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1.
GENERAL 
            These guidelines set out the authority, process, and documentation required to hire an applicant above the base rate of pay for a salary grade.  They are derived from the Department of Budget and Management’s Salary Guidelines for the Standard Pay Plan.  The Standard Pay Plan includes several salary schedules.  Those used in DHMH are the Physician Salary Schedule, the Standard Salary Schedule and the Police Officer Schedule.  Each schedule clearly denotes “base,” “midpoint” and “third quartile” of the scale.  The objective of hiring above base is to enhance our ability to attract qualified applicants to State Service who will not accept a position at the base level of pay.  This recruitment tool is limited to use for initial appointments, i.e., employees who are new to State service.  It is not applicable to current State employees or reinstatements to State Service as other salary rules are applicable in those situations.  Hiring above base is only appropriate when there is “recruitment difficulty,” or when an applicant has “exceptional qualifications.”  Explanations of these terms and the documentation you will need to justify appointments above base salary are attached.  



Independent Personnel Officers* in DHMH have delegated authority to hire above base salary up to and including midpoint in the Standard Salary Schedule and Police Officer Schedule and up to and including step 4 in the Physician Salary Schedule.  

2.
BLANKET AUTHORIZATION


The term “Blanket Authorization” is used to denote approval to recruit at a set advanced step for all positions classified at the same level or within the same classification series based upon “recruitment difficulty” over a period of time.  This may be demonstrated by two or more appointments at the advanced step for which the blanket is requested in the recent past.  



Blanket authorizations are delegated to independent Personnel Officers up to and including midpoint in the Standard Salary Schedule and Police Officer Schedule and up to and including step 4 in the Physician Salary Schedule.    



The attached list of DHMH Blanket Salary Authorizations is effective for fiscal year 2007 based on documentation already approved by OHR.  As each independent Personnel Officer adds 
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classifications or increases authorized steps under delegated authority, the list must be revised to reflect those agency specific blanket authorizations.  Revised lists must be forwarded to the DHMH Chief of Recruitment and Selection at the beginning of each fiscal year.   

3.
SPECIAL PAYMENTS PAYROLL (SPP) CONTRACT EMPLOYEE CONVERSION


Hiring above base may be appropriate for SPP employees.  Should contractual conversion to a permanent position be requested at a later date for a SPP employee who was appointed above base, you will be asked to provide the documentation which supported hiring the SPP employee at an above base salary.   If not adequately documented, conversion into a permanent position at elevated steps may be denied.  

4.
APPROVAL AUTHORITY ABOVE MIDPOINT


The DHMH Director of Human Resources has authority to approve both Individual and Blanket requests to hire from midpoint in the Standard Salary Schedule and from Step 5 in the Physician Salary Schedule up to the maximum of the salary grade scale for positions in classifications listed on the attachment “DHMH – Health Occupation Classes – Delegated Authority.”  DBM Office of Personnel Services and Benefits has approval authority for both Individual and Blanket requests to hire above midpoint for all other skilled and professional service positions.  

5.
MANAGEMENT SERVICE, SPECIAL APPOINTMENT AUTHORIZATION


The DHMH Director of Human Resources has authority to approve requests from midpoint up to and including the maximum of the salary grade scale for positions in classifications listed on the “DHMH – Health Occupation Classes – Delegated Authority.”  For classes NOT on that list, DHMH OHR may approve up to the 3rd Quartile of the salary grade.  Salary negotiation factors and a reasonable recruitment effort must be demonstrated.  The DHMH Director of Human Resources may consider requests for exceptions.  The Secretary, DBM has authority to approve requests for appointment to Special Appointment or Management Service positions above the 3rd Quartile up to and including the maximum step.  

6.        AUDIT


All transactions to hire above base salary are subject to audit by the Department of Budget and Management.  The Secretary, DBM may rescind or correct any salary transaction not in compliance with DBM guidelines.  Personnel Officers are responsible for retaining documentation of authorizations to hire above base salary transactions for audit purposes.

“RECRUITMENT DIFFICULTY”




(Salary Guideline 6C)

Requests to hire above the base salary due to recruitment difficulty require documentation that a reasonable, not minimal, recruitment/advertising effort was conducted.   Documentation to show recruitment difficulty would include most or all of the following:  

· Ability to clear sufficient candidates (minimum of 25 when applicable) on the current eligible list at the requested salary level; 

· The inability to hire a qualified candidate at a lower salary level;

· Conducting multiple interviews (at least 3);

· Recent placement of one or more newspaper help wanted advertisements to enhance the eligible list.  

Circumstances must be documented to justify that a particular Step level is required by the applicant, and that the salary amount required relates reasonably to the applicant’s current or most recent salary level and/or any current, valid competing job offer.   See “Salary Negotiation.”   You must have documentation to show a reasonable recruitment effort, you must apply salary negotiation factors, and you must assess the impact of “salary equity adjustments” (see definition), which may be applicable when hiring above base for recruitment difficulty.

“EXCEPTIONAL QUALIFICATIONS”




(Salary Guideline 6D)
Requests to hire above base under this option require:

· Documentation that the candidate selected has exceptional qualifications exceeding those of the other candidates on the eligible list; and 

· The candidate selected will not accept the job at a lower step; 

OR

· When the candidate selected is the only interested eligible on the eligible list, the hiring manager has documented exceptional qualifications exceeding existing staff in the same classification and level within the program, facility, or local health department; and
· That the candidate selected will not accept the job at a lower step.   
Documentation of Exceptional Qualifications must be strong.  The selected applicant’s education, training, certification, and experience must be delineated, compared and contrasted with other applicants and/or existing staff on a chart or matrix (see attachment).  Emphasis regarding assessment and conclusions drawn must be focused on the job relatedness of credentials.  The question to be answered is: What makes this selected applicant exceptional for this job compared to others.  

No “salary equity adjustment” to existing staff is applicable when hiring above base due to an applicant’s exceptional qualifications; however, we strongly recommend that the impact on current employee morale be considered.    

“SALARY NEGOTIATION”

Hiring Managers who conduct job interviews and who make hiring decisions are responsible for negotiating a salary offer amount with a prospective employee.  Salary must be negotiated before any formal or informal offer is extended taking into consideration the following factors:

· Applicant’s current or most recent salary;

-     An applicant’s active, valid competing job offer, if any;

· A twelve (12) percent ceiling for an increase over present or most recent salary if needed to attract the applicant (for executive service positions, this ceiling is 14%);

· Potential impact to existing employees both in terms of the necessity of salary equity adjustments (described below) or morale issues; 

· The impact of elevated steps on the final salary of the newly hired if future non-competitive or other promotions are anticipated (i.e., this limits future salary growth; if promoted could exceed step level of experienced employees with longer service);

· The fundamental goal of determining and meeting a true minimum acceptable salary level as opposed to a desired salary level of an applicant.

After the above factors are reviewed, it is appropriate to engage the preferred candidate in a discussion regarding salary by indicating interest in the applicant, reviewing and affirming the applicant’s salary demand, asking what the applicant’s current salary range is and otherwise negotiating in order to arrive at a salary acceptable to both parties.  It is important not to commit a salary level until approved by the personnel officer.

In the salary negotiation process, the hiring manager must also take into account the impact of adjusting the salaries of existing employees as described below.     

“SALARY EQUITY ADJUSTMENTS” 

When hiring an individual as an initial appointment into State service at an above base step under the “Recruitment Difficulty” provision, appointing authorities may increase the step of current employees in that same classification within the unit, facility or geographic region to the level of the advanced step used for initial appointment.  This adjustment would be effective the date of the new hire.  It is the DHMH practice to adjust current employees who perform comparable job duties in comparable settings, but exceptions to this practice may be made by the OHR Director.

The Appointing Authority should consider the potential fiscal impact as well as employee morale factors in making a decision regarding the propriety and feasibility of such salary adjustment(s).  An assessment as to whether or not additional recruitment effort should be made to attract qualified applicants with lower salary requirements should also be made when faced with significant equity adjustment impact potential.

The Personnel Officer must consult with the Program Director/Facility Director or designee prior to approval of a hiring above base salary action when an equity adjustment of one or more incumbents is an issue.

* Independent Personnel Officers are defined as those professional personnel officers located within appointing authorities who have possession of and approval authority for 310 processing.






