
CSA Salary Administration 
 
Salary policy is set by the state legislature and the Bureau of Human Resources (BHR).  The Bureau of 
Human Resources sets the compensation program for all CSA employees each fiscal year.  This program is 
based on a grade and step system.  Employees will be placed into a grade and step upon employment with 
the SDBOR.  The compensation system (PACE) was established to provide a system that would be fair and 
consistent in the application of the awarding of pay.   
*Each year BHR may modify this policy, their modifications will supersede this policy.   
 
Movement Toward Job Worth Of The Salary Range 
 
 Progression to Job Worth 
 2.5% will be added to the base pay of all employees under job worth of the new salary ranges who 
 have completed the probationary period. 
 
 Employees who are within 2.5% of job worth will receive an amount that will increase their salary to 
 job worth of the range. Probationary employees will not receive the 2.5% after completion of the 
 probationary period. Movement toward job worth increases will be given only to employees  
 who have completed the probationary period, 1,040 hours, as of the last day of FY 2012,  June 8, 
 2012. 
 
 Employees who are unsatisfactory will receive the 2.5% movement to job worth (retroactive to 
 the beginning of the fiscal year) after successful completion of a work improvement plan or 
 resolution of other issues. This increase must be initiated using personnel action forms.  
 
  
Salary Increases Outside of Salary Policy  
   

Reclassification Raises 
 
Raises are allowed for employees who are reclassified to a higher pay range. The amount that 
may be given is up to 5% or the minimum of the new pay range, whichever is greater.  Back pay 
will be allowed retroactively to the log date. The log date is the beginning of the pay period 
following the employee’s submission of the reclassification request. Please see BOR policy 4:9 
http://www.sdbor.edu/policy/4-Personnel/documents/4-9.pdf.  
 
Promotional Increases 
 
Increases on a promotion are limited to five percent or the minimum of the new salary range, 
whichever is greater. Employees who promote into supervisory positions may receive an increase or 
more than five percent if their new salary will be below their subordinates’ salaries. Any increases 
over five percent or the minimum of the salary range, whichever is greater, must have prior approval 
of the Director of Human Resources  
 
Probationary Raises    
 
After the completion of the probationary period, up to a 5% raise will be allowed. A 5% increase 
upon completion of the probationary period for employees at the minimum of the range is 
mandatory.  Employees within 5% of minimum must receive an increase to bring the salary to at 
least 5% above minimum. This raise is only for employees who have completed their first 1040 

http://www.sdbor.edu/policy/4-Personnel/documents/4-9.pdf


hours of service to the state. When approving probationary increases, care should be taken to 
ensure new employees’ salaries will not conflict with the salaries of current employees.  
 
Permanent part-time employees may be allowed the 5% raise at six months rather than the 
completion of 1040 hours. This does not mean they have completed probation rather this is to 
keep pace with salary policy. Increases given under this circumstance must be approved by the 
Director of Human Resources.  
 
Mandatory Increases due to Six Months in a New Range 
 
Employees who have been in their pay range for six months must be at a salary that is 5% above 
the minimum of the range.     
 
Please note that probationary increases are treated differently than mandatory increases. 
Probationary employees may receive up to a 5% increase even if their salary is over 5% of the 
minimum of the pay range. 
 
Lateral Transfer Increases 
 
Transfers occur when neither a promotion nor demotion is involved.  If an employee transfers to a 
new location or competes for a position in the same pay grade and is selected, the appointing 
authority may request an increase. Automatic increases on lateral transfers are not guaranteed.   

The proposed increase must be approved by the Director of Human Resources prior to any salary 
negotiations with the employee. Criteria for approval include the similarity of the current and new 
position, internal equity, and availability of candidates for the position. 

 
Out-of-Class Pay  
 
Out-of-class pay is allowed when an employee must serve in a higher level position for more than 
five consecutive working days. The pay is set at either a 5% increase or the minimum of the out-
of-class range, whichever is greater. The employee must assume the essential functions of the 
higher level position before out-of-class pay can be approved.  Increases over these amounts must 
have prior approval of the Director of Human Resources. 

 
Additional Duties Pay 
 
Temporary and permanent additional duties pay will be allowed.  Additional duties pay is limited 
to 5%. Each situation should be reviewed to determine if the additional pay is justified.   
 
The issue to resolve before submitting a request for an increase is if the additional duties pay is 
necessary.  In situations where the employee is assigned more work, the employee is still working 
a normal schedule. In other words, forty hours of work is forty hours regardless of the tasks 
performed. If overtime is approved for an hourly employee, the employee is being compensated 
through payment for all hours worked. Because employees are compensated for all hours worked, 
there should be more justification for additional duties pay than the volume of work. 

 
 
 
 



Pay Grade Change 
 
Increases to move an employee’s salary to the minimum of the range are mandatory.  After six 
months in a new pay grade, employees must be paid at least 5% above minimum of the salary 
range.  Further increases on a pay grade change require prior approval from the Commissioner.  
 
There will be circumstances in which a salary increase is necessary but does not fall within one of 
the categories of allowed increases.  Should an instance occur, please contact your Human 
Resource Manager.       
 
 

Temporary Hire Policy 
 
Appointing authorities must follow the same policies for setting salaries of newly hired  
temporary employees as for employees in permanent positions. Temporary employees 
must be paid at least the minimum of the salary range for which they have been hired. 
 
Increases beyond the amount needed to bring temporary employees to the range minimum will 
not be allowed.  
 
Seasonal Hire Policy 
 
Seasonal employees will be paid in accordance with the state seasonal pay policy.  
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