OFFICE OF THE LIEUTENANT GOVERNOR

AND DEPARTMENT OF CULTURE, RECREATION AND TOURISM

POLICY:

OPTIONAL PAY ADJUSTMENTS

EFFECTIVE DATE: March 1, 2000

REVISED:

Purpose:

December 17, 2001

The policy of the Department of Culture, Recregtion and Tourism is to provide
management and employeesameansto adjust inequitable pay situations; to retain avaued
employee seeking employment at higher market sdary; and give an increasefor short term
project duties performed by an empl oyee not compensated by other civil servicerules, and
to grant anincreasein pay to long term employeeswho are a the maximum of the pay plan.

Civil Service Rules 6.16.2 as changed effective September 12, 2001:

Subject to the provisons of Rule 6.29, an gppointing authority may, a hisown discretion,
grantindividual pay adjusmentsto permanent employeesto providefor theretention of an
employeewhaoselosswould be detrimentdl to the State service or to adjust pay differentias
between comparable employees or to compensate employeesfor performing additiond
duties or to recruit employeesinto postionsfor which recruiting isdifficult. Suchincreases
shdl not exceed 10% inaJduly 1 to June 30 period for an individua employee and shal not
duplicate payment received pursuant to other pay rules. Such increases may be made as
ether alump sum payment or a permanent addition to the employeessbase salary. Such
optiona pay adjusments shdl be implemented in accordance with written policies and
procedures established by each department. Such policiesmust receive advance approval
from the Civil Service Commission and shdl be posted in a manner that assures thelr
availability to adl employees. Such policies shdl dso indude a public pogting of al
recipients.

Policy: Effective January 1, 2002, the Department of Culture, Recregtion and Tourism will implement the

1

fallowing palicy:

Provided that funding isavailable, the Department will consider granting either base pay or
lump sum adjustments to employees in the following circumstances:

To provide for the retention of employees deemed essentia to the Department:
Employeesjudged by the Secretary, Appointing Authority, and Human Resources Director

to be essentid to the department may receive a base pay increase of up to 10% of their
annud sdary in order to match awritten and verified sdary offer from aprivate employer.



Employeeswho are a range maximum may receive aone-time|lump sum payment of upto
10%. The employees Supervisorsand Divison Manager shall providewrittenjudtification
the employees vaue to the essentia functions of the Department and the impact this
adjustment will have on other postions within their division.

2) To adjust pay differentiads between comparable employees.

A base pay increase of up to 10% may be granted to an employee whose pay is affected
by anincrease given to other employeesin ether the samejob series or supervisory chain.
Suchincreaseswill belimited to those caseswhere ajunior employeess pay rate surpasses
the pay rate of the senior employees. Consderation will only be given in those ingtances
where the implementation of ether Civil Service Rule 6.5(b) or 6.5(g) caused the pay
discrepancy. Employees a range maximum will not be digible for an increase.

3) To provide compensation for the performance of additiona duties.

A base pay increase of up to 10% may be granted to an employee who is assigned
additiona duties on apermanent basis. Such assgnment of duties shall be documented in
an officid pogtion description. Employeesa range maximum who are assgned additiona
duties on a permanent basis may receive a one-time lump sum of up to 10%. Employees
who are assigned additiond duties for a limited time period may receive a lump sum
adjustment of up to 10% after the duties are performed. No employee shdl be€dligiblefor
either alump sum or base pay increase for additional duties which were compensated
according to another Civil Service Rule.

4) To recruit employees into difficult to recruit for jobs.

A base pay increase of up to 10% may be granted to a classified State Employee in
addition to any other compensation granted under Civil Service Rule 6.7 in order to attract
sad employee into a difficult to recruit for job. Thiswill only apply to jobs for which an
inadequate certificate isissued. The agency must dso make adiligent effort to gppoint an
goplicant a the normd rate of pay. An employee a pay range maximum will receive a
one-time lump sum payment of up to 10%.

All increases granted according to this rule will be restricted to full-time permanent classfied employees.

All requests for application of this rule must be submitted to the Human Resources Office with a
memorandum of judtification.

The maximum increase that an employee may receive in afiscd year is 10%.

Thispolicy shdl be posted in the Human Resources Office aswell as on the bulletin boards of al offices of
the Department of Culture, Recreation and Tourism.



A liging of dl employees who receive increases according to this rule shdl dso be posted in the same
manner.
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