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About This Document

owner HR
access & use Restricted to HR
A guide that:

¢ Outlines the step-by-step process for conducting annual salary reviews.
what it is + Clarifies who is responsible for each step.

+ Provides point-and-click access to the documents needed for each step,
along with instructions and examples.

Overview

¢ What factors do we need to consider when conducting an annual salary review?

¢  Who determines the recommended % increases? How are they calculated?
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FOR SMALL BUSINESS

Set up your HR Department

A complete HR Toolkit for small business to
create and maintain your HR fundamentals.
Create your HR materials
e 260+ premium templates to create
contracts, employee manuals, forms,
spreadsheets and manager guides
e Download your HR folders
e Identify your HR priorities
e 22 HRtopics

e Create HRintranet

Support your HR Function
e COVID-19 Portal
e Legislation Portal
e Remote Workforce Portal
e Mental Health Portal
e Diversity & Inclusion Portal
o  Weekly updates, email notifications

e Help & support. With real humans!
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Create HR for Clients

HR Toolkit for Small Business, but made for HR
consultants with the following differences:

e Special licensing for use with clients

e Additional module + additional download of
pre-assembled folders and templates to
create your own master HR toolkit to

re-use for new clients

e Pricing.

Document #: CP-HR-3545-5-1.0

Document Owner: HR

This file includes embedded ConnectsUs identifiers. Prohibited use without a valid license. Learn more. Last Updated: <insert date>


http://www.connectsus.com/
http://www.connectsus.com/licenses/overview

’ﬂ

H R -I-()Olkit'M Process Guide for HR

FOR SMALL BUSINESS & HR CONSULTANTS Annual Salary Reviews

Who Does What?

The annual salary review process is primarily managed by HR. However, the process relies on input
from:

¢ CUSTOMIZER: Executive Team/Senior management team works with HR to determine the
optimum compensation strategy based on external market data.

¢ Managers finalize performance ratings for the direct reports and identify ‘must keep’
individuals.

+  Finance determines the annual budget for employee salaries.

Guidelines & Steps

Step 1. Analyze External Market Data & Internal Salary Structure

When conducting a salary review, it’s important to gather relevant data from other employers in our
industry and geographic region. Armed with this information, we can review our internal salary
structure and ensure we remain competitive enough in our industry to attract, motivate, and keep high-
performers.

It’s also important that we maintain salary equity within the Company. We want our employees to feel
that they’re rewarded fairly, according to the relative value of their positions within the Company, and
compared with other employees in similar positions in the Company.

# HR
1. Collect and review market salary data gathered from external salary surveys.

2.  Compare external data to our internal salary structure and note any areas where our Company
salaries lead or lag relative to the other companies in our industry and region.

3. Highlight where changes may need to be made to our internal salary structure. For example,
are there positions, job families, or job levels that have been difficult to fill?
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Step 4. Update Reference Tables in Annual Salary Review Spreadsheet

® HR

2. Onthe Matrix & Salary Structure worksheet:
a. Update the External Market Data table to reflect the data gathered in Step 1. Analyze
External Market Data & Internal Salary Structure.

b. Update the Internal Salary Structure table and % Salary Increases Matrix, as per the
decisions made during the meeting with CUSTOMIZER: Executive Team/Senior
management team.

Step 5. Gather & Update Departmental Data

® HR

2. Update departmental data: In the INSTRUCTIONS. Annual Salary Review Spreadsheet, follow
the instructions provided in Step 3. Update the Master Spreadsheet.

Step 6. Finalize & Obtain Approval for Employee Salary Increases

® HR

1. Schedule a meeting with the CUSTOMIZER: Executive Team/Senior management team to review
your completed Annual Salary Review Spreadsheet.
During the meeting:

a. Identify instances where your suggested ‘actual ‘salary increase differs from the
spreadsheet’s auto-calculated ‘recommended’ increase. Typically, these will be because:

=  The position requires a salary change to maintain internal equity.

=  The position is difficult to fill and requires a salary increase to ensure we continue to
attract, hire, and retain top talent.
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