Wisconsin Department of Transportation
Discretionary Merit Compensation Policy
Policy to be effective January 1, 2012
Final Confidential — December 11, 2011

Policy and Background

The department’s Discretionary Merit Compensation (DMC) program is intended fo provide agency
management with the discretion to provide employees economic recognition for perfermance/merit or to
address pay equity or retention needs. The department will follow the provisions provided under Section
J of the State Compensation Plan (Provisions for Administering Discretionary Merit Compensation).

The department is committed to grant DMC in an equitable and consistent manner, following approved
agency criteria. DMC may be granted in either base building or lump sum amounts. Funding for DMC
will be provided by the agency or by provisions identified in the compensation plan.

DMC may be granted at any time during the fiscal year. However, the department will typically use the
annual performance evaluation process to review and grant DMC for exceptional performance/merit.
The department places significant importance on the annuai performance evaluation process.
Management is required to complete a performance evaluation and set new goals and expectations for
employees each year. The department's performance evaluation process is described in TAM 48.

Eligibility

This policy covers all permanent (classified and unclassified) and project employees in the department,
except for those classified as State Patrol Trocpers and State Patrol Inspectors. [n addition, covered
employees will not be eiigible for DMC if they meet any of the following criteria:

1. Employees whose job performance in the previous fiscal year was rated unsatisfactory.

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

3. Any employee paid at or above the applicable pay range maximum may not receive a base-
building DMC.

4. Crafts Workers and Crafts Worker-related employees.

Criteria and Considerations
The depariment may provide DMC using one or more of the fqliowing three (3) reasons:
1. Performance/Merit
2. Pay Equity
3. Retention
The department has identified the below criteria to be used as reference when determining DMC

nominations. The applicable criteria should be referenced on the Office of State Employment Relation's
Justification Form for DMC Nomination.



Psrformance/Merit Criteria:

Employee has sustained a high level of performance and is expected to continue performing at
that level.

Employee’s work performance and work products are outstanding and have made a significant
impact in terms of overall value to the specific program goals or to agency goals.

Employee has contributed to the advancement of teamwork and quality improvement processes
in the agency and/or continuously seeks to improve work products and procedures within the
organization. _ ‘

Employee has demonstrated the ability fo creatively resolve complex, sensitive problems and
issues affecting his/her division or the department.

Employee has demonstrated leadership in the development and/or implementation of
performance measures within the organization.

Employee has been instrumental in successfully guiding their division/bureau/region/section/unit
in achievement of performance measures. '

Employee has demonstrated leadership in strategic planning in the organization.

Employee has been instrumental in developing effective partnerships between the department
and outside interest groups.

Employee consistently demonstrates outstanding leadership skills and initiatives.

« Employse is a recognized expert and is regularly sought out for advice and consultation.
Employee has been assigned or successfully completed a project that is outside the normal
responsibility of his/her position.

» Individual was assigned a special project that was related to a recognized critical function of the
department.

» Individual took initiative on histher own, which resulted in a positive, measurable improvement to
the department or its programs. '

Pay Equity Criteria:

Comparison of the position to other positions within the department and state service in the same
classification with similar job content and job qualifications including level of responsibility and
accountability within the department, complexity of programs, knowledge required, etc.
Comparison of the employee in the position to other individuals in similar positions including
professional background, length of state service, depth of critical skills and knowledge, fraining
and education, etc.

Comparison to other similar positions within the department in different classifications with similar
job content and job qualifications including complexity, level of responsibility, scope and impact of
programs/systems/projects and knowledge required.

Reterntion Criteria;

Appropriate comparison of the position to other positions within the department with similar job

" content and job qualifications including level of responsibility and accountability within the

organization, complexity of programs, depth of technical knowledge required, etc.

Employee is being sought after by other agencies or private sector employers due to superior
skill. Employee may also have a job offer pending. _

Labor market documentation where available and referenced as appropriate.



Amounts and Limitations

DMC may be granted as a base building increase, a lump sum payment or in combination. Employees in
broad-banded classifications are eligible to receive DMC in base building or lump sum payments.
Classified employees not in broad-banded classifications are only eligible for DMC lump sum payments.

DMC may be granted to classified employees in any amount up to four (4) within range pay steps,
subject to the maximum of the pay range. For the purpose of applying the four (4) within range pay step
limitation, a lJump sum payment shall be converted to a base pay equivalent by dividing the lump sum by
2088.

An eligible employee may receive more than one DMC during the fiscal year. However, the total amount
granted in the form of DMC in the fiscal year may not exceed an amount equal to four (4) within range
pay steps. This limitation applies to any DMC received during the fiscal year from any state agency.

Except in rare circumstances approved by the Secretary’s Office, an eligible employee may not receive a
DMC during a fiscal year where the employee has already received a pay increase through pay upon
appointment.

Empioyees in Unclassified Positions Not Serving a Fixed Term may be granted DMC in any amount up
fo two (2) within range pay steps for merit only. Additional details on this limitation are provided in the
Compensation Plan.

Process

The following department process will be used for reviewing and granting DMC for exceptional
performance/merit. Eligible employees must have received a satisfactory performance evaluation within
the last 12 months and goals/expectations set for the next evaluation period. It is recommended to grant
lump sum payments for DMC related to exceptional performance/merit. However, base building
increases may also be granted. While the process below is designed o occur annually, divisions may
submit DMC nominations for exceptional performance/merit at any time during a fiscal year if a
significant need arises.

1. In April of each year, the Bureau of Human Resource Services (BHRS) will provide divisions with
data on employee compensation and relevant comparisons. BHRS will also provide maximum
DMC amounts for eligible employees.

2. In April/May of each year, management in the divisions will review their available budget and
compieted employee performance evaluations. The Office of Policy, Budget and Finance will
setve as a resource for divisions as available budget for DMC is reviewed.

3. Division management will identify eligibie employeses with exceptional performance/merit.

4, Division management will work with BHRS to compiete the applicable WisDOT Discretionary
Merit Compensation (DMC) Nomination form and identify the amount of base building or lump
sum DMC. BHRS will ensure DMC criteria are met and limitations are followed.

5. Divisions will brief the Secretary’s Office on the DMC requests being submitted for consideration.

6. BHRS will provide the Secretary’s Office the completed DMC nominations with recommendations
when necessary.



7.

8.

9.

The Secretary’s Office will review and act on DMC nominations.

'BHRS will forward the approved DMC nominations to the Oifice of State Employment Relations

(OSER] for final approvai.

BHRS will notify the Secretary’s Office and division management on final DMC approval from
OSER.

10. Under this process, DMC granted for exceptional performance/merit will be effective no later than

the first pay period in June of each year. A DMC will be effective the first pay period following
signed approval by the Secretary’s Office.

The following department process will be used for reviewing and granting DMC for pay equily and
retention. Typically, DMC for pay equity and retention will be granted as base building increases, but
lump sum payments are allowed. While the process below is designed to occur quarterly, divisions may
need to use the process to address equity or retention issues at any time during a fiscal year.

1.

10.

End.

BHRS will provide divisions data at the beginning of each quarter of the fiscal year. Data will
include employee compensation and relevant comparisens, internal and external to the
department. BHRS will also provide maximum DMC amounts for eligible employees.

Divisions will review their available budget for DMC. The Office of Policy, Budget and Finance
(OPBF) will serve as a resource for divisions to review/analyze available budget for DMC.

Division management will identify employees experiencing significant pay inequities and those
with concerns for retention.

Division management will work with BHRS to complete the applicable WisDOT Discreticnary
Merit Compensation (DMC) Nomination form and identify the amount of base building or lump
sum DMC. BHRS will ensure DMC criteria are met and limitations are followed.

Divisions will brief the Secretary’s Office on the DMC requests being submitted for consideration.

. BHRS will provide the Secretary's Office with the completed DMC nominations and provide

recommendations when necessary. BHRS will also provide an internal analysis of pay inequities
across the department for additional consideration.

The Secretary’s Office will review and approve DMC nominations.

BHRS will forward the approved DMC nominations fo the Oﬁice of State Employment Relations
(OSER) for final approval.

BHRS will notify the Secretary’s Office and division management on final DMC approval from
OSER.

Under this procéss, DMC granted for pay equity or retention will be effective the first pay period
following signed approval by the Secretary’s Office. ,
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