
 

 

Developing the Department Compensation Plan 
Hourly Student Employees 

 

Purpose 

 The purpose of a departmental compensation plan is to ensure equitable 
compensation for student employees. The compensation plan should outline the different 
types of student employment positions within your department, their job code 
classifications and starting pay rates, as well as when students may be eligible for a merit 
raise or promotional opportunity and the amount of pay increase that could be expected 
for such a change. The departmental compensation plan helps students see how your 
department structures its student employment positions and also gives a clear outline as 
to a career path that may be available to them as they continue as a student employee in 
your department. 

Planning and Preparation 

To develop a comprehensive departmental compensation plan, you must first think 
about what the needs of the department are and what types of positions you may hire 
students for to fill those needs. As you consider the types of positions, you will also want to 
consider the hierarchy for those positions. Are all positions entry-level or are there some 
positions that require more advanced knowledge or prior experience? Create a list of 
possible positions and a brief description of what that position would do. You could also 
include thoughts about required skills to fill the role. This will flow into developing the job 
descriptions for the positions once you have the compensation plan in place. Entry-level 
positions should be grouped together as 4101 job code positions; semi-skilled positions 
should be grouped together as 4103 job code positions; and advanced or lead positions 
should be grouped together as 4106 job code positions. If your department will not have 
any positions in one of the job codes, just make note of that. 

 

Think about the lifecycle of a student employee. If a student employee fills a role 
and stays with your department through their entire academic career, consider what types 
of opportunities you want to provide for the student to receive raises and/or promotional 
opportunities. Consider what requirements you want in place for a student to be eligible for 
a raise or considered for a promotional opportunity. Will merit raises be one set amount or 
will there be a range (i.e. all raises are $0.50 or raises can be between $0.25-$1.00)? If there 



is a range, what determines the amount the student may receive? Do students have to 
receive a specific rating on their evaluation to be eligible for a merit raise? For a 
promotional opportunity, is there a set amount of time students must work in your office 
before they can become eligible to apply for a promotion? Also consider how your 
departmental budget will support these potential increases and how any required changes 
in minimum pay rate campus wide could impact your plan. 

Once you have answered these questions, you should be able to begin building your 
department’s compensation plan. The Student Employment Office has created a template 
to help guide the development of your plan. You can find the template on our website on 
the Forms page or here:  

4100 Series – Compensation Plan 
1500 Series – Compensation Plan 

 
Header 

On the template, fill in your Department Name and Number and the Effective Date 
for when the compensation plan will begin. 

 
 
4101 Section 
4101 positions are entry level/semi-skilled positions. These positions are currently paid 
between $15.89-$19.50 per hour (effective 7/1/2025). Consider the following when 
classifying positions as a 4101; this is also included in the campus definition on the 
template for easy reference: 

• Little or no prior experience or education required. 
• Considerable training done on-the-job. 
• Work is under immediate supervision (methods of performing tasks are well 

established and explained in specific terms). 
• Work assignments typically involve standardized duties that are of a routine and 

repetitive nature. 
• Work assignments may include the use of special equipment, software 

applications or tools per an established procedure. 
• The supervisor has responsibility for the assignment of work, the flow of work, 

production level, and provision of proper instructions. 
• Jobs require limited to no independent judgment, analysis, or decision making 

skills. 
• Some jobs may not move beyond this level. 

 
Position Descriptions 
In the first section you will list the job titles and a short (one to two sentence) description of 
each entry-level (4101) position. You do not need to include the full job description here but 
will want to have that documented for posting the job on SEAN. 

https://stuemp.uccs.edu/sites/default/files/inline-files/CompensationPlan%20-%20Updated_0.doc
https://stuemp.uccs.edu/sites/default/files/inline-files/1500%20CompensationPlan_1.doc


 
Initial Hiring Rate 
Next you will list the starting pay rate. If different positions have different starting rates, you 
can list them more specifically in the “Exception(s)” section. For example, most of your 
4101 positions may start at the campus minimum rate but you have a couple that start at 
$0.50 more than that. Your section might look something like below:  

 
Adding a statement regarding the campus minimum wage rate to this section can help 
prevent your compensation plan from being immediately out of date when/if a campus 
increase occurs. You would still want to review and revise to align with any changes to the 
campus minimum rate. Whatever is listed in this section as the starting rate for your 
positions is the rate you will use when posting the positions on SEAN.  
 
Raises 
In this section you want to list when students will be eligible to receive a raise, any 
requirements to be eligible to receive a raise, and the planned amount of pay increase. For 
example, do students need to be employed for six months, one full year; do they need to 
meet a certain rating on their evaluation to be eligible? Your statement here could be as 
simple as, “Student employees who have worked for the office for one-year and have a 
satisfactory evaluation may be eligible for a $0.50 merit raise.” Or you can have something 
more detailed, as shown in the example below. The important thing here is that you have 
something specific, so your students know what to expect and when. 
 



 
  
 
 
Promotions 
The Promotions section may be easier to skip initially and come back to after you have built 
out the 4103 and 4106 sections. Here you will want to list what promotional opportunities 
may be available to a student. If your department does not have any promotional 
opportunities available, you can say that there are no promotional opportunities available. 
You can reference specific positions too and what career progression may look like for that 
specific position. We have already included the information in our section description that 
all promotional opportunities need to be posted on SEAN and that students who are 
eligible can apply for that promotion, so you do not need to include that information in your 
descriptions. 

 
 
4103 Section 
4103 positions are intermediate/advanced positions. These positions are currently paid 
between $15.89-$22.50 per hour (effective 7/1/2025). Consider the following when 
classifying positions as a 4103; this is also included in the campus definition on the 
template for easy reference: 

• Some previous knowledge, experience or education required. 
• Specialized training done on-the-job. 
• Work is under general supervision (work objectives are set but methods of 

performing tasks are left up to the employee). 
• Work assignments are varied and less routine and involve a moderate degree of 

responsibility. 



• Work assignments may involve access to and use of sophisticated and/or 
confidential data systems such as PS Campus Solutions, PS Finance, PS HCM, etc. 
for which considerable training is required. 

• The supervisor has responsibility for the assignment of work, however there is less 
control exercised over the flow of work and instructions given are more general. 

• The employee is responsible for the results. 
• Jobs require moderate independent judgment, analysis, and decision making skills. 
• Some jobs may not move beyond this level. 

 
Position Descriptions 
In this section you will list the job titles and a short (one to two sentence) description of 
each Intermediate/Advanced position within your department. Again, you do not need to 
include the full job description here but will want that documented for posting on SEAN. If 
you do not have any positions in this category, it is okay to state that there are no 4103 
positions. If this is true for your department, you will then move on to the 4106 section; 
otherwise, you will complete the additional sections for your 4103 positions. 

 
 
Initial Hiring Rate 
The initial hiring rate for 4103 positions is usually more than for 4101 positions since these 
positions are more advanced in nature. Here you want to include the starting rate for your 
4103 positions. Again, if there are differences between the positions in their starting rates, 
be specific about that in the “Exception(s)” section. You may also want to include a 
statement like below that explains what you will do if a student who is currently working for 
your department and making more than the starting rate moves into one of these positions. 

 
In the example above, we have built in multiple contingencies for situations that may arise 
within the department. We have noted that students who are hired directly into a 4103 
position will be hired at $16.14/hour, which is $0.25 higher than the campus minimum rate 



of $15.89 that we use for hiring our 4101s. We have noted that if a student brings additional 
experience, we have the option to offer them $0.25-$0.50 more to take this role at initial 
hire. We have also planned for an existing student who has been with our department and 
is already making more than $16.14/hour to receive a $0.25 increase as part of the 
promotion. Having these types of statements in the compensation plan gives a clear path 
for a variety of situations that may arise and helps you treat students fairly, equitably, and 
consistently. 
 
Raises 
Much like in the 4101 section, in this section you want to list when students will be eligible 
to receive a raise, any requirements to be eligible to receive a raise, and the planned 
amount of pay increase. For example, do students need to be employed for six months, one 
full year; do they need to meet a certain rating on their evaluation to be eligible? Again, you 
can have a simple statement or a detailed statement here. The important thing is that you 
have something specific, so your students know what to expect and when. 

 
 
 
Promotions 
The Promotions section may be easier to skip initially and come back to after you have built 
out the 4106 section. Here you will want to list what promotional opportunities may be 
available to a student. If your department does not have any promotional opportunities 
available, you can say that there are no promotional opportunities available or if there is 
not a clear path you may want to say something like “Students can apply for 4106 positions 
that may be of interest to them if/when an opening becomes available.” 

 
 
 



4106 Section 
4106 positions are specialist/lead positions. These positions are currently paid between 
$15.89-$25.00 per hour (effective 7/1/2025). Consider the following when classifying 
positions as a 4106; this is also included in the campus definition on the template for easy 
reference: 

• Prior experience, education or specialized skills required. 
• Work is under general supervision (work objectives are set but methods of 

performing tasks are left up to the employee). 
• Work assignments involve a broad variety of skilled tasks. 
• Jobs require the application of considerable independent judgment and decision 

making. 
• Students at this level may have the responsibility to direct the work of lower-level 

student employees. 
 
 
Position Descriptions 
In this section you will list the job titles and a short (one to two sentence) description of 
each Specialist/Lead position within your department. Again, you do not need to include 
the full job description here but will want that documented for posting on SEAN. If you do 
not have any positions in this category, it is okay to state that there are no 4106 positions. If 
this is true for you, your compensation plan will be complete after the 4103 section and 
noting that there are no 4106 positions within the department. If you do have 4106 
positions, be sure to complete all sub-sections within this area. 

 
 
Initial Hiring 
The initial hiring rate for 4106 positions is usually more than for 4101 or 4103 positions 
since these positions are more advanced in nature. Here you want to include the starting 
rate for your 4106 positions. If you have more than one 4106 position and there are 
differences between the positions in their starting rates, be specific about that in the 
“Exception(s)” section. You may also want to include a statement like below that explains 
what you will do if a student who is currently working for your department and making more 
than the starting rate moves into one of these positions. 



 
 
Raises 
Much like in the 4101 and 4103 sections, in this section you want to list when students will 
be eligible to receive a raise, any requirements to be eligible to receive a raise, and the 
planned amount of pay increase. For example, do students need to be employed for six 
months, one full year; do they need to meet a certain rating on their evaluation to be 
eligible? Again, you can have a simple statement or a detailed statement here. The 
important thing is that you have something specific, so your students know what to expect 
and when. 

 
Promotions 
As the 4106 job code is the highest level of student position, it is unusual for there to be 
promotional opportunities. If your department has multiple 4106 positions and there is a 
hierarchy amongst those positions, there may promotional opportunities available. 
However, for most departments that will not be the case and a comment similar to below 
will suffice to complete this section of the compensation plan. 

 
 



If you did not already complete the promotion sections under the 4101 and 4103 job codes, 
you will want to do that now. Otherwise, you have now completed your department’s 
compensation plan for hourly student employees. If your department also hires students 
into 1500 series positions, you will want to use the other template to complete a 
compensation plan for those positions to help ensure that all students are hired similarly. A 
similar guide for developing that compensation plan is found here: Guide for Developing 
the Monthly/Contract Compensation Plan. 
 
If you would like our office to review your compensation plan, please do not hesitate to 
contact us at stuemp@uccs.edu.  
 
Questions? Call us at 719-255-3454 or email stuemp@uccs.edu.  
 
 

mailto:stuemp@uccs.edu
mailto:stuemp@uccs.edu
https://stuemp.uccs.edu/sites/default/files/2025-11/Developing%20the%20Monthly%20Student%20Department%20Compensation%20Plan.pdf

