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Ventura County Human Resources and Payroll (VCHRP) System
Additional Pay Action Form

	NAME, LAST
	FIRST
	MIDDLE
	JOB CODE/DESCRIPTION

	  
	  
	  
	  

	EMPL ID
	DEPARTMENT NUMBER/NAME
	                                      UNION CODE

	  
	  
	  


	No.
	Action
	Earnings Code
	Description
	Effective Date*

	1
	Add
 FORMCHECKBOX 

Delete
 FORMCHECKBOX 

	  
	  
	 

	2
	Add
 FORMCHECKBOX 

Delete
 FORMCHECKBOX 

	      
	      
	     

	3
	Add
 FORMCHECKBOX 

Delete
 FORMCHECKBOX 

	      
	      
	     

	4
	Add
 FORMCHECKBOX 

Delete
 FORMCHECKBOX 

	      
	      
	     


* Education incentive additional pay cannot be granted retroactively.

A. Educational Incentive Supporting Information
	Name of College/University
	City/State or Country
	

	     
	     


	Degree Awarded
	Date Awarded
	Major

	        
	        
	        


	Name in Which Degree was Awarded
	
	

	     


 FORMCHECKBOX 
 If this name is different from the name above, documentation verifying the name change must be attached.
For Human Resources Use Only
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 
 Diploma/Transcript Verified
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 

N/A  FORMCHECKBOX 
 Name Change Verified
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 
 College/University Accredited
Yes  FORMCHECKBOX 

No  FORMCHECKBOX 
 Degree/certification/license required in class spec

B. Bilingual Incentive Supporting Information
 FORMCHECKBOX 
 Copy of County bilingual examination results
 FORMCHECKBOX 
 Department verification of bilingual usage level

C. Other Incentive Supporting Information
 FORMCHECKBOX 
 Copy of License/Certificate
 FORMCHECKBOX 
 Copy of 

	Department Verification/Approval:
	
	Date:
	

	HR Analyst Approval:
	
	Date:
	

	Data Entry By:
	
	Date:
	


General Information Regarding Additional Pay

· All Additional Pay entries in VCHRP, both adding and deleting, will be performed by HRD.

· In the event the name on any Additional Pay supporting documentation is different from the employee’s name, documentation of the name change must be also attached. This documentation must show a positive link between the two names indicating that they are the same individual. Acceptable supporting documentation includes items such as a certificate or college transcript which include the employee’s social security number or legal documents showing a name change because of marriage, divorce, etc. Lacking such proof, the request for the additional pay will be denied.
· To obtain Additional Pay for an educational incentive the employee must present to their departmental personnel representative either an original degree/diploma or official transcript indicating degree award. A copy of such proof will be attached to the Additional Pay Action Form.
· Conflicting/subordinate Additional Pay not allowed by County rules, regulations, policies, or MOA must be deleted before a new Additional Pay earn code will be added for an employee. For example, existing Additional Pay for an Associate Degree must be deleted before an employee will be granted Additional Pay for a Bachelor’s Degree.
· If a degree/certificate/license is required as part of the minimum qualifications for the employee’s job code as stated in the class specification, Additional Pay for the related incentive is not authorized.
· Additional Pay for an educational incentive will not be effective until all required supporting documents have been submitted to, and verified by, HRD. Additional Pay for an educational incentive will not be granted retroactively.
· Departmental verification of bilingual usage level must include date the employee began using the bilingual skill and the level used. If warranted, Additional Pay for a bilingual incentive may be granted retroactively as far back as the pay period immediately following the date the County examination was successfully taken as listed on the official results letter. Additional Pay for a bilingual incentive may be granted at or below the level at which the employee has successfully tested with the County.

· Additional Pay Action Forms must arrive in HRD no later than close of business on the second Tuesday of the pay period in which the Additional Pay is to be effective. If this deadline is missed the earliest the Additional Pay can be effective will be the start of the following pay period. This deadline does not apply to retroactive requests.
· The effective date for adding and/or deleting Additional Pay will always be the first day (Sunday) of a pay period. 
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