(ORGANIZATION) Policy 002.04.02
Wage Increases

Subsection: 002.04.02.01, Promotions

	Area:
	Approved By:
	Most Recent Approval Date:

	· Corporate Governance
	Board of Directors
	August 25, 2011

	· Corporate Functions
	CEO
	

	· Financial Functions
	CFO
	

	· Clinical Functions
	CMO
	


	First Approval Date: 2007
	
	Next Review Due: 2013

	Dates Reviewed: 2007, 2009, 2011
	
	Dates Revised: 2011

	Dates Revisions Announced to Staff: August 17, 2009



	Purpose:
	To delineate (ORGANIZATION) policies for wage increases, bonuses, and promotions.

	Mandated by:
	n/a

	Applies to:
	All (ORGANIZATION) staff

	Definitions:
	· “(ORGANIZATION) staff” is defined as all employees and contractors of (ORGANIZATION) as well as staffing agency employees placed at (ORGANIZATION).  A “(ORGANIZATION) staff member” is any individual included in the previous definition.

	For more information:
	n/a


Text of Policy:

(ORGANIZATION) does not pay a cost of living adjustment increase but does provide incentives for growth and progress. (ORGANIZATION)’s reward system focuses on sustained productivity, professional growth, leadership, and individual contribution to the corporation.  

An employee’s annual written evaluation will provide the basis for determining the level of compensation the employee shall receive for the year subsequent to their anniversary date.

If the employees salary or hourly pay rate changes, or if the employee’s job title changes, a Notice of Employment Change will be signed by employee, supervisor, and CEO, and stored in the employee’s personnel file.

Rewards will be primarily limited to a percentage increase to salary based upon merit, one time merit increase payout to an employee’s base salary or a bonus but may also include increased flexibility in scheduling and assignments, educational rewards, and staff development opportunities.  

Subsection 002.04.02.01: Promotions
Whenever a job opening arises as a result of resignation, transfer, or the creation of a new job, current employees will be given first consideration for promotion or transfer.

Persons outside of (ORGANIZATION) will be selected to fill an opening only if, after assessment by the CEO, it is determined that the skills required to fill the position are not available from within (ORGANIZATION). 

Selection of a person to fill a job opening will be based on such factors as education, experience, character, ability, skill, training, attitude and ability to work harmoniously with other employees, and physical ability to perform tasks involved for the position.

In making selection of employees for promotions where qualifications are considered by the CEO to be equal, the senior applicant will be given preference.

Please see new wage increase form below.
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Authorization for Contract/Salary/ Wage Increase or Bonus

Name of Employee:

Date Increase Will Begin:

Amount of Increase:

New wage/salary:

Signature of Supervisor:

Date:

Signature of CEO:

Date:

Rationale:

