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COMPENSATION & RETENTION

• CO1 & CO2 – Six Month Increases
• CO1 & CO2 – Reallocations
• $250.00 Retention Incentive
• $2,000.00 One Time Retention Incentive
• Parole Services – Annual Increases per DCR Pay Plan
• Calculation Requests – Promotion/Demotion
• Complex Calculations – Corrections Emergency Response 

Team – “CERT”
• Special Reports - Expenditures and Internal Reports
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SPB - 3088
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• Effective 7/1/2024

• Special Hiring rates for Correctional Officer 1 
through 7 classifications.  Designed to improve 
hiring and retention

• 6 Month increase after hire as a CO1, and 6 
months after reallocation to CO2 upon 
completion of their probationary period (1 year)

• Annual Base Building pay differential of $250.00 
for all employees of the DCR, excluding CO1’s & 
CO2’s as they receive the 6-month increase

• One time $2,000.00 retention incentive for any 
employee hired into any rank of the Correctional 
Officer Series upon completion of their first year 
in the position



CO1 & CO2 - SIX 
MONTH INCREASE

• Special Hiring Rates for the Correctional 
Officer Series

• Base building pay differential at six (6) months 
between the progression of Correctional 
Officer 1 and 2 and Correctional Officer 2 and 
3 as reflected on the right

• Tracked and processed by C&R team.  Facility 
will be notified

• Facility HR team should track each employee's 
progression
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$250 BASE BUILDING INCENTIVE (ASP/SPB)
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• Annual base building pay differential – Effective 7/1/24
• ASP – Annual Step Plan  SPB – State Personnel Board
• $250 for all employees within DCR. (Except CO1 & CO2)
• Paid on July 1st of each year   
•     Examples:
•     4/10/25 start date – Will receive on 7/1/26
•     7/8/25 start date – Will receive on 7/1/27



$250 BASE BUILDING INCENTIVE (ASP/SPB) - 
CONTINUED
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• If the employee is Correctional Officer 3 for at least a period of one (1) year, this pay 
differential would be applied starting the following July 1st after the employee is in 
the position for at least a period of one (1) year
• Incentive for promotion.  Any base building differentials earned will be added to 
the base pay rate for any uniformed position to which they are promoted
• Automatically processed by State Budget Office in coordination with Compensation 
and Retention



$2000 
RETENTION 
INCENTIVE

• Non-base building pay differential for Correctional 
Officers

• One time payment of $2,000.00

• Issued to any employee hired into any rank of the 
Correctional Officer series upon completion of their 
first year of continuous service in the same position

• Payable on the anniversary of their start date.  Leave 
of absence will affect the payment date

• Tracked and processed by Compensation and 
Retention.  Facility will be notified
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REALLOCATIONS
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• Upon completion of the 1-year probationary period as a Correctional 
Officer 1, the position will be reallocated to Correctional Officer 2

• When the Correctional Officer 2 reaches the end of a year in this 
position, the position will be reallocated to a Correctional Officer 3

• Pay Grades do not apply, as they are under “Special Hiring Rates”

• Position Descriptions are required for reallocation.  Provided to C&R 6 
weeks prior to effective date of the reallocation.  (A reminder will be sent, 
but you should track this for your CO’s)

https://personnel.wv.gov/SiteCollectionDocuments/PPI/positionDescriptio
nForm.pdf

• Submit PD’s using the WV DAS HR Request Form.

https://docs.google.com/forms/d/e/1FAIpQLSfGMWx8M7Twsant-v423yt-
9HFNxWCjo4fvUF_nNy1ue47CgQ/viewform

https://personnel.wv.gov/SiteCollectionDocuments/PPI/positionDescriptionForm.pdf
https://personnel.wv.gov/SiteCollectionDocuments/PPI/positionDescriptionForm.pdf
https://docs.google.com/forms/d/e/1FAIpQLSfGMWx8M7Twsant-v423yt-9HFNxWCjo4fvUF_nNy1ue47CgQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLSfGMWx8M7Twsant-v423yt-9HFNxWCjo4fvUF_nNy1ue47CgQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLSfGMWx8M7Twsant-v423yt-9HFNxWCjo4fvUF_nNy1ue47CgQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLSfGMWx8M7Twsant-v423yt-9HFNxWCjo4fvUF_nNy1ue47CgQ/viewform
https://docs.google.com/forms/d/e/1FAIpQLSfGMWx8M7Twsant-v423yt-9HFNxWCjo4fvUF_nNy1ue47CgQ/viewform
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CORRECTIONS 
EMERGENCY 

RESPONSE TEAM – 
“CERT”

• Special Operations team members

• Paid a 10% differential on top of Base rate 
and ASP/SPB

• Ongoing team with employees rotating on 
and off the team

• Pay differential is paid for the duration of 
the assignment
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CALCULATION 
REQUESTS

• Submit calculation requests using the Calculation Request Form

https://docs.google.com/forms/d/e/1FAIpQLSdgjgAJATM0OgplVwewIfnuIq
hZmbNs0z6gO55WhZtx2tCKbg/viewform?usp=dialog

• Complete all fields on the form

• Current and new pay grade are found on expenditure (Non-Uniform)

    Pay Grades do not affect those in the CO series due to the Special Hiring

    Rates

• Field Note/Comments/Questions - Special Instructions (Non-Standard 
increase/decrease etc. if applicable)

DIVISION OF ADMINISTRATIVE SERVICES12

https://docs.google.com/forms/d/e/1FAIpQLSdgjgAJATM0OgplVwewIfnuIqhZmbNs0z6gO55WhZtx2tCKbg/viewform?usp=dialog
https://docs.google.com/forms/d/e/1FAIpQLSdgjgAJATM0OgplVwewIfnuIqhZmbNs0z6gO55WhZtx2tCKbg/viewform?usp=dialog
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EXPENDITURE 
REPORTS

• Distributed bi-monthly

• Full list of all employees

• Pay Information

• Vacancy Dates

• Used to verify accuracy 
of report and update 
staffing changes
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Sample Expenditure
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OASIS

• Enter EPM in “Jump to” box

• Click “Search” to open search box 

• Search by Employee ID or Name

• Under Employee you will see information 
regarding their assignment

• Under Employee Status Maintenance you 
will see all transactions entered

• Under Pay Parameters you will find their 
Current and past pay rates.

• You will need to select “Complete Timeline” 
to see all info

DIVISION OF ADMINISTRATIVE SERVICES

17



CONTACT INFORMATION
Melody Breedlove
Manager
Main Line: 304.558.2350 ext. 43429
Direct Line: 304.414.3429
Email: Melody.A.Breedlove@wv.gov 
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Lisa Lilly
HR Generalist
Main Line: 304.558.2350 ext. 43360  
Direct Line: 304.414.3360
Email:  Lisa.G.Lilly@wv.gov 

David Jobe
HR Generalist 2
Main Line: 304.558.2350 ext. 43432  
Direct Line: 304.414.3432
Email: David.L.Jobe@wv.gov 

mailto:Melody.A.Breedlove@wv.gov
mailto:David.L.Jobe@wv.gov
mailto:David.L.Jobe@wv.gov


Q & A
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