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PROCEDURE & GUIDELINES          
SALARY EQUITY INCREASE GUIDELINES

PURPOSE
To assure procedures and criteria for salary equity increases are consistent for all ANR employees located at Berkeley, Davis, and Riverside campuses, as well as ANR offices throughout California, ANR has developed internal procedures and guidelines in the determination of how to balance competitive pay with salary equity, provide guidance and understanding of the reasons for an equity increase, and the process for approving equity increases. 
It is the University’s practice to award salary increases through the regular budget/merit cycles. As with all practices, however, some flexibility is needed to respond to exceptional circumstances. The intent of salary equity increases is to provide consideration to critical and/or unusual salary inequity circumstances. 
With all requests for salary increases, a compelling argument must be made to justify an increase to an employee's base salary. Reasons for salary equity adjustments outside of the normal salary programs may include issues such as external market-driven salary demands, internal salary compression, and/or retention considerations. In these instances equity increases, may be approved to remedy a salary inequity. 
Justification must accompany requests for equity adjustments, including specific outside salary offers in cases of retention, or a specific analysis of salary relationships in cases of correcting salary inequities.
Equity adjustments are not granted to reward an employee’s performance, an increase in their workload and longevity.
CRITERIA
To be eligible for an equity increase, an employee must be actively working (not on leave), have a performance evaluation level of satisfactory or above, and will be evaluated considering the following criteria: 

· Internal salary inequity, defined as a significant salary disparity between employees in the same job title or between new hires and current employees in the same job title in a particular department, division or location.
· External market inequity, as evidenced by valid market data showing that our competition pays higher salaries for similar work, recruitment difficulties and sharp increase in turnover for similar work being performed at the location.  
· Immediate retention concerns, such as an external job offer made to an employee appointed at a higher salary rate than existing employees in the same classification within a particular unit, department, or division.  

· Salary compression between supervisors and those whom they supervise. 
· When additional duties and/or responsibilities have been added to the position such that the complexity or scope is increased but does not warrant a reclassification. (Changes to the job must be substantial and ongoing and will typically represent at least 20% of the overall position).
· When the outcome of the collective bargaining process results in increases for staff causing compaction problems with supervisors/managers. 
APPROVALS
Requests must be submitted to the appropriate ANR administrative unit head (i.e. Statewide Program Directors, CE County Directors, REC Center Directors, and Administrative Unit Directors)
 for review and approval.  REC Center Directors must forward their requests to the Associate REC System Director for budgetary approval.  The ANR unit head submits the request to ANR Staff Personnel Unit or UC Davis Compensation (using People Admin) for review, analysis and approval.  For ANR permanently-budgeted positions, the Staff Personnel Unit will forward the equity increase request to the Associate Vice President-Business Operations for budgetary approval.  The SPU will notify the administrative unit head of the ANR approved equity increase.  Administrative unit heads must then notify the ANR Budget Director and coordinate the necessary budget actions.  
In accordance with UC policy, a  current UC employee’s total salary increase in a single fiscal year (including, for example, merit, promotional, and equity increases, but not including incentive, recognition, or other local awards) can not exceed 25% of their base salary.

Any exceptions to the above procedure must be reviewed and considered by ANR Staff Personnel Unit.  

PROCESS
A letter/memo must be submitted to the appropriate ANR Administrative unit head (i.e. Statewide Program Directors, CE County Directors, REC Center Directors, Administrative Unit Heads, or AVP-BO) for review and include the following information:

a)  the reasons for the request (e.g. retention, compression);
b)  explanation of which of the equity criteria listed above apply; 
c) an outline of the employment and salary history of the incumbent in the department; 
d) employment and salary history of other employees in the same classification; 
e) the dollar amount of increase being requested;
f)  and labor market information if appropriate. 
Information not pertaining to the criteria, such as workload, performance or longevity, will not be considered and need not be included in the letter/memo requesting the equity increase.  

The Staff Personnel Unit will notify the administrative unit head of the approved salary and the effective date.  The effective date of the salary action is typically the first of the month following the date the request was received.  If the department desires an effective date later than the first of the month, the requested date should be noted in the memo/email request.

ADDITIONAL INFORMATION REGARDING REPRESENTED STAFF 
Current UC collective bargaining agreements do not specifically address equity adjustments. As such, equity increases for represented staff should be carefully considered ensuring they do not conflict with the bargaining agreement, since decisions may have a broader impact on other represented positions system-wide. 
In addition, a notice process to the union is required prior to approving and implementing equity adjustments for represented staff.  For these actions, please contact a member of the ANR Staff Personnel Unit Office or UC Davis Compensation Services Unit who will prepare the notice to the appropriate union representative. 
The notice process will be completed by either the UC Davis Human Resources Office or ANR Staff Personnel Unit Office depending upon the location of the request.  Once the notice process has been completed the department will be notified of approval or denial of the equity increase.
Relevant UC Policies

Collective Bargaining Agreements: http://www.ucop.edu/atyourservice/employees/policies_employee_labor_relations/collective_bargaining_agreements.html 
 
University of California, System wide
UCOP Policy and Procedure main page http://atyourservice.ucop.edu/employees/policies_employee_labor_relations/personnel_policies/index.html
UC PPSM 30 Salary http://atyourservice.ucop.edu/employees/policies_employee_labor_relations/personnel_policies/spp30.html
 
University of California, Davis
UCD Policy and Procedure main page http://manuals.ucdavis.edu/spp/spp-toc.htm 
UCD PPSM 30 Salary http://manuals.ucdavis.edu/spp/ppsm30.pdf 
� If employee’s ANR unit has a MOU with a campus unit, refer to that unit’s HR guidelines.


� Oakland ANR employees should refer to UCOP procedures.
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