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	Pay Action Worksheet (PAW)
For Salary Adjustment and/or Role Change for 
Classified and Wage Employees
(to be completed by employee’s supervisor or reviewer)

	
	


Section 1
	Department Name

     
	Department/Org. Code

     
	Position #

     

	Effective Date

     
	Employee Name:  FIRST  
                                                                                              
	MIDDLE INITIAL                                                                                                                                                                 
	LAST
     
	Empl ID #

     

	Current Role Title
	Current

Pay Band
	Current Working Title
	Current Salary
	Requested salary 
	% of increase 

	     
	     
	     
	$     
	$     
	     %


Section 2: (Select one checkbox below)
	
	Pay Action for New Hires or Transfers:

	 FORMCHECKBOX 
 Hire/Transfer

       (At minimum)
 FORMCHECKBOX 
 Hire/Transfer

      (Above minimum)


	· In cases where the requested salary in Section 1 represents the minimum of the particular Pay Band, it is not necessary to complete the ‘Pay Factor Questions’ in Section 3 of this form.
· In cases where the requested salary in section one is above the minimum of the Pay Band, please fill in the appropriate justification(s) in Section 3 below.


	
	

	
	Primary Reason for Pay Action Request (all others):

	 FORMCHECKBOX 
  In-Band Adjustment 

       (Change to Base Pay)

	Mark only ONE and provide detailed explanation in Section 3 below
  FORMCHECKBOX 
 Change Of Duties: An adjustment or modification in the primary and essential functions performed by the employee. Duties have become more complex but do not warrant a Role Change.  For Classified Staff- Please update the EWP in PositionLink)

   FORMCHECKBOX 
 Internal Salary Alignment: Employee’s salary is out of alignment compared to others doing similar 
        work and with similar qualifications, knowledge and skills. 

   FORMCHECKBOX 
 New Knowledge, Skills, Abilities, Certifications:  Employee’s relevant work experience, and

       acquired education, knowledge and skills supports action. 

   FORMCHECKBOX 
 Retention:  
· Position and employee are critical to the mission of the unit.
· There are few applicants for this highly skilled job. 
· Department has experienced considerable turnover in this job and/or have had difficulty attracting         qualified applicants because of the particular occupation and competitive labor market.

	 FORMCHECKBOX 
 Role Change

(Indicates significant change in duties) 


	Type of role change (mark one) 

Note: Attach revised EWP, department organizational chart, and provide detailed explanation in Section 3 below. For Classified Staff- Please update the EWP in PositionLink)

         FORMCHECKBOX 
  Upward- The position changes to a different role in a higher pay band.     

         FORMCHECKBOX 
  Downward- The position changes to a different role in a lower pay band.    

         FORMCHECKBOX 
  Lateral- The position changes to a different role in the same pay band.


	
	 Requested Role Title:          
	Requested Pay Band:       

	 FORMCHECKBOX 
 Competitive 
       Salary Offer
	Please fill out the ‘Competitive Salary Offer Information in Section 4 of this form and provide HR with a copy of the written offer received by the employee on the offering company or agency letterhead.


Section 3
	Justification for Pay Action Request

	1. Provide detailed explanation to justify changes to the request marked above: 

     
2. Pay Factors: Please provide the following information for all pay factors that apply to this request:

· Performance (What significant work accomplishments, outcomes, or behavioral interactions influence this pay action? How does the employee perform in current assignments and/or roles?) Note: Employee’s performance must at the contributor level or higher in all job elements/core responsibilities of the EWP.
     
· Organizational Unit Business Need (Why is this pay action needed?  Describe how the primary responsibility of the position contributes to the overall success of the organization.)
     
· Market Availability (Describe the current recruiting difficulties? Please explain how the requested action will affect others in the unit.)

     
· Budget Implications (Describe the short and long-term fiscal/financial consequences related to this pay action). 

     
· Salary Reference Data (Identify data used and source of data used to justify this pay action).
     
· Long-term Impact (Identify the long-term impact for taking action or the consequences for not taking action.    Describe the strategic and financial effect of anticipated future salary costs, staffing changes, salary alignment among employees, career growth and salary reference data changes).
     



Section 4
	Competitive Salary Offer Information

	Provide HR with a copy of the written offer received by the employee on the offering company/agency letterhead and please provide the following information. 

· Describe the criticality of retaining this employee and the impact on the agency’s operations should the employee leave.

     
· How difficult would it be to replace the employee’s knowledge, skills, abilities and competencies?

     



Section 5: Signatures
	Supervisor:
     
	E-mail

     
	Date:
     

	Department Head:
     
	E-mail

     
	Date:
     

	Other:
     
	E-mail

      
	Date:
     


