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It is the policy of the Executive Branch that no employee shall be paid less than the minimum 
wage set by the Osage Nation Congress.   
 
The Human Resources Department is required to maintain as public record a written position 
description for all positions that indicates the position duties, responsibilities and minimum 
qualifications for the position.  Human Resources is required to establish a salary range that 
includes a minimum, midpoint, and maximum salary for all positions.  Salary ranges may be  
revised periodically  as a result of internal or external inequities, or modification of the position 
duties.  An employee’s salary must fall within the established salary range.   
 
Pay adjustments may not increase a salary above the established salary range.  In the event that 
a proposed increase will result in the salary exceeding salary range maximum, the employee’s 
salary will be adjusted to the salary maximum.   
For example, if an employee earns an associate’s degree (3% education increase) and they are 2% 
away from the maximum of the position, the employee’s base pay will be increased by only 2%.   
 
All base rate of pay adjustments are subject to availability of funds.  It is the responsibility of 
the supervisor to include anticipated increases in their department's annual budget. 
 
Base rate of pay adjustments are awarded by the Human Resources Department as follows: 
 
Base Pay Adjustments 
 

 Special Adjustments - Special adjustments are used to correct internal or external 
compensation inequities as determined by the Human Resources Department.  Special 
adjustments are one-time adjustments and are subject to availability of funds.   
 

 Inflation Adjustments - Inflation adjustments are a flat percentage adjustment to an 
employee’s annual base pay rate as determined by the Osage Nation Treasurer and 
approved by the Osage Nation Congress.  Inflation adjustments are effective the first full 
pay period of the Osage Nation’s fiscal year, unless otherwise determined by the 
Treasurer.  
  

 Temporary Base Pay Adjustments - Temporary base pay adjustments may be authorized 
and allowed for an employee who is assigned additional or higher-level 



 

duties/responsibilities on a temporary basis. Temporary base pay adjustments are 
determined by the Human Resources Department. Supervisors/Directors may initiate 
temporary base pay adjustments with the Human Resource Department by alerting that 
an employee has temporarily taken on additional or higher-level duties, stating the nature 
of the duties, and the length of time the employee will being performing the duties. 
Temporary base pay adjustments are subject to availability of funds and shall last for a 
period of not less than thirty (30) days and no longer than six (6) months.   

 

 Education/Certification/Licensure Adjustments - The Osage Nation rewards employees 
who take the initiative to increase their worth by gaining advanced education and 
enhancing their professional development.  Employees who earn a relevant degree from 
an accredited institution while employed with the Osage Nation may qualify for a three 
to five percent (3-5%) increase of their base pay rate.  An employee may qualify for three 
percent (3%) increase for associate's degree, four percent (4%) increase for bachelor’s 
degree, and five percent (5%) increase for post-graduate degrees.  Upon completion of 
the Osage Academy, an employee will be eligible for a three percent (3%) increase to base 
pay. 

 
An employee who obtains a competency based, education based or time bound 
certification or licensure that is relevant to their current field and meets the requirements 
of the Human Resources Department, may be qualified for a base pay adjustment up to a 
three percent (3%) increase.  Examples:  CLEET certification, SHRM-CP certification, 
Oklahoma State Inspector Certification or Licensed Social Worker or other state or 
national certification/licensure.  Certifications must be presented to Human Resources 
Department for approval prior to attending training and requesting an education base 
pay adjustment.  The Human Resources Department shall consider the relevancy to the 
employee's current position, the requirements of the education program, and the value 
to the employee's position in awarding an education base pay adjustment.  
 
Participation certificates for trainings, conferences and workshops do not automatically 
qualify for an education adjustment, but will factor into the employee's performance 
evaluation. 
 
An employee may earn a maximum of 5% per fiscal year in education increases.  It is the 
sole responsibility of the employee to provide the required documents to Human 
Resources Department within 30 days of earning a degree, certification, or licensure.  
Failure to supply documentation within 30 days may result in denial of an education pay 
adjustment. Education pay adjustments begin the first full pay period following Human 
Resources Department's receipt and approval of the degree, certification, or licensure. An 
employee may not be eligible for a retroactive education pay adjustment for an 
employee's failure to provide required documentation to the Human Resources 
Department, i.e. from the time the degree, certification, or licensure was earned but not 
provided to the Human Resources Department. 


