	New Hire Salary Decision Tool*


What to Do
· Collect background information

· Complete Decision Tool

· Determine recommended base salary

· Ensure base pay is within pay band

· Seek necessary approvals

Information You'll Need
· Locate the pay band of the position

· Determine candidate's current salary level

· Identify the candidate's salary expectations

· Identify competing offers (if any)

· Determine the candidates' experience and breadth of current skills

· Assess current budget status

What to Document
These documents should be forwarded to the HRMD to be filed in the employee's personnel folder (OPF):

· Completed new hire decision tool

· Memo of explanation (if prepared)

Other Tools and Resources
· Manager's Guide to Compensation

· Frequently Asked Questions

· Automated Decision Support Tool

Note:  New hires entering on duty after July 3 will not have 90 days of service with FAA and therefore will not be eligible for the OSI/SCI.  This should be considered when setting the new hire salary.

	Employee Name:
	New Hire Salary Decision Tool

	
	
	$_________
	      $___________  
	          $__________
	

	Consideration
	
	Min
	Mid
	Max
	

	Criticality of Skills
	
	
	
	
	
	
	
	
	
	

	
	
	Low
	
	
	
	
	
	High
	

	Degree of Difficulty to Fill Opening 
	
	
	
	
	
	
	
	
	
	

	
	
	Low
	
	
	
	
	
	High
	

	Degree of Directly Related Work Experience versus Peers
	
	
	
	
	
	
	
	
	
	

	
	
	Low
	
	
	
	
	
	High
	

	Skills versus Job Requirements 
	
	
	
	
	
	
	
	
	
	

	
	
	Low
	
	
	
	
	High
	

	Breadth of Skills versus Peers
	
	
	
	
	
	
	
	
	
	

	
	
	Low
	
	
	
	
	High
	

	Current Pay Level Within Pay Band
	
	
	
	
	
	
	
	
	
	

	
	
	Low
	
	
	
	
	High
	

	Other Salary Offers Compared to Pay Band
	
	
	
	
	
	
	
	
	
	

	
	
	Low
	
	
	
	
	
	High
	


	Who Needs to Sign Off
	Approval Levels Required
	Review

	Circumstance
	Manager
	2nd Line Mgr
	Director
	ARAMT
	ARA-1
	HR

	Offers in Lowest 2/3 of pay band
	(
	(
	
	
	
	(

	Offers in Upper 1/3 of pay band, and Level 5 and Manager 3 offers 
	(
	(
	(
	
	
	(

	Offers in L-band 
	(
	(
	(
	(
	
	(

	Salary Offers at or Above $100,000 Including Locality Pay
	(
	(
	(
	
	
	(


Manager sign and date when complete:

	New Hire Salary Decision Tool


	Considerations
	Definitions of Considerations
	Comments / Assessment

	Criticality of Skills 
	Importance of the required skills and responsibilities to this organization's and ARA’s success.  
	

	Degree of Difficulty to Fill Opening
	Availability of quality candidates (those with the desired skills and experience) to fill the position.  Positions with a limited qualified applicant pool may indicate a shortage of labor and may be more difficult to fill. 
	

	Degree of Directly Related Work Experience versus Peers
	The degree of superior qualifications possessed by the candidate (job-related experience or education) compared to the qualifications or job related experience or education of other employees (typically the immediate work group) who perform the same (or highly similar) job.  
	

	Skills versus Job Requirements
	The degree to which the candidate meets some or all of the skills desired for the position. 
	

	Breadth of Skills versus Peers
	The candidate's skills (the degree to which the candidate meets some or all of the skills desired for the position) compared to the skills of other employees (typically in the immediate work group) who perform the same (or highly similar) job.
	

	Current Pay Level Within Pay Band
	The candidate's current pay (base salary excluding locality pay if applicable) compared to the pay band of the position (where does the candidate's pay fall in the pay band - near the bottom, in the middle, or toward the top of the range).
	

	Other Salary Offers Compared to Pay Band
	Other (verifiable, if possible) salary offers already extended to the candidate (base salary excluding locality pay if applicable) compared to the pay band of the position.
	


	Promotion Candidates Decision Tool*


What to Do
· Determine the approach to filling the position

· Collect background information

· Complete Decision Tool

· Select promotion candidate

Information You'll Need
· Determine if the applicant is qualified

· Determine needed skills and qualifications

· Collect information on current performance and qualifications 

· Compare employees’ experience and skills to requirements of the position

What to Document
These documents should be forwarded to the HRMD to be filed in the employee’s personnel folder (OPF):

· Completed promotion candidates decision tool

· Memo of explanation (if prepared)
Other Tools and Resources
· Manager's Guide to Compensation

· Frequently Asked Questions

· Automated Decision Support Tool



	


Employee Name:


	Promotion Candidates Decision Tool

	Consideration
	
	Minimum Qualifications
	
	
	Maximum Qualifications 
	

	Performance versus Higher Level Job Expectations
	
	
	
	
	
	
	
	
	
	
	

	
	
	Meets Expectations
	
	
	Exceeds Expectations 
	

	Impact on Organizational Success
	
	
	
	
	
	
	
	
	
	
	

	
	
	Falls Short
	
	Meets
	
	Exceeds
	

	Criticality of Skills
	
	
	
	
	
	
	
	
	
	
	

	
	
	Moderate
	
	
	
	
	
	High
	

	Growth and Development
	
	
	
	
	
	
	
	
	
	
	

	
	
	Moderate
	
	
	
	
	High
	

	Other Job Related Criteria: (list)____________
	
	
	
	
	
	
	
	
	
	
	

	
	
	Low
	
	
	
	
	High
	

	Other Job Related Criteria: (list)____________
	
	
	
	
	
	
	
	
	
	
	

	
	
	Low
	
	
	
	
	High
	


	Overall Assessment:
	
	
	
	
	
	
	
	
	
	
	

	
	
	Low
	
	
	
	
	High
	


Manager sign and date when complete:

*See Chapter 5 for more information.

	Promotion Candidates Decision Tool


	Considerations
	Definitions of Considerations
	Comments / Assessment

	Performance versus Higher Level Job Expectations
	The employee’s past performance versus higher job level expectations (the performance appraisal, accomplishments, or major projects or programs completed). For employees from outside ARA under the pass/fail system, more detailed information will be needed.  Speak to other managers.
	

	Impact on Organization Success
	Degree to which the employee successfully completed the work activities or projects that contributed to or impacted the achievement of his/her organization’s or ARA’s objectives. 
	

	Criticality of Skills 
	Importance of the job’s skills and responsibilities to the organization’s and ARA’s success.
	

	Growth and Development
	Degree to which employee obtains new skills, updates current skills, or pursues professional development (i.e., professional association) important to his/her organization or ARA.
	

	Other Job Related Criteria
	Examples: Adaptability: employee works well under pressure, works well with fluctuating parameters.  Prudent Risk Taker: Employee makes decisions in her/his area of responsibility.  Job Specific Skills: experience in a specific program, i.e. expertise with VSCS, FAA communication systems, etc.  Team Skills: extent to which the employee demonstrates the skills necessary to be a successful team member.  Managers must have a good business justification for use of other job-related criteria.
	


[image: image1.wmf]Organization:

Employee: 

Series:

Category:

New Job Title:

Reassignment Increase Decision Tool

Pay Band:

Considerations

No Increase                                                          7% Pay Increase

Manager's Signature:

Head of LOB / SO's Signature:

Title:

Title:

Date:

Date:

Recommended Increase Percent:

Approved Increase Percent:

Employee's skill profile (the degree to which the employee meets some or all of the skills desired for the new position) 

compared to the skill profile of the other employees who perform the same or similar functions.

Breadth of Skills versus Peers                                                                                                                         

Employee's current pay (base salary excluding locality pay, if applicable) compared to the position's pay band.

Performance versus Job Expectations                                                                                                                

Pay within Pay Band                                                                                                                                               

Employee's current pay level as compared to the pay level of other employees who perform the same or similar 

functions.

Pay versus Peers with Similar Experience / Performance                                                                                                      

Comparison of typical performance level of employee to typical performance level of other employees who perform the 

same or similar functions as the new position.

Performance Relative to New Peer Group                                                                                                     

Value of Job Change to Line of Business / Staff Office                                                                                                                                                

Availability of qualified candidates with the desired skills and experience necessary to perform the duties of the 

position.

Ability to Fill Opening                                                                                                                                               

Federal Aviation Administration

Reassignment Increase Decision Tool

The degree of change in job complexity, expansion of job duties and responsibilities, and potential impact on 

achievement of the organization's and LOB's / SO's objectives.

Level of Impact and Responsibility                                                                                                                             

Employee's past performance versus job expectations.

Importance of the knowledge, skills, and responsibilities of the position relative to the achievement of the 

organization's and line of business' / staff office's objectives.

Low

High

Low

High

Decreased

Increased 

Meets Expectations

Exceeds Expectations

Similar

Higher

High

Low

High

Low

Moderate

High


	Promotion Increase Decision Tool*


What to Do

· Collect background information

· Complete Decision Tool

· Determine recommended increase

· Ensure base pay is within pay band

· Seek necessary approvals

Information You'll Need
· Assess performance vs. job expectations

· Assess relative performance vs. new peer group

· Locate the pay band of new position

· Locate the employee's current salary level

· Determine employee's experience level

· Assess breadth of current skills

· Assess current budget status

What to Document
These documents should be forwarded to the HRMD to be filed in the employee's personnel folder (OPF):

· Completed promotional increase decision tool

· Memo of explanation (if prepared)

Other Tools and Resources
	Who Needs to Sign Off
	Approval Levels Required
	Review

	Circumstance
	Manager
	2nd Line Mgr
	Director
	ARAMT
	ARA-1
	HR

	Promotion Increases
	(
	(
	
	
	
	(

	Promotion to Level 5 or Manager 3
	(
	(
	(
	
	
	(

	Promotion to L band
	(
	(
	(
	(
	
	(

	Salary Offers At Or Above $100,000 Including Locality Pay
	(
	(
	(
	
	
	(


· Manager's Guide to Compensation

· Frequently Asked Questions

· Automated Decision Support Tool

*See Chapter 6 for more information




	Considerations
	Comments / Assessment

	Degree of Change in Role
	

	Criticality of Skills
	

	Level of Impact and Responsibility
	

	Performance vs. Job Expectations
	

	Performance Relative to New Peer Group
	

	Pay Within New Pay Band
	

	Pay vs. Peers w/similar Experience/Performance
	

	Breadth of Skills vs. Peers 
	


[image: image2.wmf]Organization:

Employee:

Series:

Category:

Job Title:

Retention Allowance Decision Tool

Pay Band:

Considerations

No Allowance                                                          25% Allowance

Manager's Signature:

Head of LOB / SO's Signature:

Title:

Title:

Date:

Date:

Recommended Allowance Percent:

Approved Allowance Percent:

The degree to which the employee's departure would effect the organization's and line of business' / staff office's 

ability to carry out an activity or perform a function essential to the mission.  

Performance versus Job Expectations                                                                                                                

Availability of qualified candidates with the desired skills and experience necessary to perform the duties of the 

position.

Federal Aviation Administration

Retention Allowance Decision Tool

Possibility of Departure                                                                                                                                                  

The likelihood that the employee would retire, leave for a position in another agency, or leave for a position in the 

private sector.

Impact of Departure                                                                                                                                                         

Ability to Fill Opening

Importance of the knowledge, skills, and responsibilities of the position to the achievement of the organization's and 

LOB's / SO's objectives.

Criticality of Skills

Employee's past performance versus job expectations.

Employee's current pay level as compared to the pay level of other employees who perform the same or similar 

functions.

Pay versus Peers with Similar Experience/Performance                                                                                                      

Comparison of typical performance level of employee to typical performance level of other employees who perform the 

same or similar functions.

Performance Relative to Peer Group                                                                                                                       

Employee's current pay (base salary excluding locality pay, if applicable) compared to the position's pay band.

Pay within Pay Band                                                                                                                                               

Moderate

High

High

Low

High

Low 

Low

High

Meets Expectations

Exceeds Expectations

Similar

Higher

High

Low

High

Low


	In-Position Increase Decision Tool


	Considerations
	Comments / Assessment

	Level of Impact and Responsibility
	

	Criticality of Skills
	

	Performance vs. Job Expectations
	

	Performance Relative to Peer Group


	

	Breadth of Skills vs. Peers
	

	Pay versus Peers with Similar Experience/Performance
	

	Pay within Pay Band
	


[image: image3.wmf]Organization:

Employee: 

Series:

Category:

New Job Title:

In-Position Increase Decision Tool

Pay Band:

Considerations

No Increase                                                          7% Pay Increase

Manager's Signature:

Head of LOB / SO's Signature:

Title:

Title:

Date:

Date:

Recommended Increase Percent:

Approved Increase Percent:

In-Position Increase Decision Tool

Federal Aviation Administration

Importance of the knowledge, skills, and responsibilities of the position to the achievement of the organization's and 

LOB's / SO's objectives. 

Employee's current pay level as compared to the pay level of other employees who perform the same or similar 

functions.

Level of Impact and Responsibility                                                                                                                             

Pay versus Peers with Similar Experience / Performance                                                                                                      

Employee's current pay (base salary excluding locality pay, if applicable) compared to the position's pay band.

Pay within Pay Band                                                                                                                                               

The degree of change in job complexity, expansion of job duties and responsibilities, and potential impact on 

achievement of the organization's and line of business' / staff office's objectives.

Criticality of Skills                                                                                                                                               

Employee's past performance versus job expectations.

Performance versus Job Expectations                                                                                                                

Comparison of typical performance level of employee to typical performance level of other employees who perform the 

same or similar functions.

Performance Relative to Peer Group                                                                                                                        

Employee's skill profile (the degree to which the employee meets some or all of the skills desired for the position) 

compared to the skill profile of the other employees who perform the same or similar functions.

Breadth of Skills versus Peers                                                                                                                              

No increase

Substantial Increase

High

Low

Meets Expectations

Exceeds Expectations 

Similar

Higher

Moderate

High

High

Low

High

Low



	Reassignment Increase Decision Tool


	Considerations
	Comments / Assessment

	Value of Job Change to ARA
	

	Ability to Fill Opening
	

	Level of Impact and Responsibility
	

	Performance vs. Job Expectations
	

	Performance Relative to New Peer Group


	

	Pay within Pay Band
	

	Pay versus Peers with Similar Experience/Performance
	

	Breadth of Skills vs. Peers
	


	Promotion Candidates/New Hire Decision Tool for Manager 3 – Pay Band L*


What to Do
· Determine the approach to filling the position

· Collect background information

· Complete Decision Tool

· Select promotion/new hire candidate

Information You'll Need
· Determine if the applicant is qualified

· Determine needed skills and qualifications

· Collect information on current performance and qualifications 

· Compare employees’ experience and skills to requirements of the position

What to Document
These documents should be forwarded to the HRMD to be filed in the employee’s personnel folder (OPF):

· Completed promotion candidates decision tool

· Memo of explanation (if prepared)
Other Tools and Resources
· Manager's Guide to Compensation

· Frequently Asked Questions

· Automated Decision Support Tool

*See Chapter 5 for more information.




	


Employee Name:


	L-band Candidates Decision Tool

	Consideration
	
	Minimum Qualifications
	
	
	Maximum Qualifications 
	

	Performance versus Higher Level Job Expectations
	
	
	
	
	
	
	
	
	
	
	

	
	
	Meets Expectations
	
	
	             Exceeds Expectations 
	

	Impact on Organizational Success
	
	
	
	
	
	
	
	
	
	
	

	
	
	Falls Short
	
	Meets
	
	Exceeds
	

	Criticality of Skills
	
	
	
	
	
	
	
	
	
	
	

	
	
	Moderate
	
	
	
	
	
	High
	

	Growth and Development
	
	
	
	
	
	
	
	
	
	
	

	
	
	Moderate
	
	
	
	
	High
	

	Other Job Related Criteria: Leadership Competencies
	
	
	
	
	
	
	
	
	
	
	

	
	
	Low
	
	
	
	
	High
	

	Overall Assessment:
	
	
	
	
	
	
	
	
	
	
	

	
	
	Low
	
	
	
	
	High
	


	Who Needs to Sign Off
	Approval Levels Required
	Review

	Circumstance
	Manager
	2nd Line Mgr
	Director
	ARAMT
	ARA-1
	HR

	Promotion to Manager 3
	(
	(
	(
	
	
	(

	Promotion Increase for Manager 3/ L band
	(
	(
	(
	(
	
	(

	Salary Offers At Or Above $100,000 Including Locality Pay
	(
	(
	(
	
	
	(



Manager signs and dates when complete:


	Promotion Candidates/New Hire Decision Tool – Manager 3 - Pay Band L


	Considerations
	Definitions of Considerations
	Comments /Assessment

	Performance versus Higher Level Job Expectations
	The employee’s past performance versus higher job level expectations (the performance appraisal, accomplishments, or major projects or programs completed). For employees from outside ARA under the pass/fail system, more detailed information will be needed.  Speak to other managers.
	

	Impact on Organization Success
	Degree to which the employee successfully completed the work activities or projects that contributed to or impacted the achievement of his/her organization’s or ARA’s objectives. 
	

	Criticality of Skills
	Importance of the job’s skills and responsibilities to the organization’s and ARA’s success.
	

	Growth and Development
	Degree to which employee obtains new skills, updates current skills, or pursues professional development (i.e., professional association) important to his/her organization or ARA.
	

	Other Job Related Criteria:

   Leadership

   Competencies
	Leading Change - The ability to develop and implement an organizational vision which integrates key national and program goals, priorities, values, and other factors. Inherent to it is the ability to balance change and continuity--to continually strive to improve customer service and program performance within the basic Government framework, to create a work environment that encourages creative thinking, and to maintain focus, intensity, and persistence, even under adversity.
Leading People - The ability to design and implement strategies which maximize employee potential and foster high ethical standards in meeting the organization’s vision, mission, and goals.
Results Driven - The ability to stress accountability and continuous improvement, to make timely and effective decisions, and to produce results through strategic planning and the implementation and evaluation of programs and policies.
Business Acumen - The ability to acquire and administer human, financial material, and information resources in a manner which instills public trust and accomplishes the organization’s mission, and to use new technology to enhance decision making.
Building Coalitions/Communication - The ability to explain, advocate, and express facts and ideas in a convincing manner, and negotiate with individuals and groups internally and externally. It also involves the ability to develop an expansive professional network with other organizations, and to identify the internal and external politics that impact the work of the organization.
	


[image: image4.wmf]Organization:

Employee:

Series:

Category:

New Job Title:

Promotion Increase Decision Tool

Pay Band:

Considerations

No Increase                                                       15% Pay Increase

Manager's Signature:

Approving Official's Signature:

Title:

Title:

Date:

Date:

Recommended Increase Percent:

Approved Increase Percent:

Employee's skill profile (the degree to which the employee meets some or all of the skills desired for the new position) 

compared to the skill profile of other employees in the new pay band who perform the same or similar functions.

The degree of change in job complexity, expansion of job duties and responsibilities, and potential impact on 

achievement of the organization's and LOB's / SO's objectives.

Level of Impact and Responsibility                                                                                                                             

Employee's current pay (base salary excluding locality pay, if applicable) compared to the new position's pay band.

Pay within New Pay Band                                                                                                                                               

Breadth of Skills versus Peers                                                                                                                       

Employee's past performance versus job expectations.

Performance versus Job Expectations                                                                                                                

Comparison of typical performance level of employee to typical performance level of other employees in new pay 

band.

Performance Relative to New Peer Group                                                                                                     

Federal Aviation Administration

Promotion Increase Decision Tool

Employee's current pay level as compared to the pay level of other employees in the new pay band who perform the 

same or similar functions.

Pay versus Peers with Similar Experience/Performance                                                                                                      

Degree in change in responsibility, overall complexity of work, and/or level of authority.

Degree of Change in Role                                                                                                                            

Importance of the knowledge, skills, and responsibilities of the position to the achievement of the organization's and 

line of business' / staff office's objectives.

Criticality of Skills

Moderate

High

High

Low

Decreased

Increased 

Meets Expectations

Exceeds Expectations

Similar

Higher

High

Low

High

Low

Moderate

High

 

	Retention Allowance Decision Tool


	Considerations
	Comments / Assessment

	Possibility of Departure
	

	Impact of Departure
	

	Ability to Fill Opening
	

	Criticality of Skills
	

	Performance vs. Job Expectations


	

	Performance Relative to Peer Group
	

	Pay within Pay Band 
	

	Pay vs. Peers with Similar Experience/Performance
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