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Revision being considered: 
 

The ACCS Board approves the Agency’s salary schedule and benefits package. The Executive Director 
establishes the rate of compensation which will be paid to individual employees based on factors such as, 
but not limited to: previous related work experience, educational or professional attainment, 
classification, and/or responsibilities, subject to overall budgetary limits. 
 
ACCS will utilize a salary schedule which includes ranges for various job classifications. The salary 
schedule will be reviewed at a minimum, every three years to ensure a competitive wage schedule. 
 
The salary schedule includes a salary cap for each pay range. Employees who have reached their range 
maximum will receive increases in a lump sum payment calculated on their base rate, as approved by the 
ACCS Board. When Agency employees receive a salary increase, newly hired employees on probation will 
receive the increase upon successful completion of probation. Salary increases are subject to Agency 
budgetary limitations. 
 
GUIDELINES 

 
Definition: 
 

BASE RATE OF COMPENSATION – Means the pay range and step rate paid an employee. (OAC 
123:1-47-01(11)) 
 
PAY RANGE – Means a division of a salary schedule to which classifications of positions are 
assigned. (OAC 123:1-47-01(55)) 
 
PROBATIONARY PERIOD – Means either the period of time at the beginning of an original 
appointment or the period of time immediately following a promotion, which constitutes a trial or 
testing period for the employee, during which the employee may be terminated. (OAC 123:1-47-
01(63)) 

 
PROCEDURES 

 
A. Any requests for a special salary action under this policy must be based on one or more of the 

following reasons:  

1. To react to shifts in the competitive labor market for a specific position or category of 
positions that are affected by an inequity, and immediate action is required to retain and 
recruit qualified staff. 

2. To correct pay compression that occurs when the pay difference between employees becomes 
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narrowed. 
3. To correct an internal equity in which two or more positions have substantially the same 

duties and responsibilities and require equal skills and effort but have substantially different 
pay rates. 

4. To provide equitable compensation because of a change in the value of a position resulting 
from a substantial addition of more complex duties or significant expansion of responsibilities 
that do not constitute a promotion of the employee. There mere assignment of new or 
additional duties to an existing position is not a sufficient basis for a wage adjustment. Rather, 
the fundamental purpose and value of the position must be altered. 

 

I. POSITION / SALARY REVIEW PROCEDURE 

A. Positions at ACCS are subject to change according to the needs of the system. Changes can 
sometimes mean redefinition of an employee’s position, with additional duties. These changes can 
require reconsideration of the position description and/or salary range. This procedure supplies a 
mechanism for staff to request a review of a particular position and salary.  

B. To request a position review, the following documents must be submitted to management: 

1. A cover letter requesting a position and salary review 
2. The employee’s current job description 
3. A description of the employee’s job duties and/or responsibilities beyond those of the 

current job description, and other factors that bear relevance to reconsideration of the 
position and/or salary. Other factors might include educational attainment beyond that 
covered in 5.02.1 of the ACCS Personnel Policy Manual, or compensation for a skilled 
employee that is substantially lower than compensation for others performing the same 
duties at other agencies.  

C. If not already included, input from the employee’s supervisor will be considered relative to the 
request. 

 

II. EQUITY PAY ADJUSTMENTS 

A. Any proposal for equity increases shall be based on internal equity, and external competitiveness.  

B. Equity increases may be appropriate but are not limited to the following instances:  

1. Retention of mission critical staff. This includes individuals with special skills or experience 
that are uniquely critical to the program; 

2. Restructuring within a department that results in an incumbent taking on additional staff 
and/or responsibilities that do not warrant an upward reclassification, but may result in an 
increased level of responsibility.  

3. New hires making a higher salary than existing employees in the same classification. 
Individuals’ knowledge, length of service, performance, and experience should all be taken into 
consideration when ascertaining the appropriateness of an equity adjustment.  
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4. When the difference is not explainable by differences in qualifications, type or length of 
experience, the work itself, the value to the organization, performance/productivity, and/or 
market. 

C. The Agency Director may approach Athens County Children Services Board with a proposal for a 
pay equity adjustment if she/he determines that the present level of compensation of an employee 
or group of employees is at a level that: 

1. It results in an unusual level of turnover or employees in the same group; or 
2. It results in significant difficulty in recruiting candidates to fill vacant positions; or 
3. It results in a disparity in current paid rates for similar classified employees in that unit; or 
4. The level of compensation is substantially below the comparable level of compensation for 

similar employment outside the Agency; or  
5. The present level of compensation has substantially reduced the Agency’s ability to deliver 

services. 

D. For employees within their pay range, salary increases are added to their base pay. 

E. For employees whose salary increase causes their base to be equal to or exceed the maximum of 
their pay range, increases will be provided as a combination of a (possibly zero) base pay 
adjustment together with a single lump-sum payment as follows: 

1. If the current base pay is at the range maximum, the base pay stays the same and the entire 
increase is provided in a lump-sum payment subject to tax and retirement fund 
withholdings. 

2. If the current base pay is below the range maximum (but so close to it that the increase 
would exceed the range maximum), then a portion of the increase will be used to bring the 
base pay to the range maximum.  The remaining portion of the increase is provided in a 
lump-sum payment subject to tax and retirement fund withholdings. 

3. If the employee is full-time, the lump sum is calculated by multiplying the hourly rate 
difference (between the old and new rate) by 1,820; if the employee is part-time, the lump 
sum is calculated by multiplying the hourly rate difference by the employees scheduled 
hours. 

4. Temporary, Seasonal and Intermittent appointments receive increases at the discretion of 
the Appointing Authority. 

5. Lump sum payments subject to retirement withholding will also be considered in the 
calculation of retirement income. 

F. The result of this approach is that increases for those employees whose base pay is within their 
range “compounds”, with each year’s increases being calculated on a higher base pay.  Employees 
whose base pay is at the maximum will remain flat until a salary survey is performed to determine 
if a need exist for salary range adjustments. See example. 
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REFERENCES 

 
OAC 123:1-47-01 
 

 
Procedure Approved: 
Procedure Revised: 6/1/2011      

  

http://codes.ohio.gov/oac/123:1-47

