Leave, Vacation Leave, Military Leave, and FMLA, etc., are not eligible for call-back hours.  

Employees on approved leave of absence for full days should be taken off the call-back/standby 

schedule while on leave. 

 

Procedure for Call Back Pay 

 

Employees who have been called back to work should clock in by entering a time adjustment 

request into the timekeeping system at the time the call is received.  All call-back hours worked 

should be reported directly to supervisors on an Overtime Report Worksheet, and an explanation 

should be entered in the notes field for the overtime directly on their timesheet within the 

timekeeping platform. 

 

Section 611 – Stand-By Policy 

 

The standby policy is established to provide for situations where it is determined that a non-exempt 

employee may be assigned or required to be on standby for duty before and after work hours to 

respond to emergencies.  Standby duty pay shall not be available in situations where tasks must be 

performed on a scheduled basis outside of regular work hours. 

 

Standby duty is restricted to employees qualified to perform specialized emergency services and 

listed on the standby schedule.  The appropriate department supervisor shall maintain a standby 

schedule of qualified personnel for standby duty. Such duty shall be allocated fairly to qualified 

employees on the standby list based, first, on those employees who volunteer to be put on standby 

duty, and secondly, by assignment on a rotational basis if an insufficient number of qualified 

employees volunteer to be put on standby duty. Employees on standby status must maintain a 

physical readiness to respond, be able to respond within an hour of notification, and be easily 

accessible by phone or other acceptable means of communication for the entire timeframe of the 

standby duty. 

 

For safety purposes, employees on standby must not consume any substances, including but not 

limited to alcohol, any substance that might impair their ability to promptly, effectively, and 

safely carry out their duties. 

 

Employees who are on approved leave of absence for the whole day, including but not limited to 

Sick Leave, Vacation Leave, Military Leave, and FMLA, etc., are not eligible for standby duty.  

Employees on approved leave of absence for full days should be taken off the call-back and 

standby schedules while on leave. 

 



Compensation for standby duty will be paid for one (1) hour at $20.00 for each day or shift 

assignment.  Employees who are on standby and have been called out and have overtime will be 

paid according to Section 610 – Callback Policy and will receive a weighted overtime rate.   

 

Procedure for Standby Pay 

 

Employees on standby duty must record the days they were on standby in the designated area for 

standby hours within the electronic timekeeping platform.  

 

 

Section 612 - Clothing Allowances, Uniforms and Expense Reimbursement 

 

The Town Manager shall approve clothing allowances and uniform privileges.  The Town 

Manager shall have the authority to establish administrative regulations providing for the 

reimbursement to employees of necessary expenses incurred while engaged in Town business, 

including approved travel and conference expenses. 

 

Section 613 - Other Benefits 

 

Town employees shall receive additional benefits as approved by the Town Manager and (as 

appropriate) the Town Council, or as might be mandated by law, such as health insurance, workers’ 

compensation coverage, and retirement benefits. 

 

Section 614 – Work Period Designation 

 

The standard work period for all employees shall be fourteen (14) consecutive days commencing 

at 00:01 a.m. on Saturday and ending the following Friday at midnight. The standard work week 

is seven (7) days.  

 

Work periods for individual employees or classes of employees may be otherwise designated in 

writing, such as for those employees who qualify under the Section 207 (k) provisions of the FLSA. 

 

Option I 

 

Standard administrative office hours are Monday through Thursday, 8:00 a.m. to 5:00 p.m., and 

the offices will be closed on Fridays. Administrative office staff will report to their department 

from 7:00 a.m. to 5:00 p.m., with no meal break, Monday through Thursday.  Administrative staff 

are allowed to take two fifteen-minute (15) paid breaks, one in the morning hours and the other in 

the afternoon hours. Employees are not allowed to stack their paid fifteen-minute breaks to take a 

paid meal break. Effective January 3, 2026. 

 

Option II 

 

Standard administrative office hours are Monday through Thursday, 8:00 a.m. to 5:00 p.m., and 

the offices will be closed on Fridays. Administrative office staff will report to their department 

from 7:00 a.m. to 5:30 p.m., with a 30-minute optional meal break, Monday through Thursday. 



Employees who take a 30-minute meal break must clock out and back in and must work until 5:30 

p.m. to fulfill their 40 hours per week. Department directors must ensure that their department’s 

office is staffed to meet the public’s needs until 5:00 p.m. Administrative staff are allowed to take 

two fifteen-minute (15) paid breaks, one in the morning hours and the other in the afternoon hours. 

Employees are not allowed to stack their paid fifteen-minute breaks to take a paid meal break. 

Effective January 3, 2026. 

 

Section 615 – Workplace Accommodation 

 

The Town of Florence shall comply with the provisions of the Americans with Disabilities Act 

and its amendments. 
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