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Salary administration program   Board Policy No.: 3358:11-5-01 

 

PROCEDURES: 

 

1) Implementation of the Salary Administration Program and Salary Schedule.  

The vice president of administration or human resources designee will be responsible for 

the regular review and the implementation of the salary administration program for the 

non-bargaining unit employees, which is comprised of position descriptions, the formal 

pay structure and grades; and, related practices.    

The policy and procedures apply to all full and part-time employees unless specifically 

excluded or limited by the explicit provisions of a collective bargaining agreement. 

2) Salary Range and Contract Length.  

The formal pay structure and grades as a whole may be revised to preserve internal 

relationships of positions.  Any such adjustment or amendment must be validated and 

reviewed by the vice presidents and approved by the President. 

 

Adjustments to the pay structure and grades will not be passed on to the employees in 

the form of a general increase, unless specifically recommended by the President and 

approved by the Board of Trustees.   

 

Generally, an employee will not receive a pay adjustment, which places that 

employee’s calculated hourly rate above the maximum rate of the position’s grade 

range.   

 

An employee’s compensation will not be placed below the minimum rate of the 

position’s grade range, except in the case of a reemployment of a retiree. 
 
Contract length effect.  Yearly contracts will be computed to a number of days/hours 

worked; therefore, a twelve-month (260 days) contract will be considered as two 

thousand eighty hours, which includes vacations and paid holidays.  Schedules for 

lesser work periods include paid holidays but do not include paid vacation.  As a result, 

the following will be applied to the full-year schedule. 
 
Contract Length      No. of Hours 

260 days    =  2,080 

220 days    =  1,760 

210 days    =  1,680 

200 days    =  1,600 

190 days    =  1,520 

180 days    =  1,440 

173 days    =  1,384  
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3) Position Review Process.  

When a vice president is developing a proposal for a new position, a preliminary 

review with Human Resources may be appropriate to begin identifying essential 

functions, salary grade, number of direct reports and education requirements. 

 

When a full-time, part-time regular or grant-funded position becomes open or vacated, 

the supervisor can request it to be replaced through the vice president of the 

division/area of responsibility, or when applicable, to the President.  

 

Then, the vice presidents review replacement and proposed new positions as a 

collective in the vice president meetings with the President.  Each request will use the 

following template:  

 

Position Request Template 

Position Title:  

Position Number:  

Category: (such as Full-time, exempt, salary) 

Former Incumbent: (Name & Salary)  

Grade: 

Q1 range: 

Funding Source for the Budget/Current Salary of the Position: 

Why position is needed: 

 

When President/vice presidents grant approval/consensus, then the recorder for the vice 

president meeting will send an email official notification of VP/President approval for 

employment transaction(s) to the incumbents of the following positions:  Manager, 

Human Resources Information Systems, Specialist, Employment/Human Resources, 

Financial Analyst, Budget/Systems, Manager, Budget/Cash, Vice President, 

Administration and Vice President, Business Affairs/CFO.  No employment transaction 

that requires VP approval will be initiated without this official notification.  After the 

official notification is made, the supervisor may follow up with Human Resources on 

next steps in the position search process. 
 

4) Salary Placement. 

 
(a) External – New Employees.  Generally, new employees who are hired to fill 

posted vacancies will be hired within the first quartile of the hiring range, as 

noted on the salary schedule.    
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(b) Internal – Employees may advance to positions for which they are qualified and 

which meet their career interests and objectives.  

 

An upgrade/promotion is the movement of an employee from one grade level to 

at least one grade level higher than the current position. 

 

The classification of the position does not reflect the performance of the 

employee involved in the work.  The level of performance by the employee is 

distinctly separate and should always be addressed in the employee's 

performance review.  A pay increase due to an upgrade or promotion may be in 

addition to the annual pay increase. 

 

i. Upgrade.  An upgrade may occur when a position has been re-graded to a 

higher level because qualifications, competencies, and/or responsibilities 

assumed by the incumbent have changed significantly.  An upgraded 

position must be vetted by Human Resources, and reviewed and approved 

by the vice presidents with the President.  

 

Pay considerations related to an upgrade may include:   

1) Potential pay increase when the employee is performing a higher level 

of work due to the addition of duties and responsibilities requiring a 

higher level of knowledge, problem solving, and/or accountability. 

2) Internal equity must be considered as a major factor when determining 

potential pay increase due to an upgrade.   

ii. Promotion.  A promotion may occur when an employee vacates his/her 

present position and moves to an existing or new position at a higher grade 

with corresponding higher qualification and competency 

requirements.  This move is generally initiated by the employee's response 

to a position opening posted by Human Resources. 

 

Generally, an employee who is promoted to the higher-grade position will 

be hired within the first quartile of the hiring range, as noted on the salary 

schedule. 

 

iii. Lateral Transfer.  A lateral transfer is the movement of an employee from 

one position to another, which is equal in grade. When a lateral transfer 

occurs, the employee may be transferred at the same rate of pay providing 

the rate is within budget and that it does not have any negative effect on 

internal equity. 
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iv. Demotion.  A demotion is the movement of an employee from an existing 

position to another position at a lower grade. Demotions can occur for the 

following reasons: 

 

1) Disciplinary.   

a. Employee is moved to another job in a lower grade level due to 

performance issues.  

b. Pay rate would be reduced at the beginning of the appropriate pay 

period to be within the first quartile of the grade range of the new 

lower-grade job, while taking into account internal equity.  

2) Involuntary Demotion Initiated by Administration. 

a. Employee is moved to another job in a lower grade level due to a 

reorganization and subsequent elimination of the existing position.  

b. Employee's position is re-evaluated at a lower grade due to a 

significant decrease in responsibilities in the current position.  

c. Pay rate would be reduced at the beginning of the appropriate pay 

period to be within the first quartile of the grade range of the new 

lower-grade job, while taking into account internal equity.  

3) Voluntary Demotion. 

a. Employee voluntarily vacates his/her present position and moves to 

an existing or new position at a lower grade. This move is generally 

initiated by the employee's response to a position opening posted by 

the Human Resources.  

b. Pay rate would be reduced at the beginning of the appropriate pay 

period to be within the first quartile of the grade range of the new 

lower-grade job, while taking into account internal equity.  

 

 

Effective Date 12-3-2019; updated 6-10-2020 

 


