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Pay Guidance/Compensation

Policy and Procedure

Adopted (date)
Purpose

The (Department/Institution name) has adopted this procedure to ensure State Personnel Rules and Statutes are followed and to provide consistency throughout its various divisions pertaining to compensation for employees.

Policy

This policy establishes a uniform and equitable process governing the hire, promotion, demotion or transfer of new employees and existing employees within the (Department/Institution name).  In addition, this policy establishes guidance for other premium pay (e.g. shift differential, call back, on call, second domicile, commission award, housing premium, hazardous duty, and discretionary pay differentials).

Hiring authorities are advised to consult with the Human Resources Office prior to making any salary offer.  In making compensation decisions, a hiring authority must consider budgetary factors, recruitment and retention issues, salaries received by other similarly situated employees, an employee’s skill sets and competencies, other potential future increases, and the overall value to the organization.  Pay ranges are established through the annual statewide compensation plan, which makes adjustments to the minimum and maximum allowable salaries for each grade.  An employee’s base pay shall not be lower than the minimum, or higher than the maximum of their particular grade, except as otherwise permitted by law, rule or procedure.  Compensation decisions outside of the parameters of this policy are permitted only if approved by the Department Head.

Procedure

Base pay established for new hires (both permanent and temporary) and upon the upward, lateral or downward movement of existing permanent employees must adhere to Chapter 3 of the State Personnel Rules.

Base pay for new hires and changes to the base pay for an existing employee may be made on a permanent or temporary basis.  All decisions affecting base pay must ensure the following:

· Pay is commensurate with the duties assigned;

· Adequate funds are available within existing appropriations;

· Equity is preserved among employees with similar job descriptions within divisions and across the (Department/Institution name);

· Ongoing consistency; and

· Acknowledgement of individual qualifications (e.g. past experience, training, special skills).

New Hires

New employees of the (Department/Institution name), including one returning after resignation, is typically hired at the grade minimum unless recruitment difficulty or other unusual condition exists.  The base pay for new hires shall be equal to the minimum of the pay range for the job class to which the individual is appointed.  Pay may be set up to 20% above the minimum of the pay range when necessary to address recruitment difficulties and/or to compensate for qualifications that will allow the new hire to perform at a level beyond what would normally be expected at entry into the job class/position.  Written justification of recruitment difficulty or other unusual condition must be documented and approved.  A Division Director has the authority to approve starting base salaries up to 20% above the range minimum.

Promotions (Upward movement)

Upward movement is a change to a different class with a higher range maximum.  Upon promotion the base pay of an employee of the (Department/Institution name) may be increased by up to 10%, at the discretion of a Division Director.   In no case shall the increase result in base pay that is below the grade minimum or beyond the grade maximum for the new classification.

Demotions (Downward movement)

Downward movement is a change to a different class with a lower range maximum.  If an employee of the (Department/Institution name) elects to move to a position with a lower grade maximum, the employee is not entitled to saved pay and the new salary may not exceed the maximum of the new pay range.  Saved pay applies only to downward movements due to individual allocation, system maintenance studies, and the annual compensation survey to maintain an employee’s current base salary when it falls above the new grade maximum.  In cases of saved pay, base pay shall be moved to the grade maximum at the first available opportunity that does not cause a loss in the employee’s pay.  However, in no case will the employee’s base pay remain above the grade maximum after three years from the action, even if it results in a loss in pay.

Transfers (Lateral movement)

Lateral movement is a change to a different class or position with the same range maximum.  Typically, when an employee transfers to an equivalent position within the (Department/Institution name) or from another department, there will be no increase in the employee’s current base pay.  However, a Division Director has authority to approve a base salary increase of up to 10% with a written justification of recruitment or retention difficulty or other unusual condition.

In-Range Salary Movement (Adjustment) refers to an increases in base salary of a permanent employee who remains in their current class and position when there is a critical need not addressed by any other pay mechanism.  The use of an in-range salary movement is not guaranteed and shall be funded within existing budgets.  This movement shall not be retroactive and frequency is limited to one in-range salary movement in a 12-month period.  No aspect of granting this movement is subject to grievance or appeal.  An employee of the (Department/Institution name) may receive an in-range salary adjustment of not more than 10%.  A Division Director and employee must document the proposed adjustment in a written agreement that stipulates the terms and conditions of the movement, submitted for the approval of the Department Head.  An in-range salary adjustment can be made in one or a combination of the four circumstances listed below:

Salary Range Compression is a salary leveling increase where longer-term or more experienced employees are paid lower in the range than new hires or less experienced employees over a period of time resulting in documented ongoing retention difficulties.  Thus, there is a valid need to increase one or more employee’s base salary in recognition of contributions equal to or greater than the newly hired or less experienced employees.  Justification shall be required based on facts.  To be eligible, an employee must be performing satisfactorily as evidenced by the most recent final overall performance rating.  The increase may be up to 10% at the discretion of a Division Director, with the approval of the Department Head, and subject to the pay grade maximum.

Counteroffer is used when an employee with critical, strategic skills receives a higher salary offer from another department or outside employer and the hiring authority needs to increase the employee’s base salary for retention purposes.  To be eligible, an employee must be performing satisfactorily as evidenced by the most recent final overall performance rating.  Written confirmation of the other entity’s bona fide salary offer is required.  The increase may be up to 10% at the discretion of a Division Director, with the approval of the Department Head, and subject to the pay grade maximum.

Delayed Promotional Increase is used when a promotion is made with no salary increase or partial salary increase because production expectations are unproven and/or funds may be unavailable at the time of promotion.  This is a one-time base salary increase within 12 months of the date of promotion when funds become available and the employee’s contributions are fulfilled.  The intent to provide a later salary increase must be documented at the time of the promotion.  To be eligible, an employee must be performing satisfactorily as evidenced by the most recent final overall performance rating.  The increase may be up to 10% at the discretion of a Division Director, with the approval of the Department Head, and subject to the pay grade maximum.  Transfer, promotion, demotion, or separation of the employee will negate the delayed increase.

New Hires is used at the time an employee is hired when production expectations for critical skills are unproven and/or funds may be unavailable.  This is a one-time base salary increase within 12 months of hire.  The intent to provide a later salary increase must be documented at the time of hire.  To be eligible, early satisfactory completion of specified training objectives must be documented.  The increase may be up to 10% at the discretion of a Division Director, with the approval of the Department Head, and subject to the pay grade maximum.  Transfer, promotion, demotion, or separation of the employee will negate the delayed increase.

	INSTRUCTIONS:  Choose only those compensation tools that are currently being utilized in your agency.  Only include those that apply.  When using any of the below listed compensation tools it is recommended following each compensation tool that you describe your department/institution practice in using each of the pay types.




Other Premium Pay

· Shift Differential is additional pay beyond base pay for employees working shifts.  Eligible classes are published in the annual compensation plan.  Employees who work a second or third shift in a position eligible for shift differential receive a shift differential for all hours worked during the shift.  Second shift rate applies when half or more of the scheduled work hours fall between 4:00 p.m. and 11:00 p.m.  Third shift rate applies when half or more of the scheduled work hours fall between 11:00 p.m. and 6:00 a.m.  If hours are evenly split between shifts, the higher shift differential rate applies to all hours worked during the shift.  To be eligible for shift differential pay, the position must be recommended by a Division Director and approved by the Director of Human Resources.

(Describe your department/institution practice in using this compensation tool).
· Call Back applies when a non-exempt (eligible for overtime) employee is required to report to work before the start or after the end a scheduled shift.  If there is no release from work between the call back hours and regular shift, it is considered a continuation of the shift and call back does not apply.  Eligible employees are those who are eligible for overtime, and any call back time is counted as work time.  Employees exempt from overtime are also eligible when approved by the a Department Head.
(Describe your department/institution practice in using this compensation tool).

· On Call is additional pay beyond base pay for employees specifically assigned, in advance, to be accessible outside of normal work hours and where freedom of movement is significantly restricted; however, the employee is still free to use this personal time effectively.  Eligible classes and the rate are published in the annual compensation plan.  Eligibility for individual positions in classes not published must be determined in advance in writing by a Division Director and Director of Human Resources.  The Director of Human Resources maintains records of such designations.  Only time while actually on call shall be paid at the special rate.  In call back situations, employees eligible for both on call and call back pay shall receive call back pay only.

(Describe your department/institution practice in using this compensation tool).

· Second Domicile is additional discretionary pay up to 10% of base pay for employees who are required to maintain a second domicile for more than 10 consecutive calendar days while working out-of-state on official state business.  The Department Head must authorize such payments.

(Describe your department/institution practice in using this compensation tool).

· Commission Award is non-base building pay in addition to base pay or other non-base building awards for employees in eligible classes and positions (i.e. retail, sales and collections) as recommended by a Division Director and approved by the Director of Human Resources.

(Describe your department/institution practice in using this compensation tool).

· Housing Premium is a stipend granted by a department head to designated employees living and working in high housing cost areas with demonstrated recruitment and retention problems.  Is it not part of the base rate and may begin or end at any time as recommended by a Division Director and approved by the Director of Human Resources.  Records must be maintained.

(Describe your department/institution practice in using this compensation tool).

· Hazardous Duty is a non-base building premium that may be granted to positions working in occupations where exposure to physical hazards is not a customary part or expectation of the occupation and its preparation for entry.  Such positions work for a majority of their time in settings that involve clear, direct, and unavoidable exposure to risk of major injury or loss of life even after making allowances for safety.  This premium pay is not guaranteed and, if granted, may be discontinued at any time.  No aspect of this premium pay can be grieved or appealed, except for the alleged discrimination.  A Division Director and Director of Human Resources must authorize such payments.

(Describe your department/institution practice in using this compensation tool).

· Discretionary Pay Differential is a non-base building temporary pay adjustment.  These changes differ from in-range salary movement in that they are used to effect temporary changes in pay, (not to exceed six months) and are subject to the following general provisions:

· Shall be funded within existing budgets;

· Are not guaranteed and may be discontinued at any time;

· Are not subject to grievance or appeal, except when an allegation of discrimination exists; however, an alleged violation of this Policy can be disputed; the (Department/Institution name) decision in the dispute is final and no further recourse is available;

· Require an individual differential pay award agreement between the employee and the hiring authority that stipulate the terms and conditions of the differential.  A copy of the agreement must accompany the request for pay adjustment; and

· The request for pay adjustment and associated agreement shall be recommended by a Division Director and approved by the Director of Human Resources.

(Describe your department/institution practice in using this compensation tool).

Temporary (non-base building) changes to pay may be afforded in the following circumstances:

Counteroffer to a verifiable job offer is used when an employee with critical strategic skills receives a higher salary offer from another department or outside employer and the hiring authority needs to retain the employee.  The sum of a non-base building differential and current base pay cannot exceed a statutory lid in any given month and may be paid in one or more payments.

Signing bonus is a lump sum that is used to attract new permanent employees to the (Department/Institution name).  It may be paid in one or several payments; however, the sum of the bonus and current base pay cannot exceed a statutory lid in any given month.  Signing bonuses are used for the following reasons:

1. to fill positions in critical occupations where there is a documented shortage in the labor market and recruitment or retention difficulty in the department that jeopardizes its missions; or,

2. when the applicant possesses a unique, critical skill in relation to the job market.

Referral award is a lump sum that may be granted to a current employee for the referral and subsequent hire of a new employee to the (Department/Institution name) where the position requires a unique, specialized skill and there is a documented shortage in the labor market and recruitment or retention difficulty in the department.  This award is to be used for permanent employees unless the Department Head grants an exception.  Employees who influence or are responsible for hiring and those performing recruitment as part of their regular assignments are ineligible.  The sum of the award and the current base pay cannot exceed a statutory lid for that occupational group in any given month.

Temporary pay differential is an award that may be granted to a current permanent employee in the same position.  The sum of the temporary award and current base pay shall not exceed a statutory lid in any given month and is paid through regular payroll.  This differential shall not be used as a substitute for the promotional or allocation process.  Temporary pay differentials are used for the following reasons:

1. acting assignment where the employee assumes the full set of duties (not “in absence of”) of a higher-level position that is vacant or the incumbent is on extended leave for a period longer than 30 days but less than six months.  The differential shall not exceed six months for any given acting assignment;

2. long-term project assignment that is not expected or customary part of the regular assignment and is critical to the mission and operations of the department as defined by the purpose of the project, its time frame, and the critical nature and expected results; or,

3. retain a unique, specialized set of skills or knowledge that is critical to the mission and productivity of the department.  The loss would result in documented severe effect on the department’s mission and productivity.

Salary Range Compression Adjustment – Individual Agreement

The (Department/Institution name) agrees to award a salary range compression adjustment to ______________________________, in position number____________.

The base pay for this employee will be increased to $__________________ per month.

The adjustment will take effect on the first day of the month following final approval and will be paid through regular payroll.  The adjustment is made to the employee’s base pay and all personnel rules and procedures apply.  The employee understands that a compression adjustment is included in salary calculations for retirement or overtime purposes if FLSA non-exempt.

The employee also understands that no aspect of granting this award is grievable or appealable.  Once granted, if base pay is reduced the action is appealable in accordance with applicable rules and procedures issued by the State Personnel Board and the Department of Personnel and Administration.

The terms and conditions have been discussed with the employee.  The employee understands and agrees to these terms and conditions.

___________________________________________

_____________________

Employee Signature





Date

___________________________________________

_____________________

Division Director






Date

___________________________________________

_____________________

Department Head






Date

___________________________________________

_____________________

Human Resources Office





Date

Matching Pay For Counter Offer – Individual Agreement

The (Department/Institution name) agrees to award a matching pay for counter offer to ____________________________________, in position number_________________.

The base pay for this employee will be increased to $__________________ per month.

The adjustment will take effect on the first day of the month following final approval and will be paid through regular payroll.  The adjustment is made to the employee’s base pay and all personnel rules and procedures apply.  The employee understands that a matching pay adjustment is included in salary calculations for retirement or overtime purposes if FLSA non-exempt.

The employee also understands that no aspect of granting this award is grievable or appealable.  Once granted, if base pay is reduced the action is appealable in accordance with applicable rules and procedures issued by the State Personnel Board and the Department of Personnel and Administration.

The terms and conditions have been discussed with the employee.  The employee understands and agrees to these terms and conditions.

___________________________________________

_____________________

Employee Signature





Date

___________________________________________

_____________________

Division Director






Date

___________________________________________

_____________________

Department Head






Date

___________________________________________

_____________________

Human Resources Office





Date

Delayed Promotional Increase – Individual Agreement

The (Department/Institution name) agrees to award increased base pay to ___________________________________, in position number_______________ upon satisfactory completion of training and/or performance objectives.  Training and/or performance objectives are defined in the attached Performance Plan.

The base pay for this employee will be increased to $__________________ per month.

The increase will take effect on the first day of the month following satisfactory completion of training and/or performance objectives, which must occur no more than six months after the effective date of promotion.  The increase will be paid through regular payroll.  The adjustment is made to the employee’s base pay and all personnel rules and procedures apply.

Transfer, promotion, demotion, separation, or unsatisfactory performance of the employee will negate the pay increase.

The employee understands that a delayed promotional increase is included in salary calculations for retirement or overtime purposes if FLSA non-exempt.

The employee also understands that no aspect of granting this award is grievable or appealable.  Once granted, if base pay is reduced the action is appealable in accordance with applicable rules and procedures issued by the State Personnel Board and the Department of Personnel and Administration.

The terms and conditions have been discussed with the employee.  The employee understands and agrees to these terms and conditions.

___________________________________________

_____________________

Employee Signature





Date

___________________________________________

_____________________

Division Director






Date

___________________________________________

_____________________

Department Head






Date

___________________________________________

_____________________

Human Resources Office





Date

New Hire Pay Increase – Individual Agreement

The (Department/Institution name) agrees to award increased base pay to __________________________________, in position number________________ upon satisfactory completion of training and/or performance objectives.  Training and/or performance objectives are defined in the attached Performance Plan.

The base pay for this employee will be increased to $__________________ per month.

The increase will take effect on the first day of the month following satisfactory completion of training and/or performance objectives, which must occur no more than six months after the effective date of hire.  The increase will be paid through regular payroll.  The adjustment is made to the employee’s base pay and all personnel rules and procedures apply.

Transfer, promotion, demotion, separation, or unsatisfactory performance of the employee will negate the pay increase.

The employee understands that a pay increase for completion of training is included in salary calculations for retirement or overtime purposes if FLSA non-exempt.

The employee also understands that no aspect of granting this award is grievable or appealable.  Once granted, if base pay is reduced the action is appealable in accordance with applicable rules and procedures issued by the State Personnel Board and the Department of Personnel and Administration.

The terms and conditions have been discussed with the employee.  The employee understands and agrees to these terms and conditions.

___________________________________________

_____________________

Employee Signature





Date

___________________________________________

_____________________

Division Director






Date

___________________________________________

_____________________

Department Head






Date

___________________________________________

_____________________

Human Resources Office





Date

Discretionary Pay Differential Award – Individual Agreement

A. Employee Information/Agreement

In understand and accept the following conditions to receive a (Department/Institution name) pay differential award:  (1) Differential pay is not part of base pay and is temporary in nature.  (2) The combination of base pay and the differential cannot exceed the statutory lid.  (3) Differential pay for Temporary Acting Assignments is included in salary calculations for retirement and overtime purposes if FLSA non-exempt.  (4) If accepting a signing bonus PERA is not deducted from the signing bonus differential pay amount and if I do not remain with the department through my probationary period, I must forfeit and repay the (Department/Institution name) the first 50% paid to me.  (5) Differential pay may be discontinued at any time by the hiring authority.  The hiring authority will inform me in writing if differential pay is discontinued.  (6) Finally, I understand that no aspect of differential pay is grievable or appealable.

Employee Signature ____________________________________
Date _______________

NAME ________________________________  Social Security Number ___________________



      (please print)

B. Approvals

Budget _______________________________________________
Date _______________

Division Director ________________________________________
Date _______________

Department Head _______________________________________
Date _______________

Human Resources _______________________________________
Date _______________

C. Payroll Information (dollar amount and dates)

TOTAL CASH AMOUNT ____________________________________________

EFFECTIVE DATE(S)
Start _____________________
End _______________

PAY OUTS SHOULD BE (check one)

a. _____ Next regular payroll date(s) _________________________

b. _____ Signing Bonus will be paid as follows:

     First 50% next regular payday _______________________(date)

     Second 50% paid on employee certification on or before __________________ (date)

c. _____ Special instructions (briefly describe below, i.e. one-time pay, monthly)

     ______________________________________________________________

D. Human Resources Information (type of award)

(PRE-APPROVAL REQUIRED BY HUMAN RESOURCES)

_____  COUNTER OFFER (attach job offer)

Match bona fide job offer/salary made by another employer

_____  SIGNING BONUS (attach justification)

Paid in two increments:  50% paid on first paycheck and 50% upon certification

_____  REFERRAL AWARD (attach justification)

The sum of the award and current base pay cannot exceed the statutory lid for that occupational group in any given month. 

_____  TEMPORARY PAY (Attach job description, project, or critical skills or knowledge)


(Check one)

_____ 
Acting assignment (no less than 30 days and no more than 6 months)

_____
Project Assignment (briefly describe job duties and projected beginning and 

ending date)

_____
Critical skills or knowledge
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