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	Policy 6.3 - Salary Increases




I.
PURPOSE:

To establish conditions under which salary increases may be granted.

II.
POLICY

1. Salary advancements

Salary advancements may not be made retroactively. The Office of Human Resources (OHR) is able to process only approved salary advancements, which will be effective in the period for which the payroll cycle is being processed or for the future.


The following are minimum eligibility requirements for salary advancements:
· The employee’s overall performance appraisal rating must have been at the successful level or above for the last performance appraisal.
· The employee must have regular status in the current classification, with the exception of “within-grade” increases. 
· The employee is not at the maximum of the range or band.

Additional requirements or conditions are outlined under specific types of increases.

1.1
Probationary salary advancements

 
1.1.1 
An employee appointed, reinstated, reemployed, or promoted at the minimum salary may receive a twostep or equivalent salary advancement upon successful completion of the probationary period. Reclassification to a higher-level position is considered to be comparable to a promotion, with the exception that what would be considered as comparable to the probationary increase will be given at the time of the initial reclassification action. 
1.1.2 
If an employee is appointed, reinstated, reemployed, promoted, or reclassified at a     salary above the minimum step, the salary advancement will be at the discretion of the unit chief and the division director with consideration being given to whether advancement will cause inequities in salaries of employees within the division.

1.2 Within-grade, market progression, or other specific salary advancement

1.2.1 Employees will receive within-grade, market progression, or other specific salary advancement as authorized by the General Assembly and the Governor. Such advancements are issued by Guidelines for the Office of Administration. Such increases are contingent upon appropriation of funds for this purpose.
1.3 Discretionary salary advancements (permanent)

1.3.1 
Permanent discretionary salary advancements may be given under the following conditions:

·       The employee's performance shall have made a significant positive impact on the Department programs or services.
·      The increase shall be based on consistently exceptional performance rather than the special performance conditions described under Short-Term Advancements.
·       Sufficient funds must be available within the division’s current budget for the increase.
·       A request for discretionary salary advancement shall be submitted in writing by the division director to OHR and then approved by the Department Deputy Director and include the following:
· A description of the employee’s work performance, which justifies the increase. 

· A statement that personnel records of employees in the same classification in the division have been reviewed and the increase will not cause inequities in salaries of other employees who are equally deserving of an increase. 

· A statement describing how the increase will be funded within the current budget. 
1.4 Short-term salary advancements

1.4.1  The Department’s short-term salary advancement policy provides a method of rewarding employees for exceptional service under conditions which do not necessarily justify a permanent increase or when funds are not available for permanent increases.

1.4.2
Salary advancements of limited duration may be granted under the following conditions:

· To reward an employee while performing the duties of a higher-level position on a temporary basis in an acting capacity.

· To reward an employee who has demonstrated exceptional initiative, dedication, cooperation, dependability or quality of work in the performance of duties. The following are examples of exceptional performance, which may justify a short-term salary advancement:
· Recommended a new or revised procedure or activity, which was subsequently implemented and improved productivity or services of the Department. 

· Voluntarily, willingly, and successfully performed additional duties on a special assignment or in an emergency situation that involved an unusually large volume of work, short deadline completion date or other unusual or stressful working conditions.

· Completed a specific work assignment in an outstanding manner that had a positive impact on the work unit or the Department.

· Meets criteria for permanent merit increase, but funding is not available for permanent increase.
· Sufficient funds must be available in the unit's current budget for the increase.

· The request for short-term salary advancement shall be submitted in writing by the division director to OHR and then approved by the Department Deputy Director and include the following:
· A description of the employee’s work performance that justifies the increase. 

· A statement describing how the increase will be funded within the current budget. 

· Effective date, the expiration date of advancement, and the amount of the increase (i.e. number of steps). 
· Approval of the advancement will be contingent upon the employee signing a statement agreeing to the conditions of the increase and requesting a voluntary salary decrease effective the day after the advancement expires.
· NOTE: Short-term advancements may be given for periods of one to twelve months. 
1.5
Special salary advancements
1.5.1
A salary increase may be given under special situations to correct inequities such as the examples described below:

· A supervisor is receiving a lower salary than the supervisee(s).

· Due to recruitment difficulties, a manager desires to appoint a new employee at a higher rate than a current employee with equal qualifications; a salary increase may be given to the current employee.

1.5.2   A request for a salary increase under this provision shall be submitted through the chain of command to the Chief, OHR and must include an explanation of the situation, which justifies the increase as well as the plan for funding the increase. The division director has the discretion to approve or deny this request and sufficient funds must be available within the division’s current budget for the increase.
2.
Salary adjustments/cost of living increase (COLAs)
2.1
The Office of Administration, Division of Personnel generally issues a revised pay plan effective July 1 and/or January 1. Revisions may include increases in the dollar amounts of each step of the pay plan.

2.2
Employees’ salaries will be adjusted to the new rates as determined by the State Personnel Division. Adjustments are not considered salary advancements under the personnel rules.

2.3
If the salary range for an individual class of positions is repositioned on a selective basis at a time when a revised pay plan is not being issued, the method of adjustment – to minimum or comparable steps – will be determined by the Department Director.
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