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To:
Cabinet Secretaries, Secretariat Chief Information Officers, Agency Heads, Chiefs of Staff and the Human Resources Advisory Council

From:
Paul Dietl, Chief Human Resources Officer

Date:  August 8, 2013
Re:
Implementation Memo – FY 14 Merit Pay Salary Adjustments for TPL Employees

The following memo addresses the implementation guidelines for the 3.5% merit-pay adjustment for TPL employees that Governor Patrick and Secretary for Administration and Finance, Glen Shor, have authorized.  This salary increase is tied to the successful and timely completion of their EPRS evaluation process for the 2013 Final/Annual Review and the FY 2014 Planning Stage.
Eligibility


In order to be eligible for this merit adjustment, a TPL employee must have met his/her responsibilities for the FY 2013 EPRS Final Review and have received a “Meets” or “Exceeds” Rating, and must have completed his/her FY 2014 Planning Stage.  Responsibilities include participating in review/planning meetings as requested and providing signatures as appropriate.  TPL employees who have direct reports are additionally required to conduct final review and planning stages in accordance with the deadlines specified below.
The following categories of TPL Employees are not eligible for the 3.5% increase:

· TPL employees who, as of July 14, 2013 have received an increase of 3.5% or more, pursuant to the Commonwealth’s agreement with NAGE on TPL salaries;
· TPL employees hired on or after July 1, 2013; and

· TPL employees who did not meet their responsibilities for either their EPRS Final Review and/or Planning Stages; who did not receive a “Meets” or “Exceeds” Rating for Final Review Stage;  and/or who failed to comply with the deadlines specified below for completing Final Review/Planning Stages with direct reports.
Implementation
The Human Resources Division (HRD) is pleased to provide you with the following implementation guidelines for the TPL salary adjustments totaling 3.5%. 

1. Agencies will be required to absorb the costs of these salary adjustments within their FY14 budgets. 

2. HRD will be implementing the new TPL salary chart and is effective July 14, 2013. See Attachment.
3. For TPL employees who are eligible for these increases, agencies must ensure that employees have completed their FY 13 EPRS Final/Annual reviews by August 23, 2013 for the 1.5% increase and that the Planning Stage for FY 14 EPRS reviews are done by October 4, 2013 for the 2% increase.  Employees must receive a “Meets” or “Exceeds” Rating in order to be eligible for the increase tied to the FY 13 Final Review.
4. The effective date within HR/CMS for these merit-based increases will be September 8, 2013 and October 6, 2013.  Both increases will be retroactive back to July 14, 2013.  

5. Eligible TPL employees who did not receive the 1.5% increases in July 2012, January 2013, and July 2013 (pursuant to the Commonwealth’s agreement with NAGE on TPL salaries) should receive the full value of the 3.5% merit increase.  Agencies must submit these employees on the attached spreadsheets by the deadline dates specified in this memo. See the attachment Examples of TPL Merit Pay Salary Increase Administration for various scenarios.
6. Eligible TPL employees who received an increase of less than 3.5% pursuant to said NAGE agreement will receive the difference between their adjustment and the 3.5% increase authorized here.  The difference will be spread across two payments, with up to 1.5% in their September 27, 2013 pay advice, and any remaining difference in their October 25, 2013 pay advice.  Both the September 27 and October 25 pay advices will include retroactive pay to July 14, 2013, as applicable.  See the attachment Examples of TPL Merit Pay Salary Increase Administration.

7. For a TPL employee who receives an adjustment after July 14, 2013 that is not tied to merit pay (e.g., promotion to a TPL B), his/her merit increases will be based on the salary he/she was at when the increases become effective in HR/CMS (September 8 for the first increase tied to Final Review criteria, and October 6 for the second increase tied to Planning criteria).  Retroactive pay from September 7 back to July 14 for the first increase, and from October 5 back to July 14 for the second increase, will be prorated accordingly.  See Example 7 on the attachment Examples of TPL Merit Pay Salary Increase Administration.
8. HRD/ITD will run a program to automate the increases and retroactive pay in HR/CMS in those instances where the total amount due to the employee is either 1.5% or 3.5%.  In order to implement this, agencies will need to submit their eligible TPL employees to HRD in accordance with the dates identified below and in the attached table.  
9. HRD is exploring the possibility of automating those TPL increases that are less than 1.5%, or greater than 1.5% but less than 2%. Automation will be dependent on the number of employees receiving the same percentage rate.  Once HRD receives your spreadsheets, we will make a determination and will contact you as to whether these payments can be automated.  You will receive notice by September 11, 2013 for the first increase, and by October 9, 2013 for the second increase.

10. See the attachment Key Dates for TPL Merit Pay Implementation for a summary of key dates in relation to each of the two increases.  Instructions on running the automation of increases and retroactive payments will be announced via the CommonHelp bulletin.
 
Increases tied to Successful Final/Annual Review EPRS Completion:

In order for TPL employees to receive their increases tied to their Final/Annual EPRS Review Stage, agencies are required to complete the attached spreadsheet.  Use the worksheets as follows: 


· On Tab 1, list TPL employees are eligible for the full 1.5%


· On Tab 2, list TPL employees who are eligible for a partial increase (less than the 1.5%) 
Submit the completed spreadsheet to Amy.Lynch@massmail.state.ma.us no later than September 4, 2013.  Failure to meet this deadline will result in agencies needing to manually enter the salary increases by September 20, 2013 (see attached instructions for entering a manual salary increase). HRD will notify agencies of the ability to automate partial increases by September 11, 2013; any increases that cannot be automated must be manually entered by September 20, 2013, along with the accompanying retroactive pay.  TPL employees’ salary increases will be reflected in their September 27, 2013 pay advice.

Increases tied to Planning Stage EPRS Completion:

In order for TPL employees to receive their increases tied to their Planning Stage, agencies are required to complete the spreadsheet that will be issued by HRD on September 3, 2013.  Use the worksheets as follows: 


· On Tab 1, list TPL employees are eligible for the full remaining 2%


· On Tab 2, list TPL employees who are eligible for a partial increase (less than the 2%) 
Submit the completed spreadsheet to Amy.Lynch@massmail.state.ma.us no later than October 4, 2013.  Failure to meet this deadline will result in agencies needing to manually enter the salary increase by October 18, 2013.  HRD will notify agencies of the ability to automate partial increases by October 9, 2013; any increases that cannot be automated must be manually entered by October 18, 2013, along with the accompanying retroactive pay.  TPL employees’ salary increases will be reflected in their October 25, 2013 pay advice. 
EPRS Completion

Agencies must certify on the attached spreadsheets, that EPRS evaluations have been completed.
Performance Management Outlook

As we begin to develop the Performance Management Process for next year’s cycle, HRD will continue to work with agencies to develop a strategy for aligning and tying overall agency goals to those of individual employees.  
Q&A Call-in Session

HRD, in partnership with the Information Technology Division, will be holding a conference call on Tuesday, August 13th at 2:00 p.m. to answer any questions pertaining to the implementation of TPL merit pay.  Agencies can call (720) 279-0026; Participant code is 626855#

Attachment:  Key Dates for TPL Merit Pay Implementation

Final/Annual Stage EPRS Completion
	August 23, 2013
	Final/Annual Stage of EPRS need to be completed

	September 4, 2013
	Spreadsheets due to HRD

	September 11, 2013
	HRD will notify agencies if partial TPL increases need to be manually entered into HR/CMS

	September 20, 2013
	Last date for agencies to enter manual salary adjustments and retroactive pay back to July 14, 2013 in HR/CMS (if applicable)

	September 27, 2013
	Increases reflected in pay advices, including retroactive pay back to the effective date of July 14, 2013


Planning Stage EPRS Completion

	September 3, 2013
	HRD will issue spreadsheet to agencies

	September 27, 2013
	Planning Stage of EPRS need to be completed

	October 4, 2013
	Spreadsheets due to HRD

	October 9, 2013
	HRD will notify agencies if partial TPL increases need to be manually entered into HR/CMS

	October 18, 2013
	Last date for agencies to enter manual salary adjustments and retroactive pay back to July 14, 2013in HR/CMS (if applicable)

	October 25, 2013
	Increases reflected in pay advices, including retroactive pay back to the effective date of July 14, 2013


Attachment: Examples of TPL Merit Pay Salary Increase Administration 

The following examples outline sample scenarios for TPL merit pay salary implementation:

1) A TPL employee was below the minimum salary range for the first time following the July 2013 BU increase, and subsequently received a 1.5% in July 2013.  He did not receive a BU increase in July 2012 or January 2013.  

FY14 Merit Eligibility:     This employee is eligible to receive a total of 2.0% (3.5% - 1.5%) through the FY14 Merit Program.  The adjustment will be made across the two FY14 increase periods as follows:

September 27, 2013 Pay Advice:  Increase of 1.5%

October 25, 2013 Pay Advice:      Increase of 0.5% (2.0% - 1.5%)
2) A TPL employee received a 0.8% increase to be brought to the minimum salary range following the July 2012 BU increase.  This employee subsequently received a promotion in October 2012, raising her salary sufficiently above the floor so that she did not receive an increase following either the January or July 2013 BU increases.  

FY14 Merit Eligibility:  This employee is eligible to receive a total of 2.7% (3.5% - 0.8%) across the two FY14 increase periods, to be awarded as follows:

September 27, 2013 Pay Advice:  Increase of 1.5%

October 25, 2013 Pay Advice:      Increase of 1.2% (2.7% - 1.5%)



3) A TPL employee was above the minimum salary range at the time of the last three BU increases in July 2012, January and July 2013.  The employee will fall below the salary minimum at the next step anniversary in September 2103.

FY14 Merit Eligibility:  This employee is eligible for the total 3.5% merit increase across the two FY14 increase periods, to be awarded as follows:

September 27, 2013 Pay Advice:  Increase of 1.5%

October 25, 2013 Pay Advice:      Increase of 2.0%

4) A TPL employee is above the top of the range for TPL A and B, and has consequently not received any of the BU increase in July 2012, January and July 2013.  


FY14 Merit Eligibility:  This employee is eligible for the total 3.5% merit increase across the two FY14 increase periods, to be awarded as follows:

September 27, 2013 Pay Advice:  Increase of 1.5%

October 25, 2013 Pay Advice:      Increase of 2.0%


5) A TPL employee has been below the minimum salary following each of the three BU increases in July 2012, January and July 2013, and has consequently received a total of 4.5% in increases across this same time period to keep him at the minimum salary range.


FY14 Merit Eligibility:  This employee has received a total 4.5% in increases, which exceeds the maximum merit increase of 3.5% for this merit adjustment.  Consequently, this employee is not eligible for the FY14 Merit Adjustment.  
6) A TPL employee received a partial 3% salary increase per the Commonwealth’s agreement with NAGE on TPL salaries.  

FY14 Merit Eligibility:     This employee is eligible to receive a total of 0.5% through the FY14 Merit Program in order to receive the full 3.5% value of the Commonwealth’s agreement with NAGE on TPL salaries.  The adjustment will be made and reflected in the September 27, 2013 pay advice.

September 27, 2013 Pay Advice:  Increase of 0.5%

October 25, 2013 Pay Advice:      0

7) A TPL employee was promoted to a TPL B title on September 22, 2013 and received a 2% increase.  This employee did not receive any increases pursuant to the Commonwealth’s agreement with NAGE on TPL salaries. 

FY14 Merit Eligibility:     This employee is eligible to receive a total of 3.5% through the FY14 Merit Program.  The employee’s increases will be based on the salary he/she was at during the time of Final and Planning Stages of their EPRS. 

September 27, 2013 Pay Advice:  Increase of 1.5% will be based on the employee’s TPL A salary

October 25, 2013 Pay Advice:      Increase of 2% will be based on the  employee’s TPL B salary; the retroactive pay (2%) will be based on 10 weeks (5 pay periods) of the employee’s TPL A salary (July 14 through September 21) and 2 weeks (1 pay period) of his or her TPL B salary (September 22 – October 5). 

Attachment
	2013 TPL Salary Chart

	Job Code
	Salary Plan
	Min
	Max

	E00788 (TPLB)
	EAQ
	$59,475.30
	$111,646,15

	E00787
(TPL A)
	E81
	$54,133.93
	$83,035.24


Attachment: Manually Enter a Salary Increase

This resource document will walk you through the process of manually entering a salary increase and it will also walk you through entering a retroactive payment.

· Enter an employee’s salary increase 

· Enter an employee’s retroactive pay 
To complete a salary increase for employees with Steps, refer to the Maintain Step Entry Dates Job Aid.
Enter an Employee’s Salary Increase

Home > Workforce Administration > Job Information > Job Data

	1. 
	EmplID: Type in the employee’s ID number.

	2. 
	Empl Rcd Nbr: Enter the employee record number.  

	3. 
	Click on the Search button or press the Enter key.

	4. 
	On the Work Location page click on the plus button to add a new row.

	5. 
	Effective Date: Defaults to the current date. Type in the effective date that the employee will receive the salary increase. Press the Tab key.

	6. 
	Sequence:  Defaults to “0”.  

	Note:
	An additional Sequence will need to be used if there is an existing row with the same Effective Date.  In this case type in the next consecutive number. (If it was "1", then type "2".)  

	7. 
	Action: Using the drop-down arrow, select "Pay Rate Change".  Press the TAB key.

	8. 
	Reason: Using the drop-down arrow, select "Merit". Press the TAB key.

	9. 
	To move to the Salary Plan page, click on the Salary Plan tab.

	      Note:
	Verify the Step Entry Date information.   This field should be blank for managers.

	10. 
	To move to the Compensation page, click on the Compensation tab.

	11. 
	Click on the Amounts tab in the Pay Components grid.

	12. 
	Comp Rate:  Type in the new Annual Full-Time Comp Rate even if the employee is part-time.  Press the Tab key.

	13. 
	Click once on the Calculate Compensation button. 

	14. 
	Compensation Rate: Verify that the information is correct. 
For full-time employees, skip to Step 18.
For part-time employees, proceed to Step 15.

	15. 
	Click on the Conversion tab in the Pay Components grid.

	16. 
	Verify that the Apply FTE checkbox is selected.

	17. 
	Click once on the Calculate Compensation Button.

	18. 
	Verify the Pay Rates and Amounts of the salary adjustment.

	19. 
	To save the information, click on the Save button.

	Tip:
	To confirm that this transaction has accurately processed, view Paycheck Data.


Enter an Employee’s Retroactive Pay

Menu > Payroll for North America > Employee Pay Data USA > Create Additional Pay
	1. 
	EmplID: Type in the employee’s ID number.

	2. 
	Empl Rcd Nbr: Enter the employee record number.  

	3. 
	Use the navigational arrows to confirm whether or not the employee has an Earnings Code of "ROR" -  Retro Regular Pay RET

	4. 
	If the employee has never been paid through the Additional Pay component (i.e. Earnings Code field is blank), proceed to step 5.

	5. 
	If the Earnings Code field is blank, type the earnings code “ROR”, proceed to Step 7.

	6. 
	If the employee is already setup for the earnings code "ROR", click once on the plus button in the Effective Date grid for that code, proceed to Step 7.

	7. 
	Effective Date: Type the first day of the current pay period. This should be a Sunday.

Caution:  Do not use the last day of the payperiod.

	8. 
	In the Payment Detail grid, confirm that there is only 1 of 1 record.

	Caution:
	If there is more than one record in the Payment Detail grid, click the View All button. Confirm that additional payments above Record 1 should or should not be paid out to the employee. If necessary, take steps to make sure that additional payments are accurate. Once finished, click the View 1 button to continue processing this retroactive payment to the employee.

	9. 
	Addl Seq #: Type in the number "1".

	10. 
	End Date: Type in the last day of the current pay period. This should be a Saturday.  

	11. 
	Earnings: Type in the dollar amount of the retroactive payment.

	12. 
	Goal Amount: (Optional) Type in the dollar amount of the retroactive payment. This will ensure that the payment ends when it reaches the goal amount.

	13. 
	OK to Pay: To select this checkbox, click on it once.  

Caution:  If the box is not checked the employee will not receive the additional payment.

	14. 
	To save the information, click on the Save button.

	Tip:
	To confirm that this transaction has accurately processed, view Paycheck Data.
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