Office of Academic Affairs

Form A: Checklist for Special Salary Increases for Unclassified Employees

Note:  No special salary increase will be final until this review is completed in the Provost’s office.  Letters of offer indicating any change in salary should not be presented to the candidate until after this review is complete.  
To complete the Special Salary Increase review process you must submit this form and other required documentation to Carol Mack, Vice Provost for Academic Administration and Planning in the Office of Academic Affairs.  Please respond to the following prompts:
Which of the following criteria apply?

· Internal equity.  An internal inequity exists compared with similar employees on campus.  Position description, experience, credentials, and length of service should be considered.  Attach all of the following to this checklist:

1. A memo explaining the nature of the equity situation. 

2. Completed Form B.
3. Completed Form C.
4. For Academic Professionals:  Current position description or Position Analysis Form (PAF), along with the PAF of the closest comparator.
· Expanded duties.  Duties and level of responsibility associated with the position have increased substantially but do not warrant the creation of a new position.  Attach all of the following to this checklist:
1. A memo explaining how the employee’s duties and level of responsibilities have expanded, warranting the increase.
2. Completed Form B.  
3. Old and revised position descriptions, with new duties highlighted. For Academic Professionals, attach both old and updated Position Analysis Forms (PAF) with new duties highlighted.  (Requires HR job family review.)
· Exceptional Performance/Retention.  Performance exceeds expectations and/or there is an imminent possibility of losing a valued employee due to options outside Portland State.  Attach all of  the following to this checklist:
1. A memo explaining why the individual’s knowledge, skills, abilities/experience and/or performance exceeds expectations and/or creates, in relation to Portland State’s salaries, a potential retention issue.

2. Completed Form B.
3. Appropriate documentation that supports the case, ideally linked to Portland State’s mission and academic priorities.
What is the proposed percentage increase?  _________

What is the employee’s status?

· AAUP represented Academic Professional

· AAUP represented faculty member with rank

· Excluded unranked employee

· Excluded ranked employee

Is funding requested from any source other than the candidate’s unit?  

· Yes (Provost’s approval is required.)

· No

Is the proposed effective date at least three weeks beyond the date of the dean’s/vice provost’s signature?

· Yes

· No

Has the candidate for the special salary increase been informed that the increase is not final until the request clears the Provost’s office and that the candidate’s signature prior to approval does not constitute a valid contract?

· Yes

· No

For questions about this process, or about the documentation required contact Sharon Buhlinger in the Office of Academic Affairs at 5-8317 or buhlingers@pdx.edu.)

Required Signatures:  

Department Chair
Signature:_____________________________________________





Printed Name:
_________________________________________
Date: ________

Dean/Vice Provost
Signature:_____________________________________________





Printed Name:
_________________________________________
Date: ________

Vice Provost for Academic Personnel and Leadership Development
Signature:_____________________________________________





Printed Name:
_________________________________________
Date: ________
