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ATTEMPTING TO ROTATE PARTICIPATION EQlTALLY AMONG 
MEMBERS. ONE TEAM MEMBER MUST BE FROM THE SAME VICE
PRESIDENTIAL AREA AS THE POSITION BEING RE-EVALUATED. THE 
OTHER THREE TEAM MEMBERS SI-IOULD BE FROM DIFFERENT VICE
PRESIDENTIAL AREAS. IF ONE MEMBER OF TI-IE FOUR-PERSON 
TEAM FEELS IT IS NECESSARY TO RECUSE HHvi/I-IERSELF THE 
PROCESS CAN CONTINUE WITH A THREE-MEMBER TEAM. IF iv10RE 
THAN ONE TEANI MEMBER WISHES TO BE RECUSED, A NEW TEAM 
MAY BE ASSIGNED. THE HUMAN RESOURCE DIRECTOR APPOINTS TWO 
MEMBERS OF THE HUMAN RESOURCE STAFF TO SERVE AS COM:tviiTTEE 
MEMBERS. 

ADMINISTRATIVE STAFF TEAM 1ne1nbers also participate in the 
Conciliation/ Appeals process, BUT INDIVIDUAL temn n1en1bers MAY NOT 
participate in BOTH the re-evaluation AND THE APPEALS PROCESS FOR 
THE SAME POSITION. 

ADMINISTRATIVE STAFF ADVISORY TEAM I\IIEI\1BER ROTATION 

THE ADMINISTRATIVE STAFF ADVISORY TEAM CONSISTS OF 16 
(SIXTEEN) ADMINISTRATIVE STAFF MEMBERS SELECTED BY THE ASC 
EXECUTIVE �C�O�I�\�1�1�~�1�I�T�T�E�E� FOR STAGGERED THREE-YEAR TERMS. 

A. I\1EMBERS WILL BEGIN SERVICE ON �S�E�P�T�E�~ �1�I�B�E�R� 1 AND SERVE 
FOR THREE "YEARS ENDING ON AUGUST 31. 

B. EACH YEAR FIVE OR SIX NEW MEMBERS WILL BE APPOINTED TO REPLACE 
TI-lE FIVE OR SIX WI-I() ARE COMPLETING THEIR SERVICE. 

C. MEMBERSHIP TO TI-llS COMMITTEE SHOULD BE REPRESENTED BY THE 
FUNCTIONAL AREAS. IF TI-lE UNIVERSITY STRUCTURE CHANGES, TI-lE NEXT 
MEMBERS APPOINTED SHOULD ADDRESS ANY C()MMITTEE INEQUITIES 
RESULTING FROM TI-IE NEW STRUCTURE. 

D. IF A COIVII\IIITTEE I\IIEI\IIBER CANNOT COI\1PLETE 1-IIS/HER TERM, 
ASC'S EXECUTIVE COI\IThtiiTTEE WILL APPOINT A MEI\1BER FROM 
THE SAI\IIE FUNCTIONAL AREA TO C()IVIPLETE TI-lE TERM. 

E. NO I\IIEI\IIBERS SHALL SERVE CONSECUTIVE THREE-YEAR TERI\1S. 

B. Grade Level 
The grade level is the nun1erk ranking of adn1inish·ative staff positions frmn 5 
to 23. 

C. Hutuan Resources/Adtninistrative Staff Advisory Tean1 (1-IR/AS 
ADVISORY TEAM) 
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Two 111e1nbers of the I-Itunan Resources staff and the FOUR 111e1nbers selected 
fro1n the Adtninistralive Staff Advisory Temn c01nprise the HR/ AS Advisory 
Temn. This co1nbined temn is responsible for analyzing, evaluating, and 
reconunending a grade level·whenever an OCCUPIED adtninish·alive staff 
position is re-evaluated. 

D. Pesi-tit>n JOB Analysis Questionnaire 
The JOB Analysis Questknu1aire is the insl-rutnent used to describe the 
posilion responsibilities. This quesLio1u1aire is used by the HR/ AS Advisory 
Temn and/ or Htunan Resources to detennine the grade level of an 
adtninish·ative staff position based upon the level of lnovvledge and 
experience, creativity and c01nple~--:ily, ilnpact on the inslihrlional nussion, 
internal and e:\:ternal contacts, and leadership. The Pc,s-H=ien JOB .Analysis 
Queslio1111aire lllllst be con1pleted in order for any adtn:ilush·ative staff 
position to be created and/ or changed. 

E. Pay Range 
The pay range is the co1npensalion for a parlicular grade level. Each pay 
range has a designated 1nil1in1tun, n1idpo:il1t and 1na:xinuun. In ~.001 /2002 for 
exmnple, il1 grade level14 the 1nil1inllun is $33,404, the nudpoil1t is $42,590, 
and the 1naxinuun is $51,776. 

F. AJ-ln-i-Rislt~tive PRESIDENT'S Compensation \Vorking Group 
The PRESIDENT'S .LL\a-J:'n-i±-ris'l:l:n-t=ive Cmnpensalion Worlil1g Group is 
cotnprised of ADMINISTRATORS APPOINTED BY the President. This 
group routinely reviews issues regardil1g the Plan and decides the outco1ne 
of the appeals process. 

III. Policies 
The followil1g policies have been established for the 1nail1tenance and 
Inanagetnent of the Adnlliush·ative Staff Cotnpensalion Plan. 

A. New Adtninistrative Staff Hire 
New adnlli1ish·ative staff generally is lured between the nlli1innun and 
1nidpoil1t of a grade level. A salary assigned above the 1nidpoil1t requires 
prior approval by the Vice-President, after consultation with the Offices of 
Hutnan Resources and EQUITY, DIVERSITY AND IMMIGRATION 
SERVICES (EDIS). (Nutnber 2 - Approved by Board of Trustees, Septe1nber 
13, 1996.) 

B. Upgrade 
Definition: 
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A position is re-evaluated and assigned to a higher-grade level as a result of 
significant expansion in the position's e:xisting duties and responsibilities. 

Policy: 
The iiKuinbent is guaranteed at least a 5% ii1erease ii1 salary or the n1ii1inunn 
salary for the new level, whichever is greater. (Ntnnber 3- Approved by 
Board of Trustees, Septe1nber 13, 1996). 

C. Promotion 
Definition: 
An ii1cu1nbent n1oves fron1 a position requirii1g a certaii1level of s1:ill, effort, 
and responsibility to a position requiring a significantly greater degree of skill, 
effort, and responsibility. 

Policy: 
vVhen an e1nployee is pronK,ted, she/he is guaranteed at least a 5°/.:. ii1crease 
ii1 salary or the 1nii1inuun salary for the new level, ,,vhichever is greater. (Poii1t 
4- Approved by Board of Trustees, Septe1.nber 13, 1996.) 

D. Interhu/ Acting Positions 
Definition: 
A staff 1ne1nber is assigned to a position on an ii1teriln/ten1porary I acting 
basis. 

Policy: 
If the assigmnent is longer than 30 calend:n· days and is in a higher grade levd, the staff 
111e1nber receives a premium for the tilne served equal to at least a 5% increase in 
salary or the minhnmn for the intelin1 grade level, whichever is greater. (Point 5 -
Approved by Board of Trustees, September 13, 1996.) 

E. Demotion 
Definition: 
An ii1cuinbent staff n1e1nber n1oves fron1 a position requiring a certain level of 
skill, effort, and responsibility to another position in a lower grade level 
requiring a lesser degree of skill, effort, and responsibility. 

Policy: 
vVhen a den1oLion occurs, the inctnnbent's salary is reduced to a level in the 
lovver pay range equivalent to his/her level in the origil1al pay range. (Point 6 
- Approved by Board of Trustees, Septe1nber 13, 1996) The President in 
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consultation '1\Tith the Vice-President and I-Itunan Resources nutst approve 
any exceptions to this policy. 

F. Downgrade 
Definition: 
A position is reassigned to a lower grade level as a result of significant 
reduction in the position's e:\:isting dulies and responsibilities. 

Policy: 
When a posilion downgrade occurs, the inctnnbent's salary is reduced to the 
level in the lo·wer pay range equivalent to his/her level in the original pay 
range. The President in consultalion with the Vice-President and I-Iunlan 
Resources nutst approve any e:\:ceptions to this policy. 

G. Transfer 
Definition: 
An incu1nbent staff 1ne1nber nloves fro1n a position reLJUiring a certain level of 
skilt efiort and responsibility to another position requiring the smne degree 
of skill, effort, and responsibility which is assigned to the san1e grade level. 

Policy: 
When a transfer occurs, nonnally the inctnnbent' s salary will not be adjusted. 
(Point 7- Approved by Board of Trustees, Septe1nber 13, 1996.) The 
President in consultation with the Vice-President and I-Itnnan Resources nutst 
approve any exceptions to this policy. 

H. Market Exceptions 
Definition: 
A 1narket e:\:ception is a special SALARY pre1nitnn established for particular 
positions ·when tn1usual1narket conditions e:\:ist causing e:\:cessive Lln11over, 
salary 1nidpoints ·well below 1narket average, and/ or failure of current salary 
to attract qualified candidates. 

Policy: 
A special1narket salary pre1nitnn 1nay be paid for these positions. (PointS -
Approved by Board of Trustees, Septe1nber 13, 1996.) 

6 



I. Pay Above Maxiutunt 
Policy: 
Adininish·ative staff salaries are capped at the 1naxinnun or above the 
1naxinuun of a pay range. Ho·wever, staffs ·whose salaries are currently at or 
above the n1axinuun are exetnpt for a period of three years. Effective July 
2000, the salaries of any staff still above n1axinunn MAY be frozen until such 
tilne as those salaries are within his/her range. If, at any titne during the 
three years, a staff Inetnber' s salary should fall vvithin range, the exetnplion 
ceases to apply to that staff n1e1nber and the capped n1axinunn vvill be 
enforced. (Point 10- Approved by Board of Trustees, Septe1nber 13, 1996.) 

Staff who is at the 1naxinunn will be considered for a 1nerit increase not to 
exceed the percentage adjushnent of the pay range. 

Staff above the 1naxinuun is eligible each year for a one-tilne, 1nerit-based 
bonus not to exceed the percentage of the salary pool designated for 1nerit 
each year. This will occur only when the Board of Trustees authorizes 
bonuses and will not be added to base salalies. 

J. Progression Through the Pay Range 
Definition: 
Progression through a pay range is the 1nethod by \vhich an inctnnbent 
n1oves through his/her assigned pay range. 

Policy: 
Staff progress through pay ranges based on 1neritorious perfonnance. 
Hu1nan Resources, in conjunction with the Adnunish·ative Staff Cotn1cil 
Executive Conunittee, vvill develop by the year 2002 criteria and a process for 
staff to reach the nudpoint of a pay range. 

K. Title Revision 
Policy: 

Title changes 1nay be requested to n1ore accurately reflect position 
responsibilities. A Fesi-L=iBR JOB Analysis Questio1u1aire is co1npleted and 
forw·arded to I-Itunan Resources in accordance vvith established procedures. 
If the proposed title accurately reflects the responsibilities, the HR/ AS 
Advisory Temn 1nay reconunend that the title be changed regardless of any 
change in the grade level. No title change occurs ,,vithout approval fro1n the 
supervisor, Vice-President and Htnnan Resources. 

L. Salary Range Adjusbuents 
Policy: 
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Effective 1997-98, the ranges for each grade level vvill be adjusted in a three
year recurring cycle. h1 the first tvvo years of the cycle, the pay range of each 
grade level will n1ove up 31Ulually by an an1otn1t that is 1 °/.j less than the 
average salary increase paid to staff that year. (Ntnnber 9- Approved by 
Board of Trustees, Septe1nber 13, 1996.) 

Every third year begilu1ing with 1999-2000, the University vvill re-evaluate 
the ranges ii1light of current 1narket conditions, as vvell as other relevant 
factors, a11d adjust the ranges ii1 accordance vvith that RE-EVALUATION. 
(Poii1t 9 -Approved by Board of Trustees, Septetnber 13, 1996.) 

IV. Adtninistrative Contpensation Plan Position Evaluation/Re-evaluation 
Processes 
The position evaluation process is the 1nethod by vvhich posilions are 
evaluated agaii1st a tn1ifonn set of criteria and assigned to established grade 
levels a11d appropriate pay ranges. Hun1a11 Resources conducts the 
evaluations for new positions. I-Itnnan Resources AND THE Ad1nii1istrative 
Staff Advisory Tean1 JOINTLY conduct the re-evaluation of OCCUPIED 
positions. RE-EVALUATION OCCURS WHEN INITIATED BY THE 
INCUMBENT, THE SUPERVIOR(S), OR HUMAN RESOURCES. It is 
anticipated THAT RE-EVALUATION INITIATED BY THE INCUivfBENT 
OR THE SUPERVIOR(S) FOR A SPECIFIC POSITION WILL OCCUR no 
tnore than once every two years. Posilion evaluations/re-evaluations are 
nonnally con1pleted. ii1 tvvelve (1::!) weeks FROI\1 THE TIME THE JAQ IS 
SUBMITTED TO HUMAN RESOURCES tn1less there is an agree1nent to 
extend the titnelii1es AND ALL PARTIES ARE INFORMED. 

A. Positions are evaluated when one of the follovvii1g occurs: 

• A new position is created. A supervisor, area head, dean, Vice
President, or President/Designee, ii1 consultation vvith Htunan 
Resources, is responsible for subtnitling a c01npleted JOB Analysis 
Questio1u1aire to I-Itnnan Resources. 

• A posilion bec01nes vacant. A supervisor, area head, dean, Vice
President, or President/Designee in consultation with I-ltunan 
Resotn·ces is responsible for sub1nitting a c01npleted Position Analysis 
Questio1u1aire to I-Itnnan Resources. 

B. Posilions are re-evaluated ,,vhen one of the follovving occurs: 
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• A significant change in responsibilities occurs or is proposed in existing 
positions. Re-evaluations are initiated by the i:t1ctnnbent or the 
supervisor subnl.itling a cmnpleted Pesifl:t:•H: JOB Analysis Quesli01u1aire 
to Hmnan Resources. 

• Reorganization occurs. Re-evaluations are i:t1iliated by an area head, 
dean, Vice-President, or President/Designee prior to the 
reorganization and i:t1 consultation with 1-hunan Resources. 
Reorgml.ization 1nay result i:t1 significant changes i:t1 position 
responsibilities. 

Re-evaluation Process for Adntinistrative Staff Positions INITIATED BY 
THE INCUMBENT AND/OR SUPERVISOR: 

1. The i:tuliator cmnpletes the Job Analysis QuesLio1n1aire that is fotnld on 
Hmnan Resources web site http:/wwvv.bgsu.edu/offices/ohr/fonns. 
The criteria used itt the gradi:ttg process is also on tll.is vveb site. If the 
i:tutiator is the en1ployee, the contpleted Questio1n1aire is forwarded to 
both the i:t1unediate supervisor and the second-level supervisor for 
signahtre and conunent. When an i:tuliator is a supervisor, area head, or 
Vice-President, the supervisor nteets with the i:t1ctunbent to discuss 
position responsibilities and obtain signattu·es on the Questio1u1aire. The 
supervisor conunents, signs, and forvvards the Questio1n1aire to the 
second-level supervisor. Supervisor and entployee retain a copy. 

" Upon receipt of the Queslimutaire, the second-level supervisor evaluates, 
connnents, signs, and forwards THE JAQ to Htunan Resources. 

3. Upon receipt of the cmnpleted JOB A.nalysis Queslio1u1aire, I-ltunan 
Resources logs i:t1 TI-lE JAQ, NOTIFIES THE INITIATOR, and begi:t1s a 
h·acki:ttgf linteli:t1e. Hmnm1 Resotu·ces revievvs all doctunents for 
contpleteness, gathers additional inforntation as needed, and distributes 
the doctunents to the 1-IR/ AS Advisory Tean1. ANY CHANGES, 
ADDITIONS, OR DELETIONS 1VIADE TO THE JAQ BY HUMAN 
RESOURCES MUST BE FORvVARDED TO THE EMPLOYEE AND 
SUPERVISOR. 

4. The HR/ AS Advisory Temn analyzes, evaluates, and recon1n1ends a grade 
level based on the established criteria. In the event the HR/ AS Advisory 
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Temn requests additional infonnation, Hu1nan Resources gathers the 
additional infonnation and forwards IT to the Tean1. 

5. Htnnan Resources fotwards the results of the re-evaluation to the 
IMIVIEDIATE SUPERVISOR AND THE appropriate Vice-President for 
consideration. If the position reports directly to the President, it ·will be 
forwarded to the President/Designee for consideration. 

6. AFTER INPUT FROivi TI-IE IMMEDIATE SUPERVISOR AND/OR THE 
SECONDARY SUPERVIOR, the Vice-President or President/Designee 
review-s all doctnnents and forwards a 'vritten decision about the position 
to Hrunan Resoru·ces. 

7. IMiviEDV\TELY following the Vice-Presidential or Presidential/ designee 
decision, Htnnan Resources forwards copies of the re-evaluation results, 
INCLUDING DOCUIVIENTATION THAT SUPPORTS TI-IE 
COMNIITTEE'S RECOMiviENDATION to the e1nployee and the 
appropriate supervisory s truch1re. At.4a-i+it~R-frl-il-T.h:n-'ln-a-L=i:EH"l-c-an-he 
reqt:tes{-ed--:fr0Rl-l=l-tiffl:frfl-RCS0tl-FEe5-:-

8. Ad1ninistrative staff and/ or initiators who do not agree vvith the 
detennination MAY 1neet with Hu1nan Resotn·ces and, if appropriate_, the 
inunediate supervisor FOR FURTI-IER E'\PLANANTION. If there is 
STILL no agree1nent, the staff n1e1nber and/ or initiator 1nay follovv the 
Conciliation/ Appeals process. 

V. Conciliation/ Appeals Process 

The purpose of the Conciliation/ Appeals Process is to enstu·e pro1npt 
resolution of disagree1.nents regarding the results of position re-evaluations 
and subsequent place1nent in the Plan. 

There are tlu-ee steps in the process: 
1. Conciliation Meeting 
2. Appeals Board 
3. Presidential Appeal 

A. Conciliation Meeting 

The Conciliation 1vleeting, facilitated by the Assistm1t Provost for Htunan 
Resources/ designee, provides the initiator of the conciliation process and the 
Vice-President. \•Vith an opportunity to resolve the cmnplaint in a 
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collaborative, infonnal fashion. If the position reports directly to the 
President, the President/ desig11ee will par lid pate in the conciliation process. 
Parlicipants in the tneeling include: 

• Etnployee 
• Inunediate Supervisor 
• Vice-President or President/ designee 
• Assistant Provost for Htnnan Resources/ designee 
• ASC Review T eatn n1e1nber fro1n the inilial re-evaluation temn 

The process is nonnally cmnpleted within four (4) ·weeks unless there is AN 
AGREEfVIENT to extend the Litnelines AND ALL PARTIES ARE 
INFORMED. 

Process: 
1. Within seven (7) calendar days after RECEIVING THE VICE-

PR -~-~IBR. TIAL OR PRESIDENTIAL/DESIGNEE DECISION AND 
EVILENT UOCUIVIENTATION FROM HUMAN RESOURCES, the 

n1 - CUMBENT infonns I-hnnan Resources IN WRITING of the 
intent to enter into conciliation. 

" Upon receipt of the request for condliaLion, Htnnan Resources begins a 
tracking tiineline. 

3. I-IUMAN RESOURCES COORDINATES A MEETING vVITH THE 
APPROPRIATE PARTIES. A IviEETING MUST BE CONVENED 
WITHIN THIRTY (30) CALENDAR DAYS OF THE REQUEST FOR 
CONCILIATION. 

4. Hutnan Resources is responsible for reportii1g_, ii1 vvriling, the outcom.e of 
the 1neetii1g to all ii1volved PARTIES withii1 fourteen (14) calendar days 
OF THE MEETING. 

5. If the tneeling results ii1 a change of grade level for the position ii1 
question, Hutnan Resources, IN CONJUNCTION WITH THE 
INITIATOR/INCUIV1BENT, RECOivHviENDS the effedive date of the 
change TO the Vice-President. No aclion is necessary if the 1neeting results 
ii1 no change in the position. 

6. If the iililiator;'INCUIVIBENT is not satisfied vvith the decision, she or he 
can request an Appeals Board REVIEW. 
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B. Appeals Board 

The Appeals Board provides the initiator of the appeals process an 
opporttu1ity to achieve resolution through the involve1nent of adnunisLTaLive 
staff in reviewing the appeal and n1aling reconunendations to the 
PRESIDENT'S Aa-RtiFt:i&lraJive C01npensalion vVorking Group. The Appeals 
Board consists of five (5) 1nen1bers of the AdnlliusLTative Staff Advisory 
Tean1 vvho have not been involve0 ~evaluation or conciliation 
process. HUMAN RESOURCES IS (AVAILA~d\S A RESOURCE. The 
process is nonnally con1pleted within~ (:G5) vveeks tu1less there is AN 
AGREEMENT to extend the funeline AND ALL PARTIES ARE 
INFORMED. 

Process: 

1. Within seven (7) calendar days of concilialion, the initiator :infonns I-Iun1an 
Resources and the Vice-President, in writing, of the intent to appeal. If the 
position reports directly to the President, the initiator infonns I-Iun1an 
Resources and the President/Designee, in vvriting, of intent to appeal. 

2. Within seven (7) calendar days of notification of the intent to appeal, I-Iuman 
Resources fonvards the appeals packet (AN APPEAL REQUEST FOIDv1, 
JAQ, FACTOR SHEET, AND SUPPORTING DOCUNIENTATION) to the 
initiator. 

3. Within fourteen (14) calendar days of receiving the appeals packet, the 
initiator con1pletes the APPEAL REQUEST FORM and forwards ANY 
SUPPORTING DOClHviENTION to Htunan Resources. 

4. Upon receipt of the co1npleted docun1entalion, Hun1an Resources forvvards a 
copy of the initiator's cmnpleted appeals packet and any other doctunentation 
to the Vice-President or President/Designee. Within fourteen (14) calendar 
days of receiving the infonnalion fron1 !-hunan Resources, the Vice-President 
or President/Desilj'11ee ACKNOWLEDGES RECIEPT OF TI-IE PACKET 
AND FORWARD ANY COIVIIVIENTS, in writing, to I-hunan Resotu·ces. 
Hun1an Resources forwards a copy of the response to the intiator. 

5. During steps three and four, I-hunan Resources IN CONJUNCTION WITH 
THE INITATOR selects five (5) Adn1inistralive Staff Advisory Temn 
1ne1nbers for the Appeals Board. Advisory Temn 1nen1bers vvho participated 
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in the re-evaluation or conciliation process are not eligible to serve on the 
Appeals Board. 

6. Within seven (7) calendar days of receiving the cmnpleted doctnnentation 
fro1n the Vice-President or President/Designee, Htunan Resources forwards 
THIS doctnnentation AND TI-IE INIT A TOR'S DOCUIVIENTA TION to the 
Appeals Board. 

7. Within fourteen (14) calendar days of receipt of the co1npleted 
doctnnentation, the Appeals Board 1neets TO REVIEW THE ORIGINAL RE
EVALUATION DECISION AND SUBSEQUENT DOCUIVIENTATION 
TRIGGERED BY THE APPEALS PROCESS. 

8. Within seven (7) calendar days of the review, the Appeals Board sul-nnits its 
reconunendation AND SUPPORTING RA TIONLE in writing to I-ltunan 
Resources, initiator, Vice-President or President/Designee and 
Adi-lllii:is-1:-ra-l:i.·ve PRESIDENT'S Co1npensalion Working Group. 

9. vVithin thirty (30) calendar days of receiving the reconunendaLion of the 
Appeals Board, the A-d.-l'H-i±-1-i-s-t-ffrl:i.·'ve PRESIDENT'S Co1.npensation Working 
Group, without the Vice-President or President/Desig11ee vvhere the appeal 
occurs, revie,vs the reconunendation of the Appeals Board and 1nakes a 
decision. 

10. Within seven (7) calendar days of n1aking a decision, the Ad-i=H.tt'l-is-L=t!.frl.=i-ve 
PRESIDENT'S Co1npensalion Working Group will sub1nit the decision AND 
SUPPORTING RATIONALE in writing to the initiator, supervisor, Vice
President or President/Designee, and I-ltunan Resources. 

11. If the decision results in a change of grade level, Htnnan 
Resources RECOMIVIENDS the effective date of the change vvith the Vice
President or President/Designee. 

12. If the initiator or Vice-President or President/Designee is not satisfied 
with the decision, she/he can appeal to the President. 

C. Presidential Appeal 

1. Within seven (7) calendar days of receiving the decision of the AEH.=Fl:iftis-Lffi+ive 
PRESIDENT'S Co1npensation Working Group_. the initiator or Vice-President 
appeals in vvriting to the President or his,'her designee i:,f..+he-lJn-fi""e:I:'"s-it=y. 
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THE DESIGNEE CANNOT BE FROM THE INITIATOR'S VICE 
PRESIDENTIAL AREA, HUI'v1AN RESOURCES, OR PRESIDENTfS 
COMPENSATION WORI(ING GROUP. If the position reports directly to 
the President, the President appoints a designee for this process. 

'1 Within thirty (30) calendar days after receiving the appeat the President or 
designee i~es-rena-s- MAKES A DECISION i\ND NOTIFIES in writing 'W the 
initiator, supervisor, Vice-President, AJ-a=t:i:R-i-st=Fa-ffi'-e PRESIDENT'S 
Cotnpensation Working Group, and I-Itnnan Resources 

3. The decision of the President or designee is final. 

LAST REVISION DATE: July 3, 2001 

APPROVAL FROM ASC: 
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Amendments 

Jim Dachik 

Sandy DiCarlo 

Tom ScaV•} (Chair) 

Keith Hofacker 

Executive Committee 

Ann Betts 

John Clark (Chair) 

Wayne Colvin 

Laura Emch (Chair-Elc-.ct) 

David Garcia 

Brady Gaskins (PWC Chair) 

Pam Phillips 

Diane Smith 

Robin Veitch 

Barbara Waddell 

Mary Beth Zachary (Past Chair) 

Intemal Affairs 

Clarence. Terry 

Ann Saviers 

Sandy Mic::m1.:1· (Co-Chair) 

Cindy Smith 

Rox.anna P.Jster 

Krisztina Ujvagi 

Laura Waggoner (Co-Chair) 

ASC Committees- 2001-2002 

A\v::trds & Re.c.:1gnition 

Linda Bakkum 

Deb Fleitz 

Kay Gucle.hus (Co-Chair) 

Tony Howard 

Jane B. Meyers 

Keith Pogan 

Ellie McCreery 

Kevin Work 

Pat Booth (Co-Chair) 

Exlemal Affairs 

Thad Long (Chair) 

Pam Phillips 

Phyllis Short 

Mary Lynn Pozniak 

Tom Gmman 

Pers•:Jnncl Welfare 

Brady Gaskins (Co-Chair) 

Sally J0hnsun 

Keith P·:Jgan 

Jack Taylor 

Kristen Lindsay 

Judy Donald (Co-Chair) 

Greg Guzman 



Professional Development 

Ann Betts (Chair) 

Amdie BI\Jgden 

Tina Coulter 

Susan Sadoff 

Robe1t Zhang 

Jeffrey Waple 

Scholarship 

Nora Cassidy (Chair) 

Montique Cotton 

SueLau 

Sandy Miesmer 

Diane Smith 

Deb Freyman 

Aimee Zimmer 

Ramona Meraz 

Susan Darrow 

Salm:y (PWC Subcon1r11ittce) 

Carl Dettmer 

Mike Fitzpatlick 

David Garcia (Chair) 

Robin V eltch 
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Amendment~ 

Jim Dachik 

Sandy DiCarlo 

Tom Scavo (Chair) 

Keith Hofacker 

Executive. rommittce 

Ann Betts 

John Clark (Chair) 

Wayne Colvin 

Laura Emch (Chair-Elect) 

David Garcia 

Brady Gaskins (PWC Chair) 

Pam Phillips 

Diane Smith 

Robin Veitch 

Barbara Waddell 

Mary Beth Zachary (Past Chair) 

Internal Affairs 

Clarence Teny 

Ann Saviers 

Sandy Mi.:.smcr (Co-Chair) 

Cindy Smith 

Roxaima Foster 

Kris:ztina Ujvagi 

Laura Waggoner (Co-Chait) 

ASC Committees - 2001-2002 

-A\vards & Recognition 

Linda Baldmm 

Deb Fleitz 

Kay Gudchus (Co-Chair) 

Tony Howard 

Jane B. Meyers 

Keith Pogan 

Ellie McCreery 

Kevin Work 

Pat Booth (Co-Chair) 

Extcmal Affairs 

Thad Long (Chair) 

Pam Phillips 

Phyllis Shmt 

Mary Lynn Pozniak 

Tom Gonnan 

Personnel W elf arc 

Brady Gaskins (Co-Chair) 

Sally Johnson 

Keith Pogan 

Jack Taylor 

Kristen Lindsay 

Judy Donald (Co-Chair) 

Greg Guzman 



Profe3sional Development 

Ann Betts (Chair) 

Amdie Brogden 

Tina Coulter 

Susan Sadoff 

Robe1i Zhang 

Jeffrey Waple 

Scholarship 

Nora Cassidy (Chair) 

Montique Cotton 

Sue Lau 

Sandy Miesmer 

Diane Smith 

Deb Freyman 

Aimee Zimmer 

Ramona Meraz 

Susan Dan·ow 

Sahn:y (PWC Subcomrnittee) 

Carl Dettmer 

Mike Fitzpatrick 

David Garcia (Chair) 

Robin V e.itch 

etil 



Administrative Staff Council 
Pay1neut Request Fornt 

Allach uitly ORIGINAL invoic.::/~ to lhis r.:qu.::rl. Eu~ino::.s officr: will ncol proc•~s~ paym.:nl r.:qu.;::l from <~. 

till. Laura Emch will c;.:::nd y•::.u an .;-mail lu J,:;[ yc.u !:now il was ::;utrnillcd lo Eu~in.:ss Office. 

Make check payable to: ____________ _ 

Mailing address of payee: 

If paye:.:: is a University employe.::, plea:;.:: provide: POO number: _________ _ 

If payee is a University employee, please provide e-mail address: ________ _ 

Reason for payment request: 

***PLEASE DO NOT SPEND ASC BUDGET DOLLARS WITHOUT PRIOR 
APPROVAL OF THE ASC EXECUTIVE TEAM LEADERSHIP.*** 

To obtain an authori:..=;d ::ignalurc:, :!ubmit payment r.::qu.::~.t with supp•)tting oliginal 

documentation to: 
John Clark, Diana Sm.ith, .x Laura Emch 

Auth.xization signature: ______________ Date: -------'-



Bo,vling Gt·een State tTniversity 
Acbninistrative Staff Council 

215 Eusl Hall 
Bowling Grccu, 01-1 43-103 
(419) 37:!-7SSS 

June 19, 2001 Agenda 

Dr. John M. Clark 
Chair, ASC 

1. Rescheduling proposal for January 2002 ASC meeting (listed as Jan. 3rd; classes 
begin Jan. 14th) 

2. Establish regular contacts next year Vlith Classified Staff Council and Faculty Senate 
(proposals tL' share) 

·3. CUPA data analysis (how to a'3sign) 

4. ASC budget and budget control (cost overruns and sm1·nises) 

5. Scheduling dignitmies for ASC meetings (p()Ssibilities--President, Provost, Exec 
V .P., H.R., and a Board member) 

6. Conunirtee appointments and chairs (suggestions needed) 

7. Goals for next year--first installment due for l...,oard presentation June. 29 

S. Our proje.-eted w0rk with H.R.-- compensation+(+ merit,-:- equity,+ "bonus") 

June 18, 2001 
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Bowling Green State lTniversity 
Ad1ninistrative Staff Council 

215 I:asl Hall 
Eowling Green, OH 43403 
(419) 372-7~85 

Ncotes frorn M.:-.rccr Meeting: 5/23/01 

On May 2?., 2001, ASC ftpre::cnt~tives John Clad:, Laura Emch, and M~'TY Beth Zachary met with 
Mercer Inc. consultant Scott Cc.ot, H.R. r3pr.:-scntativ.:.::. Becca Fc:rgusc•n and Donna Witt\'/t.t", and 
E;~ecutl\';: V.P. Lind~t Dot.b to discus:: M.:rc.~r's f,::,llow-up recornrnendations on achninistrativ.: ::-taff 
coa1pensation to the President's Compensa.tion vVorl:.ing Group. The following arc notes from th~1t 
mee-ting, compile-d by John M. Clark-200 1-2002 ASC Chair. 

1. Mercer's Hist.::•ry vvith BGSU: In 19~•::, Mercer o:am.:. to BGSU to ;;,ssess the marl:ct 
co::,mpetitiver1e:::s ,::,four administrative/profe::sic.nal ::taff co1npensation. In pmtkulm·, their focuses 
were 1) ba:::e pay, 2) pay ranges, and 3) review ofiT po::itions. 

2. In 2001, M~rcer conducted::\ folh:~w-up study based on 57 "benchm~u·k" adminisb'stive positions. 
The::;.; po:::iti•.Jns were ch•:Jscn ;:;::: benchrnad::: t.y the vice presidents based on th.:-ir 
repr.:sentativ.:-ne[S of the entir.:, ctdrninistrative emplc.yee group. 

3. In this year's Mefccr study, special emphasis again was given to IT positions. 

4. Mcrctr compiled salary data from 24 sur';ey8, reflective of salary medi~1.ns, representative •:Jf our 
geographic recruiting area (f.::.r ~<:o.ch benchmarl: po:ition), ::,nd adjusted t.:. July I, ~001 (i.e., the 
data were "aged" tc• be !".:presentative of the rnml:d •:Jn th>:: b.::ginning .::•f our nc:;:t fiscalyem-). 

5. Data matching wa2 done based (on job cc.ntcnt, fl•)t type of position. (This reinforc.::2 :Merc.:r's 
consistent f.::.cu::: on :::l:ill sets ntthcr tha.n departri1cnt or :::pc·cific po::ition.) 

6. Elen1.::nt::; of M,::fcef's Competitive As:essrn~nt 

• Actual salaries and pay ranges cc.mpared tc. [recruiting area] marl:et 
• V mianc.:: between ratios not typical 

0 Actual salary ratiok may vary due to difference~ in cmpkoyc-c: crcdc-nti3ls 
0 Midpoint ratiohs may vary du.: tc. valm1lion differe-nces pbc:ed on the po::.ition by 

diff.::r.:nt institutions (rl I:Jl"le-gr<•de differcBC·~ from "mad:e.t" is or~. but not three or f,Jur 
grades difference in a p•:Jsition) 

0 IT is judged separately 
• Ratios calculated by comp::uing ... 

0 actual salaries to nu1d:c:t (average of all incumbent:: in a pc.sition) 
0 range midpoints to mCJ.rket 

5/23/01 Mercer Meeting-Page I 



7. Actual SalHry Competitiveness: 

• In 1095, all admini::;trati vc!profc:::sional jobs at BGSU were ::tt 0~'% cof 1narl=ei (marl:et being the 
50th pcrcentik fcor c:ach pcositicon, this nieans our average w2::: th.: 49.5 percentile) 

• In :2001, [tJI adrDini strati w jcob::. at BGSTJ, as a grcoup, are. ::~t 95% a:of marl:et (01 47.5 percentile) 
• Our IT ar.:. prc-s.;ntly v;orst in ft.lation to mad:.::t-88% or 44th percentile 
• Di:;tributiL'n in relation to pay nmgc- and rmu·l:c-t is alzo crucial; the above percentiles are 

averages, and individual person::: Cor pcosltions can be higher or lower th::ln BGSU average 

2. Pay Structure Cc.mpetltiveness: 

• The r,chninistrative/profc:ssional ranges, as an aggregate., now are at 89% (44.5 per.::cmile) c,f 
m8rl:et-these range::: were set in 1995 e;:.actly at 100%, or the- 50th percc.ntlle., of marl:ct 

• Our IT pay r1nges ncow are at 8::'·% of marLe.t, or the 41.5 percentile 
• "Outliers" could be inappropriately graded, or the marl:et valued the j.:Jb differently than the 

institutic.n (e.g., pham1acists, physicians, IT) 

9. Salary Range Placement: 

• Ranges set 8.t 100% of r!Iarl::et (50th percentile) in 1995 
• In January, 1906, im(olementation cof i:he BGSU Merc.:;r Plan rai::ed administrative employees 

only to minimum of range 
• This implementation also c:reat.::d sc.me. salary compre:ssic;n-brought ~.:.orne newer employees 

clc.s..:: to:. the s::,]arie::: of kong.~r-tr::rm clTiplo-:,yeez in the S8.me unit ~md/m simll::,.r position 
• Midpoint (50th percentile .:of pay range) is Merce-r's recornme:nded marl:o:-:t targ.:;l for adrnin. 
• Mercer also 1wtes that the m<trl:ct "norrn" fur administrati vc/prof.:::::sion::\1 p•:Jsitions i::. for 

ernploye.:::: to reach rnidpoint of p::ty range within 4 to 7 years in position 

10. A Mercer Mcodel for Advance1nent through Pay Range: 

• Mercer posits that adrninistrati;.:; .::rnploye:es in the firn quartile, rninimum to 25th percentile, 
shc.uld be in the "lem·ning ~md gmwing" :::t::tge for the p.:::.:::iti•:on (and, conver~ely, that employees 
beyond the leaming and grcowing :::.tage sh.::,uld be higher in the pay range) 

• Mercer con~.id.:r::: ::tdmini:::trativ~ .;mploye.:·s in the second pay r~mg.:: quartik, 261
h percentile to 

midpoint, "seas.:on.:.d and CColTtpeie.nt" for their po~itions 
• Mercer cconsid.:rs administrative •':rnployees ir. th.: third pay nmgc qum·tile, 51:1 to 75th 

pei'centile~., "outstanding and su::ta.ined perforrners" for their positions 
• Mercer C•:JnsiJ.;ys adrriini:::trativ.;; ernpl•::,y.:;e:s in lhe tc,p pay r::mge qua1tile, 7•~th percentile to 

rang.~ 1Tt2,;-:imum, inhabit::mt::: of "pr.;miurn leiTitory"-,;mploye.:~ whose base salary a[ th;; 
beginning of the .::contract year puls thern among the highest-paid in th.; mad:.::t for their 
positions 

• Mercer notes that "t .. ::st practice" (:.f institution~ ac:rcosc. the U.S. nov.; considers it appra:·priate for 
15<:!0% of tho: teo tal wcorl:forc.:: tot..: in the "coulstanding sustained perfom1a.nce '' and 
"premium" salary levr::l:.-and that these bac.:' ::;:tlmie.s relative to market for the position be 
established by peffc.rmance, n•:Jt l•:Jngevity alone 
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• Finally, .Mercer IKotc's that bc:?t compc:nsaliotl pr::u::tices m· plans acr.x:s the country include a 
pay and pc:rfonnance-reward pac-tage to accelefak movemertt of good pcrf.xm~rs in years 0-7 
(within position) to range midpoint 

11. A::. cc.nsuhant Sco::.lt Ceo(:,}: c-;.:plaine:d, the p•xtion of "be:::t compensation practice" le:;,st un.:k:rE.t•JOd 
. l ... 1 . ll'l f l '1. d " . "b IS t -~~it mslitutwna expectal1ons are muc 1 ug 1er · C•r t -~e rn1o: pomt-an- -up, prc.mnnn ase p:1y 
area than for the minimmTt-to-midp•::.int (0-SOth f!crcentik) ;;,J"c:a All of an empJ.:,ye:e's experience, 
1-::n(JV/ledge, and supC'liur perforruance uvcr the y•::ars plus an .:;xc.:llent perfc•tTnance in the past 
equal a prern..ium sa18.ry that might b.:: increased for the UtJC•Jrning year. 

12. Range "Penetration": 

• Average c,f all BGSU :xlmlndratl vc/pr(,fessional .::rnpk,ye:c-s is 57th perce-ntile o:tf range 
• Average years in position for all BGSU ::tdm_inistrative e.mplc,ye.es is 6 y~ars 
• Increased penetfation of nmge by some admini:::trative stlff could be ·:>ffset by decreased 

penetration by others 

13. Mercer Recommendations: 

• Adjust pay range~ to ;;,Hgn with r!tm·I:et m.:::di::tn (requifcd a.:tju:::tm::nt = S-9% ); one O:•ption, if 
range adjustment of this magnitude i:: unmanage::tblc:, would be. smaller pay-range increases 
(sr!taller than 8-9%) over the. nc}~t one to three years-a phasing-in appmach 

• Re-c;:aminc intcmal pay-r~mgc plac.::rnents of positions in the Development ::trea 
• Establi:::h a ::.::pcu-ate pay-rang.:: :::tructt1re f•}r IT positions 
• Ee-evaluau:: :::.igniflcant •}Udiers with respect to rfliclpoint ratios (po:::ii:ic.ns :::ignificarttly out Gf 

market n•::.rm relaliv.:: to the pc.sition pay range) 
• Reviev.; cmTcm .:.mployee salalie.:::, after the :::twctural.x pay-range adjustrncnt, tc. re-establish 

intetnal and extemal pay e.quity 
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John M. Clark,01/06/01 8:46 AM,Mailing lists 
Mime-Version: 1.0 
X-8•::n-:lo:r: j.::larJr..21i}mailst·:·r.::. t.:~an • .:..:lu 
Dats: Fl:i, 1 .Jur, 2•JC•l o)8:..16:.,!8 -•) .. 1(10 
TG: dlsrnith@b_;p·,tE<t.I:·!JSU.o:du 
Fr.:rr.: "Jd;r, l~. Clark" <j.:::lark::!~l:-1Jl.:t .J:.;su.edu> 
Subjeo::t: lmlin·:;r lists 
C·::: m!ll·ylyn@l:•.;p<et.bgsu • .:du 

Hi, Dian.::. I k:n•:.w y.;.u are ~lanning t·:· l:..;, c•ut .:.f th~ ·=·ffi::e s.:;.reti.me 
S·:·:·r•• F·:·r y·:•ur z.:.ke, I hq;...: ;,•·:·u get va.::ati·:n t..,f.:.re 0-Ro::g begins. 

When y.,:,u •;Jet a .::han.::.::, •::':Nlld y.:m ·:k• a •:JC·U~lo:: ·:·f thin·;JS f:.r me':' One is 
t·::. ~ro::at•3 (if ;,•·:·U ·:k.I£ 't alre:dy h.::tv"' .:.r • .:) ::.tr1 .::mail list. f·:·r E..'!:.:.:: 
C·:.wm.itt.:o::. Tho:: .:,tho::r ia t.: Ill3}:e a nc.to:: t·: se.:. if 1:'-9}:. Fleit:: .:;:~ 

:ndto::h h.:r .::•:·nstituen.::y ~}.:-:·Jifi.::ally t·:· ;::J.::.v.::r th.:: v.::·r;.-1.:: in l·iusi.:: 
thJtt Ko:ith H·:fa::ker (\•;):',.:.s.:: C·:·un·:lil term h.~ .::xr·ire:d) h&i. ~J:. has 
so:.m,:; ·:·ther ~:·J?le, n :.t in f.1llai·::, ~"19 h.:r .-,.:.natituen·~·, .md wh.:.;.'\•er 
repla.::ed r:o:ith .:.n .:.:.un·:dl (f.l~y Lynn }:n.:•\OlZ all) iz n·:·t in l-tusi·:: but 
>'Kottld have inho::rite:d F:•::ith' ::1 ·X•natitu.:mts. 

If c .. ny ·=·f th·::. ai::·:·V•.ii nu}:o::s a;:mse, l-t:-try Lynn .::.:..n h•::l~ Y·:Ol.l ~i.;:.::e 

tc·1.:ther h·:·w it mi·1ht g·:·. !·ty trr.·io:rstm:lirt<J is that w.=::' :i n.::ed t·:• g.:1t 
F:o:.ith' s repla-:1emo:.nt ir1 the 1.::..:.~ ar..:l J:-e Luthm-m, wh: J;•r:..:iu::es the 
f·:·::us r;;,);l:·rt th3t .;::re.st.so3 ·:.ur •:::.:.nsti tu.;;nt lists. 

Dr. Jdm Clark 
Gen.:.r~l Studio::~ ~'lriting 

Evwlb1g Gr~en University 
B-:.wlir1o;J Grsen, C•hic· 43403 

Thanks, 
John 

Printed for dlsmith@mailstore.b sn.edn (The Smiths) 
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Ctt..t.e -o..~.1f;v_,1../ 
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