	Standard Work Instruction

	Process Name:  Group C Assignment Pay Agency Requesting Authority
Operator:  Agency/Institution Classification/Compensation Specialist
Operation Name:  Formulating/Submitting Request to State Human Resources (SHR)

	Task
	Key Points
	Visual References

	1.
(120 min)
	Appointing Authority requests additional pay
	Works with agency assigned HR Manager/Consultant to determine if a recruitment and/or retention problem exists that could be resolved with additional dollars.
	

	2.
(120 min)
	Agency/Institution Class/Comp Specialist
	· Opens and reviews Assignment Pay webpage for reference materials at: http://www.hr.wa.gov/CompClass/Compensation/Pages/AssignmentPay.aspx
· Briefs and consults with SHR Classification and Compensation Team on possibility of submitting a request
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	3.
(120 min)
	Agency/Institution Class/Comp Specialist
	Gathers/requests recruitment/retention data for last two years. Determines if class(s) are used in other agencies/institutions and impact (if any)
· Reviews assignment pay information on SHR’s website
· If not available internally, requests retention data from SHR via strategichr@ofm.wa.gov .
· Analyzes recruitment and retention data
Reference:  Employer (DSHS) Group C Assignment Pay Guidelines 
  
	

	4.
(120 min)
	Agency/Institution Class/Comp Specialist
	Works with the Appointing Authority on developing a written description of the problem they are experiencing with the class/series, the adverse effects, and what actions have been taken to resolve the problem(s).  Explains how a pay increase will help resolve problem(s).
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	5.
(60 min)
	Agency/Institution Class/Comp Specialist
	Finalizes then forwards the request with their completed section (approved by the Director/Secretary) to SHR’s Classification and Compensation Team, and addresses any questions they may have.
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	6.
(60 min)
	Agency/Institution Class/Comp Specialist
	Once SHRD sends the Fiscal Impact Statement (FIS), coordinates finalization with program and budget then submits to OFM Budget with copy to SHR.
	[image: ]



image1.png
Assignment Pay

What is Assignment Pay (AP)?
Assignment Pay (AP) s a premium added to base salary to recognize specialized
skills assigned duties, and/or unique circumstances that exceed the

ordinary. Assignment pay is intended to be used only as long as the skills, duties
o circumstances it is based on are in effect

Who is eligible for assignment pay?
Employees in those positions identiied as requiing the above mentioned
‘specialized skills are eligible to receive AP. The employer determines the
qualifying positions

How is assignment pay earned?
Assignment pay is eamed according to Assignment Pay References that are
identified by a specific number. Each reference describes the specific
circumstances and applications (duties, skills, agency and job classes) that apply
to that category.

How is assignment pay applied?
Assignment pay is categorized under the following groups
+ Group A - Lists jobs that have been granted assignment pay.
+ Group B - Lists assigned job duties granted assignment pay that are not
class specific.
+ Group C - List of jobs that have been granted assignment pay for recruitment
‘and retention purposes
© Group C Assignment Pay Form
© Group C Assignment Pay Standard Work Instructions for
‘Agencies/Institutions
© Group C Assignment Pay Guidelines_Employer (DSHS)

Is a Fiscal Impact Statement (FIS) required for assignment pay requests?
Before the State Human Resource Director can adopt certain changes to the
state’s classification and pay systems, the Office of Financial Management (OFM)
must review and approve the fiscal impact of those changes

‘e Personnel Fiscal Impact Statements Forms and Resources
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Request Summary.

Describe the problem(s) you're experiencing with this Class/Series, the adverse effects. and what actions you've taken
toresolve the problem(s). Explain how a pay increase will help resolve problem(s)
Enter text
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Agency/institution Contact Name
Enter text Enter text
Contact Phone Contact Email
Enter text Enter text

Reason for Request
Retention 0 Recruitment 0 Both O

Date Submitted
Enter a date.

Can your agency absorb the cost of this request?
YesO NoO

Request Summary.

Describe the problem(s) you're experiencing with this Class/Series, the adverse effects. and what actions you've taken
toresolve the problem(s). Explain how a pay increase will help resolve problem(s)

Enter text

Recruitment Efiorts

Advertising - How much and when?
Enter text

Length of time recruitment(s) open
Enter text

Total number of applicants per recrutment.
Enter text

Number of applicants certified per recrutment.
Enter text

Was a job offer made? If 5o, why did the applicant(s)
decline?

Enter text

Other efforts to attract/recruit candidates.
Enter text

If applicable, list special requirements for or conditions
of employment
Enter text

Other agencies at this location impacted (i know).
Enter text

"Other Job classes at this location that perform simiar work (i kniown).

Enter text

Retention Information

Attach a copy of yourtumover data with date ranges (2 year minimum, 5 year maximum). Source of Data:

O HRMS (ZHR_RPTRYU26 Movement/Tumover Report)

0 Other Name of system or source

0O Bl-Query (2ZPA_MO03_QCLTO Classification Turnover)

Other supporting data (e.g., exit survey data, where staff are going).

Enter text

Position Information

Total number of postions (filled and vacant) at this location. Enter text

Location (citylcounty) Enter text
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