LANDER UNIVERSITY

SUPERVISOR’S WORKSHEET

TEMPORARY SALARY ADJUSTMENT


A temporary salary adjustment may be granted to an employee who is assigned temporary, additional duties of a higher level.   

Employee Name       
Eligibility Requirements
1.
Adjustment must not place an employee’s salary above the maximum of the pay band.

2.
Adjustment 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.

3.
Adjustment must be reviewed by the University OHR* and approved through appropriate administrative 
channels on the Personnel Action Request.    
Limitations

1.
Normally, an increase will be 0-15%.  Above 15% requires written justification for review and 


approval by University OHR*.

2.
Temporary salary adjustments must be removed when circumstances that warranted such an action 

are no longer present or may not last longer than one year, whichever occurs first.
3.
Temporary salary adjustments are not added to the employee’s base salary.

4.
Employee must be informed in writing of the salary adjustment and the statement clearly made that the 
adjustment will be removed when the employee is no longer performing the additional duties.

5.
Arrangement must not constitute dual employment.

Appropriate Rationale [Considerations include, but are not limited to, the following]:
     FORMCHECKBOX 
   Assignment of duties of higher level vacant

     FORMCHECKBOX 
   Assignment of duties of another position

position until position filled.




during incumbent’s extended absence.

     FORMCHECKBOX 
   Assignment to temporary project which 


requires performance of higher level duties.

Documentation - Describe briefly and specifically why an adjustment is requested for this employee and how the additional duties enhance the scope of the job.

     
SUPERVISOR______________________________________________DATE_________________________

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