Number 12.2 - HIRE-INTO-RANGE
Effective Date: March 1, 1996

Applicable To: All classified employees, as well as temporary and exempt, with the
Executive Branch of the State of Vermont.

Issued By: Department of Personnel
Approved By: William H. Sorrell, Secretary of Administration

PURPOSE AND POLICY STATEMENT

The purpose of this policy is to provide for exceptions to the compensation plan for the
initial hiring of certain individuals. The State's classified pay plan provides internal equity
by establishing a common set of salary ranges for each position. Entry level rates,
maximum rates and the systematic method for employees to move within the salary
range are uniform and applied consistently for all employees governed by the
compensation plan. At times there may be a compelling reason to make an exception to
the basic principle that employees are hired at the entry rate established for the job.

PHILOSOPHY OF HIRE-INTO-RANGE

The minimum rate of pay for a class is step 1 in the salary range. Step 1 is also the
normal hiring rate established for most positions, and is the salary usually offered to
applicants when they apply for positions in State Government. In rare circumstances a
special exception can be approved for an applicant. These exceptions can only be
offered if prior approval is granted by the Department of Personnel for reasons as
follows:

e There is a shortage of qualified applicants for the position;

e an applicant who has special qualifications, training, or experience that while are
not necessarily a requirement of the job, have some unique value to the
organization;

« the candidate possesses exceptional and outstanding qualifications that exceed
those of other applicants and to such an extent that not hiring that particular
employee will be detrimental to the State.

A hire-into-range does not apply to applicants who are already classified employees
who have completed their original probationary period.

The Department of Personnel will not consider a request to hire an employee above the
minimum rate until the recruitment, examination, certification, and interview process is
completed.



The Department of Personnel must approve a request in advance of any salary offer to
an applicant. Several factors are considered:

the recruitment and retention experience for the position;
the salary market for the particular type of expertise;

the impact of the vacancy on program service;

the impact on current incumbents with similar qualifications;
the candidate's current rate of compensation.
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GUIDELINES FOR HIRE-INTO-RANGE REQUESTS

The Department of Personnel has the responsibility to ensure appointing authorities
maintain practices that preserve internal equity and adhere to the principles of the
classified pay plan.

This procedure applies to the hiring of candidates into classified, temporary, part-time,
and exempt positions at any rate above the minimum pay grade or salary range (unless
a permanent adjusted hiring rate (See 12.3, Market Factor Analysis) has been
approved).

Agencies or departments must submit a request to the Department of Personnel,
Compensation Unit which includes the following information:

1. Candidate and Job Information:

e The candidate's name, the salary rate or step being requested, and the position
number, class, and pay grade of the job for which the candidate is being
considered.

e The candidate's qualifications including their Standard State of Vermont
Employment Application and resume.

e A narrative describing the following: qualifications of other applicants;
qualifications of staff serving in the same class as the prospective candidate; and
a candidate profile (e.g. length of service, salary, position, and performance
history).

o Explain in particular how this candidate merits the proposed rate and how the
request meets the regulatory standards under which the salary exception may be
granted.

o List the candidate's annual compensation in his or her current or most recent
position.

2. Hiring Process:




e A summary of recruitment efforts and results, including the following information:
type and dates of advertising (newspapers, journals, etc.); number of applicants;
number of applicants found eligible; number of applicants interviewed; and a
copy of the hiring certificate (with applications and resumes attached).

o Consideration given to State employees on the hiring certificate.
e Provide turnover/vacancy data for the position class over the last two (2) years.

3. Implications:

« List other employees or classes that will potentially be affected by this hire-into-
range request. Include information regarding recent hires in the same or similar
class and any other factors which should be considered.

MISCELLANEQUS

No salary offer should be discussed with a candidate until hire-into-range
approval has been granted by the Department of Personnel. Any offer or
commitment made by an appointing authority without advanced approval from
the Department of Personnel is unauthorized and not binding on the State.

The Department of Personnel will review the request and will generally respond within
five (5) workdays or less.

Hire-into-range does not apply to current employees; or those employees formerly on
leave from classified service employed in an "exempt" capacity and returning to a
classified position; or those employees who are returning within two (2) years of a break
in service. The rate of pay would be determined by the salary compensation method
outlined in the current contract in effect when the employee returns from the leave.

An employee hired-into-range shall not be eligible for an end-of-probation increase.



