PolicyNumber 6.11P

Classificatiorand CompensatiorProcedure

EffectiveDate May 6, 2024

1.0 PURPOSE

In accordance with Laramie County Community College (LCCC) Board of Trustees Policy 6.11, the
College’s approach to compensating employees should engender successful recruitment and
retention of the very best individuals to do the work of the institution. Thus, LCCC is committed to
establishingan environmentwhereemployeeof the Collegeare offered challengingvork matched

with rewarding compensation. Therefore, the purpose of this procedure is to ensure employee
classificatiorand compensatioprocesse®f the institutionare alignedvith the Board’s intentions

and to inform LCCC'’s annual budget development process.

2.0 REVISIONISTORY

Adoptedon: (ThisprocedurereplacesPolicyand Procedure4400,dated01/03/1989)
Revised on: 5/18/21, 11/10/25/6/2024

3.0 PERSONSFFECTED
Allemployeescurrentandfuture, of LCC@re affectedby this procedure: alfull-time positions
regardless of the source of funds, and interim appointments regardless of the source of funds.
4.0 DEFINITIONS

A. Additional Assignmentthe temporary addition of new job duties not currently part of an
employee’s assigned responsibilities. These are typically compensated with -4o-pai

B. Administrator—In the role of an Administrator, an employee is responsible for the
management of the institution, or a customarily recognized department or subdivision thereof.
This role consists of management of a broad range of services for similar functions,
management of large departments, or a supervisory position over large service areas.

C. Annual Increase Salary increase added to employee’s base salary
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F. Classification Su@roups— The levels within a classification groape designedo capture the
level of work performed by the classification or the discipline taught by faculty, aaswelneans
of differentiating positionsfor compensationassignment. (SeeDiagramin paragraph5.0, B
below)

G. Classification SystemFe institutional process for categorizing employees within a
classificatioranddeterminingthe appropriatetype of employmentrelationshipfor each
employment group.

H. Classified Staff Elassified Staff fulfill roles of area operational and programmatic support that
fall within the college. Classified positions are generally-sigrervisory and do not provide
management to other employees on a regular basis.

I.  Compensatiobystem- Theinstitutional processwhichestablishedhiow employeesat LCCG@re
paid for the work they perform. The College’s compensation system consists of a benefits
package and a pay plan with pay bands that are assigned to classifications.

J. Costof-Living Adjustment (COLAR percentage increase which is applied to the base of the
payband to align employee’s salaries with the increase in market due to inflation.

K. Faculty— Facultyemployeeshave the primary responsibilities of teaching assigned courses,
holding regular office hours, being available for studgementoring, and collaborating on
departmenta
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President’s Cabinetill determine the amountllocatedfor retention and/or
performance

i.  Thepercentagedeterminedby the President’<Cabinet fora retentionincreasewill
be applied to all eligible employ&ebasesalay, moving the employee on the
applicable payand, notto exceedthe maximum If the employee is at the
maximum of their paypand, the increase to salary will be dispersesdamonthly
stipend over a twelve (12) month period

ii.  Thepercentage identified for performaneeasedincreases wilbe divided basedn
eligibleemployeesn each divisionSupervisowill work with their area Cabinet
memberto recommendan increase based on employee performance and/or
developmentto be applied to the employeelsase alary, not to exceed the
maximum of the employee’s pay bardevelopment may include, but is not limited
to, certificate or degree attainment, jokelated service to regional and national
organizations, and/or significant work on institutional initiatives for which the
employee has not received any previous additiam@mhpensationThe
performanceincrease will move the employderward on their applicable pay
band If the emply2 (p)-0.8 -0.0004 Tw -22s
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G. GeneralAdministration—

1) OrganizationaClassificatiotupdatesor Changes- Approximatelyeveryfive years LCC@ill
conduct acompensatiorandclassificatiorstudyto assesshe accuracyandrelevancyof the
existingsystem. Additionally, wheremployee(s)supervisor(s), department head(s), and/or
the HR team believachangemay have occurreth the market range foone or more
classifications, inay be necessary to collect market data to assess the validity of the
suspected changes at the positionclassificatiorgrouplevels. HRmayinitiate individual,
or groupchangedasedon the market data collected as the result of small sample surveys
approximately every thregears.

2) Collectingmarketdata—Market datais soughtfrom avariety of sourcesdependingon the
position, currentcircumstances, retention, and ability to recruifurces mayncludelocal,
regional, and national comparators; othety2ar institutions; private sector and
governmental agencies; CUPIR; ONET, etc.

H. Educational Attainment Award —

1) Employees with an approved Educational Attainment Proposal on file on the date this
revision of theprocedue is signed, will have the opportunity to complete attainment by
the anticipated ompletion date noted in their approved proposal or by June 30, 2028,
whichever is earlier. After completion, the employee will receive atame lump sum
award equivalent to 2.5% of their base payter June 30, 202&he Educational
Attainment Award will be sunseSupervisors will have an opportunity to recognize
educationefforts withinannual increasefor performance asstated in 5.0.C.2.a above.

I.  FLSAOvertimeCompensatioriClassifiedtaff)— TheCollegds subjectto the WageandHour

provisions of the Fair Labor Standards Act (FLSA). In accordance with this law, employees with
"non-
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