Group C Assignment Pay Guidelines


Group C Assignment Pay is a premium pay that is added to the base salary to support the recruitment and/or retention of like positions at a specific work location (WAC 357-28-100 (1) (b)). 
Group C Assignment Pay Criteria

· Agency must provide documentation and data as required for recruitment and/or retention issues.

· State Human Resources (State HR) must approve the use of assignment pay for each affected position prior to the employer implementing this premium.

· This is a limited premium and used only as long as the circumstances it is based on are in effect. 

· Group C Assignment Pay applies to both represented and non-represented employees. 

· Represented position pay is subject to bargaining and the State HR Assistant Director notifies employee organizations prior to final authorization.  

· Employers able to absorb the costs of the premium can submit requests at any time. 

· If the employer is not able to absorb the costs, a proposal may be submitted through the biennial Collective Bargaining/Budget Cycle process consistent with the requirements for that process.

Authorization process for proposals where the costs can be absorbed:

	Who
	What
	Time Frame

	Requesting Employer’s HR  Representative 
	1) Contact assigned State HR Classification/Compensation Consultant to discuss issues that need to be addressed and approach.

2) Submit approved Group C Assignment Pay Request form to the State HR Classification and Compensation inbox. 
	As needed

	Assigned State HR Class & Comp Consultant

	3) Review request for compliance with Request Procedures.
4) Consult with employer for further information if needed.
5) Consult with State HR Labor Relations (LR) if represented positions.
6) Completes written analysis.
7) Shares/discusses analysis, including recommendation (support/non-support) with State HR Class & Comp Manager(s). 
8) Share recommendation with requesting employer’s HR Representative.
9) Initiates FIS (for supported requests only). See FIS Standard of Work.

If FIS is approved by OFM Budget:
10) Inform other affected agencies/institutions by email, if any, of the request. (affected agencies have 5 days to respond)

11) Provide recommendation of support/non-support to State HR Assistant Director.
	20 days


(Continued)

	Who
	What
	Time Frame

	Assigned State HR Class & Comp Consultant
	12) If represented positions, communicate recommendation to appropriate Labor Relations Negotiator

*Refer to Group C Standard of Work_SHR Analysis
	

	Assigned State HR Labor Relations Negotiator

	13) Review analysis and send electronic notification to unions

14) Union has opportunity to request bargaining over salary – 21 days
*Refer to Group C Standard of Work_LR Analysis
	As needed

	State HR Assistant Director
	15) Final decision letter is issued once bargaining is complete or sooner if union chooses not to bargain
	10 working days


Request Procedures
The following information must be provided as part of a Group C Assignment Pay request:

All Requests:
1. Explain what you want to do and why. Clearly state the problem you are trying to resolve.

2. Provide a brief overview of the program. Describe the work performed by these positions.

3. Explain the adverse impact on your agency programs or services if the problem is not resolved.

4. Explain how you reached the conclusion that salary is the primary reason you are not able to recruit or retain employees in these positions
5. Describe efforts made to mitigate the problem other than requesting a salary adjustment. Explain why this proposal is the most effective solution.

6. Include the class title and a list of the affected position numbers. Specify whether these positions are represented or non-represented. If represented, specify the employee organization.

7. In order to support a salary increase, you must be able to provide documented recruitment and/or retention difficulties.

Recruitment Problems:
1. State the numbers of current funded vacancies at the specific location(s) of which you are actively recruiting for. Specify how long these positions have been vacant. State how long it takes to fill a vacancy once recruitment has been initiated.

2. State the number of applicants currently available for this class and location.

3. State the number and length of recruitments conducted for these positions at this location.

4. Specify the results of each of these recruitment efforts (number of applicants received, number accepted, and number available for referral).

5. Explain the scope of advertising efforts. Describe the type and extent of outreach efforts made to recruit candidates. Describe other efforts made to build a recruitment base such as development of in-house training programs.  Have you used Department of Enterprise Services (DES) recruitment services in order to improve recruitment efforts? If not, why not?

6. Specify the number of candidates interviewed for each position. Specify the number of offers extended and declined. Explain why the offer was declined. If no offers were made, explain why not.

7. If recruitment is not taking place, explain why not.

8. Identify any market changes or impacting recruitment of these positions.
Retention Problems:
1. Provide the most recent data for the last two years; turnover percentages are calculated over a 12-month period (please specify if you used calendar year data or fiscal year data).  Do not include:  retirement, death, disability separation, non-permanent appointments, movement between levels of in-training positions, layoffs, and promotions within the same series, same agency.  
The general government turnover threshold is 10 percent. Turnover approximating this rate is considered normal and will not generally support a salary increase. In some cases, higher turnover rates for classes such as clerical or entry-level classes where movement is historically higher, may also be considered normal.
State HR has developed standard data resources for your use:

· The BI Classification Turnover Query captures employees leaving state service [ZZPA_M03_QCLTO] and contains all the appropriate coding exclusions. To get the turnover percentage use the following formula:  Average # employees  /Total turnover actions = % of turnover

· The HRMS Movement/Turnover Report captures internal movement in addition to resignations from state service [ZHR_RPTPYU26RPTRYU26].  

2. Provide documentation explaining why employees are leaving.  If applicable, include: 
· Specific information captured by exit interviews.  
· Where are they going and why?  
· Is there a trend?  

· If employees are leaving for similar positions elsewhere, provide salary information if available.  
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