MEMORANDUM

DATE: November 17, 2009

TO: City Council Members

FROM: Sylvia Jones, Research & Policy Analyst

SUBJECT: Human Resource Management Audit — Final Report

CC: David Everitt, Ed Rutan, Ralph Chamness, Lyn Creswell, Gordon Hoskins, Debra

Alexander, and David Salazar

BACKGROUND:

The Matrix Consulting Group has completed their final report of the Human Resource
Management Audit. The Council may recall that the Council initially approved two phases to
the audit. Phase One was to include the auditors familiarizing themselves with city operations,
policies, procedures, budgets and other documentation. Afterwards, the auditors were to conduct
a series of interviews with the City’s Human Resource “users”. The auditors were to categorize
the interview responses and then report back to the Council. The scope and contract for Phase
Two was to be negotiated after Phase One was complete.

In Phase Two, the auditors were to provide analytical tools for the City as well as refinement and
suggested changes, including the costs, benefits and alternatives for each issue, and how they
might affect or relate to a city strategic or operational goal. During review of the first budget
amendment of FY 2009, the City Council was made aware, based on forecasts, that the City was
facing a serious revenue gap which required the City to adjust its spending for the current fiscal
year. In an effort to identify opportunities to decrease spending, the Council decided to place
Phase Two of the audit on hold for a future time. The Matrix Consulting Group was notified and
agreed to continue with Phase One.

The Matrix Consulting Group forwarded the final report of the Management Audit of the Salt
Lake City Human Resource Division on June 16, 2009. Due to scheduling conflicts, it has taken
several months to get this item calendared for the Council’s agenda. The Human Resource
Division indicates that the Administration has made progress on most of the substantive issues as
well as other areas. The transmittal provides the Administration’s response to the audit
recommendations. Attached is the final audit report.

In summary, there were 45 audit recommendations. Some of the recommendations addressed
two or three issues. Eighteen items were categorized as Substantive issues; 25 were
Administrative; and 3 were Legal in nature. (One item was categorized as both administrative
and legal)



RESPONSE TO AUDIT RECOMMENDATIONS:

The following synopsis includes some of the more significant issues addressed by the audit and
the Administration’s response.

A.

Human Resources Staffing: Appendix C on page 117 of the audit report compares Salt
Lake City to other Utah cities as well as cities outside the state with regards to levels of
human resource (HR) staffing, total number of city employees, and other HR issues.
According to the Administration, the comparison indicates that the surveyed cities have
an average 1 HR staff person for every 123 city employees, and using these numbers, Salt
Lake City should have approximately 24 human resource employees. Currently, there
are 19 employees in HR.

(Issue #1) Equal Employment Opportunity (EEO) Consultant, 1.0 FTE: The auditors
suggest that the vacant consultant position dedicated to equal employment opportunity be
filled. According to the Administration, this position has been filled and EEO complaints
are being addressed. In addition, EEO training has been developed and training sessions
have been scheduled.

(Issue #2) Hiring Practices: The audit recommendation suggests that the City’s
recruitment processes be revised through increased scrutiny of selection criteria,
utilization of eligibility pools to increase selection options, and development of policy
regarding increased consideration for internal applicants. The Council may wish to ask
the Administration whether these recommendations have been incorporated into current
practice.

(Issue #3) Development of leadership training: The audit recommends that the City
expand and enhance training for all current and new supervisors. In response, the
Administration indicates that one module of training has been developed and provided to
sixty supervisors. As a result of feedback from that training, HR is preparing a series of
supervisory trainings which will begin in January.

(Issue #4) Labor Negotiations: Recommendation #4 suggests that the function of labor
relations and labor negotiations be transferred from the City Attorney’s Office to the
Human Resources Division, and that a full-time Labor Relations Manager position be
filled. One of the potential issues noted in the audit is that the Attorney’s office is tasked
with defending actions of supervisors relative to administration of union MOU’s.
According to the audit, this may be difficult to do objectively if the attorney was involved
in drafting and negotiating the language. In response, the Administration indicates that
the functions of Labor Relations will continue to be administered by the Attorney’s
Office.

(Issue #5) Training for Non-HR staff — payroll and leave requests: The audit
recommends that the Administration increase training for individuals (timekeepers) who
process payroll and leave requests including military leave and FMLA. The
Administration indicates that training efforts are now being conducted on a monthly basis
and will continue in order to ensure greater consistency and compliance with city policy,




as well as local, state and federal regulation.

In addition to Issues #3 and 5, the audit highlights several areas indicating the need for
additional training; for example, workplace safety training, educating employees
regarding the process to apply for internal positions, and training for HR consultants to
appropriately handle confidential information and achieve consistency in their approach
to city policy and practices. The Administration indicates that training is a high priority,
and that an internal work group has been tasked with identifying creative ways to deliver
additional training. Also, a formal mentoring program is being developed to provide
assistance to employees in the internal job application process and recruitment practices.
Additionally, HR consultants are receiving training regarding best practices and policy
interpretation on an ongoing basis.

(Issues 28 and 29) Compensation, benefits, and salary: Several recommendations
including items 28 and 29 address salary, benefits and compensation issues. The audit
suggests that the City seek outside assistance to make significant revisions to refine the
city’s strategic plan for human resources specifically relating to salary, benefits and
compensation. The audit also suggests, as part of this process, the redesign of the city’s
compensation system which supports the compensation philosophy in the strategic plan.
According to the auditors, a committee should work with an outside consultant to review
and revise the salary and benefit/compensation philosophy, goals, and objectives during
the study process. The auditors suggest that the cost for this project would be
approximately $125,000 to 150,000.

In response to this recommendation, the transmittal indicates that compensation is an area
of high priority for the Administration, and one which they are addressing. Most
recently, the seven annual compensation plans for non-union groups have been
consolidated into one plan. In addition, HR administration and staff indicate they have
begun a comprehensive review of current salary structures and the existing classification
system. A simplified salary structure is being developed and HR administration hopes to
reduce the total number of job titles by 50%.

It is Council staff’s understanding that the Mayor’s department directors will be
receiving an update on HR’s proposed salary structure changes. HR Administration has
expressed interest in updating the Council in small group meetings.

Retirement planning: Items 21 through 25 include recommendations relating to
succession planning, cost of payouts to retirees, retirement peaks versus available
funding, and payout costs for Police and Fire Department sick leave and severance. The
auditors address these issues on pages 64 through 70 of the audit. HR Administration
agrees that workforce planning is a critical function and understands the need for an
effective succession plan. HR is researching options for the City’s needs; however, HR
administration indicates that at current staffing levels, the ability to address these and
other audit recommendations is limited. The Council may wish to ask the Administration
for an update on retirement payouts and available funding.
















(Issue #42) Use of Midpoint for certain employee groups

The audit cites the 2008-09 Citizens Compensation Advisory Committee’s report which
indicates that the most criticized area of the salary system is the midpoint control. This
system is designed to accelerate movement of employee salaries to the midpoint and then
slow the salary rate once employees pass the midpoint and move towards the maximum
salary rate. According to the audit, this system is widely used by other organizations and
the intent is to provide competitive salaries while controlling costs. The audit indicates
that employees may complain of being ‘topped out’ with no room for advancement once
they reach the maximum. The audit recommends surveying other organizations (public
and private) to understand the use of the control point and the acceleration/deceleration
concept. The audit refers to Items 28 and 29 regarding the recommendation to engage an
outside consultant to assist with the restructure of the City’s compensation system.

(Issue #45) Salary setting for Mayor/Elected Officials — appropriate approach

In 1993, the City Council established a mechanism to determine salaries for elected
officials by resolution. More recently the comparables used to set the Mayor and Council
salaries have been questioned. The audit recommends that this issue be addressed more
fully with the restructure of the City’s compensation system as referenced in Issues 28
and 29.

Focus group summary: In an effort to evaluate HR practice, procedures, and identify
issues and opportunities for improvement, Matrix Consulting Group conducted seven
separate focus group meetings which included a total of 80 current City employees. The
summary begins on page 17 of the audit report. Human resource employees were not
included in the focus groups. The summary includes nine different issue statements as
identified by the focus group.

Best management practices are discussed in detail beginning on page 29 of the audit
report. They are also listed in Appendix A on page 101, including strengths and potential
areas of improvement.

Employee survey: The audit also included an employee survey. Responses are included
in Appendix B beginning on page 108 of the audit report. Comments from employees are
referenced throughout the Best Management Practices Assessment beginning on page 29
of the audit report.

The Council may wish to consider asking the Administration to provide an update on
further implementation of audit recommendations in another six months.



CITY OF SALT LAKE CITY, UTAH
Management Audit of the Human Resources Management Division

Best Management Practice Strengths Potential Improvements
Documented Human Resources | Email, newsletters and Additional efforts should be
policies and procedures are postings are utilized to utilized to ensure all staff
visible and accessible to City inform employees of (especially non-office, front-
employees. changes in policies and line staff are kept fully

procedures. informed).
Human Resources has desk Desk manuals and written
manuals and written procedure procedure manuals have not
manuals for all major work been developed for key
processes. areas, such as HR
Coordinator and Consultant
positions.
Human Resources uses a While turnover in the City is
workforce planning system to not out of line with expected
project retirement rates by levels, no workforce planning
division within the City, and system is in place to project
prepare for the replacement of retirement rates by
lost competencies and skills. department within the City.

The plan is updated annually.

Human Resources produces an An annual or periodic
annual report of labor statistics employee demographic
and employee demographics. analysis is not conducted but

should be developed.

Employee turnover rate, in Employee turnover data is not

comparison to similar agencies, routinely evaluated or

is monitored. monitored in comparison to

benchmarks.

Exit interviews are conducted to | Exit interviews are A formalized review and

assess trends in reasons for conducted on at least a analysis of exit interview data

leaving. limited basis. Procedures should be conducted annually
vary in some departments and used to identify potential
on this practice. organizational training needs

and/or for revision of
employee selection

processes.
There is a high level of Retention does not appear | No data available on
employee satisfaction and to be an issue facing the employee satisfaction. A
retention. City of Salt Lake City periodic employee survey
except in limited technical / | should be administered to
specialized areas. monitor employee
satisfaction.

Matrix Consulting Group Page 102



CITY OF SALT LAKE CITY, UTAH
Management Audit of the Human Resources Management Division

Best Management Practice

Strengths

Potential Improvements

Recruitment and Selection

Human Resources has efficient
and effective processes for
recruiting and hiring qualified
personnel.

Standard recruitment and
hiring procedures are
utilized by the City of Salt
Lake City. HR Staff screen
all applications against
minimum requirements and
submit qualified applicants
to the hiring department for
review, interview and
selection.

Additional consistency in the
interviewing process (and the
role of the HR Consultant in
this function) would improve
the process and the
employee perceptions
regarding the procedures.

Human Resources utilizes
technology to make the
recruitment process more
efficient and timely. This
includes:

* Using the Internet as a
primary means to advertise
positions and recruit
qualified candidates, accept
applications online, and
résumeé processing
software to match jobs to
candidates.

Internet recruitment is one
of the primary recruitment
sources utilized. Local
newspapers, websites, and
posting are also utilized.
The City of Salt Lake City
has implemented on-line
applications making ease of
application for candidates
better.

» Using the web site to
highlight the City’s benefit
and retirement packages,
maximizing their use as
recruitment tools.

The City of Salt Lake City
has available benefit sheets
and salary schedules for
each employee group.

These sheets should be
prominently displayed on the
website to maximize its
usefulness as an aid to
recruitment.

Human Resources utilizes
continuous recruitment for hard-
to-fill classifications.

The City enables the use of
prior approved qualified
applicant lists for future
openings (in different
departments) if the vacancy
occurs within a reasonable
period of time. Limited
positions are posted on a
continuous basis.

Matrix Consulting Group
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CITY OF SALT LAKE CITY, UTAH
Management Audit of the Human Resources Management Division

Best Management Practice Strengths Potential Improvements
The City has accurate and Job descriptions are in An ongoing HR program
clearly written job descriptions place for all positions and should provide routine review
that are tied to program are reviewed as requested | and updating of job
outcomes. and upon each vacancy to descriptions to keep them all

determine if they are still current and up to date. Each

accurate. classification should be
reviewed at least every five
years.

Performance Appraisal

The Citywide performance The City has recently stopped
appraisal system has been utilization of a city-wide
established by Human performance appraisal
Resources for formally process. Performance
evaluating employees that appraisal processes vary by
improves and rewards excellent department in terms of depth,
performance and productivity, scope and consistent

and identifies and addresses completion. A City-wide
performance that does not meet policy on performance

the City’s expectations for the appraisal should be
employee. developed.

A performance review process The existing performance
measures employee appraisals utilized do not
performance against meet each of these criteria.
organization outcomes and In particular, they do not
professional standards, routinely link performance to
incorporates self evaluation, organizational outcomes,
promotes positive interaction include employee self-
between employees and evaluation mechanisms, or
supervisors, sets measurable focus on employee

goals that are tied to development.

organization outcomes, and
supports the employee's
development.

Employee Records / Privacy

Employee information and Employee personnel files
records are kept confidential. are kept in the HR office in
an area away from routine
public traffic. Separate files
are utilized for general
personnel information and
medical / confidential
information.
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CITY OF SALT LAKE CITY, UTAH
Management Audit of the Human Resources Management Division

Best Management Practice Strengths Potential Improvements

Compensation and Classification

Human Resources has The City has a formally Employee understanding of
developed a formal written written and adopted the compensation practices
compensation policy. This compensation policy. and policies needs to be
policy has been clearly enhanced. Additionally, the
communicated to the City’s City is considering revising
employees. major philosophical

components of the
compensation policy that will
require, if implemented, a
major revision of the policy
and the completion of a
compensation and
classification study.

Human Resources periodically Evaluations are routinely

compares its entry-level conducted as part of

salaries with other public and reclassification requests,

private agencies, and adjusts labor negotiations, and

entry-level salaries as periodic reviews to

necessary to compete for determine wage

qualified applicants. comparability in the local

market.

Classification decisions made The City utilizes industry Only one HR staff member

by Human Resources are standard classification has been primarily involved in

based upon objective and practices including the the making of classification

documented data (job utilization of a point count decisions. This is due to a

descriptions, questionnaires, factor system and market variety of factors including HR

interview notes, and equity. staffs lack of understanding of

organization charts). the point count system. All
HR staff should be fully
trained in the conduct of
classifications and
classification decisions should
be made through the use of a
classification committee (of
HR staff) to ensure citywide
consistency.

Human Resources proactively All position classifications No ongoing evaluation of

reviews the allocation of City are reviewed for accuracy position classifications is

employees to classifications when positions are being done for current employees.

every three to four years to filled or upon a request for An on-going policy of

ensure that employees are a reclassification. reviewing all job descriptions

properly classified. over a three to five year

period is necessary to
maintain current descriptions
and ensure the continuing
validity of the classification
and compensation system.
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CITY OF SALT LAKE CITY, UTAH
Management Audit of the Human Resources Management Division

Best Management Practice Strengths Potential Improvements
Human Resources utilizes a The City utilizes a modified | There is only one HR Staff
formal job evaluation system to | Hay system as its basis for | member that routinely
determine the correct the point count factor conducts reclassifications
classifications for employees. evaluation. The City also under the point count system.
Human Resources staff have conducts, market equity HR Staff, especially newer
received formal training in the surveys / evaluations, to ones, have not received
use of the job evaluation provide information to be training in the system to the
system. considered as part of a level that they fully

classification decision. understand and are

comfortable utilizing it in
making compensation /
classification decisions.

Training

New employee orientations are | All employees are

provided so they develop a scheduled for an orientation
good understanding or the with HR Staff members so
City’s work culture and receive they can be provided with

a consistent message about them relevant

work with the City. documentation regarding

personnel policies,
practices, and information.
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CITY OF SALT LAKE CITY, UTAH
Management Audit of the Human Resources Management Division

Best Management Practice

Strengths

Potential Improvements

Periodic training is provided on
a variety of relevant/important
topics

The City has three standard
courses that are required
for all employees to attend
every three years. These
include sexual harassment,
and diversity training.
Selected specialized
classes are developed,
coordinated, and/or
presented by HR staff for
city employees including
supervisory training.

Departments are
responsible for performing
most of the job specific
training in the City.

A more robust employee
training program should be
developed that includes
course offerings beyond the
required courses.

Some employees, including
longer term management
employees, noted no
attendance at required
training during their
employment. More accurate
record-keeping and
scheduling is required to
ensure that all employees
attend required training.

Opportunities exist for the HR
Division to collaborate with
Departments in the provision
of training programs (such as
Workplace Safety).

Tracking of employee
attendance at training classes
should be centralized on a
single software package to
ensure accurate records are
maintained (both for required
classes and to note classes
that may be applicable for
future promotions or job
selections).

Supervisors understand their
supervisory role and have the
necessary skills to manage
other employees.

The HR Management
Division is developing more
extensive supervisory
training sessions to address
a deficiency they have
identified in this area.

High priority should be given
to the development and
implementation of new
supervisory training courses.
All newly appointed
supervisors should be
required to attend a session
within their first year of
employment in the
supervisory position.

Matrix Consulting Group
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CITY OF SALT LAKE CITY, UTAH
Management Audit of the Human Resources Management Division

APPENDIX B
EMPLOYEE SURVEY

1. While the survey is confidential, we would like to know whether your position is as a:

answered question 530
skipped question 2
Response Response
Percent Count
Manager 15.7% 83
Supervisor 19.8% 105
Line Staff 64.5% 342
2. Please choose your Department/Division:
Response  Response
Percent Count
Accounting 1.7% 9
Art’s Council 0.2% 1
Attorney’s
. 2.5% 13
Office
Building
i 1.5% 8
Services
Business
) 1.1% 6
Licenses
Community &
Economic 3.8% 20
Development
City Council 1.3% 7
Engineering 5.3% 28
Fire 3.6% 19
Fleet
0.9% 5
Management
Housing 0.6% 3
Human
1.7% 9
Resources
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CITY OF SALT LAKE CITY, UTAH

Management Audit of the Human Resources Management Division

2. Please choose your Department/Division:

Information
Management 3.0% 16
Services
Justice Court 2.8% 15
Mayor’s Office 1.1%
Parks 1.1%
Planning &
i 2.1% 11
Zoning
Police 12.6% 67
Policy &
0.0% 0
Budget
Public Services
4.7% 25
— Other
Public Utilities 19.1% 101
Purchasing 1.5% 8
Recorder 0.9% 5
SLC Int.
. 19.2% 102
Airport
Streets &
o 0.9% 5
Sanitation
Transportation 0.8% 4
Treasurer 0.6% 3
Other (please
} 5.3% 28
specify below):
answered question 530
skipped question 2
Matrix Consulting Group Page 109




CITY OF SALT LAKE CITY, UTAH
Management Audit of the Human Resources Management Division

3. Please indicate your level of agreement with the following statements.

1. The recruitment
and selection process
is timely.

2. An adequate pool
of quality applicants
is provided.

3. The City's
affirmative action
needs are supported
in the recruitment
and selection
process.

4. The selection
instruments utilized
(e.g., written exams)
are effective in
identifying qualified
candidates.

5. Good candidates
are identified from
non-traditional
sources (e.g.,
internet) when
necessary.

6. The current
compensation
system is internally
equitable and
effectively reflects
the worth of each

classification.

Strongly
Agree

5.4% (25)

3.9% (18)

7.8% (36)

3.0% (14)

4.5% (21)

1.9% (9)

Agree

35.1%
(164)

38.7%
179)

33.8%
(156)

34.1%
(158)

23.7%
(110)

24.7%
(115)

Opinion

25.9%
(121)

35.4%
(164)

47.6 %
(220)

38.2%
a77)

52.2%
(242)

19.4%
(90)

Disagree

23.8%
(111)

16.2%
(75)

6.9% (32)

18.1%
(84)

15.5%
(72)

35.1%
(163)

Strongly
Disagree

9.9% (46)

5.8% (27)

3.9% (18)

6.5% (30)

4.1% (19)

18.9%
(88)

Rating
Average

298

2.81

2.65

291

291

3.44

Response
Count

467

463

462

463

464

465

Matrix Consulting Group
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CITY OF SALT LAKE CITY, UTAH
Management Audit of the Human Resources Management Division

3. Please indicate your level of agreement with the following statements.

7. The salary plan
rewards and
motivates
individuals.

8. Managers and
supervisors have
been provided with
adequate training in
the City's
performance
evaluation system.
9. The performance
appraisal system
clearly defines job
expectations and
performance criteria
for employees.

10. Employees are
well informed
regarding their
benefit choices and
options.

11. The Human
Resources Division
is accessible in
answering benefit
questions.

12. Human
Resources policies
are published and
clearly

communicated.

Strongly
Agree
Agree

15.8%

1.3% (6) (73)

26.1%
2.2% (10)
(121)

27.7%

2.2% (10) (129)

17.3%
(80)

55.5%
(257)

53.5%
(249)

20.2%
(94)

43.6 %
8.6% (40)
(202)

No .
L. Disagree
Opinion

40.8%
(188)

13.4%
(62)

28.7%
(133)

24.8%
(115)

28.2%
(131)

26.2%
(122)

9.9%
(46)

13.0%
(60)

13.5%

63) 9.5% (44)

20.1%
(93)

22.7%
(105)

Strongly
Disagree

28.6%
(132)

18.3%
(85)

15.7%
(73)

4.3% (20)

3.2% (15)

5.0% (23)

Rating
Average

3.80

3.31

3.28

2.32

2.22

2.72

Response
Count

461

464

465

463

465

463
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CITY OF SALT LAKE CITY, UTAH
Management Audit of the Human Resources Management Division

3. Please indicate your level of agreement with the following statements.

13. Employee
handbooks are
provided to all

employees and cover
the most commonly
asked questions
about human
resource procedures,
benefits, and
conditions of
employment.

14. The employee
orientation program
is effective.

15. The Human
Resources Division
is accessible to
employees that feel
the need to discuss
work issues outside
the chain of

command.

Strongly
Agree

9.0% (42)

10.8%
(50)

8.4% (39)

Agree

44.1%
(205)

41.5%
(192)

37.7%
174)

Opinion

18.3%
(85)

36.9%
(171)

29.2%
(135)

. Strongly
Disagree .
Disagree

23.4%

(109) 5.2% (24)

8.6% (40) 2.2% (10)

14.3%
(66)

10.4%
(48)

Rating
Average

2.72

2.50

Response
Count

465

463

462
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CITY OF SALT LAKE CITY, UTAH
Management Audit of the Human Resources Management Division

3. Please indicate your level of agreement with the following statements.

16. The Human
Resources Division
initiates and oversees
programs and
processes for
addressing employee
satisfaction and
morale (for example,
conducting and
following up on
employee opinion
surveys).

17. The Human
Resources Division
is helpful and
accessible in
handling questions
about human
resources policies
and procedures.

18. Human
Resources policies
and procedures serve
as helpful guidelines
for managers and
supervisors in
making good

decisions.

Strongly
Agree

3.4% (16)

10.3%
(48)

4.8% (22)

Agree

24.3%
(113)

50.5%
(235)

36.4%
(168)

Opinion

35.1%
(163)

21.7%
(101)

41.8%
(193)

Disagree

25.2%
(117)

12.5%
(58)

11.7%
(54)

Strongly  Rating
Disagree = Average
12.0%
3.18
(56)
4.9% (23) 2.51
5.4% (25) 2.77

Response
Count

465

465

462
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CITY OF SALT LAKE CITY, UTAH
Management Audit of the Human Resources Management Division

3. Please indicate your level of agreement with the following statements.

19. Affirmative
action laws and
regulations are well
communicated and
explained.

20. Managers and
supervisors receive
sufficient training in
equal employment
and harassment-free
workplace issues.
21. Managers and
supervisors receive
sufficient training in
compliance and
enforcement of
workplace rules.
22. The City's
training and
development
programs meet my
department's needs.
23. The training
provided to City
employees is well
related to the City's
goals.

24. Available
training
opportunities are
well communicated

to all employees.

Strongly
Agree

5.6% (26)

7.7% (36)

4.7% (22)

4.5% (21)

4.3% (20)

6.0% (28)

Agree

29.5%
(137)

40.2%
(187)

37.7%
17s)

34.1%
(158)

38.5%
179)

44.8 %
(209)

No
Opinion

39.9%
(185)

25.8%
(120)

30.0%
(139)

28.0%
(130)

32.5%
(151)

18.7%
87)

Disagree

19.2%
(89)

17.4%
81

19.0%
(88)

25.0%
(116)

17.6%
(82)

22.1%
(103)

Strongly
Disagree

5.8% (27)

8.8% (41)

8.6% (40)

8.4% (39)

7.1% (33)

8.4% (39)

Rating
Average

2.90

2.79

2.89

2.99

2.85

2.82

Response
Count

464

465

464

464

465

466
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CITY OF SALT LAKE CITY, UTAH
Management Audit of the Human Resources Management Division

3. Please indicate your level of agreement with the following statements.
Strongly No . Strongly  Rating
Agree L. Disagree .
Agree Opinion Disagree = Average
25. The Human
Resources Division
provides effective
assistance to
managers and
] } 323% 41.6% 12.7%
supervisors in  5.4% (25) 8.0% (37) 2.86
(150) (193) (59)
contract
administration,
grievance handling,
and human resources
management.
26. The labor
contract the City has
negotiated enhances
work force flexibility
and protects 26.7%  43.9% 16.6%
. 3.0% (14) 9.9% (46) 3.04
management's rights (124) (204) 77)
to manage its human
resources to keep the
organization

competitive.

Response
Count

464

465
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CITY OF SALT LAKE CITY, UTAH
Management Audit of the Human Resources Management Division

3. Please indicate your level of agreement with the following statements.

Strongly No . Strongly  Rating Response
Agree L. Disagree .
Agree Opinion Disagree = Average Count
27. The Human
Resources Division
effectively promotes
a spirit of
union/management
cooperation (e.g., 263% 41.4% 16.2% 11.9%
o 4.3% (20) 3.05 464
joint efforts to (122) 192) (75) (55)
achieve common
objectives and
reducing grievances
and length of time to
settle them).
answered question 469
skipped question 63

4. Do you believe significant changes in workflow or procedures are needed to make Salt
Lake City's human resources programs more efficient or effective, or to provide better
customer service? If so, please describe them and give your reasons.

answered question 176

skipped question 356

5. If the City could make only a few changes in the Human Resources area, what are the
three most important areas to address?
answered question 242

skipped question 290
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CITY OF SALT LAKE CITY, UTAH
Management Audit of the Human Resources Management Division

Staffing:
City/County FTE
HR Dept. Staffing
Professional
Technical
Clerical
Other
Total HR Full Time
Equivalent Employees
Service Provided by HR:
*Employee Recruitment

*Applicant Screening
*Applicant Interviews

*Applicant Reference
Checks

sLabor Relations/Collective
Bargaining

*Grievance
Processing/Administration

*Employee Wellness
Programs

*Healthcare Administration

*Healthcare Claims
Processing/Problem
Resolution

Boise, ID

1608

Y
Y

Hiring Dept
Hiring Dept

w/ Police & Fire
Depts.
Y

Employee committee
direct spending

Y

y - City Healthcare
Trust final arbiter

Davis County, UT

701

4.5

7.5

Y
Y

HR & Various Depts.

N - other

Y

APPENDIX C
COMPARATIVE SURVEY

Murray, UT

394

Y
Y

Hiring Dept
y

Not provided
y

Wellness council

y
contracted out

Ogden, UT

599

25

< < < <

<

Y

Y
Contracted Out

Portland, OR

5571
29
355

70.5

Y
Y

Hiring Bureau

Hiring Bureau

Y
Y
Y
Y
Outside contract admin &

HMO, HR handles
unresolved problems.

Provo, UT

y
Y - Joint effort

Y - Joint effort

Police conducts
background checks.

Not provided

Y
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CITY OF SALT LAKE CITY, UTAH

Management Audit of the Human Resources Management Division

*COBRA Notification and
Processing (Health care
provided after separation)

*Worker's Compensation
Insurance Coordination

*FMLA Administration

*Military Leave
Administration

*Payroll Services

*Provision of Employee
Training

*Employee Orientation

*Performance Evaluation
Coordination

*Employee Discipline (HR
consultation prior discipline
issuance)

Exit Interviews

*Employee Assistance
Program (EAP)

*Risk Management (OSHA,
Ergonomics, Safety
Programs)

HR Operational Issues:

*Do you have a systemic
job description review
program? (Y/N)

Boise, ID

Fin&Admin/Safety
Svs.

Y

Y

Timesheet per depts.
Payroll Dept. process
checks.

HR-related & Dept.
specific.

<

Y
Contracted out

Fin&Admin/Safety
Svs.

Y

Davis County, UT

Y

<

N - Other

Murray, UT

contracted out

y

Finance

Depends on training

y
y

HR must first be
consulted

y
HR Administration,

Counseling contracted

out
y

Ogden, UT
Contracted Out

Risk Mgt Dept.

Y

Y - with hiring dept.
Y

HR involved when
requested

Y
Y

Risk Mgt Dept.

Portland, OR

OMEF - Financial Services

HR Overall w/ indv.
Bureaus

Indiv. Bureaus

OMF - Financial Services
HR-supervisory &
diversity training, Indv.

Bureaus & contract out
generic training

Indiv. Bureaus
Indiv. Bureaus

Y

Indiv. Bureaus
Y

OMEF - Financial Services

Provo, UT

HR & contracted out

<
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CITY OF SALT LAKE CITY, UTAH
Management Audit of the Human Resources Management Division

If Yes, please describe
service level.

*Do you have a total annual

limit for pay increases (i.e.,
cumulative for annual
increases,

reclassifications/promotions?)

If so, what is it?

*Do you have an internal
promotion policy that gives
first consideration to internal
applicants prior to external
candidates? If so, please
email/fax a copy.

Boise, ID

1. Hay Classification
2. New Positions
3. New Vacancies

Y

Limited by budget of
the city/dept.
Promotions/reclass
max is 5% per pay

grade to max of 15%.

N

Davis County, UT

Grades

Murray, UT

Job descriptions are
reviewed by employee
every year at their
evaluation

n

Some positions are
posted internally first.
If no response, then
post externally

Ogden, UT

Calculated when budget
process happens. Varies
from year to year.

Yes - see attached

Portland, OR

Class specs are typically
reviewed during
classification requests

Y

Represented employees
typically have steps;
Nonrep employees have
merit increases up to
4.1% to top of range by
annual performance
review, COLA’s vary each
year and approved by
Council

N - The City periodically
runs recruitments limited
to City employees only,
but has no established
policy for internal
consideration. For DCTU
represented classes: The
City agrees that
permanent or
probationary employees
within a bureau shall have
an opportunity for a final
interview for promotions
within that bureau, subject
to proper HR procedures.
When two or more such
employees are certified,
any appointment from the
regular certification of

Provo, UT

When job filled and as
needed. Try to update
every 5 years

No

No
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CITY OF SALT LAKE CITY, UTAH
Management Audit of the Human Resources Management Division

*Are annual increases
based upon documented
employee performance?

If so, what are the annual

increase limits?

*Do you have a career
development or succession
planning program in place?

*Do you utilize a bonus or
cash award plan as part of
your compensation plan?

Boise, ID

Plans for FY10 to
have increases
based on
performance.

N - Being developed

Yes - per department

Davis County, UT

0-2.5% based on
score.

Y - Career ladder
positions

Murray, UT

Employees are eligible
to receive an increase
between 3-5%.

y - not all positions but
some are on career
ladder.

Ogden, UT

Putting into force for FY10.

Not complete at this time.

Portland, OR

eligibles shall be made
from among these
employees.

For Nonrep, up to 4.1% to
top of range. Please see a
full review of our pay
practices here:
http://www.portlandonline.
com/omf/index.cfm?c=277
66

N - Succession planning
template created by HR,
support provided by HR,
but programs developed
by individual bureaus.

N

Provo, UT

Employees are on a
grade and step
system. The first 6
steps are 5% apart and
the last 3 steps are 2%
apart.

Y

Y - Departments may
award cash for
exceptional
performance.
Amounts $50 need
approval from Mayor.
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CITY OF SALT LAKE CITY, UTAH
Management Audit of the Human Resources Management Division

*How are new salaries
established for employees
promoted to a new position?
Is there a limitation the
amount of increase that can
be granted?

What performance indicators
do you utilize, if any, to
monitor efficiency and
performance of your Human
Resource operation?

Is your Human Resources
function a separate
department or a division of
another department (such as
Management Services, Chief
Administrator's Office, etc.)?

Boise, ID

Y -
Promotions/reclass
max is 5% per pay
grade to max of 15%.

Ratio city employee
to HR staff, track
number HR assisted
issues, number of
recruitments in
process.

Separate department

Davis County, UT

Grades: Min-Max in
each grade.

Unknown

Department

Murray, UT

We usually hire at
minimum of range. If
an employee is hired
in above the minimum
the amount is decided
by supervisor.

Performance reviews.

Separate Department.

Ogden, UT

N - Usually 5% or bottom of
range, however, director
has discretion for amount
given.

Part of Division of
Management Services

Portland, OR

Nonrep employees in
positions reclassed to a
higher range — at least 5%
increase, but can be
placed up to the mid point
upon approval by Bureau
Director and up to the
max upon approval by HR
Director. Represented
employees limited by
contract to the step which
affords them a 3% or 5%
increase, depending on
contract.

Please see performance
measurement section of
our annual report (06-07)
here:
http://www.portlandonline.
com/omf/index.cfm?c=345
34

The Bureau of Human
Resources functions
under the Office of
Management and
Finance, headed by the
Chief Administrative
Officer for the City.

Provo, UT

Promoted employees
typically get 10%
unless more is needed
to get to minimum of
new grade.

Each analyst maintains
quarterly stats fro their
area. These stats are
required on by the
Asst. Director.

HR is a part of the
Administrative Service
Department.
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CITY OF SALT LAKE CITY, UTAH
Management Audit of the Human Resources Management Division

Staffing:
City/County FTE

HR Dept. Staffing
Professional
Technical
Clerical
Other
Total HR Full Time
Equivalent Employees
Services Provided by HR?:
*Employee Recruitment

*Applicant Screening

*Applicant Interviews

*Applicant Reference
Checks

sLabor Relations/Collective
Bargaining

*Grievance
Processing/Administration

*Employee Wellness
Programs

*Healthcare Administration

Reno, NV

1600

NN

HR, Civil Svs &
Contracted out

HR, Civil Svs or
individual depts.

Salt Lake Cnty, UT

3699 Merit, 4276
Temp

13
5.75
3

21.75

n-other dept.

n-other dept.

Not provided

y

n-other dept.

HR& other depts.

Seattle, WA

11,000

101

101

Y w/ other depts.

Y w/ other depts.

Other depts.

Other depts.

Spokane, WA

2092

=

11

HR - Exempt positions,
Classified pos other depts

HR - Exempt positions,
Classified pos other depts

HR - Exempt positions,
hiring dept. classified pos

other depts

HR - Exempt positions,
hiring dept. classified pos

other depts

y

y

Benefits dept.

Benefits dept.

St. George, UT

578

Y - along w/ hiring mgr.

N/A

Tempe, AZ

1849

3.5
235

HR & Other depts,
which not specified

Other dept.

Y
Y

Contracted out

Y

Matrix Consulting Group

Page 122



CITY OF SALT LAKE CITY, UTAH
Management Audit of the Human Resources Management Division

*Healthcare Claims
Processing/Problem
Resolution

*COBRA Notification and
Processing (Health care
provided after separation)

*Worker's Compensation
Insurance Coordination

*FMLA Administration

*Military Leave
Administration
*Payroll Services

*Provision of Employee
Training

*Employee Orientation

*Performance Evaluation
Coordination

*Employee Discipline (HR
consultation prior discipline
issuance)

EXxit Interviews

*Employee Assistance
Program (EAP)

*Risk Management (OSHA,
Ergonomics, Safety
Programs)

HR Operational Issues:

*Do you have a systemic
job description review
program? (Y/N)

Reno, NV

HR & Contracted out

to CDS

Y

Org. Effectiveness
Dept.

Y
Y

Finance Dept.

Org. Effectiveness
Dept.

Y
Y
Y

Y
Y

Org. Effectiveness
Dept.

No

Salt Lake Cnty, UT

Contract out

Contract out

y
y

HR& other depts.

Other

HR& other depts.

y

Other

<

Other

Not yet

Seattle, WA

Y w/ other depts.

Y w/ other depts.
Y w/ other depts.

Y w/ other depts.

Y w/ other depts.

Y w/ other depts.
Y w/ other depts.

Y w/ other depts.

Y w/ other depts.
Y w/ other depts.

Y w/ other depts.

Spokane, WA

Contracted out

Benefits dept.

Risk Mgt

y
y

Accounting svs

HR a portion, other depts
portions
y

y

Each dept.
Benefits/risk mgt depts

Risk Mgt

St. George, UT

N - Legal Svs

Y
Y

N - Finance

Y

Y
Contracted out

N - Legal Svs

Tempe, AZ

Contracted out

Risk Mgt Div.

Y
Y

Payroll Div.

Y
Not provided

Y

Y
Contracted out

Risk Mgt Div.
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CITY OF SALT LAKE CITY, UTAH
Management Audit of the Human Resources Management Division

If Yes, please describe

service level.

*Do you have a total annual
limit for pay increases (i.e.,

cumulative for annual
increases,

reclassifications/promotions?)

If so, what is it?

*Do you have an internal
promotion policy that gives
first consideration to internal
applicants prior to external
candidates? If so, please

email/fax a copy.

Reno, NV

Currently in middle of
a Class and Comp.
study - done by a
consultant group.

Depending on
bargaining unit. Mid-
mgt is on Pay for
Performance. Other
bargaining units are
on step system.

Civ Svs pos - internal
will have preference
in case of tie. Non-
Civ Svs pos - internal
candidates do not
have a preference.

Salt Lake Cnty, UT

No

No

Seattle, WA

Classification
specifications are
reviewed on an as
needed basis, which
may be initiated by a
variety of activities.

Depends on the
compensation
program.

Approximately 80% of
the city’s workforce is
represented by labor
unions and pay
increases are
negotiated. An annual
spending limit is
determined for the
City’s Discretionary
Pay Programs. The
spending limit is the
annual market
adjustment plus 1-
1.5%.

Spokane, WA

No for exempt, yes for
represented included in

contract provision

St. George, UT

4%

Tempe, AZ

Varies by year. This
year 5% merit; 2%
market.

Y - 10% increase or
placement at the
bottom of the new
range whichever is
higher.
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CITY OF SALT LAKE CITY, UTAH
Management Audit of the Human Resources Management Division

*Are annual increases
based upon documented
employee performance?

If so, what are the annual
increase limits?

*Do you have a career
development or succession
planning program in place?

*Do you utilize a bonus or
cash award plan as part of
your compensation plan?

Reno, NV Salt Lake Cnty, UT

See note below Yes

only for Pay-for- 2.75%
performance

employees

(management, mid-

mgt. and

confidential).

In discussion Not county wide
Y - pay-for- n
performance

employees can get
up to 10% bonus
when they reach top
of band.

Seattle, WA

Depends on the
compensation

program.

Employees in the
Discretionary pay
programs are to have
at least a satisfactory
performance review to
receive a market

adjustment.
n

Spokane, WA St. George, UT

increase to next step in
current pay range

Tempe, AZ
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CITY OF SALT LAKE CITY, UTAH

Management Audit of the Human Resources Management Division

Reno, NV

Y -10% increase of
bottom of new band,
whichever is higher.

*How are new salaries
established for employees
promoted to a new position?
Is there a limitation the
amount of increase that can
be granted?

9. What performance
indicators do you utilize, if
any, to monitor efficiency and
performance of your Human
Resource operation?

See budget book.
Also used in
satisfaction survey.

10. Is your Human
Resources function a
separate department or a
division of another
department (such as
Management Services, Chief
Administrator's Office, etc.)?

Separate dept.

Salt Lake Cnty, UT

5% increase or the
minimum salary of
the new range.
Exceptions must be
justified in writing to
the Mayor.

County HR is part of
Division of the
Administrative
Services Department

Seattle, WA

Depends on the
compensation
program. Promotional
increases for classified
and/or represented
titles are covered by
the City’s Personnel
Rules and/or

collective bargaining
agreements.
Departmental
management has the
discretion to determine
promotional increases
for employees in the
Discretionary Pay
Programs.

We are required to
complete
accountability
agreements yearly
which set
goals/targets and
expectations to
measure the
performance of the
department.

Part of Personnel
Department

Spokane, WA

increase is based on level
of KSA's. Limited to pay
range assigned for the
position.

development and
monitoring of HR Strategic
and Work Plan

Separate Department

St. George, UT

6% max

Separate

Tempe, AZ

Governed by rules and
regs. 10%

Not at this time.
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