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DEPARTMENT OF NATURAL RESOURCES

HUMAN RESOURCE POLICY NO: 13

EFFECTIVE DATE: } April 16, 2001

SUBJECT: Optional Pay Adjustments
AUTHORIZATION: Civil Service Rule 6.16.2

I. POLICY:

It 1s the policy of the Department of Natural Resources to adhere to the following policy concerning optional
pay adjustments for employees, under Civil Service Rule 6.16.2.

II. PURPOSE:

The purpose of this policy is to provide for the retention of employees deemed essential to the Department; to -
adjust pay differentials between comparable employees; to provide compensation for the performance of
additional duties and to recruit employees into positions for which recruiting is difficult.

ITI. POLICY:

Provided funding is available, the Department of Natural Resources will consider granting either
base pay or lump sum adjustments to employees in the following circumstances:

A)

B)

&)

Employees judged by the Secretary to be essential to the Department may receive a
base pay increase of up to the maximum amount allowed by Civil Service in order
to match a written verified salary offer from a private employer, an unclassified
position in State service, or a position at a non-state governmental entity. Employees
who are at range maximum may receive a one-time lump sum payment only.

The Secretary may grant a base pay increase of up to-the maximum amount allowed
by Civil Service to an employee whose pay is affected by an increase given to other
employees in either the same job series or supervisory chain. Such increases will be
limited to those cases where a junior employee's pay rate surpasses the pay rate of
senior employees. Consideration will be given only in those instances where the

- implementation of other Civil Service Rules caused the pay discrepancy. Employees

at range maximum will not be eligible for an 1ncrease

Thé Secretary may grant a base pay increase of up to-'~th_e maximum allowed by Civil

Service to a classified. employee, in addition to any other compensation granted

under other Civil Service Rules, in order to attract said employee into a difficult to

recruit for job. This will apply only to those jobs for which an inadequate. certificate

is issued. The DNR Office must also make a d111gent effort to appoint an applicant at the normal
rate of pay Employees at range maximum may receive a one- tlme lump sum payment of up to
the maximum allowed by Civil Serv1ce
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D) The Secretary may grant a base pay increase of up to the maximum allowed by the Civil Service
Commission guidelines to an employee who is assigned additional duties on a permanent basis.
Such permanent duties shall be documented in an official position description. Employees at
range maximum who are assigned additional duties on a permanent basis may receive a one-time
lump sum of up to the maximum allowed by the Civil Service Commission guidelines. The
Secretary may request approval from the Civil Service Commission for payments exceeding the
Civil Service Commission guidelines.

Employees who are assigned additional duties for a limited time period may receive

a lump sum adjustment of up to the maximum allowed by the Civil Service Commission
guidelines after the duties are performed, or on a bi-weekly basis while the duties are being
performed for a period not to exceed one year. If the duration of the assignment exceeds one
year, a request for payment must be resubmitted to the Secretary for approval.

Employees at range maximum who are assigned additional temporary duties may

receive a one-time lump sum payment of up to the maximum allowed by the Civil Service
Commission guidelines of their base pay. Payment of the lump sum may be made either at the
end of the duration of the duties or may be spread among pay periods for the duration of the
assignment for a period not to exceed one year. The Secretary may request approval from the
Civil Service Commission for payments over exceeding the Civil Service Commission
guidelines for employees who are assigned temporary additional duties.

No employee shall be eligible for either a lump sum or base pay increase for
additional duties which were compensated according to another Civil Service Rule.

IV. APPLICABILITY:
All increases granted according to this rule will be restricted to full-time permanent classified vemployees.

No employee shall receive more than the maximum amount as allowed by Civil Service Rule 6.16.2 within a
fiscal year. , '

V. PROCEDURES:

All requests for application of this rule must be submitted to the Human Resources Office with a memorandum
of justification from the Appointing Authority. All adjustments for additional duties made under delegated
‘authority must be submitted to the Civil Service Compensation Division for review using the Optional Pay
Report Form within 30 days after the date an employee was granted an adjustment. Additionally, all reports of
permanent base pay adjustments must be accompanied by an updated SF-3 clearly detailing the additional
duties. These new reporting requirements are in addition to the annual reporting requirement of Optional Pay
activity, as currently required of agencies.

VI. RESPONSIBILITY:
The Secretary is responsible for the fair and equitable implementation of this policy.
The Human Resources Director shall ensure that this policy is posted in the Human Resources Office at the

main Department location in Baton Rouge, as well as on the intranet. A listing of all employees who receive
increases according to this rule shall also be posted in the same manner.

~ Revised 5/2001, 9/12/2001, 7/01/2004, and 12/8/2010




v T
.

VII. EXCLUSIONS:
There shall be no exceptions to this policy.
VIIL. QUESTIONS:

Questions regarding this policy should be directed to the Human Resources Director.

Scot| .vAngelle, Secretary
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