Public Service Commission of Wisconsin
Division of Administrative Services
12/2011

DISCRETIONARY MERIT COMPENSATION
Organizational Scope
This plan covers all employees of the Public Service Commission of Wisconsin {PSC}, as well as the
Office of the Commissioner of Railroads {OCR). Approvals will be handled by each appointing
authority. Division of Administrative Services will handle the forwarding of these requests to OSER
for their review.

Concept

Discretionary Merit Compensation (DMC} provisions of the state of Wisconsin’s compensation plan
give the Chairperson of the Public Service Commission of Wisconsin (or the Commissioner of
Railroads) the sole discretion to provide employees timely economic recognition for significant and
permanent changes in job duties, increased competencies, merit, or to address pay equity issues or
retention needs. No step in this process, be it the granting, denial, or amount of any DMC, is
grievable.

1.0 Eligibility. All permanent and project employees in positions allocated to classifications assigned

to broadband pay schedules and unclassified employees not serving fixed terms are eligible to be

considered for DMC except the following: '

s All PSC Commissioners and the Commissioner of Railroads.

» Employees whose job performance in the previous fiscal year was rated below satisfactory.

s Supervisors who did not complete formal performance evaluations in the previous 12 months
on all subordinate employees for whom perfermance evaluations are required.

¢ Any employee paid at or above the applicable pay range maximum may not recelve a hase-
building DMC. ‘ |

s Any classified employee in a non-broadband pay range may not receive a base-building DMC,
and any lump-sum DMC received shail be for merit only.

1.1 Eligible employees who may not receive lump-sum payments include those in the
positions from s. 20.923(4) and (7) through (12}, Wis. Stats., including:

e Al Department Secretaries;

e All Department Deputy Secretaries;

o All Department Executive Assistants: including PSC Executive Ass;stants,

e Ali unclassified Division Administrators not serving a fixed term.

2.0 Amount, DIMC may be granted in any amount up to the Within Pay Range Step (WRPS)
maximum limitation per fiscal year, i.e., do not have to be granted in amounts equal to within pay
step values — as a base-pay adjustment, in a lump-sum payment, or in combination at the
discretion of the appointing authority.



2.1 For the purpose of applying the WRPS limitation, a lump sum payment shall be
converted to a base-pay equivalent by dividing the lump sum by 2088, DMC may be granted
to eligible classified employees in any amount up to 4 WRPS, subject to the maximum of the
pay range. ' '

(2.1.1) Classified employees in positions allocated to non-broadband pay ranges
may only receive DMC for merit in lump-sum payments. Classified employees
allocated to broadband pay ranges may receive DMC as a lump sum, base building
or a combination of both.

{2.1.2) Classified employees may receive more than one DMC during the fiscal
year, however, the total amount granted in the form of base-building and/or lump-
sum DMC in the fiscal year may not exceed an amount equal to 4-WRPS, except as
provided in (2.1.3) below. The DMC 4-WRPS limit, per fiscal year, per employee,
includes DMC granted by a single agency or by multiple agencies. Employees may
self-nominate in writing to their supervisor not more than once per fiscal year.

(2.1.3) Under exceptional circumstances, an appointing authority may submit a
request to the OSER Director to exceed the 4-WRPS limit specified in (2.1) and
(2.1.2) above. This request must be accompanied by a comprehensive written
justification.

2.2 Amount for Employees in Unclassified Positions covered by Section B of the
Compensation Plan who are Not Serving a Fixed Term. '

{2.2.1) Except as provided in {2.2.3) below, the DMC may be granted to eligible
unclassified employees in any amount up to 2-WRPS for merit only, subject to the
maximum of the pay range. Except as noted below, DMC may be granted as a
base-pay adjustment, a lump-sum payment, or in combination at the discretion of
the appointing authority. For the purpose of applying the 2-WRPS limitation, any
fump-sum payment shall be converted to a base-pay equivalent by dividing the
fump sum by 2088. Lump-sum payments are strictly prohibited for employees
whose positions are referred to in s. 20.923(16), Wis. Stats.

{2.2.2) An unclassified employee may receive more than one DMC during the fiscal
year, however, the total amount granted in the form of base-building and/or
lump-sum DMC in the fiscal year may not exceed an amount equal to 2-WRPS,
except as provided in (2.2.3) below. The DMC 2-WRPS limit, per fiscal year, per
employee, includes DMC granted by a single agency or by multiple agencies.
Unclassified Employees may self-nominate in writing to their supervisor not
more than once per fiscat year.

(2.2.3) Under exceptional circumstances, an appointing authority may submit a
written request to the OSER Director to exceed the 2-WRPS limit specified in



{2.2.1) and {2.2.2} above. This request must be accompanied by a comprehensive

justification.

3.0 Funding. All awards are funded from the Commission’s salary line. The salary line cannot be
supplemented to cover costs of these awards. Use of the DMC may therefore be limited by the
Commission’s financial condition.

4.0 Criteria. Criteria to be considered in the granting of DMC:

4.1 Merit: Applicable for broadband, non-broadband and eligible unclassified employees in
recognition of superior or meritorious performance.

Merit criteria/factors, which should be considered, include:

Length or frequency of the outstanding performance '

Overall significance or importance of the employee’s work products to the
organization;

Regularity with which the outstanding performance or unigue contribution is
demonstrated {e.g., an employee who routinely demeonstrates exceptional
performance and performs special projects on an ongoing basis, as compared to an
employee who completes a one-time special project).

Merit-related criteria/factors that 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 were an
evolutian of their originally assigned functions. The new duties are of greater scope,
impact and/or complexity compared to previous functions; or

Employee has acquired additional competencies, which are both specialized and.
critical in carrying out the permanent functions of the position.

4.2 Pay Equity: Applicable for broadband employees only. This can be applied when the
employee’s salary has been determined to be lower than that of other state employees
perfarming the same or similar duties at the same level of proficiency and who have
comparable years of relevant service; or there is significant pay compression between the
‘employee and his/her immediate subordinates; or established labor market data identifies a
need to award market adjustments in order to achieve equity with external public/private
employers.

4.3 Retention: Applicable for broadband employees only. This can be applied when the
employee possesses special skills that are in high demand in other 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 order to retain the employee.



Note: Lump-sum DMC {as opposed to base building) are generally granted for outstanding
performance on a special assighment/project or a one-time, work-related situation that reflected
positively on the agency. Lump-sum DMC may also be used for employees who are ineligible fora -
base-building DMC because they are at or above the pay range maximum.

5.0 Administrative Procedures for Granting DMC. Division Administrators and the Chairperson {Or
Commissioner of Railroads in the case of OCR requests) have the sole authority to recommend a
DMC for subordinate employees at any time during a fiscal year. Supervisors can recommend DMC
for their staff, but the Division Administrator has final approval on submittal to the Chairperson.

The Administrator of the Division of Administrative Services (DAS) will provide technical assistance
in interpreting award criteria, as needed. The justification must be submitted to the DAS
Administrator, after which the complete DMC proposal will be forwarded to the Chairperson for
review. The Commissioner’s Office has the discretion to approve or deny award of DMC. All DMC
will be approved by OSER prior to being granted.

5.1 Division Administrator Recommendations

e Step 1: For each DMC, a OSER Justification for Discretionary Merit Compensation
(DMC) Award request form {Attachment A) needs to be completed, specifically
describing the reason(s) for granting the DMC (based on the criteria referenced above in
Section 4.0); the type of award recommended (base-building or lump-sum, where
applicable); and the proposed amount of the award.

+ Step 2: Forward the completed OSER Justification for DMC Award request form to the
DAS Administrator.

5.2 DAS Review and Approval

s Step 1: Justification(s) reviewed by the DAS Administrator for consideration and
processing. Any incomplete forms will be returned to the requester for completion.

» Step 2: The DAS Administrator will review the proposed award amounts with the
Director of Financial Services to ensure adequate funding.

e Step 3: The DAS Administrator will compile a list of recommendations, with suggested
award amounts to the Chairperson or his/her designee for review.

 Step 4: The Chairperson, or his/her designee, has the sole discretion to approve, deny,
or amend the award of DMC. Once those decisions are made, approved OSER
Justification for DMC Award request forms are returned to the DAS Administrator for
compilation and submittal to OSER with the completed DMC Excel Report (Attachment
B). This Excel spreadsheet must accompany all DMC recommendations submitted to
OSER via the OSER DCLR DMC mailbox. The Excel Report spreadsheet should contain all
of the key information for each DMC submitted. Multiple DMC recommendations
heing submitted to OSER at the same time can be placed on one Excel spreadsheet.

6.0 Effective Date , ‘
DMC may be granted at any time during the fiscal year. The effective date of an adjustment will be
the beginning of the first pay period following effective receipt (as defined in Section |, 3.00 of the



Compensation Plan) of the DMC recommendation. Effective receipt for the Public Service
Commnission or the Office of Commissicner of Railroads is the date the Commissioner’s Office
receives the recommendation from the DAS Administrator. No DMC may be retroactive. If multiple
pay adjustments have the same effective date, DMC will be applied to an employee’s base pay
according to Section |, 401 of the current Compensation Plan. No DMC may be granted on the
effective date of an appointment.

7.0 Reporting Requirements
The Division of Administrative Services will comply with all reporting requirements as specified in
the relevant Compensation Plan and as requested by the Office of State Employment Relations.

DMC Provisions for the current Compensation Plan are attached and can be found at
http://oser.state.wi.us

Attachments (links to files/wehpage):

A: OSER Justification for Discretionary Merit Compensation Award request form
B: DMC Excel Report (accompanying recommendations)

C: DMC Provisions for 2011-2013 Compensation Plan
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