GENERAL ELIGIBTLITY AND DISTRIBUTION GUIDELINES
DISCRETIONARY MERIT COMPENSATION (DMC) ADJUSTMEN TS/PAYMENTS
DEPARTMENT OF MILITARY AFFAIRS
January, 2012

" Background:

In accordance with the 2011-2013 Compensation Plan, the Discretionary Merit Compensation
(DMC) program is intended to provide the appointing authority, The Adjutant General, with the
discretion to.provide employees economic recognition for merit or to address pay equity or
retention needs. These awards are desigued to be used at the diseretion of The Adjutant General.
Written justification must be provided to substantiate DMC adjustments and payments.

Coverage:

The DMC provisions apply to clagsified permanent and project employees and unclassified
employees in positions that are assigned to:

1) Broadband pay schedules 07, 13,.15, 71 & 81,
2) Non-broadbanded pay schedules 02, 03, 05, 06, 11,12, 13, & 14, and
3) Unclassified emmployees, not serving a fixed term, in pay schedule 0,

Please refer-'td the attached DMC Eligibility Matrix, attachment #2, for use as a guide for details
_on employee DMC eligibility, award amount thresholds, and methods of payment,

Eligibility:

All employees who are in pay status in positions identified under “coverage” above are oli gible
to be considered for a DMC except the following:

¥ Employees whosejob performance in the previous fiscal year was rated below
satisfactory,

» Supervisors who did not complete formal performanee evatuations on all subordinate

employees for whom performance evaluations are required in the preceding 12 months,

Any employee paid at or above the applicable pay range maximum may not receive a

base-building DMC, .

Trainees cligible for scheduled trainee Increases,

Crafts Worker and Crafts Worket-related employees (project crafts workers, craft worker

supervisors, shop supervisors, and the Crafis Operation Manager, UW-Milwaukes),

Positions specifically listed in s. 20,923(2), (3), (4g), and (5), Wis. Stats., ~ ‘

Represented positions in the public safety bargaining unit,

Any classified employee in a non-broadband pay range and Assistant Districr Attorneys

may not receive a base building DMC, and any lump DMC shall be for mert only.
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Note: DMC requests for employees who have had Pay Upon Appointment within 12 months
prior to the DMC request will be rare and will requiire extensive justification and review.



Amounts and Metheds of Payment:

Classified emplovees (#s 1 & 2 under ‘coverage’ above): DMC’s may be granted in any
amount up to the value of four (4) within-range pay steps subject to-the pay range maximum.
Each employee is limited to receiving four (4) within-range pay steps per fiscal year, including
DMC’s granted by one agency or by multiple agencies.

Awards may be applied in any increment amount and can be granted anytime during the fiscal
year subject to the four within-range pay step Limitation. These awards are not subject to the
10% total cumulative adjustment an employee can receive as provided in 5,.230.12 (5)(d),
Wisconsin Statutes. '

Classified employees.in broadbanded pay schedules are eligible for base bailding, hump
sum, or 4 combination of both methods of payment. The DMC recommendation must mclude
justification with rationale for proposing the recommended method(s) of payment.

Classified employees in non-broadbanded pay schedules are eligible for lump sum payments
based on merit only. ‘

Unclassified emplovees. not serving a fixed term (43 under ‘coverage’ above); DMC’s may be
granted in any amount as a base building increase up to a valie of two (2) within-range pay steps
subject to the pay range maximum. Each employee is litnited to receiving two (2) within-range
pay steps per fiscal year, including DMC’s granted by one-agency or by multiple agencies.

Awards may be applied in any increment amount and can be granted anytime during the fiscal

" year subject to the two within-range pay step limitation. These awards are not subject to the 10%
total cumulative adjustment an employee can receive as provided in 5.230.12 (5)(d), Wlsconsm
Statutes.

Unclassified employees specifically identified in the State of Wiscmnsin Compensation Plan,
Section J, 2.00(10)(a), are not eligible for lump sum awards,

Effective Date:

If approved by The Adjutant General, the effective date will be the beginning of the first pay
period after the DMA State Human Resources Office receives the approved DMC request from
The Adjutant General. Awards cannot be retroactive prior to this date.

Fuading:

Al DMC awards are funded from the appropriate salary line within DMA's budget, that which is -
used to normally fund the employee’s salary. There is no additional designated funding for these
awards, As such, recommendations must be made with the assurance that adequate fundma
exists to maintain the DMC award.

Criteria and Justification: Following are the standard definitions/criteria for the three types
of DMC requests. Written justification describing how the DMC employee meets these criteria
must be provided on the OSER DMC Reguest Form (attachment #1); attach additional
information as necessary. In addition to completion of the OSER DMC Request Form and the
written fustification, the previous fiscal year’s performance evaluation must be on ﬁ!e Sfor the
DMC emplayee in order for the DMC request fo be considered.




1) Pay equity definition - The employee’s salary has been determined to be lower than that
of other state employees performing the same or similar dutics at the same level of
proficiency and who have comparable years of relevant service; or there is significant pay
compression between the employee and their immediate subordinates; or established
labor market data identifies a need to award market adjustments in order to achieve
equity with external public/private employers.

Note: Unclassified employees not serving a fixed termt and non-broadbanded employees
are pot cligible for DMC recommendations based on pay equity principles.

2) Retention definition - The employee possesses special skills that are in high demand in
othér organizations or loss of the employee’s knowledge and experience would be a
detriment to the agency, therefore requiring a pay adjustment be made in ofder to retain
the employee.

Note: Unclassified employees not serving a fixed term and non-broadbanded employees
are not eligible for DMC recommendations based on retention principles,

3 Merit definitions - Employes recognition for superior or meritorious performance.

Merit eriteria/factors which should be considered include:

Length or frequency of the outstanding performance. .
Overall significance or importancé-of the employee’s work products ta the organization.
Regularity with which the outstanding performance or unique contribution is
demnonstrated. Note: A base-building DMC may be appropriate for an employee who
routinely demonstrates exceptional performance and performs special projects on an
ongoing basis, whereas.a lump sum method of payment would be more logical for an
employes who completes a one-time special project which warrants a2 DMC,

Y Y Y

Merit-related criteria/factors which may be considered include:

Employee has new permanent job duties and/or responsibilities of growing importance to
the agency that have been either newly assigned or wers an evolution of their originaily
assigned functions. The new dutics are of greater scope, impact, and/or complexity

N

compared to the previous functions:
# Employee has acquired additional competencies, which are both specialized and eritical
in carrying out the permanent functions of the pdsition.

DMC Request Procedure:

* The supervisor will complete the OSER DMC Request Form (attachment #1} including the required
written justification for the recommendation in accordance with the criteria for Merit, Pay Equity,
and/or Retention. The justification must also provide rationale for the recommended award amount,
aswell as the method of payment, if there is flexibility in the method of payment (i.c. broadbanded,
classified employees). The supervisor should contact their assigned HR Specialist with questions.

¢ Employess are eligible 1o self-nominate to their supervisor no more than once per fiscal year. In
such cases, the employee will complete the OSER DMC Request Form (attachiment #1) and submit it -
to their supervisor. The supervisor will approve or deny the request, If approved, follow remaining
procedures outlined here, 'If denied, notify the employee and submit a copy of the request and denial
to the State Human Resources (SHR) Director. * : '



Completed supervisor recommendations will be submitted to the Division Administrator, Directorate
Head, Base Commander, or equivalent, Recommendations will be reviewed and either approved
denied, or modified.

If approved by the Division Administrator, Directorate Head, Base Conunander, or equivalent, the
request will be submitted to the SHR Director. The SHR Director will assess the recommendation to
assure that the recommendation comphes with established criteria, justification standards, and State
of Wisconsin Compensation Plan provisions.

The $HR. Director will submit the request to the Director of State Budget and Finance (SBF) for
budget review purposes only and it will be returned to SHR. If inadequate funding exists to support
the recommendation, the SBF Director will so note on the recommendation form.

If the DMC request is denied or modified, the SHR Director will notify the Director, Division
Administrator, or equivalent of the denial ormedification.

If the request is approved, the SHR Director will submif the request to The Adjutant General for
approval, modification, or denial.

The Adjutant General or designee will review and approve, modify or deny the request. SHR will
provide technical assistance as requested.

Whether the request is approved, modified or denied by The Adjutant General, the request will be
retumed to SHR. SHR will notify the Division Administrator, Directorate Head, Base Commander,
or equivalent of any denials and will keep these records in a cential DMC file within the SHR office.
SHR will submit approved or modified requests to the Office of State Employment Relations
{OSER) for review; approval, modification, or denjal.

If the DMC request is approved by OSER, it will be returned to SHR and will be effective at the
beginning of the pay period following receipt by SHR of The- Adjutant General's approval.

The SHR Director will develop a letter informing the employee of the approved award and will
notify payroll to process the adjustment.

The Department will comply with all reporting requirements as identifted in the State
Compensation Plan.
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ATTACHMENT #1 - JUSTIFICATION FOR DISCRETIONARY MERIT COMPENSATION (DMC) AWARD

AGENCY: EMFPLOYEE NAME:

CLASSIFICATION TITLE: PAY SCHEDULE & RANGE:

CRITERJA

WUSTIFICATION INCREASE
(PROVIDE SPECIFICS AND DETAILS)

BASE BUILDING /
LUMP SUM

Merit: Employee recognilion for superior or meritorious performance. Merft criteria/factors

which should be censidered include:

*  Length or frequency of the outstanding perforinance

= Overnll significance or impartance of the employee’s work products to the orgariization;

= Regularity with which the putstanding performance or unique contribution is
demonstrated (e.2., an employee who routinely dernonstrates exceptional performance
and performs special projects on an gngoing basis, ay compared to an employee who
completes a one-tims special project)

Morit—related criteria/factors which may be considered include:

*  Employce has ncw permanent job dutfes and /or responsibilities of grawing importance
to the agency that have been either newly assigned or were an cvolution of their
originally assigned fimetions. The new dutics are of greater scope, impact and/or
complexity coinpured to the previous functions: or .

«  Employee has acquired additiona) competencies, which are bath specialized and critical
in carrying ow the pernmanent functions of (he position, .

Pay Equity: The cmployee’s salary has been determined to be lower than that of ather stave
employees performing thie same or similar duties at the same level of proficiency and who
have gomparable years of relevant service; or there is dignificant pay compression between
thie employee and hissher immediate subordinates; or establisked labor markef data identifics
a need to award market adjustments i order ta achieve equity with extémal public/private
employers.

Retention: The employee possesses special-skills that are in h igh demand in other
organizations or logs of the emplayee’s knowledge and experience would be a debriment to
the agéncy, therefore, Fequiring a pay adjustment be mode.in order to retain the employee.

I ; s A  DMCRECOMMENDATION. .
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Old Base Salary | New Base Salary | # of WRPS: Funding Source(s): | DMC Effective Date: | # Prior WRPS it Same FY: | PUA o last 12 months:
. "t dNe  [dyes Effeqtive Date:

Reécommeitded By, (Supsrvisor &
Adwministiatory: .

© 10| State Human Resoutiges Approval: ' Date:

mtamwﬁ.b.v@ﬁmﬁ_. (Funding ajiprovat oify):

}.mmzﬁ‘ HEAD APPROVAL: [] APPROVED: CIDEMIED DATE:
[1Base Pay Adjustment: - [Lusnp Sum:

OSER APPROVAL: I TJ APPROVED: [IDENTED DATE:
[ past Pay Adjustment; Iump Sums

| AGENCY CONTACT NAME:

{ CONTACT PHONE NG:




JUSTIFICATION:

CRITERIA (Check ali th at apply):

Merit
.. Employee reeeived performance evaluation within 1ast 12 months
Emplovee is a supervisof and has cempleted required performanze evabuations for ail subordinates

. Pay Equity
Employee is a supervisor and has completed required performance evaluations for all subordinates

Retention
Eniployee is a supervigor and has.corhpleted required perfonnance evaluations for alf subordinates

JUSTIFICATION NARRATIVE (Provide specifics and supporting doduméntd tion below):

OSER-DCLR-220 (01/2012)
W1 HR Handbook Chapter 550



INSTRUCTIONS FOR DMC JUSTIFICATION FORM COMPLETION:
All areas of the form sust be completed by the agency; incomplete forms will be returned to the sending agency for completion and
resubmittal. Below is the list of boxes contained on this DMC form with instructions for completion.

Page 1
1. Agency —Agency name or agency acronym (ncluding secondary level or campus,
- 2. Employee Name — Eniployee last name, frst name, and middle initial : :

3. Classification Title — Employees full elassification title (not working. :mnu position
hrH.dﬂmnrmﬁ_ﬂ_amemwu:m@‘-Z:B@Eommﬁm%mormaﬁwnﬁmw&wmo
m
m

for unclassified employees

Increase Amount —Increase amouwit to be provided as a Tump sum mmuauﬂm or the _umm@ Inci'ease amount
Number of WRPS or Equivalent Calculate the number of WRPS équivalent for each DMC {base and or lump sum) awarded. For nmp sum
awards, calculate number of WRPS by dividing the award by 2088, then'divide that-amount by tlie applicable WRPS amount from the pay
schedule (or 3% of minimum for pay ranges not having a listed émv . ‘ :
7. Old Base Salary — Employee’s base pay rate prior to the E
8. New Base Salary - Eniployee’s bage pay rate after the DM S
9, m.z:&:w mc:ﬁﬁ List source of agency ﬁ:&m :mmﬁ_ to pay ﬁ I UEO g Qumw,

P SEG, cte.

12. PUA ig last 12 months: Broadbanded _.m
13. Recommended By; Budget Approval; UE
agericy’s internal approval proc
{Deputy or Execcutive Assist
signature.

14. OSER Approved/Denied -

- 15, Agenéy Contact Name — Jden
review results will be retumed.

Page 2

16. Criteria {place an X next to applicable criter] -merit criteria DMC recomimendatjons must show that the employee has had a
performance evaluation in the past 12 months, dnd if the employee is a mﬁuaméaaa the employee must have completed performance evaluations
for all subordinates (check boxes to-confirm these statements) {

17. Justification - Provide specifics and atfach any supporting dociimentation. .




DEPARTMENT OF MILITARY AFFAIRS
ATTACHMENT #2 - DISCRETIONARY MERIT COMPENSATION (DMC) AWARD MATRIX
January, 2012

The matrix below will serve as a visual aid to assist in identifying the three o&nmoaww of DMA employees that are eligible for DMC
award consideration, the type of DMC prinéiple the nominationt can be based upon, the method of payment that can be Eoﬁ%& for.
each employee category, and the maximum DMC amounts (not awards) that can be earned in a fiscal year.

‘ , DMC AWARD PRINCIPLES DMC METHOD OF AMOUNTS
EMPLOYEE CATEGORY PAYMENT
(Permanent & Project Employees only} | Pay Retention | Merit | Base- Lump Sum | Within Range Pay

_ LEquity building Steps (WRPS)
1) Employees in non-broadbahded pay Not Not Eligible | Not eligible Eligible Maximunt of 4
schedules 02, 03, 05, 06, 11, 12,13, & 14. eligible | eligible ‘ WRPSinaFY
2) Employees in broadbanded pay schedules Eligible | Eligible Eligible | Eligible Eligible Maximum of 4
07,13,15,71, & 81. WRPSinaFY
3} Unclassified employees, not serving a fixed | Not Not Eligible | Eligible Not eligible | Maximum of 2
term, in pay schedule 90, , gligible | eligible WRPSinaFyY

The Alphabetical Listing of Clagsifications includes n_mmmhmomnom titles, the pay schedules that classifications are assighed to, and the
Within Range Pay Steps (WRPS) applicable to each.

Employees excluded from the DMC program include thiose with performance evaluations rated below satisfactory in the previcus
fiscal year, supervisors who did not complete annual performance evaluations on all subordinates, employees at or above the pay
range maximum (base bailding exclusion oEé trainees, crafls warker-related employees, and positions listed in 20.923(2), Gv (4g),

& (3).
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