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3352-5-11 Special salary adjustments for administrative (unclassified) staff.

(A) Purpose. The purpose of this policy is to establish a universityiaieci
making process for all administrative (unclassified) staff basevoay
adjustments other thdahe general annual increasésis process includes
instituting procedures to ensure that the same decision faotbgiarities
are consistently applied.

(B) Guiding principles.

(1) Requests for special salary adjustments for unclassified pwshall
be reviewed and pay adjustments may be nradanuary, May and
September In general, wage adjustments for unclassified positions will
not be made at any other times.

(2) Any request for a special salary action must be based on one or more of
the reasons

(a) To react to shifts in the competitive labor market., hiring salary
rate) for a specific position or category of positions that are affected
by an inequity, and immediate action is required to retain and trecrui

qualified staff.

(b) To correct pay compression that occurs when the pay difference
between supervisors and their higherel nonsupervisory
subordinates becomes narrowed due to a collective bargaining
settlement, similar pay adjustment for nonsupervisory employees,
or due to other circumstances.

(c) To correct an internal inequity where two or more positions in
different parts of the university have substantially the samesdut
and responsibilities and require equal skills and effort but have
substantially differet pay rates.

(d) To provide equitable compensation because of a change in the value
of a position resulting from a substantial addition of more complex
duties or significant expansion of responsibilities that do not
constitute a promotion of the incueit. The mere assignment
of new or additional duties to an existing position is not a sufficie
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(3)

basis for a wage adjustment. Rather, the fundamental purpose and
value of the position must be altered.

(4)

The university will establish an annualdget for special salary wage
adjustments.

This process is not intended to restrict or limit the right of mawrsag

under current university policy and practices to make internal
promotions of unclassified staff. An internal promotion that is not
subiject to this policy must meet all of thdlowing criteria

(a) The promotional position is a vacant, budgeted position that is within

the same department and that has been filled within the lasiayebr
it is not a new position that is being ated or shaped for the
individual who is being promoted.

(b) The person being promoted has all of the qualifications that are

(5)

typical requirements or expectations for individuals who hold
comparable positions within this field, both internally and @y.
These qualifications generally will be specified within the pasitio

description.

If the internal promotion does not satisfy the criteria in paragfajl )

of this rule, a new position must be established in accordance with
department of liman resources procedures. A salary adjustment shall
be determined in accordance with this policy.

(C) Implementation guidelinesSpecial salary adjustment requests for

unclassified staff will béhree times a year, generally in Janudiay and

Septembr.

(1)

A manager who has supervisory responsibility for the positiath sh

submit a completed request for special salary adjustment fane/ker
dean owice president If a request is approved for further consideration,
the request for special say adjustment form shall be sent to the
department of human resources. An employee cannot request a salary
adjustment for himself/herself.
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(2) The department of human resources must receive the completed

form and any additional information thatpgports a request not later
than Aprilfirst to ensure consideration May nolater thanAugustfirst

to ensure consideration for September or no later than Decembéy first
ensure consideration in Januaiherequest folspecialsalary

adjustment forms available in the department of human resources and
on the department’s web site at http://www.wright.edu/admin/humres

(3) Staff in the department of human resources shadtcommunicate

(D)

with appropriate departmental management to clearly idesighificant
changes in the position or other pay related issues.

Exceptions.The process set forth in this policy is intended to apply to all

wage increases for administrative (unclassified) staff, excepetiera)

annual increase and internabmotions. However, the university recognizes
that there may be an unusual exception when it is in the best imtkEtest
university to make an individual wage adjustment such as to retainedv
employee who has received another employment offee. pfévost mst
approve all such requests.
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