PERSONNEL POLICIES AND PROCEDURES

OREGON MILITARY DEPARTMENT

AGP POLICY 99.500.03

Subject:  

Pay Practices                
Applicability:  
All State Employees (excludes Kingsley Field fire fighters  

                  and temporary employees)

Effective Date:  
1 September 2003 (revised)

I.
PURPOSE: To establish pay practice guidelines in accordance with State personnel policies and applicable collective bargaining agreements.

II.
GENERAL POLICY: It is the policy of the Oregon Military Department to apply pay practices equitably and consistently in accordance with State policies and collective bargaining agreements.

III.
DEFINITIONS:

A.
Promotion: the movement of an employee (except temporary) from a position in one classification to a position in another classification having a higher salary range number.

B.
Salary Range Number: the number, along with any alphabetical suffix characters, which identifies salary relationship among classifications within a compensation plan.

C.
Transfer: the lateral movement of an employee (except temporary) from one position to another position in the same classification or from a position in one classification to a position in another classification having the same salary range number.

D.
Work-Out-of-Class Pay: a temporary assignment of an employee to perform essentially all of the duties, authority, and responsibilities of a position classified at a higher salary level.

IV.
STANDARDS:
A.
The normal hiring salary is at the lowest step possible preferably step 1 or 2.  Hiring supervisors may approve up to step 2.  Step 3 or 4 requires The Adjutant General’s approval.

B.
The hiring salary may be at a higher step when documentation supports:

1.
Difficulty in recruiting or retaining employees for the position.

2.
An applicant has exceptional qualifications for the position.

3.
An appointing authority determines other appropriate circumstances exist.

C.
Upon a promotion, the salary is at the next higher rate (step) of the established salary range.

D.
At the time of a transfer the employee’s salary is normally adjusted to the same position in the salary range (step to step).  The Department of Administrative Services may authorize a special salary adjustment if the salary range pay rates differ significantly, or as a result of recruitment or retention difficulties.

E.
Pay for work-out-of-class assignments is no more than the equivalent of a one step increase or the first step of the higher salary range whichever is greater for management and executive service employees and applicable collective bargaining agreements for represented employees.  For procedures to request work-out-of-class refer to Attachment 1.

F.  
Pay for leadwork is in accordance with provisions of State personnel policy for management and executive service employees and applicable collective bargaining agreements for represented employees.  For procedures to request leadwork refer to Attachment 2.  

G.
For management and executive service positions, a lump sum payment may be granted when there are difficulties in recruiting and/or retaining qualified persons in higher level or specialized positions.

H.
Any exception to the standards set out in this policy must have the approval of the Deputy Director of State Affairs who has ultimate responsibility for approving exceptions to the standard pay practices.

V.
RESPONSIBILITIES:  

A.  
The Adjutant General: Has overall responsibility for ensuring the Department is in compliance with State policy pertaining to pay practices.

B.
Deputy Director of State Affairs: Has authority to approve or deny requests for exceptions to the standard pay practices.


C.  
Director of State Personnel: Manages the implementation of this policy.

D.  
Directors, Managers and Supervisors:  


1.
Determines whether an exception to the standard pay practice is necessary to hire the best qualified applicant.

2.
Requests in writing an exception to the standard pay practice.  Provides written documentation to substantiate an exception.

3.
Obtains program manager’s approval and signature prior to forwarding request to AGP.

VI.
Policy Clarification:
A.
The Deputy Director of State Affairs will determine if an exception to the standard pay practice is appropriate.   

B.
Exceptions to the standard pay practice shall be absorbed by the requesting program and must not create a budget shortfall.

Official:

                                                  /s/







ALEXANDER H. BURGIN








Major General








The Adjutant General
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