


Operating Procedure No. 5310P
Human Resources

SALARY ADMINISTRATION

The following procedure shall be used in determining salary levels for new or modified positions, subject to the availability of funds and legislative mandate. 

I. 	Determining Salary Levels for Positions

A. Placement of the position’s salary band on the salary schedule will be determined by the Job Validation Committee through job classification analysis. Department/program administrators shall work with their Human Resources Business Partner to prepare a position description which accurately describes the functions.

II. 	Determining Salary Placements for Employees

A. When an employee is hired, promoted, or reclassified the manager will work in collaboration with the Human Resources Business Partner to recommend salary placement and document this recommendation on the salary recommendation form.

B. The Human Resources Business Partner will recommend placement on the salary band considering internal equity, the employee’s skills and experience, and/or transferrable skills.

C. Upon agreement with the hiring manager, the Human Resources Business Partner will submit the salary recommendation form to the program/department administrator for review and approval.

D. Final approval of the salary recommendation will be determined by the Human Resources Administrator. 


III. 	Step Increment

Step increments may be awarded to employees on the administrative salary schedule whose overall performance evaluation rating is greater than “Not Meeting Performance Expectations.”  and who are below the maximum step on the administrative salary schedule. Step increments are effective September 1st of the upcoming fiscal year - provided they are granted by PSESD.
Employees hired on or before March 1st of the current fiscal-year, are eligible for the step increment.  

Example – External hire January 1, 2019 is eligible for a salary increase September 1, 2019.


Employees hired after March 1st of the current fiscal-year are eligible for a step increment September 1st of the following fiscal-year - provided the PSESD grants step increments.

Example – External hire April 1, 2019 is eligible for a salary increase September 1, 2020.

Salary Adjustment
PSESD may make occasional changes to employee pay for several reasons. The following procedure shall be used in determining salary adjustments:

A. [bookmark: _GoBack]Career Ladder: If as a result of successfully completing a Career Ladder, the employee completing a career ladder may be placed on the administrative salary schedule at the appropriate salary band and step with consideration given to established compensation guidelines.

B. Cost of Living Allowance (COLA) eligibility: Employees are eligible for cost-of-living increases regardless of hire date - provided the agency grants COLAs.

C. Demotions: If as a result of a selection process or other employment related factors an employee is moved to a lower level position anytime during the current fiscal-year, the employee may be placed on a new salary band and step with consideration given to established compensation guidelines. 

D. Grandfathering: If as a result of a job market analysis or job classification analysis the employee’s position is re-banded and their current salary exceeds the maximum salary of the new band, the agency may consider grandfathering the employee onto the new band. The employee would be eligible for a COLA only, effective September 1st of the next fiscal-year - provided the agency grants COLAs.  In the event the salary range catches up with the employee’s salary, the employee will be placed on the salary schedule on the closest step that represents an increase.

E. Lateral Job Change: If as a result of a selection process an employee is selected for a position on the same salary band as their current position, the employee will remain on their current step.

F. New Hire/Selection of External Candidates: A new employee shall be placed on the salary band and step with consideration given to established pay and compensation guidelines.

G. Promotion: If as a result of a selection process or the successful completion of a career ladder an employee is promoted to a new position on a higher salary band anytime during the current fiscal-year, the employee will be placed on the salary band and step with consideration given to established compensation guidelines.

H. Re-banding: The Human Resources Administrator may initiate a periodic market review of selected positions and ‘re-band’ the position(s) onto a new band on the salary schedule. The employee(s) occupying re-banded positions shall be placed at the appropriate salary band and step with consideration given to established compensation guidelines. 

I. Reclassification: If as a result of a job description review and analysis a position is reclassified to a higher or lower band, the employee(s) occupying that position shall be placed at the appropriate salary band and step with consideration given to established compensation guidelines. 

J. Supplemental Pay: If an employee is temporarily assigned additional duties and responsibilities that exceed the scope of responsibilities of their current position, the employee may be eligible for supplemental pay.  

IV.	Definitions:

A. Career Ladder: A career Ladder occurs when a Union employee enters into an agreement, as outlined in the Collective Bargaining Agreement, to meet the specific knowledge, skills, and education required in a classified position within a prescribed timeline. 

B. Demotion: A demotion occurs when an employee assumes a position at a lower salary band as a result of a selection process or other employment related factors such as an accommodation. 

C. Internal Equity: Internal equity considers the pay of staff in the same or similar positions, years of related experience, years of service within the agency, as well as the pay of the immediate supervisor.

D. Lateral Job Change:  When an employee applies and is selected for a position that is on the same salary band as the employee’s current position.

E. New Hire: An external person is selected to fill a vacant position within PSESD as a result of a selection process.   

F. Promotion: A promotion occurs when an employee assumes a position on a higher salary band via a selection process or as a result of successfully completing a career ladder.

G. Re-band: When it is determined that a position needs to move to a different salary band (higher or lower). This is typically done due to the findings of a compensation market analysis. All employees in the position move onto the higher or lower band. A re-banding changes the position’s placement on the salary band and remains on this band even if the employee(s) in the position change. 

H. Reclassification: A reclassification occurs when it is determined that the body of work the position requires has been significantly enhanced or changed enough to warrant placement on a different salary band. This typically occurs due to significant developments that impact the scope of work, the level of complexity, responsibility, organizational impact and other factors.  A reclassification changes the positions placement on the salary band and remains on this band even if the employee(s) in the position change.

I. Salary Schedule Adjustment: A salary schedule adjustment may occur when the external market or other factors have changed over a certain period of time that impact the agency’s competitiveness. This is typically done after a review of external market data and internal financial resources. If it is decided to adjust the salary schedule, the entire salary schedule adjusts a certain percentage, with all steps adjusting accordingly.

J. Transferrable Skills: Transferrable skills consider the skills and experience a candidate brings to the position that will add value to the organization in measurable ways and/or increase efficiencies. For example: specialized learning, uniquely diverse work experience, language skills, and/or specialized skills that support an anti-racist multi-cultural organization.
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