pennsylvania

OFFICE OF ADMINISTRATION
HUMAN RESOURCES AND MANAGEMENT

: , MEMO

TO: ALL HUMAN RESOURCE DIRECTORS OF ALL '
DEPARTMENTS, INDEPENDENT ADMINISTRATIVE
BOARDS AND COMMISSIONS AND OTHER STATE
AGENCIES UNDER THE GOVERNOR'S JURISDICTION

[ n—
FROM: © James .HoncFlar, SPHR

Deputy Secretary Human Resources and Management
DATE: June 19, 2009

RE: Standard to Management Pay Schedule Rules

Effective July 1, 2009, employees in management and nonrepresented bargaining units will
be migrated from the July 1, 2008, Standard Pay Schedule to the July 1, 2009, Management
Pay Schedule. Union-covered employees will remain on the Standard Pay Schedule. These
schedules are dissimilar and no longer have integrated pay rates, so the cross-schedule
calculations found in Sections 5.31(b) and 5.32(b) of the Personnel Rules apply. Since
many agencies are unfamiliar with the utilization of these cross-schedule calculations, we
have provided alternative methods below, which are less cumbersome yet provide the same
placement results. Copies of the new pay schedules are attached for your reference.

Promotions

For promotions between the Standard Pay Schedule and the Management Pay Schedule,
subtract 1 from the employee’s current pay scale level (PSL) designation and place the
employee at that pay scale level designation in the management pay scale group. This rule
applies to one pay scale group (PSG) promotions, for example from ST06 to MAQ7.

Example: Employee assigned to ST06, PSL 4 being promoted to job in MAQ7.
Subtract 1 from the employee’s step number (4-1=3) and place the employee at
MAOQ7, PSL 3.

For promotions greater than one PSG, follow the rule above for the first PSG, then apply the
four step increase per PSG provided in Section 5.31(a)(2) of the Personnel Rules for each
subsequent PSG.

Example: Employee assigned to STO7, PSL 8 being promoted to job in MAO9.
Subtract 1 from the employee’s step number (8-1=7) and place the employee at
MAOS8, PSL 7. Then apply a four step increase and place the employee at MAO9, PSL
5. .

When utilizing the promotion rule above, the result of the rule is the maximum pay rate at
which the employee can be placed. Agencies have the discretion to assign a lower PSL.

Demotions

For demotions between the Management Pay Schedule and the Standard Pay Schedule, add
1 to the employee’s current pay scale level designation and place the employee at that pay
scale level designation in the standard pay scale group. This rule applies to one pay scale
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group demotions, for example from MA0S8 to STO7.

Example: Employee assigned to MAO8, PSL 12 being demoted to job in STO7. Add 1
to employee’s step number (12+1=13) and place the employee at ST07, PSL 13.

For demotions greater than one PSG, follow the rule above for the first PSG, then apply the
four step decrease per PSG provided in Section 5.32(a) of the Personnel Rules for each
subsequent PSG.

Exampl‘e: Employee assigned to MAQ7, PSL 10 being demoted to job in ST05. Add 1
to employee’s step number (10+1=11) and place the employee at ST06, PSL 11.
Then apply a four step decrease and place the employee at STO5, PSL 13.

Transfers from ST to MA (or MA to ST)

This rule is for employees who, in those rare instances, transfer from a union job to a
management job (or vice versa) with the same pay scale group designation, for example
ST06 to MAO6. The employee would be “zero-stepped” at their current hourly rate and
placed in the new pay scale group at PSL 00.

Example: Employee assigned to ST06, PSL 8, $22.08/hr being laterally transferred
to job in MAQO6. The employee would be placed at MAO6, PSL 00, $22.08/hr.

The employee would remain zero-stepped at that rate of pay until the next scheduled pay
increase occurs, either general pay increase or longevity increment. At that time, the
employee would be placed onto an actual Pay Scale Level on the schedule. The employee
would also receive a lump sum cash payment if the step placement would not provide the
full amount of the general pay increase or longevity increment. Please contact the Salary
" and Time Administration Division for instructions regarding step placement and cash
payment calculation. :

It should be noted that these transfer actions must be processed as either a promotion
action (MA to ST) or demotion action (ST to MA). The SAP system was configured to
compare the minimum hourly rates of the two classifications and treat the action as a
promotion if the minimum rate of the new class is higher, or as a demotion if the minimum
rate of the new class is lower.

Pay Equity Adjustments
You should ensure that the application of the above rules and methods do not create

inequitable salary relationships between or among employees. However, in certain
situations, that is unavoidable. In those cases where you feel that a salary adjustment is
warranted to correct an inequitable salary relationship, please submit a written request to
my office.

If you have any questions regarding this memorandum, plea'se contact the Salary and Time
Administration Division at 783-8141.

Attachments

cc: Secretary Naomi Wyatt, OA
Jay Gasdaska, OA
Ralph Perez-Bravo, OA
David Kessler, BCPO
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