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	PAW Originator

     
	Phone

     
	Email

     
	Today’s Date
     


Section 1: General and Hiring Information (press F1 on some of the fields for additional instructions)
	Department Name

     
	Department/Org. Code

     
	Position #

     

	Employee Name:  FIRST  

                               
	MIDDLE INITIAL                                                                                                                                                                 
	LAST

     
	Empl ID #

     

	Position Role Title
     
	Pay Band
     
	Working Title

     
	Current Salary
     
	*Requested Salary
     
	% of increase
     

	FOR HIRING PURPOSES ONLY

 FORMCHECKBOX 
 If requested salary is at the minimum of the Pay Band check here and continue to Section 4 for signatures.

	FOR HIRING PURPOSES ONLY

*If requested salary is above the minimum of the Pay Band check all that apply and provide any additional justification. Once this box is completed, continue to Section 4 for signatures.
 FORMCHECKBOX 
 The candidate’s education and experience significantly exceeds the minimum qualifications of the job.

 FORMCHECKBOX 
 The market demands a higher salary than the minimum of the Pay Band for a suitable, qualified candidate.

 FORMCHECKBOX 
 The candidate’s credentials are similar to other internal employees and should be paid similarly to avoid inequity.

Please provide further justification for hiring this candidate above the minimum of the Pay Band.

     



Section 2: IBA’s, Role Changes & Competitive Salary Offers (press F1 on some of the fields for additional instructions)
	 FORMCHECKBOX 
  In-Band Adjustment 

       (Change to Base Pay)

	Mark one and provide detailed explanation in Section 3, numbers 1-7.
   FORMCHECKBOX 
 Change of Duties: Use if: There was a significant adjustment or modification in the primary and essential functions performed by the employee. Or, duties have become more complex but do not warrant a Role Change. (Requires a revised EWP for base adjustment (For Classified Staff- please update the EWP and fill out the Pay Action Worksheet Tab in PositionLink).
   FORMCHECKBOX 
  Internal Salary Alignment: Use if: The 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, and Competencies:  Use if: The employee’s relevant work experience, and newly acquired education, knowledge and skills supports action. 

   FORMCHECKBOX 
 Retention:  Use if: 1. The position and employee are critical to the mission of the unit. 2. There are few applicants for this highly skilled job. 3. The 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) 
	Role Change: Mark one and provide detailed explanation in Section 3, numbers 1-7.
 For Classified Staff- Also please update the EWP in PositionLink and attach department organizational chart. 
         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
	Answer all questions below and provide HR with a copy of the written offer received by the employee on the offering company’s or agency’s letterhead.
1. Describe the criticality of retaining this employee and the impact on the agency’s operations should the employee leave.      
2. Indicate the level of difficulty it would be to replace the employee’s knowledge, skills, abilities and competencies and why?   FORMCHECKBOX 
Very Difficult      FORMCHECKBOX 
Average Difficulty      FORMCHECKBOX 
 Somewhat Difficult   
        Why?      



           
Section 3: Pay Factors- Please provide the following information by checking all that apply and answer each question in numbers 1-7 below.
1. Performance:
 FORMCHECKBOX 
 Employee’s performance is at the contributor level or higher in all core responsibilities of their EWP.

 FORMCHECKBOX 
 Employee has received a Below Contributor on one or more core responsibilities on their EWP.
 FORMCHECKBOX 
 Employee has not received a Written Notice, Improvement Needed Form or a Counseling Memo in the current performance year. 
What significant work accomplishments, outcomes or behavioral interactions influence this pay action?

     
2. Duties and Responsibilities:
This pay action is needed because:

 FORMCHECKBOX 
 The employee has unexpectedly taken on additional duties on a  FORMCHECKBOX 
 permanent  FORMCHECKBOX 
 temporary basis.
 FORMCHECKBOX 
 The increase in duties and responsibilities are a direct result of new initiatives that the department has added to its services.  
 FORMCHECKBOX 
 The employee is now responsible for the supervision and evaluation of other full-time staff. 
 FORMCHECKBOX 
 The primary and essential work functions of the job have not changed but there is an increase/decrease in work load. 
 FORMCHECKBOX 
 The employee’s duties and responsibilities have decreased. 
Please provide further explanation of the changes and a list of added or reduced duties.
     
3. KSA’s, Training, Certification & Licensure:
 FORMCHECKBOX 
 The employee recently obtained a certification directly related to his/her job.

Certification Obtained:        
 FORMCHECKBOX 
 The employee recently obtained a license directly related to his/her job.

License Obtained:        
 FORMCHECKBOX 
 The employee recently obtained educational credentials from a recognized academic degree program.

Degree Received:        
 FORMCHECKBOX 
 The employee’s knowledge, skills and abilities have increased significantly in the following way:        
4. Market Availability:
 FORMCHECKBOX 
 This position is a relatively difficult position to recruit for because of the specialized field it represents.  
 FORMCHECKBOX 
 This position is difficult to recruit for due to the lack of suitable, qualified candidates because of high market demand.  
 FORMCHECKBOX 
 This position is a relatively difficult position to recruit for because of the specific knowledge the incumbent has obtained.  
Please provide further explanation of the recruiting difficulties of this position.

     
5. Salary Reference Data:
The amount for the salary change I’m requesting came from the following source(s):

 FORMCHECKBOX 
 Salary comparisons in my department      
 FORMCHECKBOX 
 Self research from an industry-specific professional organization (Organization’s Name:      )   
 FORMCHECKBOX 
 Similar JMU positions      
 FORMCHECKBOX 
 Similar positions from another institution (Institution’s Name:      )      
 FORMCHECKBOX 
 JMU HR salary study     

Please provide further information regarding data used to determine salary request.

     
6. Budget Implications:
 FORMCHECKBOX 
 This pay decision will have no negative budgetary implications for my department, that I’m aware of, in the short term or long term period.  
Describe what implications, short or long term, this pay action may have on the department budget.

     
(Note: IBA’s and salary increases for Role Changes are funded through the central funding pool for IBA’s. Grant and Wage IBA’s are funded through department funds)
7. Long Term Impact:

 FORMCHECKBOX 
 IBA for this position will not cause additional salary inequities within the department.  
 FORMCHECKBOX 
 IBA for this position may cause salary inequities within the department.  Further analysis may be needed.
 FORMCHECKBOX 
 This pay action will correct an existing salary inequity within the department.  
Please provide further explanation of the financial effect this may have on anticipated future salary costs, staffing changes, salary alignment among employees, and career growth changes:
     
Section 4: Signatures

	Supervisor


	Date

	Reviewer


	Date

	Senior VP (required if hired above 15% of current salary) FOR HIRING PURPOSES ONLY


	Date


Pay Action Worksheet (PAW)


For Starting Salaries, IBA’s and Role Changes for


Classified and Wage Employees


(To be completed by employee’s supervisor or reviewer only)








