ADMINISTRATIVE REGULATIONS PAY-9
SECTION: Payroll
SUBJECT: Employee Upqgrade 04-24-96

An employee in the Manual Trades pay scale may be paid an up-graded pay rate if the
employee's supervisor requires the employee to perform the duties of another employee
employed on a higher pay grade.

An up-grade does not occur when an employee in a pay grade is asked to perform the
duties of another employee in the same pay grade, even if the employee being replaced is
paid at a higher hourly rate.

An employee who has been up-graded will be paid at a rate equal to their present rate

times a 12% increase for each pay grade the employee is up-graded. However, the up-
graded employee can make no more per hour than the employee who holds the position.

Example:

An employee in Pay Grade 1, currently making $7.20 per hour, is up-graded to a position in
Pay Grade 4. The employee's new rate on Pay Grade 4 will be:

$7.20x12% x 3 = $2.59

$7.20 + $2.59 = $9.79 per hour
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