Section 5

Compensation Administration for Step Increases & Longevity Pay


A. POLICY STATEMENT:  It is the policy of Hubbard County to provide step increases in increments of a full year of employment for all employees who have not reached the top of their compensation range.  Employees are also rewarded for their years of continuous service through the addition of longevity pay to the employee’s base pay.  An employee on an approved leave without pay shall not lose prior accrued years toward longevity and benefits.

B. INTRODUCTION
1. The purpose of this section is to explain the procedures used as the basis for uniform compensation administration and to provide a guide for supervisors in determining when a step increase and longevity pay are to be granted.

C. STARTING COMPENSATION
1. A starting compensation for a new employee is normally the minimum of the compensation grade range.  There may be circumstances when an employee with long term prior experience may be placed within the step system.  Prior approval by the Coordinator and the board is necessary.

2. An employee promoted to a higher rated position will move across the compensation grade range to the step in the new position that has a minimum of a 3% increase in compensation. They will then advance as outlined in D. 3.

3. An employee’s compensation, whose position is eliminated and is transferred to a lower rated position, shall be frozen until such time as the compensation schedule may or may not afford an upward movement.  This employee’s compensation would be eligible for any applicable cost of living increase (COLA) provided.

D. STEP INCREASES
1. Wages will be reviewed and treated after the completion of a full year of employment (as defined in Section 2) of successful performance as stated in F.1 below.

2. When an employee who is not at the top of their salary grade range completes a full year of employment and satisfactory service, they will advance to the next step in the salary range of their grade.

3. Employees will continue to advance annually through the steps upon completion of a full year of employment and satisfactory performance from the date of last step increase, until they reach the top of their grade.

E. INITIATION AND APPROVAL OF COMPENSATION ADJUSTMENTS
1. Compensation adjustments require the approval of the department manager and the Coordinator, unless the adjustment is for a department manager, then the Board and the Coordinator shall sign that.

F. PERFORMANCE MEASUREMENT

1. Prior to requesting a step increase for a subordinate, a satisfactory employee performance evaluation needs to be completed and submitted to the Coordinator.  The period of employment covered in the performance evaluation should be the prior full year of employment required for the requested step advancement.  The employee’s evaluation must be completed by their supervisor and approved by the department head.

2. Employees who are currently receiving step increases and have been receiving step increases on January 1, of each year, will continue to receive step increases upon completion of a full year of employment until they reach the top of their grade.  Those hired prior to January 1, 1997 have their step increases on January 1; those hired after January 1, 1997 have their step increases based upon their hire date.  Both require a complete year of employment and a satisfactory annual review by the supervisor and/or department manager.

G. LONGEVITY PAY EFFECTIVE DATE:  Longevity pay shall be effective at the anniversary date.

H. LONGEVITY SCHEDULE:  Longevity pay will be paid according to the following schedule:

	Years of continuous service:
	Percentage of Longevity pay added to base pay:

	10 years
	1%

	15 years
	2%

	20 years
	3%

	25 years
	4%

	30 years
	5%

	35 years
	6%
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[image: image1.wmf]NOTICE:  Employees and prospective employees are at will employees, and should be advised that the policies expressed herein do not

create any rights of employment, nor do the policies constitute a contract of employment between the County and employee or officers

thereof.  This policy is not to be deemed as a contract between any employee or prospective employee and the County, and can be amended

or eliminated at any time, without notice, at the discretion of the County Board.
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