


Placement on the Career Lattice

At the time of initial appointment to a regular position on the career lattice, Human
Resource Services will evaluate an employee’s educational training to determine proper
class placement with the limitation that no employee may be placed higher than the Home
Visitor | level. Employees who have completed thirty (30) units or more approved college
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Filing of Units

Copies of transcripts or official grade cards containing evidence of units earned should be
filed no later than October 1 for changes retroactive to September and March 1 for changes
in April; but in no case can units be considered which are not received by Human Resource
Services by October 1 for changes which will be made retroactive to September 1 and
March 1 for changes in April. Records filed will not be returned to the employee.

At the time of initial placement on the career lattice, employees have a maximum of sixty
(60) days from their first day of required service in which to file units.

Salary Step Placement

An employee, upon initial appointment, shall be placed on the first step of the salary range
of the classification to which they are appointed. Employees upon initial appointment may
provide information to support placement above the first step. When an employee is
reassigned to a classification on the career lattice or when an employee is promoted on the
career lattice, his/her salary step placement shall be determined using one of the following
rules:

o |If eligible, the employee first shall be granted an earned increment on his/her previous
range.

o If the previous salary, including increment adjustment, is below the first step in the new
range, the employee shall be placed on the step which most closely approximates a five
percent (5%) salary increase.

e If the previous salary, including increment adjustment, is found on the new range, the
employee shall be placed one (1) step higher.



