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INDUCTION RATES

I.
PURPOSE:

To provide for the establishment of the rate of pay for new, reinstated or reemployed employees.

II.
SCOPE:

Departmentwide.

III.
INDUCTION RATES, INDIVIDUAL:

New, reinstated or reemployed employees shall be appointed at the minimum step of the pay range for the position with the following exceptions:

A. An appointment above the minimum step may be approved if needed to recruit a new applicant whose qualifications substantially exceed those normally expected of beginning employees in the class involved. A new employee cannot be appointed at a rate higher than that paid to present employees with comparable qualifications. An appointment above the minimum shall be requested in writing and is subject to prior approval of the 
Division Director and the Chief, Office of Human Resources (OHR).  The request shall include: 1) the proposed rate of pay; 2) a description of the individual's qualifications; 3) a statement that there are no other employees in the classification, in the division, with comparable qualifications receiving a lower salary; and 4) whether it is the intent to give a probationary increase and, if so, the number of steps.

B.
An employee who is laid off by the Department and later reinstated in the same classification and division shall be reinstated at no less than the same step, which he/she was on at the time of the layoff.  If an individual is reinstated in the same division, or by a division which did not lay off the employee, reinstatement at a salary above the step at the time of layoff shall be requested in writing with justification to OHR.
C.
The Merit System rules provide that an employee with regular status who resigned in good standing may be reemployed at the same step that the employee was on at the time of termination.  Approval of the division director and Chief, OHR is required.  Reemployment at a step above the same step that the employee was on at the time of termination shall be requested in writing  with justification to OHR.
V.
INDUCTION RATES, GENERAL:

If the minimum rate of pay for a class of positions is insufficient to meet minimum recruitment needs, a general induction rate above the minimum for that class may be established with the approval of the Chief, OHR. Prior to requesting higher induction rates, the bureau chief or division/center director should discuss the matter with OHR.  Consideration should be given to documented difficulty in recruiting, the number of employees in the classification, comparability with other classifications and fiscal impact.
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