
 

CHAPTER 7: WAGE AND SALARY PROVISIONS 
Entire chapter revision adopted 02/12/04 

 

7.1 ESTABLISHMENT OF PLAN 
 

7.1.1 Factors in Salary Determination 
A. The Commission shall recommend, upon request by the Board of Trustees, a 

comprehensive compensation plan for the classified service. The plan shall include 
the salary schedules for the various classes, with the salary of each class consistent 
with the responsibility and difficulty of the work as outlined in the class specifications, 
and shall be based on the principle that like salaries shall be paid for comparable 
duties and responsibilities. 

 
B. For each class the compensation plan shall include a minimum and maximum rate, 

and intermediate rates to provide for steps in salary advancement without change of 
duty in recognition of meritorious service. 

 
C. The Director, Classified Personnel shall prepare recommendations for the allocation of 

classes to salary schedules for approval by the Commission. These 
recommendations may take into account the following factors: 

 
1. Wages and salaries paid for similar work in the recruitment area. 

 
2. Wages and salaries paid by other government agencies in the labor market 

area. 
 

3. Principle of "like pay for like work.” 
 

4. Appropriate differentials between related classes to reflect differences in 
duties and responsibilities as established in the classification plan. 

 
5. Such other information as the Commission may approve. 

 
7.1.2 Salary Studies 

A. A salary study shall be made whenever a new class is created, when requested by the 
Board of Trustees and when directed by the Commission. 

 
B. Employees, employee representatives, or the administration may request a salary 

study of a class or classes by directing a written communication to the Commission 
and setting forth the reasons for the study. 

 
C. Data obtained in a salary study shall be made available to interested parties, including 

employee organization representatives as appropriate. 
 

D. Salary studies or surveys shall be made yearly of benchmark classifications as 
determined by the Director. Studies or surveys of management-level classifications 
shall be done on as-needed basis as determined by the Director. (Revised 2/12/98) 



 

7.1.3 Salary Recommendations 
A. After making its findings, the Commission shall present salary recommendations to the 

Governing Board for approval. 
 

B. Any salary recommendations for classified non-bargaining unit employees shall 
normally be presented to the Board each year, with a proposed effective date of July 1. 
A salary recommendation shall also be made each time a new class is created.  
Salary recommendations at other times of the year shall be based on clear evidence 
that the class in question is substantially overpaid or underpaid as reflected in a salary 
study or for purposes of alignment with other classes. Nothing in this paragraph shall 
prevent adjustments in salary based on classification studies resulting from changes in 
duties and responsibilities, regardless of when such changes occur. 

 
C. The Board may approve, amend or reject the recommendation(s), but may not alter 

relationships among classes as established by the plan. 
 

D. Following adoption of the salary schedules by the Governing Board, the Commission 
staff shall prepare a list showing the latest salary for each class. Copies of the list 
shall be made available to interested employees. 

 
7.1.4 Appeals of Recommendations 

A. An employee or representative may appeal the recommendation of the Director, 
Classified Personnel in regard to the salary of the employee’s class. The employee 
shall have the opportunity to present their appeal in writing and orally at a regular 
meeting of the Commission. The administration shall have the same privilege. 

 
B. If the Governing Board desires reconsideration of salary recommendations, it may 

return the recommendations to the Commission, which shall reconsider them at its 
next meeting. After reconsideration, the Commission will advise the Board of its 
findings and the reasons thereof. 
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7.2 APPLICATION OF SALARY SCHEDULES 

7.2.1 Initial Placement 

New employees shall be hired at the first step of the appropriate salary range unless advanced step placement is requested and 
approved according to the following procedure: 
 
1. The appointing authority requesting advanced step placement shall complete the form entitled “ADVANCED STEP 

PLACEMENT REQUEST FORM” and attach any support materials.  The form shall specify the outstanding factors by 
which an applicant may be granted advance step placement.  Applicants will not be requested or prompted to provide 
previous salary information.  If an applicant voluntarily and without prompting discloses salary history information, it may 
be considered in determining salary step placement. 

 
2. The appointing authority sends the completed form and support materials to the Assistant Superintendent, 

Human Resources for approval. 
 
3. The Assistant Superintendent, Human Resources, will either approve or reject the request. 

 
A. APPROVAL 

 
1. If approved, the Assistant Superintendent, Human Resources, will forward the request to the Director, 

Classified Personnel of  the Personnel Commission. 
 
2. Upon receipt of the approved request form, the Director, Classified Personnel will review the form 

ensuring completeness and shall attempt to verify the pertinent information contained therein.   
 
3. The approved request will be placed upon the Commission agenda for  approval. 
 

4. Commission approved requests for advanced step placement shall be effective the date the employee 
officially assumes the duties of the position (effective date of  appointment).           

 

5. Upon approval by the Commission, the request is routed to Commission staff who will prepare the 
necessary payroll information.                                  

 
6. A copy of the form is then placed in the employee’s personnel file.  

 
 

B. REJECTION 
 
1. If rejected by the Assistant Superintendent, Human Resources, or by the Director, Classified 

Personnel, the form will be returned to the originator (with reasons indicated for the rejection). 
 
2. Should the appointing authority still wish to pursue the advanced step placement, the form along 

with all support data and reasons for the resubmission will be forwarded to the Director, Classified 
Personnel who will place the item on the next Commission agenda for action. All support information 
will be made available to each Commissioner in the agenda packet. Action by the Commission will 
be final. 

 
3. If approved by the Commission, the request will be routed as in numbers and 5 and 6 above. 
 
4. If rejected, the form will be returned to the originator with the reasons given 
 
5. A copy of the form will then be placed in the employee’s personnel file.   
 

   Rule Revised by Personnel Commission 5/25/2018 
 
 



 

7.2.2 Step Advancement 
Step advancement shall not be granted automatically each year, but should be based upon 
performance by the employee which meets standards as reflected by his last performance 
evaluation report and upon specific recommendation for such adjustment by the employee's 
site or department administrator. 

7.2.3 Salary Range Changes 
(Revised 1/15/15) 

A. When the salary range for a class is changed, the salary of each incumbent in the 
class on the effective date of the range change shall be placed on the same step in 
the new range with no change in anniversary date. 

 
B. When a salary range change becomes effective the same date as the employee's 

merit salary adjustment, the employee shall first receive any merit adjustment and 
then the corresponding step on the new range. 

 
7.2.4 Promotions 

A. In determining the salary for a permanent employee who is promoted, the following 
procedure shall be used: 

 
1. Find the employee's present monthly salary on the schedule of his/her new 

class and advance the employee one step. 
 

2. If the employee's present salary is not indicated on the new salary schedule, 
advance the employee's salary to the step which would provide an increase of 
at least 5%. 

 
3. Upon request of administration, and recommendation by the Director of 

Classified Personnel, an employee may be granted advanced step placement 
by the Personnel Commission. 

 
a. The Director of Classified Personnel may recommend an employee 

be granted advanced step placement by the Personnel Commission. 
 

b. The requesting administrator shall complete the form entitled 
“Advanced Step Placement Request Form” and attach all support 
material as required in 7.2.1. 

 
c. All requests for advanced step placement shall be submitted by the 

appointing authority at the time of appointment to the higher level 
position. 

 
d. Commission approved requests for advanced step placement shall be 

effective the date the employee officially assumes the duties of the 
higher level position (effective date of appointment). (Revised 09/14/00) 

 

B. If an employee is promoted on his/her anniversary date, he/she shall first receive 
his/her step increase and then the promotional adjustment. 

 
C. If an employee serving an initial probationary period is promoted to a higher level class 

prior to achieving permanence in the classified service, he/she shall be placed on the 
salary schedule in accord with 7.2.1 et seq. of these Rules (Initial Placement). 

 
D. A promoted employee shall be considered probationary in his/her new position for six 

(6) calendar months or 130 working days, whichever is longer. 



 

7.2.5 Reclassification 
A. When one or more positions are reclassified to another classification which has a 

higher salary range, and the former classification is maintained in the classification 
plan, the incumbent’s step placement shall remain at the same step. Anniversary 
dates shall be changed to the date of the reclassification. 

 
B. When all positions are reclassified to another classification which has a higher salary 

range, and the former classification is abolished, the incumbent’s step placement shall 
remain at the same step. Anniversary dates shall not change. 

 
7.2.6 Salary After Position Reallocation 

When the Commission divides a class into two or more separate classes or consolidates two 
or more classes into a single class and permanent status is granted to incumbents, salary shall 
be determined as follows: 

 
A. If the salary range of the new class to which an employee's position is allocated is the 

same or one or more steps higher at the maximum than his/her former class, he/she 
shall receive the same step in the new class and shall retain the same anniversary 
date. 

 
B. If the salary range of the new class to which the position is allocated is one or more 

steps lower at the maximum the employee shall continue to receive the same amount 
received in the former class, but not to exceed the maximum step of the range in the 
new class, and shall retain the same anniversary date. 

 
C. By special resolution of the Commission a rate above the maximum can be authorized 

and approved by the Board. 
 

7.2.7 Salary for Working Out of Classification 
A. Salary Adjustment: 

Whenever an employee is allowed to assume, or is required to perform, all or the 
majority of the functions, duties, and responsibilities of a higher classification, his/her 
salary shall be adjusted upward to the salary range of the higher classification, and 
then to the step of that range that will provide the employee at least 5% salary 
increase. An employee may receive less than a 5% increase if the top step of the 
higher classification’s salary range is less than 5% above the employee’s regular 
salary. In that instance the employee shall be placed at said top step. (Reference Ed. Code 

45110 & Merit Rule 3.2.9, Working out of Classification) (Revised01/12/04) 
 

7.2 .8 Placement after Leave of Absence 
A. Upon return from leave of absence, an employee shall be placed on the same step of 

the range for the class from which leave was granted. 
 

B. Credit for step advancement shall accrue during leaves of absence for military service. 
 

7.2.9 Placement after Voluntary Demotion 
An employee taking a voluntary demotion shall receive the step of the salary range in the class 
to which the employee is demoted that is closest to, but not greater than, the employee’s 
current salary. The anniversary date remains the same. 

(Reference Merit Rules 8.2.7, Voluntary Demotion and 8.5.2.B, Voluntary Demotion in Lieu of Layoff) (Revised 01/12/04) 
 

7.2.10 Rate on Appointment from Reemployment List 
A person who is appointed from a reemployment list to a position in his/her former class or a 
comparable class shall receive a salary no less than the same step of the class in which 
he/she was formerly assigned. 
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7.2.11 Rate on Reinstatement after Permanent Separation 
Upon the recommendation for rehire of the appointing power, a former employee who re- 
enters the service within 39 months from the last date of paid service shall receive the salary 
Step they had achieved provided that the employee is reinstated to the same class. If the 
former employee is reinstated to a lower class in which they had held permanent status, they 
shall be placed on the step they would have achieved in that class, had they not been 
promoted and subsequently resigned from the classified service. If the former employee is 
employed in a related lower class in which they had never served or achieved permanent 
status, they shall be placed on a step at or closest to the step on the salary range of the 
class they held at time of resignation. In no case shall the employee be reinstated to a 
step/salary placement higher than that attained by the employee at the time of separation. 

(Reference Ed. Code 45309) (Revised 02/12/04) 
 
 

7.2.12 Rate on Appointment as Provisional, Limited Term, and Substitute 
A. Provisional, limited term and substitute employees will receive hourly compensation 

at Step 1 of the classification filled. 
 

The exceptions to this rule are to: 
1. Former employees who had attained permanency with the District shall, for 

a period of 18 months following their separation from regular District 
employment, receive hourly compensation at the base salary step they held 
at the time of their separation (excluding longevity pay, differential, and stipends) 
whenever they serve as a provisional, limited term or substitute employee in 
the same or related higher job classification held at the time of separation.  
Former employees who accept provisional, limited term or substitute 
employment in related lower classifications shall receive the step of the 
salary range in the class that is closest to, but not greater than, the 
employee’s base salary step of their former class.  All other classifications 

shall be placed on the first step of the salary range for that class. 

 
2. Retired employees may not receive any benefits, incentives, compensation 

in lieu of benefits, or any other forms of compensation (including but not 
limited to longevity pay, differential, and stipends) in addition to the hourly 
rate.  Retired employees shall receive hourly compensation at the   base 
salary step they held at their time of retirement whenever they serve as a 
provisional, limited term or substitute employee in the same or related 
higher job classification held at the time of retirement.    Retired employees 
who accept provisional, limited term or substitute employment in related 
lower classifications shall receive the step of the salary range in the class 
that is closest to, but not greater than, the employee’s base salary step of 

their former class.  All other classifications shall be placed on the first step of 
the salary range for that class. 

 
3. Current employees, who substitute in a higher level class in which they 

formerly held permanence, shall receive their former hourly rate of pay, until 
such time as the 5% pay increase required for out-of-class work in their 
former classification equals or exceeds this amount. 

(Reference merit Rule 3.2.9.3) (Revised 09/08/16) 
 
 

 

 

 

 

 

 

 

 

 



 

7.2.13 Summer Assignments 
1. Summer assignments are not considered part of the basic assignment for less than 

twelve month employees. Regular employees selected by the District to work 
summer assignments shall receive the same salary or rate of pay received prior to 
being selected for the summer assignment if they are selected to work in the same 
classification as that held by the employee. 

 
2. Regular employees selected to work summer assignments in a classification that is 

paid on a higher range shall be considered to be temporarily promoted for the 
duration of the summer assignment. Promotional rules shall then apply. 

 
3. Regular employees selected to work summer assignments in a classification that 

is paid on a lower range than their regular assignment shall be paid on the step of 
the lower range that comes closest to their regular assignment rate of pay but does 
not exceed it. 

7.2.14 Longevity 
Classified employees shall receive the following longevity increments above their base pay 
at the beginning of the following years of their employment: 

3% at year 10 
3% at year 15 for a maximum of 6% 
3% at year 18 for a maximum of 9% 
3% at year 21 for a maximum of 12% 
3% at year 25 for a maximum of 15% 

(Revised 3/10/16, 4/14/16) 
 

7.3 PAYROLL AUDIT 
 

7.3.1 Payroll Audit 
Payroll records of the District shall be made available for inspection by the Commission or 
the Executive Director. If, upon examination of payroll records, it is found that any person 
named thereon has been appointed, elected, or employed in violation of any of the 
provisions of the Act or of the Rules of the Commission, notice of such violation shall be 
served upon the Board and the disbursing officers that said person has been paid salary or 
received compensation in an unlawful manner. 
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