INSTRUCTIONS FOR IMPLEMENTATION OF THE 

OCTOBER 1, 2006

SALARY INCREASE FOR ALL UNIT AND NON-UNIT EMPLOYEES

SUBJECT TO THE CAREER SERVICE, SELECTED EXEMPT SERVICE AND

SENIOR MANAGEMENT SERVICE PAY PLANS

(EXCLUDING SECURITY SERVICES UNIT AND NON-UNIT EMPLOYEES

AND FLORIDA STATE FIRE SERVICE ASSOCIATION EMPLOYEES)

OPS AND CONTRACT EMPLOYEES ARE NOT ELIGIBLE TO RECEIVE THIS INCREASE
These instructions shall be used for implementing the October 1, 2006, salary increases provided for in the 2006-2007 General Appropriations Act for all eligible unit and non- unit employees subject to the Career Service, Selected Exempt Service, and Senior Management Service Pay Plans (excluding Security Service Unit and Non-Unit employees).  This includes employees represented by the American Federation of State, County and Municipal Employees, Council 79 (AFSCME), employees in the Professional Health Unit represented by the Florida Nurses Association, employees in the Special Agent Unit represented by the Florida Police Benevolent Association (PBA), employees in the Law Enforcement Unit represented by the Florida Police Benevolent Association (PBA), employees in the Supervisory Non-Professional Unit represented by the Federation of Physicians and Dentists, Professional Managers and Supervisors Association (PMSA), employees in the Selected Exempt Services Physicians Unit represented by the Federation of Physicians and Dentists, employees in the Attorneys Unit represent by the State Employees Attorneys Guild (SEAG), and all other eligible employees in classes subject to the Career Service (with the exception of Class Code 8029, Correctional Officer Inspector Supervisor; Class Code 7622, Forest Area Supervisor; Class Code 7634, Forestry Operations Administrator; and Class Code 7636, Forestry Program Administrator), Selected Exempt Service (with the exception of Class Code 8047, Correctional Probation Supervisor-Institution-SES; Class Code 8048, Correctional Probation Senior Supervisor-Institution-SES; Class Code 7635, Forestry District Manager-DACS; Class Code 7637, Forestry Center Manager-DACS; Class Code 7638, Assistant Chief-Forestry-DACS; and Class Code 7639, Deputy Chief of Forestry), and Senior Management Service Pay Plans but not included in a represented bargaining unit. 

References to “eligible” employees refer to employees who are, at a minimum, meeting their required performance standards.  If an ineligible employee achieves performance standards subsequent to the salary increase implementation date but on or before the end of the fiscal year, the employee may receive an increase; however, such increase shall be effective on the date the employee becomes eligible but not retroactively. A performance evaluation is not necessary to determine that employees are meeting standards. If an employee has not had a performance evaluation and has no documented performance deficiencies, then the assumptions is that they are achieving standards and are therefore eligible for the increase.  

GENERAL INSTRUCTIONS

The salary increase is determined on the individual’s base rate of pay as of September 30, 2006, exclusive of any pay additives as described in section 110.2035(6)(c), Florida Statutes.

IMPLEMENTATION OF SALARY INCREASES

Effective October 1, 2006, the minimum of each pay grade and pay band shall be increased by 2 percent and the maximum of each pay grade and pay band shall be increased.

SALARY INCREASE
· Effective October 1, 2006, eligible employees will be granted a competitive pay adjustment equal to 3 percent of their September 30, 2006, base rate of pay.

ADDITIONAL PROVISIONS

· Salary increases shall be effective October 1, 2006, regardless of whether employees are paid on a monthly or biweekly basis.

· Salary increases for part-time employees shall be prorated based on the full-time equivalency of the employee’s position.

· An employee who is on leave without pay on October 1, 2006, shall receive the salary increase effective the date the employee returns to pay status.

· An employee with documented performance deficiencies on October 1, 2006, may receive the applicable salary increase effective the date the employee becomes eligible for the increase. In no case shall the increase be retroactive.

· Eligible employees who work less than 12 months during the year (seasonal staff, etc.) shall receive the applicable increase on a prorated basis based on the number of months worked.

· If for any reason an employee’s salary cannot be adjusted in accordance with these instructions, the State Employment Programs Manager, Division of Human Resource Management, must be notified in writing no later than October 31, 2006, with a full explanation of the circumstances.  The agency will be notified by the State Employment Programs Manager as to how these cases are to be handled.

· Salary increases provided for in the 2006-2007 General Appropriations Act shall be implemented prior to processing any other personnel actions such as promotions, demotions, or reassignments that occur on the same date.

PEOPLE FIRST! ISSUES

The biweekly mass load file will be built based on data as of the close of business September 7, 2006.  Biweekly agencies will be provided the pay increase file on September 11 and will have until noon, September 18, to validate the data and return the file to HRM.  The monthly mass load file will be built on data as of the close of business September 21, 2006.  Monthly agencies will be provided the pay increase file on September 25 and will have until noon, October 2, to validate the data and return the file to HRM.  

 

If pay affecting actions are processed from the time the mass load pay increase files are built, but before the increase files are sent back to HRM, agencies will be required to adjust the mass pay increase spreadsheets as appropriate.  If the spreadsheet is not modified to reflect such pay actions, the mass load file will overlay the increase with the rate of pay as originally presented on the spreadsheet, effective as of October 1, 2006.  

 

Once the spreadsheet has been returned to HRM, any pay affecting transaction should not be processed until after the pay increases (mass load) have been completed.

No future dated actions should be processed until after the 10/01/06 mass load is loaded into People First!.  If future dated actions are present for an employee when the 10/01/06 mass load file is processed, the mass load record for that employee will drop during processing and the agency will need to correct manually (process a PAR).  

Once the mass load has occurred, any pay affecting action will require the processing of a PAR to adjust the employee's rate of pay that was loaded effective as of October 1, 2006, based on the data signed off by the agencies in accord with the Mass Load File Schedule. 

 

Additionally, agencies need to pay special attention to any retro pay increases that are processed in People First! and dated prior to October 1.  If a retro increase is processed after the pay increase is loaded, agencies will also need to perform an additional PAR correcting the employee’s salary for the October 1 increase, because the employees September 30 salary will be different from the amount the increase was originally based on.

In summary, special attention is needed for any and all pay changes that are dated before October 1 and processed after the initial load files are built.
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