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County of San Bernardino

ADVANCED STEP HIRING

New Employee Only


The Advanced Step provision allows departments to hire a new employee at a step higher than the entry level. 

references

Current County Memoranda of Understanding (MOU); Exempt Compensation Plan

forms required

mandatory fields

Advanced Step Hiring Request – New Employee Only(

All

General Information

New employees shall be hired at Step 1 of the established base salary range, except as otherwise provided in the MOU.  Variable entrance steps may be established if justified and approved by the appointing authority or designee up to and including Step 5.  If requesting to hire an employee at Step 6 or above, justification and approval by the appointing authority, department Human Resources Officer (HRO) and the Director of Human Resources or designee is required.  Refer to appropriate MOU, Salary Rates and Step Advancements article

Employees hired at an advanced step will be eligible for a step advancement after completion of the required service hours, unless hired at the top of the salary range. Refer to appropriate MOU, Salary Rates and Step Advancements article

Nurses Unit – Refer to Nurses Unit MOU, Salary Rates and Step Advancements article
Safety/Safety Management & Supervisory Units - Refer to appropriate MOU, Salary Rates and Step Advancements article
PAYROLL SPECIALIST RESPONSIBILITIES

· Provide Request to supervisor/appointing authority for completion

· Audit Request for completeness

· Retain copy for department file

· If Request is for Step 2 through 5, send the original with the appointing authority’s signature with the appropriate JAR packet.  Refer to department guidelines for individual procedures to determine if HRO approval is required
· If Request is for Step 6 or above, obtain appointing authority and department HRO approval/signature and forward to Employee Relations-Human Resources.  Send a copy of the Request with the appropriate JAR packet.

· Verify that EMACS has been updated to reflect the requested action

DEADLINES

Refer to Master Calendar for EMACS Processing

distribution guidelines

For Step 6 or above, HR will forward the approved original to EMACS-HR for processing and a copy to the department HRO and the department Payroll Specialist.

RELATED forms/PROCEDURES

Checklist for Contract to Regular(
Checklist for Extra-Help/Recurrent/PSE to Regular(
Checklist for New Hire - Extra-Help/Recurrent(
Checklist for New Hire - Exempt(
Checklist for New Hire - Regular/Part-Time/Reemployment (Rehire)(
Checklist for Regular to Extra-Help/Recurrent(
Job Share

Rev. 04/26/10
1 of 2
(Advanced Step Hiring – New Employee Only)

Personnel Requisition-2
Rev. November 7, 2013
Rev. 04/26/10
2 of 2
(Advanced Step Hiring – New Employee Only)


