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NEW MEXICO JUDICIAL BRANCH
EMERGENCY RETENTION PAY (ERP) ACTION FORM


	REFERENCE

	3.03 Pay System
H. Emergency Retention Pay Action (Added 08/01/10)
(1)	The Administrative Authority may recommend to the Director an emergency retention pay increase for an employee who has been employed with the Judicial Branch at least two (2) years, based upon the following criteria:
a. A receipt of a verifiable outside employment job offer with a higher pay rate to the employee from an entity outside the Judicial Branch.
b. Foreseeable recruitment difficulties related to the required work.
c. Supporting documentation shall include:
1. an explanation of why the employee is critical to the Judicial Entity, and
2. the employee’s last two (2) performance evaluations indicating the employee has demonstrated exceptional performance.
(2) 	The pay rate increase approved by the Director may not exceed 15% of the employee’s current pay rate nor exceed the maximum of the employee’s assigned pay range.
b. The Director shall issue a letter to the Administrative Authority approving or disapproving the emergency retention increase.  If the recommendation is approved, the effective date shall be no later than the first pay period following the Director’s approval.






	
Judicial Entity Information (to be completed by Judicial Entity requesting ERP)


	Judicial Entity: 
	Requested By: 

	Contact: 
	Contact Phone: 

	

Employee & Proposed Information 


	Employee:
	Employee ID:

	Classification:
	Position #:

	Current Hrly:
	Proposed Hrly:

	Current Compa Ratio:
	Proposed Compa Ratio:

	Proposed Increase Dollar Amount:
	Proposed Increase %:
(may not exceed 15%)

	Hire date with Judicial Entity:
(must be employed two (2) years with requesting Judicial Entity to be eligible)


	Effective Date:______________________


	
JUSTIFICATION


	Why is employee critical to the operational and business needs of the Judicial Entity?  




What are the Foreseeable recruitment difficulties related to the required work?  
(E.g., what phase of implementation is the project in that the employee is working on, &/or how difficult has the position or similar positions been to fill?)  






	
Signatures


	Requested By:
(Print & Sign)
	Date:

	Administrative Authority Approval:

	Date:




	Attach the following required additional justification.


	Job offer attached?
  YES        NO

Must be from a verifiable entity outside the NMJB. 
	Last two (2) performance evaluations attached?
 YES       NO





[bookmark: _GoBack]*********************************************

	
TO BE COMPLETED BY AOC HRD

	RECEIVED BY:
(Please print)
	DATE RECEIVED:

	RECOMMENDATION:
                           Approve as submitted:  YES        NO       Approve as revised:  YES        NO

RECOMMENDED REVISIONS:


	HUMAN RESOURCES REPRESENTATIVE SIGNATURE:



	
*********************************************

	
REQUIRES AOC DIRECTOR APROVAL
APPROVED


	
Approved:  YES        NO

Approved Increase Amount:  ______________

_____________________________________________________        ____________________________
                      Artie Pepin, AOC Director Signature                                                   Date




CC:   	Employee; Employee Confidential Personnel File; AOC HRD Judicial Entity Central File
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