East Carolina University


CAREER BANDING SALARY ADMINISTRATION PLAN


Compensation Philosophy

It is the policy of East Carolina University to support and sustain a high performance work environment focused on having the right people, doing the right work, at the right time.  The University’s high performance work environment requires compensation levels that: 1) are consistent with University priorities, 2) promote and reward successful work behavior, 3) recognize job competencies that are linked to organizational goals, 4) maintain appropriate labor market competitiveness to ensure effective recruitment and retention of a highly competent and diverse work force, and 5) are supportive of individual, family, and community values.

The career banding program is structured to ensure SPA employees receive fair and equitable treatment in regard to compensation levels and career development opportunities.  The Career Banding Salary Administration policy and guidelines will be applied effectively for all eligible employees.
Human Resources Department Responsibilities

· The Director of Classification and Compensation will serve as the career banding administrator.  The administrator will oversee the career banding program, ensuring that the necessary components, including effective communication, training, evaluation, accountability, and equal opportunity are in place for an effective program.

· HR Classification and Compensation will provide initial training to managers in career banding salary administration as a preliminary to implementation within their area.  As changes occur within career banding and as new managers are hired, Classification & Compensation will provide continued training.  
· HR Employee Services will ensure through performance management, including Competency Assessment and Career Development training that managers are accountable for providing career development guidelines and consistently using Pay Factors in determining compensation decisions.  This responsibility is noted on the supervisor’s work plan as a job expectation.
· HR Employment Services will provide training, technical support, and consultation to managers in recruitment, advertisement and hiring practices.

· HR Classification & Compensation will provide training and technical support to managers in making career progression salary decisions.

· HR Classification & Compensation will govern a phased approach for granting salary decision authority to managers as follows:

· Upon implementation within each area, managers will make recommendations for salary decisions with final authority within the Classification & Compensation office.  All salary decisions will be reviewed by Classification & Compensation.
· As a manager consistently demonstrates accuracy with salary recommendations for all salary administration policy provisions, the Classification & Compensation office will grant salary decision authority to the manager.

· After granting authority for salary decisions, Classification & Compensation will review and audit biannually (mid year and end of year) approximately 20% (or a percentage based on the volume of annual activity) of the manager’s decisions.  Approval authority may be withdrawn at any time that problems are identified.
· The Human Resources Department (HR) will administer the following provisions regarding inappropriate career banding salary decisions or other career banding responsibilities by a manager:

· Employee Services will review manager’s work plans to ensure inclusion of responsibility to make appropriate salary decisions
· Classification & Compensation will notify appropriate authority relevant to work plan responsibility when inappropriate salary decisions are determined
· Incidental, infrequent, or inappropriate salary decisions will result in additional training and assistance provided to the manager through the Classification & Compensation office
· Employee Services and the appropriate Division office will ensure that the University’s performance management plan indicates that a manager’s failure to comply with expectations for career banding responsibilities may result in a lower performance rating
· Employee Services and the appropriate Division office will ensure that Divisions apply the University’s disciplinary policy requirement that warning or other disciplinary action will be applied with continued inappropriate salary decisions

· HR staff will conduct periodic self-assessments of the career banding program including, but not limited to the following:
· Tracking dispute resolutions resulting from career banding salary decisions

· Determining if the career banding concept has been communicated to employees in areas where career banding has been implemented
· Determining if pay factors have been applied properly and consistently in compliance with the plan

· Ensuring that performance management and grievance procedures are available to address concerns about equitable opportunities for development and advancement 
· Ensuring that East Carolina University does not engage in unlawful discrimination

· HR staff will report results of the career banding program self-assessments to the Office of State Personnel (OSP) at least annually, more often if required.  Detailed information will be released to OSP for monitoring purposes as requested.

Management Responsibilities

· Management will ensure that the career banding concept is communicated to all employees.

· Management will establish career-development plans and provide employee coaching with a goal of enhancing each employee’s contribution to the organization’s success at the highest level allowed by the business plan.
· Management will evaluate employees’ competencies upon entrance into any career banded position to determine competency level.  Thereafter, competencies will be evaluated in conjunction with the mid-year performance review and annual evaluation schedule.  The overall competency level of the employee cannot be higher than the overall level of the position.  When management feels there has been significant change in the position that affects the overall position classification and/or level, the manager should submit a request with a job description HR Classification & Compensation for the position to be reviewed and appropriately classified.
· Management will apply pay factors as listed below correctly and equitably in determining employee salaries.  Salaries will be determined in compliance with the State Personnel Career Banding Salary Administration Policy.  Pay factor evaluation will occur with each action as defined in policy:  New Hire, Promotion, Reassignment, Demotion, Reallocation, and Grade-Band Transfer.  
Pay Factors

Financial Resources – The amount of funding that a manager has available when making pay decisions.

· Agency business needs (budget)
Required Competencies – The functional competencies and associated levels that are required based on organizational business need and subsequently demonstrated on the job by the employee.

· Minimum qualifications for class

· Duties and responsibilities

· Knowledge, skills, and competencies

· Related education and experience

· Training, certification and licenses

Appropriate Market Rate – The market rate applicable to the functional competencies demonstrated by the employee.

· Market dynamics

· Journey market rate guidelines/market reference rate guidelines and related market information
Internal Pay Alignment – The consistent alignment of salaries among employees who demonstrate similar required competencies in the same banded class within a work unit or organization.

· Internal pay alignment (equity)
· Current salary and total compensation

Pay factor evaluation will also occur with the following situations to determine if a Career Progression Adjustment may be warranted:
· Attainment and demonstrated use of competencies or skills within the same class

· Acquisition of additional or different duties within the same class

· Retention of employee who has an outside job offer

· Recognition of low employee salaries in relation to average market rate or market reference rate

· Management will provide documentation for each salary decision (Using the Career Banding / Career Progression Salary Decision/Adjustment Worksheet), describing the relevance of pay factors for the decision.  A salary decision is a manager’s determination of the amount of pay an employee will be granted after applying the pay factors in any situation once delegated authority has been granted to the department.
Employee Responsibilities
· Employees, in conjunction with managers, will establish work plans that are relevant to the mission and goals of the East Carolina University.

· Employees will attend meetings, informal sessions, etc. that will provide explanation of the career banding program.

· Employees will provide feedback on the career banding program when requested.

· Employees assume the responsibility for following the dispute resolution process, which begins with direct notification to the immediate supervisor and then may proceed through the chain of supervision, if needed.

Dispute Resolution Process

The dispute resolution process allows employees with permanent status to have salary decisions reconsidered by a source beyond the initial decision-maker or evaluator.  Employees must follow the established HR procedures for disputing performance pay issues as indicated in the Mediation & Grievance Policy for SPA employees.  Any disputes resulting from career banding will be tracked and independently reviewed by Human Resources in accordance with the established process and time limits.  Salary decisions which are eligible for consideration in the dispute resolution process must be based on one of the following in conjunction with a promotion, reassignment, demotion, reallocation, or career progression adjustment as defined in policy as described below:
· Amount of salary adjustment is less than appropriate as determined through pay factors.

· No salary adjustment has been granted when application of pay factors would support an adjustment.

· Competencies have been inappropriately evaluated.

East Carolina University will establish and adhere to a plan for distribution of limited funding in regard to career banding salary decisions to ensure fairness.  Salary decisions that are restricted solely because of limited funding are eligible for dispute resolution consideration only if the plan is not followed.  
An employee must document the basis for salary reconsideration in writing to be submitted to Human Resources within 15 calendar days of the salary decision notification.  Resolution must be completed within 60 days after documentation is submitted.  All requests for salary reconsideration will be screened by a committee within Human Resources to determine eligibility prior to referral to one or more review sources listed below.  Individual situations may dictate the appropriate process.

Step 1:  Manager at a level higher than the initial decision-maker or evaluator

Step 2:  The Associate Vice Chancellor for Human Resources/Personnel Supervisor or other staff member of the HR department who is not involved with pay decisions in the initial process

Note:  Appeal Form for Career Banding Salary dispute can be located at:  http://www.ecu.edu/cs-admin/humanresources/customcf/Class_and_Comp/ClassAndCompPrimaryPageF4/CB_disputeformOSP8242009.doc
Employee Advisory Committee
An employee advisory committee, representative of the university through demographics, organizational level, and occupational areas will review implementation and operation of the career-banding program to ensure employees are being treated fairly in opportunities for career development and compensation levels.  Results of such review will be presented to the Chancellor and the Associate Vice Chancellor for Human Resources.[image: image1.png]
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