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PROCEDURE & GUIDELINES
ANR SALARY SETTING PROCEDURE FOR RECRUITMENT ACTIONS

To assure procedures and criteria for salary 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 for review of proposed salary for recruitment actions.  All policies and guidelines for salary setting apply regardless of source of funds.
AUTHORITY AND APPROVALS
ANR administrative unit heads (i.e. Statewide Program Directors, CE
County Directors, REC Center Directors, and Administrative Unit Directors)
 have the authority to propose salaries for new employees up to and including the midpoint of an Open Range salary. For Step Based positions, increases in half-step increments up to the mid-point of the range may be requested.  For current UC employees in an Open range position, an increase from 0% to a maximum of 15% up to the mid-point of the new range, and for a Step Based position half-step increments up to the equivalent of a 15% increase, or up to the midpoint of the range may be requested. 
All proposed salary requests must be submitted with justification in writing to ANR Staff Personnel Unit Office or UC Davis Compensation Unit (using People Admin) for review and analysis, before any offer is made to the employee. REC Center Directors must forward their requests to the Associate REC System Director for budgetary approval.

For ANR permanently budgeted positions, the Staff Personnel Unit will forward the SPU recommendation to the Associate Vice President-Business Operations.  The SPU will notify the administrative unit head of the ANR approved salary to be offered.  Administrative unit heads must then notify the ANR Budget Director and coordinate the necessary budget actions.
UC PPSM 30, states that a current UC employee’s total salary increase in a single fiscal year (for merit, promotional, equity increases, and range adjustments, but not including incentive, recognition, or other local awards) shall not exceed 25% of their base salary. Please consult policy for full policy details.
NOTE REGARDING VACATED ANR PERMANENTLY-BUDGETED STAFF POSITIONS:  When permanently-budged ANR staff positions are vacated (due to any reason including retirement, separation, transfer, or other actions), the ANR permanent budget for the position in the administrative unit will be downgraded as follows:  For open range positions, the ANR permanent funding will be downgraded to the 1st quartile of the payroll title’s salary range.  For step-based positions, the ANR permanent funding will be downgraded to step 1 of the payroll title’s salary scale.  The permanent funding amounts above these levels will revert to the ANR staff provision upgrade pool.  Administrative unit heads must notify the ANR Budget Director of the reversion of funds to ANR. 

SALARY SETTING GUIDELINES

When contemplating making a salary offer after having identified the right person for the vacant position, the next step is to formulate the salary offer; but before completing, it is important to examine salary from several perspectives including the candidate's experience, internal equity in relation to other employees in the same classification, the candidate's salary history, recruitment difficulties, bargaining agreements, personnel policies, and the impact the salary action will have on your budget. 

EVALUATE A CANDIDATE’S EXPERIENCE IN RELATION TO PLACEMENT WITHIN SALARY RANGE
Consideration should be given to the level of experience in position-related areas that a candidate possesses in relation to placement within the salary range for the classification. For example, salaries near the minimum of the range are appropriate for new employees who are in the learning stage of their positions. As another example, salary set above the 1st Quartile is generally to compensate for fully competent trained staff with average experience. 
EVALUATE A CANDIDATE’S PROPOSED SALARY IN RELATION TO PEERS OF SAME CLASSIFICATION (Internal Salary Equity)
Salary equity among employees is an important consideration when setting/changing salaries, since perceived inequities impact employee morale and motivation, and may trigger contentions of discrimination and/or prompt other grievances. When determining salary, the skills and work experience of the employee should be compared to the skills and work experience of other employees performing similar work and the result of the comparison should be factored into the salary decision. 

Salary equity does not imply all employees within a classification who have similar years of experience and education should be paid the same salary. It is assumed that recognition of varying levels of skills and performance may result in differences in salary among employees.

It is important to note there are collective bargaining agreements that have specific considerations for equity issues associated with the hiring of new employees.  
Salary Equity Criteria
When examining reasonable equity issues for hiring salary, ANR shall consider the employee’s: 

· Years of experience performing the duties related to the position; 

· Years of experience in the same or equivalent classification; 

· Current employee's work history (reasonably objective work-related issues or concerns that have been documented); 

· Appointment type; 

· Overall skills, knowledge and ability that can be applied to the job; 

· Education (if required); 

· Actual duties assigned.

EVALUATE A CANDIDATE’S SALARY HISTORY
The salary history of an applicant should be taken into consideration. Specifically, attention should be given to the candidate's previous experience as it relates to the responsibilities and required skills being sought for the position, in order to see how they compare. Consideration of past experience and corresponding salary will help establish a salary starting point in your deliberations. 

EVALUATE RECRUITMENT DIFFICULTIES
Evaluation of factors such as the scarcity of qualified applicants, the number of rejected job offers, and the turnover rate for a position, may give insight into recruitment difficulties. Consideration should be given to recruitment difficulties in relation to the available trained labor force for the position. For example, individuals who possess skills that are difficult to find in the labor force may be in higher demand, and therefore may require additional salary consideration. We recommend consultation with ANR Human Resources in addressing this issue.

EVALUATE THE IMPACT TO THE UNIT BUDGET
It is important to consider the proposed salary and to evaluate the impact on the unit’s budget. Units should follow the guidelines on page 1 under “Approval” for ANR permanently budgeted positions.

Please consult with the local administrative unit office or ANR Staff Personnel Unit Office regarding collective bargaining stipulations prior to making a final salary offer.

SETTING SALARIES FOR CURRENT UC EMPLOYEES 
If a recruitment action involves a current UC employee it is important to first identify the type of hire action being taken. If the individual being selected for the position is currently employed in a classification that has a lower salary range maximum than the recruited position, it would be considered a “promotion”. If the current salary range for the employee is identical to the recruited position, the action would be considered a “lateral transfer”. If the current salary range maximum for the employee is higher than that of the recruited position, it would be considered a “demotion”.
OPEN RANGE POSITIONS (Non Represented)
The salary for an existing employee who is being promoted should be established using the criteria outlined above. Based on these factors, the unit head may approve an increase from 0% to a maximum of 15% or to the mid-point of the new range. Promotional increases must be sufficient to bring the employee to at least the minimum of the new range. 

Any proposed salary increases to above mid-point of the salary range must be submitted with justification in writing to the ANR Staff Personnel Unit Office or UCD Compensation Unit before an offer is made.

In determining the amount of a promotional increase, attention must be paid to the UC-PPSM 30(I) limiting overall salary increases in one fiscal year to a maximum of 25%.
STEP BASED POSITIONS (Represented employees)
An existing represented employee who is promoted to a position with a higher salary range maximum may receive an increase in half-step increments up to the equivalent of a 15% increase up to the mid-point of the range. It is important to note bargaining agreements are not exactly alike. The bargaining agreement language covering any given employee must be consulted whenever you are contemplating a decision about salary.

Any proposed salary increases to above mid-point of the salary range must be submitted with justification in writing to the ANR Staff Personnel Unit Office or UCD Compensation Unit before an offer is made.

Please consult with your local administrative unit office or ANR Staff Personnel Unit Office regarding collective bargaining stipulations prior to making a job offer. 

EMPLOYEES WHO LATERALLY TRANSFER INTO A POSITION
An employee who laterally transfers into a position that has an equivalent salary range typically does not receive a change in salary. Consult with the ANR Staff Personnel Unit prior to making a salary offer. 

EMPLOYEES WHO DEMOTE INTO A POSITION
An employee who demotes into a position that has a lower salary range maximum may receive a decrease in salary. In such a case, the salary is accordingly reset to fit within the new salary range. Exceptions should be discussed on an individual basis with the ANR administrative unit in consultation with ANR Staff Personnel Unit Office prior to making a job offer. 

If after reviewing these guidelines, there are questions about a particular situation or need for general assistance consult your ANR administrative unit or ANR Staff Personnel Unit Office.
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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