State of Louisiana
Office of the Lieutenant Governor
Department of Culture, Recreation and Tourism

PPM #35

Policy Name: Special Entrance Rates (SERs)

Effective Date: July 25, 2005

Revision Date: September 12, 2011; December 1, 2011; April 20, 2012; June 11, 2012;

July 9, 2012; November 12, 2012; March 18, 2013; September 24, 2013;
November 4, 2013; January 1, 2014; March 17, 2014

Authorization: d@v@g E pczu»,_i

Charles R. Davis, Deputy Secretary

This memorandum cancels and supersedes all other memoranda and policies on this subject, including individual
policies previously promulgated on behalf of a specific Office, position and/or job series.

POLICY:

In accordance with authority granted by the Civil Service Commission, it is the policy of the
Office of the Lieutenant Governor (OLG) and Department of Culture, Recreation and Tourism
(DCRT) to implement Special Entrance Rates for specific positions. The chart outlining those
affected positions shall be maintained by the Human Resources Division and will reflect
approved Special Entrance Rates throughout OLG/DCRT.

PURPOSE:

The purpose of this policy is to provide OLG/DCRT with a tool that allows for competitive
pay for recruitment and retention efforts in accordance with Civil Service Rule 6.5(b).

APPLICABILITY:

This policy is applicable to the specific offices and positions reflected on the attached addendum.

PROCEDURE:

1. Individuals hired into positions that have been approved for Special Entrance Rates
will be hired at the established Special Entrance Rate. The Personnel Authorization
Form (Form 301) requesting an appointment into one of these positions must reference
the Special Entrance Rate.

2. Employees who occupy positions specifically listed on the chart, and whose rate of
pay is currently below the Special Entrance Rate, shall receive a pay adjustment up to
the Special Entrance Rate.

3. Employees who occupy positions specifically listed on the chart, and whose rate of pay is
currently above the Special Entrance Rate, may receive a corresponding pay adjustment.
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Such adjustments are not required by Civil Service Rule, and therefore, are at the
discretion of the Appointing Authority based on the agency’s business needs and budget.

QUESTIONS

Any questions regarding this policy should be directed to the Human Resources Division.

Summary of Changes: Revised policy number (December 1, 2011); removed Guard SER firom addendum due to
elimination of Guard positions at OSM (April 20, 2012); added Parks District Manager SER (June 11, 2012);
added Custodian Supervisor 2 SER for OSP (July 9, 2012); added Helper SER for OSP (November 12, 2012);
added Accountant 1-3 SER’s for OMF (March 18, 2013); added HR Analysts SER’s for OMF (September 24,
2013); added Maintenance SER’s for OSP, reduced Custodian SER’s for OT (November 4, 2013); removed
Helper SER due to job correction of applicable positions to Parks Buildings and Grounds Attendant, added
Parks Buildings and Grounds Attendant SER for OSP (January 1, 2014); added Printing Operator 1-2 SER’s
Jor OSL (March 17, 2014).
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