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CAREER-BANDING
       03/06


SALARY DECISION WORKSHEET

Please complete this worksheet justifying new hire salary or any salary change for current employee.  

For more detailed instructions please contact your Salary Administration Specialist.  
	Applicant/Employee Name:   Susan Kojak

	Current Position Number: (15 digit no.) 

	  New Position Number: (15 digit no.)
4462-2000-0000-000

	Current Banded Class Title:  


	Recommended Class Title: (if applicable)

Public Safety Officer

	Current Competency Level:

	Recommended Competency Level: (if applicable)

C

	Advertised Salary Range (if applicable):
25,200 – 32,199
	Effective Date:   
2-1-06



I.
TYPE OF ACTION: (Please check applicable action requested.)
	New Hire:
	x
	
	Demotion:
	
	
	Reassignment:
	

	Promotion:
	
	
	Grade-Band Transfer:
	
	
	Horizontal Transfer:
	

	
	
	
	Probationary to Permanent Status:
	
	
	Other: (identify type)
	



CAREER PROGRESSION ADJUSTMENT: (Select One)
	Competency Increase:
	
	
	Labor Market:
	

	Retention Increase:
	
	
	Competency Level Change:

Indicate proposed level: 
	

	
	
	
	Other: (Identify type)
	


II.
JUSTIFICATION: (Explain the reason for the salary decision including competency assessment information and relevant pay factors. Attach a copy of the completed competency assessment and the aggregate leveling form.)
               Based on information gathered in interview and references, Ms. Kojak has been evaluated at 

            the C level for 5 of the 7 Public Safety Officer’s competencies.  In addition, employee was    

            evaluated at the J level in Communication and Technical Knowledge. 

          Financial Resources:  Position is budgeted at $32,000. 
            Appropriate Market Rate:   Position advertised at the contributing competency level.    
            Internal Pay Alignment:     Salary will not create an internal inequity.  

            Required Competencies:   Ms. Kojak has been evaluated as above. 

III.
RECOMMENDATION: 
(Current salary should reflect the individual’s salary if a State employee or last salary if employed outside of State government.)

	Current Salary
	Recommended Salary
	% Change

	$48,000
	$32,000
	


	Manager Signature:
	Jackie Chen
	Date:
	3/1/06

	Authorizing Signature:  
	Joe Friday
	Date:
	3/1/06




Form Definitions and Instructions
 Section I. Type of Action  Check the type of action requested. “New Hire” is self-explanatory. 

General Pay Provisions

· Promotion:  Employee movement from one position to another with the same banded classification with a higher competency level (posted) or Employee movement from one banded class to another with a higher journey market rate. 

· Demotion: Disciplinary action resulting in employee movement from one banded class to another with a lower journey market rate or reduction in salary within the same banded class. 
· Grade-Band Transfer:  Moving an employee between a career banded class and a former graded class.  Salaries that are below minimum of the banded class at implementation must be adjusted to minimum when funds become available.  This adjustment may be retroactive to implementation date.      
· Probationary to Permanent Status: Employee changes to permanent status after successful completion of probationary period which lasts a minimum of three months and not more than nine months.
· Reassignment: Employee movement from one position to another with the same banded classification with a lower competency level of employee movement from one banded class to another with a lower journey market rate.   This can be the result of organizational needs or employee/employer agreement. Note: The employee can retain his or her current salary unless the employee's current salary exceeds the maximum rate for the new banded class. 

· Horizontal Transfer:  Employee movement from one position to another within the same banded class with the same competency level of movement from one banded class to another with the same journey market rate.  The action is not the result of a disciplinary action.  This action could be to meet organizational needs or an employee/employer agreement 

 Career Progression Adjustment:  Check the action requested.
· Competency Increase: Increasing salary for an employee who demonstrates one or more additional competencies within the same level. 
· Retention Increase: Increasing salary for an employee who presents a documented outside government structure job offer to prevent turnover in unique and/or critical positions.
· Labor Market: Increasing a salary for an employee based on a review of the labor market for that employee's banded class or due to there was insufficient funding at the time of the career-banding implementation to pay employee at the appropriate rate.
· Competency Level Change: Employee’s competency level changes. (e.g. Contributing to Journey, or Journey to Advanced).

· Other: Check this block and describe any other type of salary increase or decrease.

Section II. JUSTIFICATION  Explain the reason for the salary decision including competency assessment information and relevant pay factors. Explain how the pay factors affect the decision. 

· Financial Resources:  Assess the amount of funding that is available.      

· Appropriate Market Rate: The market rate is applicable to the functional competencies demonstrated by the employee.  

· Internal Pay Alignment: Review the alignment of salaries among employees who demonstrate similar required competencies in the same banded class within a work unit or organization.  
· Required Competencies: Review the required competencies and associated levels that are required based on organizational business need and demonstrated on the job.  The pay factor includes:  knowledge, skills, abilities, and behaviors; related education and experience; duties and responsibilities; training, certifications and licenses required for the job.  

Section III. RECOMMENDATION  List the current salary, recommended salary, and the percentage changed. If the action involves a New Hire, list the applicant’s last salary if employed outside of state government in the “Current Salary” block.
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