Bryant University 

 Pay Policies – November, 2003


Compensation Philosophy

The Bryant University compensation philosophy is to:

· Manage pay through a simple, clear program that is consistent with the University’s strategic and organizational objectives, and that enables the University to:

· Recruit, retain and reward staff,

· Provide competitive pay opportunities, 

· Provide fair, consistent pay administration across all divisions at the University, and

· Reward staff for skill development and high performance.

· Provide managers with sufficient guidelines to make consistent, appropriate pay decisions while also providing flexibility to meet the business and staffing needs of their areas.

· Provide the Bryant University community with clear, accurate information about the compensation program and how pay is managed.

How we define our market

The University is a complex organization with a wide variety of jobs, so we compete in a wide variety of markets.  Our intention is to benchmark jobs to the market that best reflects our recruiting practices.  For example, the market for support positions and some administrative positions is local Providence-area employers, regardless of industry.  The market for most higher education-specific jobs would be institutions with similar geographic, enrollment size, and/or operating budgets. 

The Human Resources department participates in a number of carefully selected salary surveys to ensure that the University has access to current and quality data.  These surveys are conducted on an annual basis by reputable survey firms who use proven methods for collecting, analyzing, and presenting data.  Human Resources continually reassesses data sources to ensure that they continue to meet the University’s needs and that the quality/credibility remain high.

Pay-for-Performance 

Bryant is committed to paying for performance, and our compensation and performance management programs have been designed in support of this principle.  

The performance management program clarifies performance criteria and individual expectations, and provides an opportunity for objective review and feedback.  The annual performance appraisal process is integrated with the compensation program to provide performance-based merit increases.
Program Overview

The overall design of the staff compensation program is simple; job content and role determine the pay band, and the specific responsibilities and scope, combined with the skills, knowledge, experience and performance of the job holder determine his/her pay level within the band.
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Market-Based Pay Band Structure

The Pay Band Structure consists of 6 broadbands for all non-union staff below the Executive level.  The program is market-based, which means that:

· Pay bands are based on a detailed analysis of market pay levels for Bryant’s jobs, and

· Jobs are assigned to pay bands based on their market values as well as their role at Bryant.

Since the program is market-based, it is essential that we collect accurate, current and valid data.  The data that was used to develop the pay bands was collected from salary surveys conducted annually by reputable survey companies and from the College and University Professional Association for Human Resources.  Human Resources updates the pay bands regularly using these data sources.

Generally, HR will not use data from other sources unless the methodology and approach can be validated.  This means that data from magazines, the Internet, and most other widely distributed media will not be considered by HR in determining a job’s pay band or an individual’s pay level.  

The bands are defined on the following pages.  Your manager will provide you with more detailed information about the pay band to which your job is assigned.

Band Definitions

	Strategic Business Influence
	Authority & Accountability
	Problem Solving & Decision Making
	Skills, Knowledge & Experience

	Administrative Leadership/Senior Management

	· Understands the University’s strategic plan and the many complex interrelationships between divisions and with external constituencies that impact the University.

· Leads in developing innovative strategies and operational plans that affect own functional area(s), and may have an important impact on the University as a whole.


	· Has authority for leading a major functional area(s) or critical initiative at Bryant University.

· Is accountable to the Vice President, the President and the Board for developing and implementing strategic and operational plans for own functional area(s).

· Directs the daily management of the functional area(s) operations and human resources; designs, develops and implements appropriate organizational structure; ensures appropriate staffing and performance levels are achieved and sustained.

. 
	· Problems encountered are complex and significant in scope requiring in-depth and cross-functional analysis to fully understand the issue and implications and to resolve it appropriately.  

· Specific precedents for analyzing and resolving problems may not exist, requiring analysis to be done within broad framework of University’s strategy and general practices. Solutions may require input and collaboration with multiple constituencies, and may have wide-reaching consequences.

· Decisions may impact entire division and the University and are frequently of a strategic nature.  Decisions may be made through collaborative efforts, with ultimate decision making authority for own area, subject to Vice President, President and Board approval.
	· Minimum of 4-year degree with advanced degree generally preferred (or equivalent experience).

· Advanced knowledge in area of specialization with broad knowledge of related areas.

· Significant experience in field of expertise and in management required.

	Professional Administrative/Management

	· Understands objectives and goals of own department and the interrelationships with other areas in the University.

· May contribute to developing innovative strategies and operational plans that affect own department and possibly the division or the University as a whole.


	For management staff:

· Has authority for managing the work processes and staff of a small department or a unit of a large department.

· Is accountable to division/department management and Vice President for developing and implementing strategic and operational plans for area of responsibility.

· Manages department’s daily operations and human resource issues; designs, develops and implements appropriate organizational structure; ensures appropriate staffing and performance levels are achieved and sustained.

For non-management staff:

· Is accountable for developing objectives and work plans for self, consistent with the department’s objectives, and achieving and sustaining performance levels required to attain objectives.

	· Problems encountered may be complex and broad in scope and implications, requiring analysis, cross-functional problem solving and assessment to fully understand the issue and to resolve it appropriately. Specific precedents for analyzing and resolving problems may not exist requiring analysis to be done within broad framework of University’s strategy and general practices. 

· Solutions may require input and collaboration with others, and may have consequences that reach beyond own department, unit or specialty.

· Decisions may impact entire department, unit or specialty and may be strategic or operational in nature. Decisions may be made through collaborative efforts; has decision making authority for own area, subject to review and approval by the Administrative Leadership/Senior Management staff or Vice President.


	· Minimum of 4-year degree; advanced degree may be preferred (or equivalent experience).

· In-depth knowledge in area of specialization  required with working knowledge of related areas.

· Several years of progressive experience in field of expertise required; prior management/supervisory experience required for management positions.


	Strategic Business Influence
	Authority & Accountability
	Problem Solving & Decision Making
	Skills, Knowledge & Experience

	Mid-Level Administrative/Supervisory

	· Understands the department’s objectives and goals, and how own job contributes.

· May contribute insight and expertise to department management on strategic issues. 
	For supervisory staff:

· Plans and oversees the daily work of staff, including scheduling of work, setting performance standards and ensuring adherence.

· Is accountable to department leadership for ensuring high levels of performance of self and staff.

· May make recommendations to department management on human resources issues such as hiring, termination, performance reviews, promotions, etc. for own staff.

For non-supervisory staff:

· Is accountable to department management for planning own work within the context of the department’s objectives, and for handling all job responsibilities effectively and efficiently.
	· Problems encountered generally involve own area of responsibility, and may have implications that involve related areas.

· Precedents and practices generally exist to guide problem resolution. Solutions may require input and collaboration with others in the department or specialty, and may have an impact on related areas.

· Decision making is generally limited to operational aspects of area of responsibility and is usually guided by precedents and practices.   


	· Minimum of 4-year degree; advanced degree or additional training may be required or preferred, depending on the job.

· In-depth knowledge in area of specialization required; working knowledge of related areas helpful.

· Direct experience in field of expertise required; supervisory experience preferred for supervisory positions.

	Administrative/Senior Support

	· Understands the goals and objectives of the department and own area’s contribution to Bryant’s overall performance.

· Generally not responsible for contributing to strategic or operational plans, but may contribute insights and ideas on processes, procedures and efficiency to supervisor and/or department manager.
	· Responsible for following standards and practices of department and division.

· Has authority to coordinate own work flow and set priorities, subject to general guidelines for completion and accuracy as determined by the supervisor.

· Generally does not have supervisory responsibility over other Bryant employees, but may supervise student workers.

· May act as guide to less experienced staff in similar role.
	· Problems encountered may be varied, but are generally within predictable parameters.

· Solutions are guided by precedents, standards and practices.

· Decisions generally impact own area and are usually of an operational or procedural nature. 

· Problem solving and decision making outside typical practices and precedent requires involvement of the supervisor. 


	· High School diploma required; 4-year degree may be preferred; additional vocational or specialized training may be required or preferred. 

· Specialized knowledge and skills in area of responsibility required.

· Prior experience requirements vary by position (may be entry level for some exempt positions and senior level for some non-exempt positions).




	Strategic Business Influence
	Authority & Accountability
	Problem Solving & Decision Making
	Skills, Knowledge & Experience

	Mid-Level Support

	· Understands the goals and objectives of the department and own area’s contribution to Bryant’s overall performance.

· May offer ideas and suggestions for improving efficiency and procedures in own area. 
	· Responsible for following standards and practices of department and division.

· Is accountable for following directions of supervisor regarding work flow, prioritization and specific work processes.


	· Problems are generally routine and similar to those encountered in the past. 

· Problems are resolved by following specific standards and procedures.  Variations must be reviewed and approved by supervisor. 

· Decisions are generally limited to own work flow and processes, and involves selecting from pre-determined and pre-approved approaches.
	· High School diploma required; 4-year degree may be preferred for some positions; additional vocational or specialized training may be required or preferred. 

· Some experience in similar role preferred, or, if no prior experience, demonstrated proficiency in required skills (through education, training, etc.).

	Support

	· Understands the goals and objectives of the department and own area’s contribution to Bryant’s overall performance.

· May offer ideas and suggestions for improving efficiency and procedures in own area. 
	· Responsible for following specific procedures described by supervisor.  

· May not change procedures without supervisor’s approval.


	· Problems are routine and similar to those encountered in the past. Problems are resolved by following prescribed standards and procedures.  Variations must be reviewed and approved by supervisor. 

· Decision making is limited to selecting from several pre-determined and pre-approved approaches depending upon circumstances.  Other decisions must be referred to the supervisor.


	· High School diploma required; additional vocational or specialized training may be required or preferred. 

· Some experience in similar role preferred, or, if no prior experience, demonstrated proficiency in required skills (through education, training, etc.).


Job Descriptions

Since jobs are assigned to pay bands based on their content, role and responsibilities, it is important that job descriptions be current, accurate and complete.  Job descriptions describe the essential functions of a job and are used for a number of Human Resources functions, including 

· Job Evaluation - to ensure jobs are assigned to the appropriate pay bands and to the appropriate FLSA status.

· Market Pricing - to assist in determining the competitive rate of pay for the job.

· Internal Equity – to assist in assuring comparable pay opportunities for comparable jobs.

· Performance Appraisals - to ensure that the employee and manager have a clear, shared understanding of the job’s essential functions.

· Recruiting - to ensure that the job posting accurately reflects the job’s essential functions  in order to identify the most appropriately qualified candidates and to provide new employees with a clear understanding of the job.

· Dispute Resolution – to assist in resolving legal and other employee relations issues that may arise.

All job descriptions must be written in the Bryant format.  Staff members should work with their manager and Human Resources to develop job descriptions.

Job Titles

A job’s title should clearly and accurately describe the job’s roles and responsibilities.  In order to ensure that titles are appropriate descriptors and to ensure consistency across the University, job titles should be reviewed and approved by a divisional Vice President and HR prior to their use.  

Program Administration Roles and Responsibilities

The Vice Presidents, HR, managers and staff all have roles to play in maintaining the compensation program and ensuring that the program is managed appropriately.

Vice Presidents

The Vice Presidents are responsible for developing the compensation philosophy and ensuring that pay practices at the University continue to align with the philosophy and sound compensation principles.  The VPs will review and approve any program modifications.

Human Resources

The Human Resources department serves as a partner and resource to Bryant managers and the Vice Presidents.  Specifically, HR has several important roles and responsibilities in managing compensation:

· Communicate the program and pay guidelines to help managers understand all aspects of the compensation program.

· Provide information, data, and advice on pay levels, policies, and practices.

· Provide expert guidance, perspective, and support to enable managers to make appropriate pay decisions.

· Review compensation decisions to identify and address any significant variations in practices both within and among departments/divisions at the University.

· Make preliminary assignment of jobs to pay bands for VP review and approval.

Managers 

Managers play a critical role in managing the compensation program because they make pay recommendations and are the first line of communication with employees.  Managers do the following:

· Establish and maintain equitable pay practices within their areas of responsibility.

· Work with HR to develop appropriate hiring rates and advancement increases.

· Distribute merit increases consistent with Bryant’ guidelines, market factors, budget constraints, and approval processes.

· Ensure that their staff understands the compensation program and future changes.

· Provide open, honest, and timely feedback to their staff on compensation issues, answering both specific and general questions about pay.

· Work with their staff to keep job descriptions current and accurate.

· Use HR as a resource to ensure appropriateness of decisions and consistency with pay guidelines.

Staff Members

While staff members are not responsible for making pay decisions or actively managing the compensation program, they do have other important responsibilities:

· Understand the compensation program by using the resources Bryant makes available (e.g. written materials, community forums, HR web-site).

· Discuss questions or concerns with their managers and/or HR.

· Work with their managers to keep their job description updated.

Bryant encourages staff members to actively seek information from and ask questions of their managers so that they understand decisions about their pay.  

Pay Guidelines

Paying within the Band

The compensation program’s broadbands are wide enough to accommodate a variety of experience and performance levels, and all employees can expect to be paid within the pay range associated with their job’s broadband.  There may be rare instances where a salary above the pay band maximum may be appropriate, but this must be reviewed and approved by the Vice President for the division and HR.  No one will be paid below the band minimum, unless their performance and skills do not meet the minimum standards for their job.  In this case, the manager will work with the employee to improve skills and/or performance.  Once acceptable skills and performance have been achieved and sustained for an agreed upon period of time, the employee’s pay will be raised to minimum.

Compensation for Part-Time Staff 

Pay for part-time staff is managed under the same guidelines as for regular full-time employees, with adjustments pro-rated for reduced work schedules.

Non-exempt jobs

A staff member in a non-exempt job who works part-time will be paid the regular hourly wage for the position and consistent with his/her skills, knowledge, experience and performance.  This rate will be multiplied by the number of hours actually worked. Staff members in non-exempt jobs will be eligible for overtime in accordance with the Fair Labor Standards Act (i.e., overtime is payable for hours worked in excess of 40 per week).

Exempt jobs

The pay for a staff member in an exempt job who works part-time will be determined by pro-rating the salary he/she would have received as a full time employee working in the same job.  The job will be assigned to a pay band based on market value and role within Bryant, and the employee’s salary will be determined by his/her skills, knowledge, experience and performance.  Once the full-time pay level is determined, it will be pro-rated to reflect the agreed-to hours, as shown in the illustration below:

Assumptions
	Annual full-time base salary 
	$30,000

	Full-time work week 

	5 days

	Scheduled days per week
	3 days

	Part-Time percentage (3 divided by 5)
	60%


Calculation of Annual Part-Time Salary

	Annual full-time salary 
	$30,000

	times Part Time Percentage 
	x 60% 

	Actual annual pay 
	$18,000


If a part-time staff member in an exempt job works beyond the scheduled time, he/she is not eligible for overtime pay.  If the staff member consistently works beyond the scheduled hours, his/her manager should discuss the reasons and determine an appropriate solution. Some reasons could include increased workload or lack of resources.  If the work schedule on which the prorated salary was originally based consistently proves not to meet the needs of the department, the schedule should be renegotiated and the pay re-calculated accordingly.

Hiring Rates

Compensation for non-union staff at Bryant University is managed through 6 broadbands, each of which has a salary range associated with it.  Since each band contains jobs with somewhat different market rates, it is important to consider market data for each job when making specific pay decisions.  There are three major considerations that should be taken into account when setting hiring rates
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Market Data

· Consult with Human Resources about the potential hire 

· It is critical to work with HR to understand the market rate for each job.  HR collects data from reputable survey firms and professional associations, and from time to time may also conduct custom surveys.  Since market data so critical to the compensation program, HR must be very selective and use only data sources whose methodology can be verified and validated.  Therefore, this data collection must be done by Human Resources.

Skills, knowledge and expertise of incumbents

· Determine the appropriate hiring rate by evaluating the candidate’s skills, knowledge and experience through the recruitment process and comparing to the market median. Remember that the market median (plus or minus 5 – 8%) represents appropriate pay for someone who has the knowledge, skills and experience to handle most/all aspects of the job effectively.  Greater or lesser levels of skills, knowledge and experience would indicate a higher or lower salary.  

	
	Experienced Range
	

	
	
	

	85-95% of market median
	95% - 105% of market median
	105% - 120% of market median

	Candidates with little or no prior experience in same/similar job; Has demonstrated some of the most important skills, knowledge and expertise to handle job, but may still need further development
	Appropriate pay for someone with demonstrated skills, knowledge and expertise to handle all/most aspects of job effectively and with minimal training/orientation
	Rarely appropriate for initial hiring rate, unless candidate demonstrates skills, knowledge and expertise that far exceed normal expectations


Equity check against current staff

· Once the initial hiring rate has been determined, ensure that the hiring rate selected will not compromise internal equity by reviewing the salaries of current staff members in the same or similar jobs.

· While the University does not prohibit new hires from starting at salaries higher than current staff, this should only be done when the skills, knowledge and expertise of the new hire are greater than the current staffs members.  At times, it may be necessary to consider equity adjustments for current staff to ensure that the new hire can be brought in at a market competitive, appropriate salary, while ensuring that internal equity is established and maintained.

After considering the market data, the skills, knowledge and expertise of the incumbent and the pay of staff in the same or similar jobs, develop a final recommendation for the hiring rate.  If the hiring rate is below the market median only the approval of the divisional vice president is needed.  Any hiring rates above market median will need to be approved by the President.

Merit Increases

Bryant’s philosophy is to reward you for your contributions to the University.  The most common way managers can do this is through performance-based merit increases.

Each year the Vice Presidents analyze the University’s budget, and if appropriate, approve a merit increase budget.  While the budget amount may be expressed as a percentage of payroll, this amount is not necessarily what individual staff members will receive. 

Merit increases are intended to reward staff for performance that contributes to both the individual department’s goals as well as Bryant’s overall goals.  A careful and thorough assessment of each staff member’s performance through the performance review process should be conducted before an increase recommendation is developed.  HR will provide annual merit increase guidelines to assist managers.

Generally, if merit increases are provided to staff, they will occur in October.

Discretionary (Off-Cycle) Pay Increases 

Discretionary increases in base pay are performance-based increases that occur at any time during the year, other than the normal increase cycle in October.  

There may be other times, however, when a manager wants to make an off-cycle pay increase.  He/she should discuss such an increase with the divisional Vice President and with HR to determine if the pay increase is justified, compatible with the market, and consistent with the University’s pay guidelines.  The manager is encouraged to document the rationale that led to the granting of a discretionary pay increase.  A copy of this document must be sent to the divisional Vice President and the HR office.

Off-cycle adjustments should be made from within a VP’s discretionary salary budget.

Equity and market adjustments

The HR department reviews market data and internal salaries regularly.  From time to time, it may be necessary and appropriate to adjust salaries to recognize significant market changes or to establish/maintain internal equity.  

· “Market Adjustment” refers to an adjustment that is made to recognize changes in the competitive market rate for a job.  Market adjustments are unlikely to occur often, because the pay band structure will be maintained and updated regularly to ensure continued competitiveness. Occasionally, however, unusual market circumstances may warrant an adjustment.

· “Equity Adjustment” refers to an adjustment that is made to ensure that an individual staff member’s salary appropriately reflects his/her skills, knowledge, experience and performance.  Typically, equity adjustments are made during the merit increase cycle, although they can be made off-cycle. 

Expanded responsibilities in a current job

You can advance by taking on additional responsibilities in your current job.

While this type of advancement generally does not result in a pay band change, Bryant wants to reward such advancement whenever it is appropriate.  Managers may recommend a pay level within the band, based on your skill, knowledge, experience, and performance.

When determining an appropriate increase, managers should consider the following basic compensation principals for making adjustments to salaries:

· Up to 5% increase for sustained additional functions, with the actual adjustment determined by the complexity of the new function, its similarity to the current function and the magnitude of change as a result of the additional responsibilities.
· Up to 5% increase for additional “level” of managerial responsibility with actual adjustment dependent upon magnitude of change and span of managerial/supervisory responsibility.
Moving to a job in the same  pay band

You can also advance by taking a new job in the same pay band.  This enables you to become more versatile and more broadly skilled, contributes to your value to Bryant, and may eventually lead to advancement to a job in a higher job pay band.

While this type of advancement may or may not involve assuming greater responsibilities, Bryant wants to reward such diversification whenever appropriate.  Managers may recommend a pay level within in the band, based on your skill, knowledge, experience, and performance.  The guidelines in the table below can help managers make such pay decisions.

	Criteria
	Advancement Increase *

	· Responsibilities add noticeably to job requirements, and

· New responsibilities are closely related to current responsibilities and require no specific additional training.
	0-3%

	· Responsibilities add noticeably to job requirements.

· New responsibilities are somewhat different than current responsibilities and may require some training.
	3-5%

	· Responsibilities add a major component to the job requirements.

· New responsibilities may be very different from current responsibilities and may require training.
	5-8%


*Human Resources will work with managers to determine increase amounts.

Moving to a job in a lower pay band

It may at times be necessary for you to transfer to a position in a lower pay band. This most likely will occur as a result of a more appropriate fit between your skills and the skills and competencies of a different job.

In this case, your pay generally is reduced to fall within the salary range of the new job.  There may be occasions, however, where you will retain your current pay, but once assigned to the lower job category, pay will be managed within the parameters of the pay band for that job.  

Moving to a job in a higher pay band 

Advancing to a job in a higher pay band involves taking on significantly greater responsibilities. It usually warrants a pay increase to recognize these additional responsibilities and to ensure that a staff member’s pay is consistent with market.

Managers should recommend a pay level within the new pay band, based on the employee’s skill, knowledge, experience, and performance.  Since circumstances vary and each staff member has a different pay history, it is important to consider multiple factors when making pay decisions relating to advancement. These factors include: 

· Degree of increase in responsibilities.

· Current level of performance compared to expectations. 

· Current pay level relative to the new band.

· Pay compared to peers in the new pay band with similar skills, knowledge and competencies.  

· Importance (and possible scarcity) of the role and the employee’s skills to Bryant.

· Depth and breadth of the employee’s skills.

The chart below can help determine an appropriate increase for moving to a higher band.

To use this chart, read each criteria statement.  Consider  how each statement applies to the staff member and plot the assessment on the corresponding line. After plotting each of the four criteria, a pattern is likely to be evident.  This pattern will help the manager/supervisor to make an increase recommendation.

	 
Criteria
	Assessment of staff member

 

	Degree of increase in responsibilities
	Moderate
	Significant

	Performance compared to expectation
	Effective
	Exceptional

	Current  salary relative to pay range of new band
	High
	                                       Low  

	Current salary relative to new peers (with similar skills, knowledge, competencies, and experience)
	High
	                                            Low

	Criticality of role/skills to Bryant
	Moderate
	                                    Significant

	Depth and breadth of skills and knowledge
	Moderate
	                                   High


The following pages show two examples of how this chart can be used. In all cases, promotional increases are dependent upon available financial resources.

Example 1

Assume Eric is currently the Administrative/Senior Support band and is moving into a position in Mid-Level Administration/Supervisory band.  He is a good performer, consistently performing at an above-expectation level; however, the depth and breadth of his skills is only somewhat above a moderate level.  His pay is relatively high compared to peers in the new band. When this information is plotted on the chart, the pattern appears as follows:

	
Criteria
	Assessment of staff member


 

	Degree of increase in responsibilities
	Moderate
	Significant

	Performance compared to expectation
	Effective
	Exceptional

	Current  salary relative to pay range of new band
	High
	                                       Low  

	Current salary relative to new peers (with similar skills, knowledge, competencies, and experience)
	High
	                                            Low

	Criticality of role/skills to Bryant
	Moderate
	                                    Significant

	Depth and breadth of skills and knowledge
	Moderate
	                                   High


Since the pattern is skewed towards the middle range of the increase options, the manager/supervisor may appropriately recommend a moderate promotional increase for Eric.

Example 2

Assume Sara is currently in the Mid-Level Administrative/Supervisory band and is moving into a position in the Professional Administrative/Management band. Her performance consistently exceeds expectations and the depth and breadth of her skills is very high.  Her pay is relatively low compared to peers in the new band. When this information is plotted on the chart, the pattern appears as follows:

	
Criteria
	Assessment of staff member


 

	Degree of increase in responsibilities
	Moderate
	Significant

	Performance compared to expectation
	Effective
	Exceptional

	Current  salary relative to pay range of new band
	High
	                                             Low 

	Current salary relative to new peers (with similar skills, knowledge, competencies, and experience)
	High
	                                              Low

	Criticality of role/skills to Bryant
	Moderate
	Significant

	Depth and breadth of skills and knowledge
	Moderate
	                                               High


This pattern is clearly skewed towards the high range of the increase options.  Sara would be eligible for a significant advancement increase. 

Pay Administration

Job Evaluation

Jobs are assigned to pay bands based on market value and role at Bryant.  Since the basis for this decision is job content, significant changes in job content may warrant a review of the job and its market value.  

The following are examples of situations that may warrant a job evaluation:

· Department reorganization and job restructuring.

· Addition of full-time staff reporting to the job.

· Addition of new area(s) of responsibility.

· Change in level of authority.

Small changes in a job do not influence market value and therefore would not warrant re-evaluation (e.g., different software to handle same job responsibilities, procedural changes to existing work, responsibility for overseeing student workers).  In addition, a job would not be re-evaluated if the incumbent earns a degree or achieves another educational milestone, unless this results in changes in the job, level of authority, scope of responsibility, etc.

Generally, requests for job evaluations should be made by the manager to whom the position reports, and not by individual employees.  If  a staff member believes that his/her job needs to be evaluated, he/she should discuss this with his/her manager, who will obtain appropriate Vice Presidential approval, and then submit to HR for review.  

Legal Constraints on Compensation 

In addition to HR guidelines, various federal and state laws place constraints on compensation.  The law sets out certain work rules and establishes minimum wage and overtime compensation.  The law also governs child labor (work by persons under the age of 18).  The Internal Revenue Code governs how and when taxes are deducted from your pay.  Below is a brief summary of legal regulations that are most relevant to Bryant.  Check with HR if you have questions about these requirements.  

Exempt/Non-Exempt Status and Overtime Pay
Federal and state law require that overtime must be paid for certain, but not all, jobs.  The term “exempt” refers to jobs that are exempt from these overtime requirements.  This means that you are not entitled to overtime pay if your job is exempt.  

The term “non-exempt” refers to jobs that are not exempt from legal overtime requirements.  This means that you are entitled to overtime pay if your job is non-exempt.  

In accordance with legal requirements, whether your job is classified as exempt or non-exempt depends on the content of your job.  It does not depend on how you (or your manager) want the job to be classified.  HR makes the final decision as to whether a job is exempt or non-exempt.  

If your job is classified as non-exempt, you are entitled to receive overtime compensation for each hour you work beyond 40 hours in a work week.  The overtime rate of pay is 1½ times your regular hourly rate for each hour worked (not for each hour paid).  Prior to working beyond your normally scheduled hours, you should get approval from your manager.  
In some instances, based on the needs of the department, overtime may be a condition of employment or continued employment.  In other situations, your work week may be different from the typical University work week so that evening and weekend coverage can be provided without the University’s having to incur the expense of overtime pay.  Your manager will let you know the specific needs of your department and what your schedule is.  

If your job is classified as exempt, you are not entitled to any extra compensation regardless of how many hours you work.  

If you work more than one job at the University, your manager should check with HR to determine the appropriate classification and pay for your job.  

Pay for All Time Worked (non-exempt staff only)

Federal and state law require that staff in non-exempt jobs must be paid for all the time they work.  If you work more than 35 hours in a work week, you will receive extra pay.  Time worked between 35 and 40 hours will be paid at a straight time rate; time worked in excess of 40 hours will be paid at an overtime rate.

If you come to work early and begin working, you must record this time on your timesheet, and you will be paid.  The same is true for hours you work at home.  

In order to manage his/her budget, your manager will inform you if the number of hours you are expected to work is limited.  

Timekeeping

In order to plan work, manage budgets and track time off, Bryant requires all managers to maintain accurate records of time and attendance for their staff.  Employees in non-exempt jobs are required to maintain daily time records.  Employees in exempt jobs should record time away from work (e.g., vacation and sick time) on monthly administrative time reports.  

Managers must ensure that all staff complete timesheets properly.  Managers should review and sign the timesheets prior to submission to HR.  Timesheets should be batched and sent to HR/divisional timekeeper by the manager, and not by individual employees.

Questions

Any questions regarding the information contained in this guide should be directed to the Human Resources department.
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This manual has been prepared to serve as a practical guide on compensation policies and practices.  While we do try to lend stability to our policies and practices, we reserve the right to modify them at any time with or without notice.
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Skills, knowledge and expertise of incumbent





Equity check against current staff
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Position Responsibilities and Scope, plus Employee Skills, Knowledge, Experience and Performance
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Job Content and Role












