
 
 
 Human Resources Department Memorandum 

 
To: Interested Parties 
 
From: Jane Whitley, Human Resources Manager 
 
Date: Wednesday, August 26, 2015 
 
Subject: Compensation Study – Q&A 
______________________________________________________________________________ 
 

1. The RFP indicated that a copy of the current compensable factors was attached.  There was no attachment – 
please provide.  Attached 

2. The MaineHousing website indicates that the benefits package offered to employees is very generous (100% 
subsidy for employee health insurance, employer provided Long Term Care etc.).  Is there an expectation that 
any recommended changes to the compensation system be considered from a total compensation 
perspective? Yes  

3. Is MaineHousing considering a need to make changes to the health benefits and/or compensation plans due to 
concerns about the ACA Cadillac tax?  Yes 

4. The DOL has proposed changes to FLSA overtime rules which are expected to be implemented in 2016. Does 
MaineHousing expect to reclassify some exempt positions to non-exempt if the proposed rules become 
effective? No  

5. Does MaineHousing require a financial impact analysis to be completed as it relates to the proposed changes to 
the FLSA Rules?  No 

6. Does MaineHousing have a stated compensation philosophy?  Yes, attached 
7. Is there an expectation that a compensation philosophy should be established or revised?  Revisions as 

needed 
8. The RFP indicates that job descriptions were updated in 2001.  What percentage of the 107 job descriptions 

have been updated since then?  100% 
9. Is there an expectation that job descriptions are sufficiently current to permit credible matching with salary 

survey benchmarks?  Yes 
10. Does MaineHousing expect survey benchmark matches to be reviewed with HR prior to the completion of the 

external market study?  Yes 
11. Does MaineHousing participate in any compensation surveys?  If so, which ones?  Yes, State of Maine; 

NCSHA; and as requested by other consultants for various companies 
12. What data sources have been used historically for salary benchmarking purposes?  Other for-profit and non-

profit companies, based on responses received 
13. MaineHousing indicates that it has a merit based compensation system, what percent of the available annual 

salary increase budget is allocated to merit increases?  2 – 4% 
14. Is there a formal goal setting and/or performance evaluation process in place?  If so, please provide summary 

details.  Yes, there is a formal performance evaluation process and two coaching meetings held within 
a 12-month period. 

15. Is compensation for executives included in this review?  Yes 
16. Will there be any organizational changes during the engagement or will the environment be stable?  Are there 

plans for any new or sun setting any existing programs?  Stable / No 
17. What information will be shared with the public through the Maine Freedom of Access Act?  Final report 

submitted by the consultant 
18. Will there be an expectation for a presentation to the Board of Trustees?  Yes, as requested by Board 
19. Does MaineHousing have a preferred timetable for the completion of this project (needed for budget, fiscal 

year, etc.)?  Ideally, by year-end 
 
 













MaineHousing strives to provide a fair, equitable, and competitive wage program based on 
performance of duties along with position requirements and responsibilities.  MaineHousing 
maintains a position classification structure with established pay grades and ranges.  This structure 
and associated policies are reviewed by the Human Resources Manager to insure internal equity and 
external competitiveness.  
 
Compensation Philosophy 
MaineHousing recognizes that competitive salaries are the cornerstone for recruiting, retaining, and 
motivating employees to fulfill its mission. 
 
MaineHousing appreciates the dedication and commitment of its employees.  It is our goal to reward 
employees for merit, based on the external market and internal equity. 
 
Market Adjustment 
The compensation program is reviewed from time to time as needed by the Human Resources 
Manager who may recommend an adjustment to the pay grades or ranges based on inflation, cost of 
living, external market, and other factors.  Any changes to the pay structure need approval of the 
Director. 
 
Salary Cap 
An employee may not continue to receive merit increases that would put their salary above the 
maximum of the pay range for their position.  The base salary of an employee will be capped when 
they reach the maximum, until the ranges are adjusted. 
 
Promotion 
A promotion is a change from one position to another position in a higher pay grade.  When an 
individual is promoted, the Department Director along with the Human Resources Manager may 
recommend a new salary based on the pay range for the new position.  An employee asked to 
perform responsibilities of a position in a higher pay grade, may receive a temporary promotion and 
salary adjustment.  
 
Demotion 
A demotion is a change from one position to another position (voluntary or involuntary) in a lower 
pay grade.  In general, if an individual’s salary falls within the new pay grade then no change is made.  
If an individual’s salary is already above the maximum of the new pay grade, the salary may be 
reduced to the maximum of the range.  
 
Transfer 
A transfer is a change from one position (voluntary or involuntary) to another position in the same 
pay grade.  There is typically no change in salary. 
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