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I. AUTHORITY: 
 
 Deputy Secretary of Youth Services (YS) as contained in La. R.S. 36:405.   
 
II. PURPOSE:  
 

 Subject to the provisions of C.S. Rule 6.29, an appointing authority may, at his own 
discretion provided that funding is available, consider either base pay or lump sum 
adjustments to permanent employees in the following circumstances: 

 

 Matching a job offer; 

 Compression pay; 

 Recruitment; and 

 Additional duties. 
 
III. APPLICABILITY: 
 
 Deputy Secretary, Assistant Secretary, Undersecretary, Chief of Operations, 

Probation and Parole Program Director, Youth Facilities Director - Statewide, 
Executive Management Advisor, General Counsel, Regional Directors, Facility 
Directors, Regional Managers, and all other personnel who are authorized to make 
recommendations for pay adjustments for employees under their jurisdiction. 
Payments under C.S. Rule 6.16.2 may only be granted to permanent classified 
employees. 

 
IV. DEFINITIONS: 
 
 Base Pay – Employee’s hourly rate, excluding overtime, per diem, shift differential, 

payment in kind, premium pay, shift, one-time lump sum payments, or any other 
allowance for expenses authorized and incurred as an incident to employment. 
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 Classified Position – Any office or position in the Classified Service. 
 

Hiring Rate - Pay upon employment shall be at the minimum of the range 
established for the grade of the job to which the position is allocated. 

 Probationary Appointment – The appointment of a person to serve a working test 
period in a position. 

  
 Unit Head – For the purposes of this policy, Unit Head consist of Deputy Secretary, 

Probation and Parole Program Director, Youth Facilities Director - Statewide, Facility 
Directors and Regional Managers. 

 
 WAE – Initials used for “When Actually Employed” appointments. 
 
 YS Central Office  (CO) - Offices of the Deputy Secretary, Assistant Secretary, 

Undersecretary, Chief of Operations, Probation and Parole Program Director, Youth 
Facilities Director - Statewide, Executive Management Advisor, General Counsel, 
Regional Directors, and their support staff. 

 
V. POLICY: 
 

It is the Deputy Secretary’s policy that YS employees compensated under other SCS 
pay rules shall not be duplicated under the guidelines of this policy.  

 
 It shall be the responsibility of each Unit Head to review the budgetary impact, as 

well as operational needs of the unit, when considering optional pay adjustments. 
 
VI. PROCEDURES: 
 

A. Matching a Job Offer 
 

1. To provide for the retention of an employee whose loss would be 
detrimental to state service, the Deputy Secretary may grant an 
employee up to ten percent (10%) base pay or lump sum to match a 
verified, non-State job offer or unclassified job offer in a different 
state department.   

 
   2. Documentation of a written and verified salary offer shall be attached 

to the request before approval is granted.  Job offers must be 
submitted to PSS HR within three (3) days of the offer. 

 
3.  Employees at the maximum range are not eligible for this payment. 
 
4. The Deputy Secretary may ask the SCS Commission to authorize an 

increase over ten percent (10%) under C.S. Rule 6.16(c).  
Appropriate documentation must be provided to support the request.  
Proposed adjustments cannot extend beyond the range maximum.  
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 B.  Compression Pay 
 
   Salary compression may occur when managers/supervisors are paid at a 

rate lower than those that they supervise. Please remember that it is 
perfectly logical that a 20-year employee in a staff level position will have a 
higher salary than a supervisor with just seven years of service/experience. 
However, if the supervisor has 20 years of service/experience and makes 
less than the subordinate with 7 years of service, an agency may want to 
give an increase to the supervisor.  

 
   Salary compression may also be caused when there is only an insignificant 

difference in pay between employees in the same job series, despite 
significant differences in merit factors such as:  
 

• length of total state service  
• time in current job series  
• skills and experience  
• education/credentials  
• performance  

 
   This often happens when the current employee pay hasn’t kept up with 

increases in the market pay rate resulting in a situation in which new hires 
are hired at levels similar to employees who have been with the state for 
many years. Merit factors should always be taken in to consideration and 
only employees at your agency should be compared.  

 
   If an agency is planning to pay a large group of employees, give 

compression to the same employee in multiple fiscal years, or would like to 
address something the agency feels is compression specifically not listed 
above, please contact your compensation consultant prior to making 
payment.  

 
   When entering compression payments in LaGov, agencies should maintain 

text about the employee, the comparable employee(s), reason for the 
payment, and any merit factors used to determine that the compression 
payment is justified. Non-LaGov agencies should keep this information on 
file. 

 
  1. Allows the Deputy Secretary to grant a base pay increase of up to 

ten percent (10%) to a permanent employee to reduce pay 
compression.  

 
   Such increases shall be limited to compression caused by those 

instances where the implementation of C.S. Rule 6.5 (b), 6.5 (g), a 
structure adjustment, or similar circumstance caused the pay 
discrepancy.  
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  2. The employees’ length of service, the proximity of the positions, and 

what affect the increase will have on other employees shall be 
considered by the Deputy Secretary.   

 
  3. Employees at maximum range are not eligible for this payment. 

 
 C.  Recruitment 
 

  1. Allows the Deputy Secretary to grant a base pay increase of up to 
ten percent (10%) to a permanent classified state employee, in 
addition to any other compensation granted under C.S. Rule 6.7, in 
order to recruit employees into positions for which recruiting is 
difficult.  Justification for the adjustment, i.e., responses to prior 
internal postings produced no suitable candidates, undesirable work 
conditions, etc. shall be maintained by PSS/HR.   

 
2. Probational employees hired into positions for which recruiting is 

difficult may be compensated up to a ten percent (10%) increase 
upon attainment of permanent status after one year of service. 

 
3. The certificate of eligible candidates and any other YS criteria utilized 

must be approved by the Deputy Secretary prior to granting a pay 
adjustment based on an inadequate pool of candidates.  

 
4. YS internal job postings for critical vacancies shall include a 

statement advising permanent employees that a ten percent (10%) 
adjustment may be granted to the selected candidate, provided the 
employee commits to the job for a minimum of one (1) year.   

 
5. Employees at the range maximum shall not be eligible for a payment 

under this provision. 
   

  D.  Additional Duties 
   
   Allows the Deputy Secretary to compensate employees up to five percent 

(5%) in a fiscal year for performing additional duties of either a permanent 
or temporary nature.  

 
   An employee may not receive more than ten percent (10%) in base pay 

increases for the performance of additional duties within three (3) 
consecutive years. 

 
   No employee shall be eligible for either a lump sum or base pay increase 

for additional duties that were compensated according to another Civil 
Service rule, such as detail to special duty, premium pay or reallocation. 
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   Employees at the range maximum who are assigned additional duties shall 

only be eligible for a lump sum payment under this provision. 
 
   Employees who are at the range maximum cannot receive lump sum 

payments in consecutive years, even if the reasons for the payments are 
different. 

   
1. Base Pay Increases 

 
a. Base pay increases shall only be granted for permanent duty 

changes.   
 

b. In order to affect the base pay increase, the official position 
description must be updated to clearly indicate the additional 
duties, and shall require that the employee possess new skills 
or competencies.  
 

c. The official position description detailing the permanent 
additional duties must be processed by SCS within 30 days 
prior to granting the adjustment.   

 
d. Employees at range maximum are only eligible for a lump sum 

payment and cannot receive lump sum payments in 
consecutive years, even if the reasons for the increases are 
different. 

 
2. Lump Sum Payments 

 
   a. Compensation for temporary additional duties may be 

awarded as a lump sum payment at the beginning of a project, 
a lump sum spread out over the length of the project in 
biweekly payments, or a lump sum payment granted at the 
end of a project. 

 
   b. If a payment is not to be granted until the end of a project, and 

the employee is no longer working on the project or has left 
the position prior to the end of the project, the payment shall 
not be granted. 

 
   c. YS may choose to grant the payment in the form of biweekly 

recurring lump sum payments spread out over the length of 
the project for those lasting six (6) months to one (1) year. 

 
    Should additional time be required beyond the one (1) year to 

complete the project, approval from the Deputy Secretary 
must be granted before the recurring payment continues. 
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E. All requests for individual pay adjustments under this rule require the prior 
approval of the Undersecretary, who shall consult with the Deputy Secretary 
as necessary.   

 
   Unit Heads shall submit a written request to PSS/HR for review and 

forwarding to the Undersecretary, along with a completed "Optional Pay 
Adjustment Questionnaire for Additional Duties" form [see Attachment A.2.2 
(a)] for all requests for payment of permanent or temporary additional duties 
under delegated authority. 

    
After approval by the Undersecretary, PSS/HR shall process the request for 
optional pay. 

 
F. No employee shall receive more than the maximum amount allowed by SCS 

within a fiscal year. 
 

G. This policy shall be posted in the unit’s Human Resources Liaison Office 
and other main bulletin boards throughout the Unit. Unit Heads shall  

 
ensure that a listing of employees who receive a pay adjustment under this 
rule is posted on all bulletin boards accessible to unit employees.  The 
listing shall include the employee's name, job title and the amount of the 
pay increase. 

 
VII. REPORTING:  
 

A. PSS HR shall submit an annual (fiscal year) agency report to the 
Undersecretary no later than July 10th documenting all lump sum and 
permanent adjustments made.   

 
B. PSS HR shall compile the Unit reports into the YS formal Optional Pay 

Adjustment Report to be submitted to the Department of SCS no later than 
July 31st each year.   

 
PSS/HR shall also provide a copy of the report to the Deputy Secretary, 
Assistant Secretary, Undersecretary, Chief of Operations, Probation and 
Parole Program Director, Youth Facilities Director - Statewide, Executive 
Management Advisor, and CO Program Manager 4. 

 
C. PSS HR shall maintain a central file containing formal Optional Pay 

Adjustment Reports for five (5) years for auditing purposes. 
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VIII. EXCEPTIONS: 
 

Requests for exceptions to this policy shall be justified, documented and submitted 
to the Deputy Secretary for consideration. Exceptions may be granted, provided 
such exception shall not be in conflict with Civil Service Rules and guidelines.  

 
Previous Regulation/Policy Number: A.2.71 
Previous Effective Date:  08/20/2021 
Attachments/References:    

  


