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Purpose Discretionary Merit Compensation (DMC) shall be granted in accordance with
the applicable provisions of the 2011-2013 Compensation Plan and the
adminisfrative procedures described within this directive. These provisions
provide the Secretary of Revenue the discretion to provide eligible employees
economic recognition for merit, to address pay equity or for retention
purposes.

The Department of Revenue will consider DMC recommendations at fimes
and on a schedule as determined by the Secretary. DMC recommendations
will typically be considered once per year, before the end of the fiscal year.
The Secretary will notify department appointing authorities when DMC
recommendations will be considered. DMC recommendations based on
retention, however, may be considered at any time.

Eligibility - These provisions apply to permanent and project employees in positions
allocated to classifications assigned to broadband pay schedules and
unclassified employees not serving a fixed term. The provisions also apply to
classified permanent and project employees in positions allocated to
classifications assigned to non-broadband positions, excluding Crafts Worker
and related employees and employees in the public safety bargaining unit, for
merit-related (ump sum DMC only. -

All employees, who are in pay status, in positions allocated to classifications
assigned to broadband pay schedules, unclassified employees not serving a
fixed term, and classified permanent and project employees in posifions
allocated to classifications assigned to non-broadband positions (excluding all
Crafts Worker and related employees and employees in the public safety
bargaining unit) are eligible to be considered for a DMC, except the following:

+ An employee whose job performance in the previous fiscal year was rated
below satisfactory (needs improvement or unsatisfactory);

« A supervisor who did not complete performance evaluations during the
previous 12 months on all subordinate employees for whom performance
evaluations are required;

¢ Anemployee paid at or above the applicable pay range maximum may
not receive a base building DMC; and,

» Atrainee eligible,for scheduled trainee increases.

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

Adjustment Eligible classified employees may be granted DMC in any amount up to four
Amounts and | (4) within range pay steps (WRPS) per fiscal year, subject to the pay range
Limitations maximum. A DMC may be granted as a base pay adjustment, in a lump sum

payment, or in combination. A classified employee in a non-broadbanded
pay range may not receive a base building DMC, and any lump sum -DMC
received shall be for merit only.
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Eligible unclassified employees may be granted DMC in any amount up to
two (2) WRPS per fiscal year for merit only, subject to the pay range
maximum. Awards may be granted as base pay adjustments or lump sum
payments, or in combination. Eligible unclassified employees who may not
receive a jump sum DMC payment include: Depariment Secretary, Deputy
Secretary, Executive Assistant and unclassified Division Administrators.

An employee may receive multiple adjustments during the fiscal year,
however, the total adjustment may not exceed the applicable WRPS
limitations. The WRPS fiscal year limits include adjustments granted by one
or more agencies.

In exceptional circumstances, the Secretary of the Department of Revenue
may submit a request to the Director of the Office of State Employment
Relations (OSER) to exceed the two or four WRPS limitation. This request
must be accompanied by a comprehensive justification.

Funding

DMC are not considered “salary adjustments” for which supplemental
allotments may be provided under s. 20.865, Wis. Stats. and are, therefore,
funded out of the agencies authorized budget authorized. Budget
considerations must figure into the granting of these adjustments. When it is
in the best business interest of the agency, and the agency is capable of
absorbing the cost out of the salary line without reducing service levels, a
DMC may be appropriate.

Criteria

The following criteria will be considered in granting DMC to eligible classified
empioyees:

e Merit: The employee demonstrates outstanding performance and makes
outstanding contributions in support of the Department's mission and -
goals.

Criteria that will be considered in determination of award are:
= | ength or frequency of the outstanding performance.

»  Overall significance or importance of the employee's work
products in support of the Department's mission and goals.

» Regularity with which the outstanding performance or unigue
contribution is demonstrated (e.9., an employee who routinely
demonstrates exceptional performance and performs special
projects on an ongoing basis, as compared to an employee who
completes a one-time special project).

Other criteria which may be also be considered are:

= Empioyee has new permanent job duties and/or responsibilities of
growing importance to the department that have been either newly
assigned or were an evolution of their originally assigned
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functions. The new duties are of greater scope, impact and/or
complexity compared to the previous functions.

» Employee has acquired additional competencies, which are both
specialized and critical in carrying out the permanent functions of
the position, and contribute to the department's mission and goals.

e Pay Equity: The employee's salary has been determined to be lower than
that of other state employees performing 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 direct
supervisor and his/her direct reports; or, established labor market data
identifies the need to award market adjustments in order to achieve equity
with external public/private employers.

s Retention: The employee possesses skills/competencies that are in high
demand in other organizations {public or private sector), ar loss of the
employee's knowledge and experience would be a detriment to the
agency. This loss of knowledge would disrupt operations and, therefore,
require a pay adjustment be made in order to retain this key employee.
Documentation should be provided, such as market survey data from
OSER or professional trade publications, or a bona fide offer to the
specific employee from another organization (pubiic or private).

Eligible unclassified and non-broadbanded classified employees may only be
awarded DMC's based on merit, as defined above.

Procedures 1. - Recommendations are initiated by completing the OSER ' DMC form {form
#). Recommendations must include a written justification that specifically
describes the reason(s) for granting the award and the type of award
recommended (base building or lump sum). Note: Employees may seif-
nominate in writing to their supervisor not mere than once per fiscal year.

2. Recommendations, along with any supporting documentation, are
submitted to the Appointing Autherity through the appropriate chain-of-
command.

3. The Appointing Autharity reviews recommendations for appropriateness,
consistency of freatment, equity with other similarly situated staff, and pay
range maximum limitations.

4. The Appointing Authority forwards the completed justification with the
specific recommendation to the Bureau of Human Resource Services for
consideration.

5. The Bureau of Budget & Business Operations will be consulted
specifically for purposes of ensuring sufficient funds are available.

6. The Bureau of Human Resource Services forwards recommendations to
the Office of the Secretary for review. The Secretary, or his/her designee,
has the ultimate authority to internally approve, modify, or deny DMC
recommendations for the department. Department recommendations are
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then sent to and subject to OSER approval pricr to any award being
made.

7. For DMC recommendations approved by the Secretary, or his/her
designee, the DOR Human Resources Director will:

Submit to OSER for final review and approval
Upon final OSER approval, develop an acknowledgment letter for the
Secretary's, or designee’s, signature to inform the employee of the
award,

e Notify payroll to process the award; and,

« File a copy of the acknowledgement letter in the employee's personnel
file.

8. For denied requests, the Human Resource Services Director will notify the
Appointing Authority of the denial.

Effective Date | A DMC may be granted at any time during the fiscal year. The effective date
of a DMC shall be the beginning of the first pay period following “effective
receipt’. Effective receipt is the date of approval by the Secretary or designee.
No DMC may be retroactive. No DMC may be granted on the effective date of
an appointment.

Monitoring The Bureau of Human Resource Services shall be respohsible for recording
and Reporting | DMC and providing reports to the Office of State Employment Relations as
directed.

Contact: Human Resource Services Director
Created: December 13, 2011
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