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Agenda for the  
Human Resource Directors Advisory Committee Meeting 

 
Date:  May 12, 2017 

Time:  10:00 a.m. 
 

1. Welcome and Introductions 
 
2. Merit Board Policy Working Group Committee Update - Handout 

 The working group met on January 24 and April 13, 2017 to review and update proposed 
changes to Civil Service benefits afforded by the Merit Board.   

 A final policy draft will be proposed to the Merit Board at their August 2017 meeting. 
 

3. Statutory Update - Handout 

     Act Revision.  Update on Pending HB3185. 
 

4. Update regarding rulemaking to Section 250.110 of the Code (80 Ill. Adm. Code §250.110) - 
Handout 

 Update on the status of the proposed rulemaking revisions to the proposed changes to 
Section 250.110 of the Code.  This is Discharge and Layoff related. 

 
5. New Category of Status Employee – Grant Funded / Soft Money 

 How or can we collect data of how many employees are or could be in this category. 

 Review Seniority provisions for these employees 
 

6. Compensation Rates/Ranges and Policies - Handout 
 

7. Report of the Executive Director – Jeff Brownfield 
a. Classification Plan Update 
b. Class Consolidation 

o Discussion on use of Intern Programs and expanded opportunity for Compensatory 
Qualifications. (Per the comments at the joint EAC/HRDAC) 

c. Occupational Area Classification Project  
d. Demonstration Project Update 
e. Governance, Risk, and Compliance Audit Update 
f. Agency Budget / Staff Update 
g. Legal Updates 
h. Discharge and Layoff 

 
8. Other Items as Presented 

 
 



































































































































Compensation Rates/Ranges and Policies 

2.1 Setting and Adjusting Open Range Salary Schedule 

Employers shall establish a schedule of salary ranges for all Open Range classes. A 

salary range for each class shall be submitted to the University System Office for 

approval. The schedule of salary ranges may be organized and incorporated into a 

table of salary grades and may be submitted as verification of university/agency 

rate/range. Following are general guidelines when submitting salary ranges through 

the University System Office Salary Data System:  

 Range minimums and maximums which exceed 80% difference may require 

additional justification prior to approval by the University System. 

  



INTRODUCTION 
 

As a matter of operating policy, the Merit Board has historically interpreted Section 36d(3) of the 
State Universities Civil Service Act (Act) to require the payment of wages to all employees which are 
generally comparable to the wages paid in the locality, or recruiting area, to employees engaged in 
work of a similar character.  This interpretation, which might be referred to as the “prevailing wage 
principle”, is not to be confused with the term “prevailing rate”, which is one of four methods the 
Merit Board has recognized in the establishment of rates and ranges.  These four methods are: 
a. Open range - Ranges recommended by the employer based upon one, or a combination, of 

the following: 

 comparisons of ranges in effect for the same class by other employers within the University 
System; 

 pay surveys for like jobs in the recruiting area; and/or 

 comparative skill, effort, responsibility and working conditions with other classes utilized 
by the employer. 

 

b. Negotiated rate or range - A rate or range determined in accordance with a collective 

bargaining agreement between the employer and an employee group represented by a 

bargaining agent or committee, under the provision of Section 36d(3) of the Act and other 

applicable laws. 

c. Prevailing rate - A rate of pay generally established in accordance with a local multi-employer 

craft and trade agreement, or as otherwise determined by the Merit Board. 

d. Established rate or range - A rate or range based on a direct tie or relationship to a negotiated 

or prevailing rate, or to reflect a local market condition unlike that represented by the Open 

Range salary structure of the Employer. 

Prior to implementation by an employer, all rates or ranges must be submitted to the University 
System Office, with substantiation, for approval. 
 

All requests to establish, revise, correct, or delete pay rates or ranges shall be submitted for approval 

on-line via a secure web site (see Example 1.1a). The on-line system will eliminate the need to submit 

any supporting paper documents in the approval of pay rates and ranges so long as those documents 

can be submitted within the salary data system ; e.g., collective bargaining agreements.  Certain 

basic processing details to be followed when submitting salary requests will remain unchanged; such 

as:  

 When it becomes necessary to correct a current rate or range (e.g., an approved salary range 
contained a typographical error), the correction must be retroactive; i.e., the effective date of 
the corrected range must be the same as the effective date of the “incorrect” range. 

 



 No rates or ranges may be deleted if there are current incumbents in the class or if there are 
employees on leave from positions currently assigned to the class. 

 

 On occasions when classes move from “open range” to “negotiated”, please submit a copy of 
the Certification of Representation form upon receipt from the IELRB.  However, do not submit 
a new salary request changing the rate type from “open range” to “negotiated” until such time 
as rates have been negotiated between the Employer and the exclusive representative. 

  



2.1 SETTING AND ADJUSTING OPEN RANGE SALARY SCHEDULE 

Employers shall establish a schedule of salary ranges for all Open Range classes.  A salary range for 
each class shall be submitted to the University System Office for approval.  The schedule of salary 
ranges may be organized and incorporated into a table of salary grades and may be submitted as 
verification of university/agency rate/range.  Following are general guidelines when submitting 
salary ranges through the University System Office Salary Data System:   
 

 Range minimums and maximums which exceed 80% difference may require additional 
justification prior to approval by the University System;   

 Employers are required to submit range updates in the Salary Data System at the time where 
there is a change to the previously approved rate/range or at least once every four (4) years; 

 To avoid rounding issues within the Salary Data System, the actual dollar amount of the range 
should be submitted; 

   Current salary ranges are subject to review during the biennial audit; 

 When an employer has two ranges for the same classification, i.e., negotiated and open range, 
the widest range will be submitted in order to capture what is actually compensated for the 
applicable classification; 

 When an employer has two ranges for the same classification, i.e., negotiated and open range, 
select the Rate Type based on the predominate number of employees; 

 Across-the-board adjustments for all classes shall not require substantiation of individual range 
changes, other than a statement such as “3% across-the-board adjustment” or “2.5% fiscal year 
adjustment”.  

  
In accordance with Section 36(d)(3) of the State Universities Civil Service Act, the employer shall 
identify and analyze valid salary data of wages paid for similar work by other employers within the 
appropriate recruitment area.  Employers are encouraged to utilize one of the following methods to 
collect valid salary data. 
 
a. Statistically valid wage data may be obtained through surveys conducted by the employer or through independent sources, such 

as agencies, consulting firms, professional associations, and local employer groups.  A valid survey is one that is current and 
geographically applicable, contains data on a sufficient number of employees and employers to be a representative sampling of 
the appropriate market, provides sufficient definition of each job category to assure equitable comparison, and provides median 
and/or weighted average salaries for each job class. 

 

b. In the absence of any available valid salary survey data, the University System Office shall consider proposals based on one of the 

following mathematical calculations: 

1. averaging the minimums of current ranges for the class of all University System employers, and assigning the 

class to the salary range with the minimum closest to the average; or 

2. averaging the midpoints of current ranges for the class of all University System employers, and assigning the 

class to the salary range with the midpoint closest to the average. 

NOTE:  Ranges used in the above calculation shall have been approved within the preceding 12 

months, and the class shall have one or more persons employed at the time of the survey.  If 

method 1 or 2 above is used in developing salary ranges, it shall be the exclusive calculation 

method used by the employer; i.e., only one method may be used by an employer to determine 

pay ranges when utilizing this option. 

 



Significant variations in ranges by employers may indicate differences in application of classes, and 
shall be discussed with the appropriate employer(s) to verify accuracy of comparisons.  When range 
proposals are submitted, the University System Office may take the following into account: 

 

 Directly related classes which require substantially similar skill, effort, responsibility and working 
conditions. 

 Comparisons may be made with lower and/or higher level classifications in the same series or 
with those to/from which employees in the proposed class would normally progress. 

 

Note:  Whenever possible, the above attachments can be submitted in the Wage Addendum 

section which allows you to either attach a document, or specify a URL.   

 
Salary proposals returned to the employer without approval will include the reason(s) for non-

approval as well as directive action if appropriate. 

 

 

 



Occupational Area Classification 

History - Occupational Area Line  

The Occupational Areas List- groups the classes included in the Index of Classes according to broad 

categories (such as Professional or Managerial). Developed mainly to help classifiers locate all current 

classifications in a particular occupational area when they are trying to classify a position. Classifications 

are assigned to only one occupational area. 

Currently there are 16 occupational area groups. 

01- Professional 
02- Semi-Professional (there are 3762 employees in 232 position in this area) 
03- Managerial 
Clerical 
Stores 
Aeronautical 
Agricultural 
Custodial Services 
Domestic Services 
Food Services 
Power, Heat, and Light Services 
Medical Services 
Protective Services 
Skilled Trades 
Semi-Skilled Trades 
Unskilled Trades 
 
Occupational Areas- Primary Focus is on the (02) Semi-Professional Area 
 

1. Researched CMS- Illinois Department of Central Management Services- Looked up all U.S. Equal 

Employment Opportunity Commission (EEOC) categories:  

 Officials and Managers 

 Professionals 

 Technicians 

 Protective Service Workers 

 Para-Professionals 

 Office and Clerical 

 Skilled Craft Workers 

 Service-Maintenance, etc. 

 

2. Researched how economist classifies thousands of occupations into (BLS) U.S. Bureau of Labor 

Statistics Major Occupation Groups (MOGs)  

 

3. Followed up with U.S. Equal Employment Commission (EEO) analyzing maps of (SOC) Standard 

Occupational Classifications, job titles and codes. Surveying their ten (10) job categories.  

 (i.e., Professionals, Technicians, Administrative Support,) 



 

4. Researched and Analyzed all EEO -Description of the Categories i.e., Professional, Administrative 

Support Workers, Craft Workers, etc. 

 

5. Proposed occupational line area categories: 

New              Old 

Professional/Healthcare Professional          Professional  
Restructured      Semi-Professional 
Managerial             Managerial 
Office and Administrative Support Workers    Clerical, Stores 
Operatives             Heat, Light, Power 
Technicians              Semi-Skilled, Medical 
Service Workers Food, Custodial, Domestic, Medical, Protective   

Services 
Craft Workers  Skilled Trades, Aeronautical   
Labors and Helpers  Unskilled Trades, Agricultural      
Sales   

 

6. Developed definitions for each proposed Occ. Line area 

7.  Researched all the Class Specs in the (02) Semi-Professional area; according to education and 

experience, including any special licenses or certifications requirement, scope of 

responsibilities, then matched up the classification according to the occupational line category 

according to the definition. 

  



Professional Positions require a bachelor’s or other advanced degrees or highly 

specialized training which may include professional certification(s). 

 

General Classification Characteristics: 

Positions/incumbents have a significant impact on a department's 

operations including effect on the finances of multiple work areas. 

 

Positions/incumbents are required to have an understanding of policies 

and procedures and generally accepted principles. Resolves unique 

problems by collecting and interpreting information. Solutions may 

include modifying procedures and methods to address new conditions. 

Receives advice and input as needed from supervisor. 

 

Positions/incumbents interview, provide orientation, training, work 

assignment and review, input into performance appraisal for temporary, 

students, volunteers entry or mid-level staff. 

 

 

 Examples:  accountants; internal auditors; architects; computer 

programmers; designers; dietitians; editors; engineers; librarians; 

scientists; business/grant professionals; nurses; teachers. 

 

 

Managerial Most jobs in this category require a bachelor's degree or equivalent work 
experience. A considerable amount of work-related skill, knowledge, or 
experience is needed for these occupations. Job training in these 
occupations need several years of work-related experience, on-the-job 
training, and/or vocational training. 
 

 Individuals who serve as managers overseeing the delivery of products, 
services or functions at group or divisional levels or organizations.  Also, 
individuals who report directly to middle managers.  They implement 
policies, programs and directives of executive/senior management 
through subordinate managers and within the parameters set by 
executive/senior level management. 

  



General Classification Characteristics: 

Position/incumbent results of actions may have a significant impact on a 
department's operations. They also may affect the finances of multiple 
work areas. 
 
Position/incumbent consists of broad responsibilities requiring the 
application of policies to dynamic and complex conditions. Problems 
generally require significant analysis and judgment. Solutions may 
include adapting existing policies and systems to address unique 
situations. 
 
Position/incumbent, interview and select, staff provide orientation, 
training, work assignment and review, performance appraisal, and 
recommendations for various personnel actions including promotion, 
discipline and similar job actions. 
 
Position/incumbent prepares and monitors budget, analyzes requisitions 
for conformance to budget, and compliance with specific requirements 
(such as for grants, gifts, gov't regulations) and recommends for approval. 
 
 

 Examples:  HR, marketing or operations; team/unit managers; 
purchasing and transportation managers, etc. 
 
 

Office and Administrative  Most jobs in this category require training from vocational schools, 
Support Workers  related on-the-job experience, or an associate's degree. Previous work-

related skill, knowledge, or experience is required for these occupations. 
Employees in these occupations usually need one or two years of training 
involving both on-the-job experience and informal training with 
experienced workers. These jobs involve non-managerial tasks providing 
administrative and support assistance, primarily in office settings. 
 
 

 Examples:  office and administrative support workers; clerks; 

dispatchers; desktop publishers; admissions and records; customer 

service. 

 

General Classification Characteristics: 

Position/incumbent routinely answers questions and provides 
information and data requested by individuals within or outside of work 
area. Questions that require interpretation or are not easily resolved are 
referred to Supervisor.  
 

Compiles and tabulates budgetary data, calculates figures and checks for 

accuracy. Authorized to sign for storeroom supplies and petty cash.  

 



 

Technicians Jobs in this category include activities that require basic or applied 

scientific skills, usually obtained by post-secondary education (such as is 

offered in many technical institutes and junior colleges, or through 

equivalent on-the-job training) of varying lengths, depending on the 

particular occupation, recognizing that in some instances additional 

training, certification, or comparable experience is required. 

 

 Examples:  Drafters; emergency medical technicians; chemical 
technicians; and broadcast and sound engineering technicians. 
 
 

Sales Workers These jobs include non-managerial activities that wholly and primarily 
involve direct sales. 
 

 Examples:  advertising sales agents; insurance sale agents; real estate 
brokers and sales agents; wholesale representatives; securities 
commodities, and financial services sales agents; telemarketers; 
demonstrators; retail salespersons; counter and rental clerks; and 
cashiers. 
 
 

Service Workers Jobs in this category include food service, cleaning service, personal 
service, and protective service activities.  Skill may be required through 
formal training, job-related training or direct experience. 
 

 Examples:  Cooks; culinary workers; medical assistants; healthcare 
support positions; ushers; transportation attendants; cleaners; janitors; 
porters; transit and railroad police; firefighters; guards; private detectives 
and investigators. 
 
 

Craft Workers Manual workers of relatively high skill level having a thorough and 
comprehensive knowledge of the processes involved in their work.  
Exercise considerable independent judgment and usually receive an 
extensive period of training. 
 
 

 Examples:  Building trades, mechanics and repairers, skilled machining 
occupations, compositors and typesetters, electricians, engravers, job 
setters (metal), motion picture projectionists, pattern and model makers, 
stationary engineers, automotive repairers, millwrights, etc. 
 
 

  



Operatives  Most jobs in this category include intermediated skilled occupations and 
include workers who operate machines or factory-related processing 
equipment.   It also includes occupations of generally intermediate skill 
levels that are concerned with operating and controlling equipment to 
facilitate the movement of people or materials.   Most of these 
occupations can be mastered in a few weeks require only limited training 
(several months) 
 
 

 Examples:  Laundry workers, Printing and Press i.e. Bindery Workers,   
Copy Center Operators, Duplicating Machine Operators,  Offset Press 
Technician, photographic process workers, electrical and electronic 
equipment assemblers, bakers.  Drivers, forklift operators, parking lot 
attendants, etc.  
 
 

Laborers and Helpers Jobs in this category include workers with more limited skills who require 
only brief training (learned in a few days) to perform tasks that require 
little or no independent judgment 
 

 Examples:  Construction labors; laboratory helpers;  
 

 

 



Demonstration Project Update - Handout 
 

 Sponsored Programs – University of Illinois Chicago 
 

Approved at the May 2014 Merit Board Meeting for the period of July 1, 2014 – 
June 30, 2017, the project provides the university with a method to employ 
qualified candidates through the use of “qualified funds.”  Qualified funds may 
include federal, trust, foundation, corporate, or state grants.  To ensure that 
funding is utilized to its fullest, filling open positions were needed to take place as 
quickly as possible.  If not used during the assigned timeframe of the grant, 
substantial funds may be required to be returned to the funding source, 
jeopardizing research and staffing. 
 
Regulatory guidelines and procedures have been temporarily adjusted to provide 
for an expanded interpretation of subsection 250.80(b)(1) of the Illinois 
Administrative Code to include the exclusive use of the Civil Service “Contract 
Appointment”.  This appointment restricts the employment relationship by 
funding source by limiting seniority and bumping rights to the funding source, as 
well as allow for position elimination due to funding limitations. 
 
The program is due to expire June 30th.  Monthly data reports are currently being 
requested and compiled for analysis to validate compliance with the provisions 
outlined in the Demonstration Project.  This analysis will help determine what 
future rule revisions may be afforded to the University System to provide for 
additional Civil Service employment flexibilities. 

 
 

 Electronic Position Description System (EPDS) – University of Illinois at Urbana-
Champaign 

 
Approved at the August 2016 Merit Board Meeting for the period of September 1, 
2016 – August 31, 2018, the project provides the university with an electronic 
position description platform in which they may be authenticated by supervisors 
and employees for Civil Service positions in the College of ACES.  The goal of this 
program is to expedite the development and authentication of position 
descriptions utilizing electronic means. 
 
No regulatory guidelines or procedures have been adjusted to provide for the 
implementation of this project.  It is merely a test of the efficiencies of electronic 
job description development and update, consistent with requirements that 
already exist in the Classification Plan Management Procedures Manual, Section 
2.2.       
 



The program is due to expire August 31, 2018.  Quarterly data reports are 
currently being requested and compiled for analysis to validate compliance with 
the provisions outlined in the Demonstration Project. 

 

 Student Employment Pathway Program (SEPP) 
 

Approved at the August 2016 Merit Board Meeting for the period of January 1, 
2017 – December 31, 2019, the project allows for university/agency employers 
and employing departments to consult with faculty and academic/placement 
counselors to place students and recent alumni in specific positions within the 
University System utilizing a modified Intern Appointment.  In doing so, the 
program provides an opportunity to hire recent graduates or continue 
relationships with current student workers with the intent of further honing their 
skills in the Professional, Semi-Professional, Managerial, or Medical Services 
occupational areas.   
 
Regulatory guidelines and procedures have been temporarily adjusted to provide 
for an expanded interpretation of subsection 250.70 of the Illinois Administrative 
Code to include the exclusive use of the Non-Status Civil Service “Intern 
Appointment”.  Specific emphasis for this project will be placed on hiring staff that 
are within one semester of graduation or recently graduated from formalized 
educational and training programs that include broad banded knowledge within 
the occupation designated. 
 
The program expires December 31, 2019.  Quarterly data reports are currently 
being requested and compiled for analysis to validate compliance with the 
provisions outlined in the Demonstration Project.  Users of this program include 
the University of Illinois Chicago, Illinois State University, Western Illinois 
University, and Eastern Illinois University. 
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