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I. INTRODUCTION  

The purpose of this policy is to provide for granting merit increases to a limited number of 
employees (both hourly and salaried) based upon meritorious performance, while taking 
into consideration such factors as equitable pay relationships and length of service. 

This policy is effective in any fiscal year, only upon being triggered by establishment of 
control figures. 

II. RESPONSIBILITIES  

Employees eligible for consideration for increase will be reviewed at the discretion of the 
appropriate Division Director, District Administrator, or other top level manager. 
Recommendations will be submitted on established forms to Human Resources Division. 
Human Resources Division will review for proper order and present each recommendation 
to the designated reviewing and/or approving authority. 
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III. PROCEDURES  

A. PURPOSE  

The purpose of this policy is to provide for granting merit increases to a limited 
number of employees (both hourly and salaried) based upon meritorious 
performance, while taking into consideration such factors as equitable pay 
relationships and length of service. 

B. PERFORMANCE APPRAISAL  

There must be a completed current performance appraisal report on file in 
Human Resources Division for each salaried employee recommended for 
increase under this policy. 

C. CONTROL  

Increases granted in accordance with this policy will be controlled in the 
following manner: 

1. An overall control figure for DOH merit purpose will be established by 
the Business Manager's Office and approved by the Commissioner for 
each fiscal year for each District and Division. It represents the total 
amount that the payroll can be increased by the operation of this policy. 
The establishment of this figure is dependent upon availability of funds. 
In any fiscal year, this policy goes into operation only as of the effective 
date of the establishment of the control figure which may be made 
effective any time during the fiscal year.  

2. Each time an increase is given, the monthly amount of the increase will 
be deducted from the "control figure" established for the fiscal year.  

 

D. AMOUNT OF INCREASE  

Normally, each increase will be one-step, except that in a case of extraordinary 
merit or in a case intended to help correct an inequity, an increase of two steps 
may be granted. 

E. TIMING  

Increases may be granted effective the first of any month for salaried 
employees and the first of any pay period for hourly employees. No individual 
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may receive an increase more than once in a six-month period nor receive more 
than two steps during a fiscal year. 

F. LIMITATIONS - APPLICABLE TO EMPLOYEES COVERED BY DIVISION 
OF PERSONNEL  

In the event that anything in this policy or its application is inconsistent with 
valid rules and regulations of the Division of Personnel (State), such rules and 
regulations shall prevail insofar as employees covered by the Division of 
Personnel are concerned. 

 

G. REFERENCE TO OTHER HOURLY OR SALARY POLICIES  

A separate policy applies to increases made in connection with bona fide 
promotions and such increases are not chargeable to this control figure. For this 
purpose, "promotion" shall mean the movement of an employee from one job 
classification to a higher level classification to fill an approved vacancy that 
carries with it a definite increase in duties and responsibilities. There must be a 
clear distinction in the duties of the employee as performed prior to promotion 
and after promotion. The change must take place on an identifiable date. 
Movement through progression-type classifications where there is no clear and 
distinct change in duties from one day to the next does not qualify as a 
promotion for this purpose. 

H. PROCESSING AND APPROVALS  

Employees eligible for consideration for increase will be reviewed at the 
discretion of the appropriate Division Director, District Administrator, or other 
top level manager. Recommendations will be submitted on established forms to 
Human Resources Division. Human Resources Division will review for proper 
order and present each recommendation to the designated reviewing and/or 
approving authority. 

Any request not received in time for consideration before payroll closing will 
be held over for the following month's review or returned to originator if 
improperly prepared after the reviewing authority has been advised of the 
action contemplated. 

Any requests for increases which are rejected will be returned to originator with 
the reason shown for rejection. 

I. GENERAL PROVISIONS  
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1. Any increase mandated as an across the board adjustment will not count 
as a merit or promotion, and will not effect implementation of this policy.  

2. In no way is this policy to be viewed by either the employee or 
supervisor as automatically granting an increase.  
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