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LEADWORK OR TEAM LEADER ASSIGNMENT
Use this form to assign leadwork or IS team lead duties and differential pay to classified unrepresented, management service and executive service employees, as well as employees represented by SEIU or AEE.
1.         Ensure employee's classification is eligible for Leadwork or Team Leader differential (see below).
2.         Complete employee information.
3.         Select employee category in the drop-down box. This will take you to the page for the process and criteria for the specific employee category. 
INSTRUCTIONS
SEIU employee
1.         Ensure that the duties assigned meet the criteria outlined below for leadwork or team leader and assign to employee.
2.         Supervisor signs form. 
3.         Appointing Authority signs form
4.         Employee signs form. (Provide a copy of the signed form to the employee.)
5.         This documentation is required when the personnel action (PA) is submitted.
6.         Forward the completed form and PA to Human Resources MS 12, Records Management Section, 355 Capitol St. NE, Salem OR 97301 or through HRFS. 
To qualify for the 5% Leadworker Assignment and Pay Differential, in accordance with Article 26, Section 7 of the SEIU Collective Bargaining Agreement, an employee must perform substantially all of the following duties on a recurring daily basis under supervisory direction for 10 consecutive calendar days or longer:
To the Employee:
You are being given the position of Leadworker and shall, as a result, be eligible for a 5% differential in pay. This assignment can be ended at any time by your supervisor.
INSTRUCTIONS 
AEE Employee
1.         Ensure that the duties assigned meet the criteria outlined below for leadwork or team leader and assign to employee.
2.         Supervisor signs form. 
3.         Appointing Authority signs form.
4.         Employee signs form. (Provide a copy of the signed form to the employee.)
5.         This documentation is required when the personnel action (PA) is submitted.
6.         Forward the completed form and PA to Human Resources MS 12, Records Management Section, 355 Capitol St. NE, Salem OR 97301 or through HRFS. 
This leadwork differential does not apply to project and program management duties. To qualify for the 5% Leadworker Assignment and Pay Differential, in accordance with Article 67 of the AEE Collective Bargaining Agreement, an employee must perform substantially all of the following duties on a recurring daily basis for two or more of his or her supervisor's direct reports:
Your signature acknowledges that all criteria for the assignment have been met and you are indicating that this assignment is necessary to alleviate supervisory duties and reassign them in the form of leadwork.
To the Employee:
You are being given the position of Leadworker and shall, as a result, be eligible for a 5% differential in pay. This assignment can be ended at any time by your supervisor.
INSTRUCTIONS
Classified Unrepresented/Management Service/Executive Service (Non-IS Team Lead)
1.         Ensure that the duties assigned meet the criteria outlined below for leadwork or team leader and assign to employee.
2.         Supervisor signs form. 
3.         Appointing Authority signs form.
4.         Employee signs form. (Provide a copy of the signed form to the employee.)
5.         This documentation is required when the personnel action (PA) is submitted.
6.         Forward the completed form and PA to Human Resources MS 12, Records Management Section, 355 Capitol St. NE, Salem OR 97301 or through HRFS.  
Pay practices – Policy: 20.005.10 – DAS Statewide Policy
This differential applies to all employees assigned to perform leadwork duties for 10 or more consecutive calendar days if: a) the class specifications for the employee's position do not include leadwork duties, and b) the employee's position is not management service-supervisory. Management assigns leadwork duties in writing.
The differential is 5% percent increase of base salary for the full period of the assignment. Payment is at the hourly equivalent of the adjusted base for holiday premium and does not result in compounding of pay. Leadwork differential does not apply to developmental assignments to which management and the employee mutually agree.
Leadwork occurs when management assigns an employee all of the following duties: 
To the Employee:
You are being given the position of Leadworker and shall, as a result, be eligible for a 5% differential in pay. This assignment can be ended at any time by your supervisor.
INSTRUCTIONS
IS Team Leader Assignment
1.         Ensure that the duties assigned meet the criteria outlined below for leadwork or team leader and assign to employee.
2.         Supervisor signs form. 
3.         Appointing Authority signs form.
4.         Employee signs form. (Provide a copy of the signed form to the employee.)
5.         This documentation is required when the personnel action (PA) is submitted.
6.         Forward the completed form and PA to Human Resources MS 12, Records Management Section, 355 Capitol St. NE, Salem OR 97301 or through HRFS.  
To qualify for the 10% IS Team Leader Assignment and Pay Differential in accordance with the SEIU Collective Bargaining Agreement Letter of Agreement 26.00-99-14, and employee must perform substantially all of the following duties under supervisory direction:
user requirements, resources required, training necessary, methods to accomplish work, multiple project timelines, and competing priorities.
the team.
"to orient new employees, if appropriate; assign and reassign tasks to accomplish prescribed work efficiently; give directions to workers concerning work procedures; transmit established standards of performance to workers; review work of employees for conformance to standards; and provide informal assessment of workers' performance to the supervisor.
To the Employee:
You are being given the assignment of IS Team Leader and shall, as a result, be eligible for a 10% differential in pay. This assignment can be ended at any time by your supervisor.
INSTRUCTIONS
IS Team Leader Assignment, Classified Unrepresented/Management Service
1.         Ensure that the duties assigned meet the criteria outlined below for leadwork or team leader and assign to employee.
2.         Supervisor signs form. 
3.         Appointing Authority signs form.
4.         Employee signs form. (Provide a copy of the signed form to the employee.)
5.         This documentation is required when the personnel action (PA) is submitted.
6.         Forward the completed form and PA to Human Resources MS 12, Records Management Section, 355 Capitol St. NE, Salem OR 97301 or through HRFS.  
To qualify for the 10% IS Team Leader Assignment and Pay Differential in accordance with DAS Policy 20.005.10, Pay Practices, the employee must perform substantially all of the following duties under supervisory direction:
 training needs and methods to accomplish work, multiple project timelines, and competing priorities.
give directions to workers concerning work procedures and performance standards; review the completeness, accuracy and quality of work; and provide informal feedback of employee performance to the supervisor.
To the Employee:
You are being given the assignment of IS Team Leader and shall, as a result, be eligible for a 10% differential in pay. This assignment can be ended at any time by your supervisor.
ODOT CLASSIFICATIONS NOT ELIGIBLE FOR LEADWORK OR TEAM LEADER DIFFERENTIAL:
Class Title         Class No.         
Executive Support Specialist 1         0118
Executive Support Specialist 2         0119
Human Resource Analyst 3         1322
Motor Carrier Enforcement Officer 2         5858
Principal Executive Manager Series         7000-7018
Research Analyst 3         1117
Traffic Systems Technician 3         4311
Transportation Service Office Leader         0333
Transportation Maintenance Coordinator 1         4161
Transportation Maintenance Coordinator 2          4162
All classifications with "Supervisor" in the title
All positions with an MMS representation code 
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