OFFICE OF THE VICE CHANCELLOR

FOR ADMINISTRATIVE SERVICES

MEMORANDUM T-92
(SUPERCEDES T-88 DATED JULY 1, 2006)
PURDUE UNIVERSITY CALUMET
June 25, 2007
TO: 
Vice Chancellors, Deans, Directors and Department Heads

RE:
Clerical Transfers, Reclassifications and Demotions Hourly Rate Adjustments           

This policy establishes the rate adjustment to be made for regular clerical position reclassifications and promotions. When a clerical position meets the criteria to be reclassified or the clerical staff member transfers to a higher level position the hourly rate will be increased as outlined below.  
When employees transfer to a different position (excluding demotions) that was posted through Human Resources web site, then their hourly rate increase will adjust to the pay rate reflected in the pay scale (based on their amount of related work experience) or the hourly rate increase adjustment below, whichever is the higher pay increase.  If the hourly rate adjustment is less than the minimum pay rate for the new level, then the rate will be adjusted to reflect the minimum rate.  
When reclassification to a lower level or demotions occurs for clerical positions, employees will receive a decrease in pay based on the hourly rate adjustments below.  If the hourly rate adjustment is less than the minimum pay rate for the new level, then the rate will be adjusted to reflect the minimum rate.
For reclassification to a higher level, their pay rate will increase using the hourly rate adjustment below.  If the hourly rate adjustment is less than the minimum pay rate for the new level, then the rate will be adjusted to reflect the minimum rate.
For reclassification to the same level, the employees will remain at their current rate of pay.  



Clerical Staff



Hourly Rate Increase


From pay level 1 to 2



$1.00


From pay level 2 to 3



$1.00


From pay level 3 to 4



$1.15


From pay level 4 to 5



$1.30
Primary funding for hourly rate increases will be departmental funds.  If departmental funding is unavailable, a Request for Transfer of Funds should be processed to the appropriate Dean, Director or Vice Chancellor to request recurring funds.  Additionally, reclassification changes cannot be made during budget time; however, changes can be made retroactively if needed.
Questions concerning this policy should be directed to:  

Laura Odom, Associate Director-Human Resources, 
Extension 2893
James K. Johnston
Vice Chancellor for Administrative Services
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