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PROMOTIONAL SALARY INCREASES

I.
PURPOSE:

To provide a formula for determining the number of salary steps to be given when employees are promoted or reclassified.

II.
SCOPE:

Departmentwide.

III.
POLICY:

A.
The Department will follow the Office of Administration, Division of Personnel promotional salary increase formula in determining the number of steps to be given with a promotion or upward reclassification as follows:


Number of pay ranges by which the
Number of steps by which salary


new class exceeds the previous class
may be increased with promotion

1 Range
2 Steps


2 Ranges
3 Steps


3 Ranges
4 Steps


4 Ranges
5 Steps


5 Ranges
6 Steps

B.
A promoted employee’s salary must be increased to at least the minimum step of the new class or, if an induction rate above the minimum has been approved for the new class, to the induction rate. The steps needed to reach the minimum of the new class are counted in the above formula.

C.
For promotion with a multi-allocated position, see Administrative Policy 5.6, Promotion and Reclassification.
D.
A request to exceed or reduce the promotional formula for a promotion requires the approval of the division director and the Chief of the Office of Human Resources (OHR) and justification which references equity among existing staff similarly situated.

E.
An increase in excess of the number of steps provided in the formula is subject to the provisions of Section III of the policy on Salary Increases, Administrative Policy 6.3.

F.
The Uniform Classification and Pay System Pay Grid A has a "fault line" between pay range 13 and 14.  An employee promoted from a position on range 13 or below to a position on range 14 or above will normally receive an additional step if two (2) steps do not provide an amount equal to at least two (2) steps on the previous range because of the “fault” in the pay grid.  When "crossing the fault line," begin the calculation at the higher step of the new range to start counting the appropriate number of steps to achieve the promotional formula.

G.
If an employee in promotional probationary status fails to successfully complete probation and is reinstated to the class in which they previously held status, the salary decrease is normally determined by reversing the promotional formula.

H.
If an employee voluntarily demotes or is demoted for cause into a class at a lower pay range, the reverse of promotional formula will normally be used to determine the new salary.

I. The amount of salary increase for a promotion into broad banded position will be determined by the Appointing Authority.
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