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COMPENSATION 

Policy Number: HR-160 Responsible Department: Human Resources 

 

Effective Date: 04/04/2009 Last Revision Date:  09/22/2016 

PURPOSE: 

To describe CWI’s compensation program for CWI’s staff/non-faculty employees. 

SCOPE: 

Applies to all staff/non-faculty employees at CWI. 

DEFINITIONS: 

On Duty Employee:  An employee who is required to remain on call on CWI’s premises or so near the workplace 
that he or she cannot use his or her time freely. 

On Call Employee:  An employee who is able to use his or her time freely and is not performing a specific assigned 
task for CWI while waiting to be engaged for work duties.  

_________________________________________________________________________________ 

POLICY 

CWI recognizes the significant role that its workforce plays in fulfilling its mission.  As an employer, CWI 

understands that maintaining a competitive compensation system is critical to its goal of delivering a quality 

educational experience.  Thus, CWI strives to provide compensation for its employees so as to attract qualified 

applicants, retain employees committed to public service and motivate employees to maintain the highest 

standards of performance.  With such a goal in mind, CWI compensates employees in accordance with decisions by 

the Board of Directors as budgets are set.  Pay for any given position is subject to the annual budgetary process 

and as such may be subject to increase, reduction, or status quo maintenance for any time period.  CWI’s Board 

reserves the right to make budget adjustments, and consequently direct pay adjustments, during the course of the 

budget year in order to manage cash flow or to deal with other circumstances that justify or require change in 

CWI’s expenditures. 

GUIDELINES 

TOTAL REWARDS PHILOSOPHY 

CWI is committed to providing affordable access to quality teaching and learning opportunities for the residents of 

its service area.  In fulfilling its mission, CWI strives to foster an environment that embraces respect for the worth 

of each employee and to pursue the same in its total rewards package which includes salary, benefits, policies and 

procedures.  CWI desires to attract, retain, and motivate employees through a total rewards system that is 

equitable internally, competitive externally, aligned with State guidance, and affordable within CWI’s budget.  This 

total rewards package is guided by the following principles: 
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• Pay is managed through a simple, clear program that is consistent with CWI’s strategic and organizational 

objectives. 

• CWI’s compensation philosophy is consistent across units with practices that may differ to meet unique 

needs of divisions, departments, employee classifications and performance. 

• CWI’s total reward package is reviewed periodically and measured against appropriately defined labor 

markets. 

• Managers are provided with training and guidelines to understand and implement CWI's total rewards 

program. 

• Clear and accurate information about the total rewards program and how pay is managed is provided to 

the CWI community. 

• CWI’s total rewards package complies with all applicable laws. 

WORK PERIODS  

Each employee is responsible for monitoring the status of hours worked in each work period.  Overtime for non-

exempt employees will be allowed only when authorized by the appropriate Vice President, or when absolutely 

necessary in an emergency.  The work week for all employees begins at 12:00 a.m. (midnight) on Sunday of each 

week and concludes at 11:59 p.m. of the succeeding Saturday.  In accordance with the Fair Labor Standards Act, for 

employees whose job classifications are non-exempt, pay for hours actually worked in excess of forty in a work 

week will be computed at one and one-half (1 ½) times their regular rate of pay for the overtime hours worked. All 

paid, non-work time (sick, vacation, bereavement, holiday, CWI declared days of closure, etc.) will be paid at the 

employee’s regular rate of pay. 

SHIFT DIFFERENTIAL 

CWI provides a five (5) percent shift differential to nonexempt employees who are scheduled to work four (4) or 

more hours after 6:00 pm.  If an employee works four (4) or more hours after 6:00 pm, he/she will be 

compensated an additional five (5) percent of their current regular rate of pay for all hours worked that shift.   

Overtime hours worked during the specified shift will be paid at one and half times the regular rate.   

ON-DUTY AND ON-CALL EMPLOYEES 

An On Duty employee whose work obligations prevent the employee from using his or her time freely will be 

compensated for on-duty time as time worked.   

An On Call employee whose work obligations do not prevent the employee from using his or her time freely and is 

merely waiting to be engaged for work, even if available by telephone as needed, is not compensated for on-call 

time. If an On-Call employee must carry a paging device such as a beeper or cellular phone, and the employee is 

relieved of his or her duties, the on-call time is unpaid.  

When called to work, time must be logged in 15-minute increments.  When called in, employees will be 

compensated for a minimum of 3 hours.   
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BUSINESS TRAVEL 

Non-exempt employees are paid for their time attending CWI required lectures, meetings, and training programs.  

This time is counted as work time.  Hours spent in authorized travel on official business is considered time worked 

and is compensable as follows:  Time spent on approved travel during the employee’s regular working hours and in 

the regular workweek is considered hours worked.   Business approved travel will be paid for a minimum of 8 

hours for travel taking place in a normal workday if the employee’s travel takes him or her completely away from 

their normal work, or actual travel time if greater than 8 hours.  Actual travel outside of the normal workday, (e.g. 

weekends) will be paid for actual time traveled.   

Home to work on a special one-day assignment in a different city or location:  An employee who regularly works at 

a fixed location and is given a special one day assignment in another city or location and returns home the same 

day will be paid for their time spent in traveling to and returning from the other city/location, except the time the 

employee would normally spend commuting to and from their regular work location.    

PROMOTIONS AND COMPENSATION  

Job openings should be posted internally and externally, with exceptions to be approved by President’s Cabinet 

(PC). 

Promotions may or may not be accompanied by a change in pay. 

Reclassifications requested during the year should be an exception and must be vetted for relevant and critical 

business need and require consideration and final approval by PC.  Positions reclassified to higher levels should be 

posted but there are exceptions driven by critical business continuity requirements. Any such exceptions must be 

approved by the unit Vice President and the PC.   

An employee’s base salary may not exceed the maximum of the salary range of his or her job.  If receiving an 

annual merit increase causes the employee’s base annual salary to exceed the maximum of his/her pay range, the 

employee will receive a one-time lump sum payment equaling the annualized total of his/her merit in excess of 

his/her salary range maximum on the second pay period in July and faculty will receive their payment on the 

second pay period of August.     

RIGHT TO CHANGE COMPENSATION AND BENEFITS  

CWI reserves the right to change general compensation for any reason deemed appropriate.  Compensation may 

also be adjusted based upon job performance and the availability of funds to maintain a solvent CWI budget.  

Hours worked may be reduced or employees may be laid off as necessary to meet budgetary constraints or as 

work load changes. 

 


