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An On-Call position is one in which the employee works as needed. 
Positions may have routine or variable work patterns, but are generally 
filled to accommodate seasonal or short-term activities. (Career Service 
Rule (CSR) 5-23 (B)3) 

Process 

1. Requirements to Receive On-Call Pay Increase 

1.1 The Appointing Authority may grant on-call employees who have 
served a minimum of 300 hours in the year preceding the date of the 
proposed increase a pay increase not to exceed the average 
percentage merit increase established by the annual appropriation 
ordinance and CSR 13-32 Pay for Performance for the year of the 
proposed increase. (CSR 9-40) 

1.2 The pay increase permitted under Rule 9-40 shall not exceed the 
range maximum of the applicable range and shall not be granted 
more than once in a year period from the pay increase effective date. 
(CSR 9-40) 

2. Requesting On-Call Pay Increase 

2.1 The Appointing Authority will send an email to the appropriate HR 
Business Partner (HRBP) stating the reason for the increase, along 
with the on-call employee ID, name, and desired pay increase 
amount. 

3. HR Business Partner Process 

3.1 Once the HRBP receives the request from the Appointing Authority, 
the HRBP will determine if the increase should be addressed via the 
on-call pay increase process or the pay equity process. If the pay 
increase should be addressed through the on-call pay increase 
process, the HRBP will run the agency’s on-call employee’s hours 
report for the prior 12-month period and will send this report to their 
Classification and Compensation (Class/Comp) Analyst.  

3.1.1 If the HRBP determines that this is a pay equity situation, then refer 
to the Pay Equity Adjustment Process Quick Reference Guide. 

4. Classification and Compensation Process  

4.1 The Class/Comp Analyst will verify the following:  

4.1.1 The on-call employee has worked the minimum requirement of 
300-hours in the previous 12-month period. If the employee has 
not met the 300-hour requirement then proceed to paragraph 4.2; 

4.1.2 The on-call employee has not received a pay increase in the prior 
12-month period; 

4.1.3 The requested increase amount does not exceed the average 
percentage merit increase established by the annual appropriation 
ordinance and CSR 13-32; and 

4.1.4 The requested increase amount does not exceed the on-call 
employee’s pay range maximum. 

4.2 If the on-call employee has not met the criteria as outlined in Section 
4.1, the Class/Comp Analyst will notify the HRBP. 

4.3 If the on-call employee has met the criteria as outlined in Section 4.1, 
the Class/Comp Analyst will approve the pay increase with the 
effective date the Sunday following the approval date and notify the 
HRBP. 

5. Implementation Process 

5.1 The HRBP will notify the Appointing Authority that the on-call pay 
increase was approved or was not approved.  

5.2 If approved, the HRBP will input the on-call pay increase into 
Workday with documentation showing that the employee has met the 
requirements of CSR 9-40. OHR Records will verify that the increase 
amount is within the parameters of the CSR 9-40 and will approve 
the entry in Workday. 
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