LANDER UNIVERSITY

SUPERVISOR’S WORKSHEET

ADDITIONAL SKILLS AND/OR KNOWLEDGE INCREASE


A salary increase may be granted to employees who gain additional knowledge or skills which enhance their job performance and contribute to the overall mission of the University.  

Employee Name       
Eligibility Requirements
1.
Copy of diploma showing degree awarded or certificate documenting skill acquired must be presented.

2.
Clear description of the specific skills or knowledge being rewarded, including the way the additional 
skills/knowledge are applicable to the employee’s position must be presented.

3.
Normally, an increase may be 0-15%.  An increase of more than 15% must be supported by written


justification and approved by the University OHR*. 


4.
Increase must not place an employee’s salary above the maximum of the pay band.

5.
Increase is subject to internal availability of funds from the University operating budget as determined 
by the Vice President for Finance and Administration on the Personnel Action Request form.

6.
Increase must be reviewed by the University OHR* and approved through appropriate administrative 
channels on the Personnel Action Request.  

7.
Increase cannot be added for skills or certifications that are required to retain the position.
Appropriate Rationale [Check one or more]
     FORMCHECKBOX 

Attained higher level of education directly related to the current position that justifiably enhances


contribution to the unit, department, or division. 

     FORMCHECKBOX 
   Attained national or state certification directly related to current position.

     FORMCHECKBOX 

Attained further significant professional development directly related to current position.

     FORMCHECKBOX 
   Attained further skills justifiably valuable to the division.


Documentation - Describe how acquired knowledge/skills specifically enhance employee’s position and contributes to overall mission of University.
     
SUPERVISOR_______________________________________________DATE________________________

PLEASE FORWARD WORKSHEET WITH PERSONNEL ACTION REQUEST FORM.
* Office of Human Resources
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