
Central Piedmont Community College

Guidelines for the

Classification and Compensation Program for Classified Staff, Non-Instructional Faculty, Professional and Administrative Employees

I.
Introduction and General Philosophy

A. 
The Central Piedmont Community College classification and compensation program is applicable to exempt and non-exempt staff and non-instructional faculty employees and shall be effective on September 30, 1997. The program provides for salaries that will attract and retain qualified individuals. The goal is to provide salaries on the basis of internal equity, external competitiveness, and meritorious performance.


B.
The program establishes the following:



1.
A salary range for each position which will result in equitable treatment of employees within the College and assist in attracting and retaining qualified personnel.


2.
An appropriate classification system of classified, non-instructional faculty, professional, and administrative positions within the College.



3.
Support for institutional effectiveness through employee performance development programs and other activities designed to develop a better use of human resources.


C.
The program is based on the following:


1.
A position analysis questionnaire for each position, which is completed by the employee, approved by supervisory administrators, and then translated into a standard description by the Department of Human Resources.

2.
An analysis of the position and assignment to pay grade with respective salary ranges in accord with a series of factors which collectively measure the level of skill, effort, responsibility and working conditions within each job.



3.
The establishment of salary grades for positions and pay ranges for all grades.

4. The establishment of guidelines and procedures relating to salaries and other personnel changes.



5.
The establishment of a process whereby those in positions covered by this program may request review of their position assignment.



6.
The implementation of an employee performance development program.



7.
Defined administrative responsibilities for implementing the salary plan. 

II.
Salary Plan Administration


A.
To provide the opportunity for proper objectivity, coordination and control of classification and salary matters, the Department of Human Resources will have the responsibility for direction and administration of the compensation and classification program and will:



1
Be responsible for the administration of the plan.



2.
Evaluate positions for inclusion in the plan.



3.
Maintain the master set of position descriptions.



4.
Provide each employee with the job description covering characteristic duties, responsibilities and requirements.


B.
The respective vice presidents, deans and managers have ongoing responsibility for making appropriate recommendations within the parameters of the guidelines. All administrative personnel have responsibility for being fully educated about the program. 


C.
The President has final authority for all salary administration policies including distribution of salary adjustments and salary administration changes.


D.
Any procedural revisions or significant amendments to the salary schedule will require approval of the Board of Trustees.

III.
Annual Salary Schedule Review


A.
Each year the Vice President for Finance and Administrative Services will recommend to the Cabinet whether or not to revise the salary schedule. Factors influencing revisions include, but are not limited to, recruitment and retention, market conditions, and the College's financial resources.


B.
As part of the development of the pay schedule, data on market practice will be provided to the Vice Presidents and the President. Range adjustments are normally effective on July 1, to coincide with the beginning of the College's fiscal year.

IV.
Annual Salary Determination

The Board of Trustees is responsible for approving the annual operating budget, including salary increase monies.  The President, after consultation with the Vice Presidents, shall recommend an annual salary budget based on funds appropriated by State and county, annual salary schedule review, and approved petitions for reclassification. 

V.
Entry Salary Determination 


A.
New appointments to the College shall be hired in accordance with the Policies and Procedures Manual (PPM), Section 4.02, Employment of Full-time Personnel.  Only the appointing authority may make an offer of employment.


B.
Ordinarily, appointments will be made at the beginning salary for the range. However, on occasion, appointments up to the 25th percentile may be approved by the unit vice president with appropriate justification and documentation.  Appropriate justification for higher entry salaries must include: qualifications of the candidate, identified market considerations, and salary comparisons relative to other employees within the job title who possess similar qualifications.  All justifications for higher entry salaries will be included in the employee's personnel folder.


C.
Salary recommendations above the 25th percentile must be approved by the President in consultation with the Vice President for Finance and Administrative Services.  Justification and documentation for a starting salary above the first quartile must be provided by the hiring administrator and included in the employee's personnel folder.


D.
If the starting salary for a position is not competitive enough to obtain a qualified individual, the position may meet the criteria as a market exception.  (See Section XIV.)

VI.
Initial Salary Adjustments after Employment

Salary increases after employment are dependent upon the availability of state funds and the regulations regarding the use of such funds, upon the availability of county salary supplement funds, upon productivity factors and performance, upon degrees earned after employment, and upon provisions of the CPCC classification/compensation plan.  
Employees hired after September 30, 1997, will not receive a salary increase following completion of the six-month probationary period.  Effective July 1, 1999, Employees who received “Unsatisfactory” on their most recent Performance Development Plan will be deemed ineligible for annual salary increases unless legislatively mandated otherwise.
VII.
Promotion

Current full time employees may be promoted into positions in higher salary grades in accordance with PPM, Section 4.02, III, Employment Procedures.  The salary of an employee promoted to a new position in a higher grade will be adjusted, to at least the minimum of the pay grade of the new position.  Based upon market data for the position and the knowledge, skills, and abilities of the employee, further salary adjustments may be recommended by the hiring manager in consultation with Human Resources using an entry level salary exception form. 
VIII.
Demotion

When an incumbent moves, either voluntarily or because of a performance related reason, from a higher graded position to one assigned to a lower pay grade, the salary will be decreased ten percent subject to the range minimum and maximum of the new grade.

IX.
Transfer

When an employee makes a lateral move from one position to another within the same pay grade, the employee’s salary will remain the same.

X.
Position Upgrade

A. When a position is advanced to a higher pay grade as a result of a significant expansion in the position's existing duties and responsibilities, the incumbent's salary shall be adjusted to at least the minimum of the higher pay grade.  Based upon market data for the position and the knowledge, skills, and abilities of the incumbent, further salary adjustments may be recommended by the incumbent’s supervisor in consultation with Human Resources using the entry level salary exception form. Salary adjustments may not exceed the maximum for the pay grade.

B. When the changes in duties and responsibilities for a position as submitted in a Position Analysis Questionnaire do not result in the reassignment of the position to a higher pay grade, the incumbent’s supervisor may consult with Human Resources to review market data for the position as well as the knowledge skills and abilities of the incumbent and recommend a salary adjustment using the entry level salary exception form.  Salary adjustments may not exceed the maximum for the pay grade.

XI.
Position Downgrade

In instances when a position is reassigned to a lower pay grade as a result of a change in organizational structure, or when a reduction in duties is both involuntary and non-performance related, the incumbent's salary will not change.  

XII.
Acting Status

When an employee is temporarily reassigned to a job class that is different from the regular assignment, or when the employee is assigned a significant increase in duties and responsibilities above the employee’s job class, the employee’s salary will be increased up to ten percent for the duration of the reassignment.  All employees reassigned to acting status must meet the minimum requirements for the new position prior to the reassignment.  The duration for acting status shall not exceed 12 continuous months without the written approval of the President.  

XIII.
Pay Below Minimum


No full-time employee shall be paid less than the minimum of a pay range or less than the minimum salary established by The State Board of Community Colleges.
XIV.
Market Exceptions

When unusual market conditions exist, the pay range of a position may be moved temporarily upward.  The situation must be justified by business necessity and documented.  Documentation would include evidence that the College is failing to recruit or retain employees in the particular position and a survey of market conditions. The temporary exception is for a specific job title, not for all jobs in the pay grade.  Such exceptions must be approved by the President.

XV.
Educational Advancement

A full-time employee will receive a salary increase, pending budget availability, after employment upon completion of an approved, job-related program of study, culminating in the attainment of an advanced degree from an accredited institution.*To qualify for an increase, the employee must obtain certification from the supervising administrators that the program is job‑related, either prior to beginning the program of study or at the time of employment if the program of study is in progress at that time.  A copy of the certification must be filed in the employee's personnel record. If a salary increase for educational advancement is suspended due to budget constraints, it may be given at a later time.
1.
The monthly salary of an employee covered by these guidelines will be increased by 5% upon the attainment of an earned, job-related degree (at a higher level than current education status) from an accredited institution. The monthly salary of an employee currently being paid at the master’s degree level will be increased by 2.5% upon completion of thirty hours beyond the master’s degree of job-related  graduate credits from an accredited institution.

2.
The monthly salary of an employee covered by these guidelines currently being paid at the master’s degree plus thirty hours level will be increased by 2.5% upon attainment of an earned, job-related doctoral degree from an accredited institution.

3.
Approved salary adjustments based on educational advancement will become effective on the following pay period after Human Resources receive official documentation.  In order that salary adjustments can be budgeted, it is the responsibility of the employee to inform the supervising administrators in writing at least three months prior to the anticipated completion date.  It is also the responsibility of the employee to ensure that the appropriate credentials have been submitted to Human Resources. 

*Accredited by an accrediting body recognized by the Council for Higher Education Accreditation (CHEA).
XVI.
Changes In an Existing Position or the Establishment of a New Position

When position responsibilities change significantly, a position review should be conducted.  Requests for review should be submitted through supervisory channels to the Department of Human Resources.  New positions not previously included in the Classification and Compensation Plan shall be evaluated in accordance with PPM, Section 4.02. III., Employment Procedure.

XVII.
Externally Funded Positions

Externally funded positions under the purview of this program must adhere to the same guidelines and procedures as other positions at the College.

XVIII.
Application of the Fair Labor Standards Act (FLSA)

The Department of Human Resources has the responsibility to carry out the provisions of the Fair Labor Standards Act and other applicable federal and state laws in determining the exempt and nonexempt status of CPCC employees. If an employee, or the Wage-Hour Division of the U.S. Department of Labor, challenges a status ruling, the College must be able to provide adequate proof of its decision.  Marginal or doubtful cases are usually ruled as non-exempt to minimize misapplications of the law. 

XIX.
Accelerated Advancement

A full-time employee who has been employed for at least one year in his/her current position and has demonstrated performance that is consistently above position expectations may have his/her base salary increased by a maximum of 5 percent. An accelerated advancement cannot increase an employee’s base pay above the maximum of the employee’s pay grade.
In order to award an accelerated advancement to an employee, the supervisor must provide appropriate justification and obtain the approvals up to and including the President on a form prescribed by Human Resources.  Accelerated advancements may be awarded once during any 12 consecutive months. This award cannot be combined with a Lump Sum Meritorious Award. An employee who received a disciplinary action during the current PDP period is not eligible for this award.
XX. Lump Sum Meritorious Award


A lump sum meritorious award may be awarded to a full-time employee who has demonstrated exceptional skills and abilities in the performance of assigned duties and responsibilities that are above the position expectations. The individual must have been a full-time employee on payroll as of June 30th of the previous year. Lump sum awards may be awarded once during any 12 consecutive months. The amount of the award varies depending on the availability of funds.  A lump sum meritorious award cannot be added to an employee’s base salary and is not considered when calculating general salary increases.  The College will determine a budget for lump sum meritorious awards, along with eligibility for the awards, on an annual basis. 
In order to recommend a lump sum meritorious award, a supervisor must provide appropriate justification and obtain the approvals up to and including the President on a form prescribed by Human Resources. This award cannot be combined with an Accelerated Advancement Meritorious Award. An employee who received a disciplinary action during the current PDP period is not eligible for this award.
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