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Issuance No: A-7 
Issuance Date: 7/1/2024  
Subject:   Salary Schedule  
 
 

Workforce Development Board Salary Schedule 
            

    S T E P S 

    1 2 3 4 5 6 7 8 9 10 

G 
R 
A 
D 
E 
S 

1 
    
29,250  

    
30,713  

   
32,248  

   
33,861  

   
35,554  

   
37,331  

   
39,198  

   
41,158  

   
43,216  

   
45,376  

/hr 
             
15.00  

             
15.75  

           
16.54  

           
17.36  

           
18.23  

           
19.14  

           
20.10  

           
21.11  

           
22.16  

           
23.27  

2 
    
39,000  

    
40,950  

   
42,998  

   
45,147  

   
47,405  

   
49,775  

   
52,264  

   
54,877  

   
57,621  

   
60,502  

/hr 
             
20.00  

             
21.00  

           
22.05  

           
23.15  

           
24.31  

           
25.53  

           
26.80  

           
28.14  

           
29.55  

           
31.03  

3 
    
58,656  

    
61,589  

   
64,668  

   
67,902  

   
71,297  

   
74,862  

   
78,605  

   
82,535  

   
86,662  

   
90,995  

                        

4 
    
63,156  

    
66,314  

   
69,629  

   
73,111  

   
76,767  

   
80,605  

   
84,635  

   
88,867  

   
93,310  

   
97,976  

 

 

• Minimum wage for 2026 ($15.00) is the base for this schedule (Grade 1, Step 1) 

• Schedule is based on 37.5 hours per week (1950 hours annually) 

• Grade 1 = Clerical Support;  Grade 2 = Coordinator Level;  Grade 3 = Manager Level;  

Grade 4 = Director 

• Grades 1 and 2 are non-exempt, hourly positions; Grades 3 and 4 are exempt 

• Grade 3, Step 1 is the DOL minimum wage for exempt employees (2025 Change) 

• 5% differential between each step in the respective pay grade 

• Schedule will be reviewed annually and revised as necessary  

Local Plan PY 2024-2027 
Attachment 50 
Updated 7/1/2024 



 ADMINISTRATIVE  
POLICIES/PROCEDURES 

 

 

Issuance No: A-11 
Issuance Date: 7/1/2023 

Subject:  Travel  
 
 
AUTHORITY TO TRAVEL  
 
All WDB employees who are required by official duty to travel both within and outside 
the thirty-four county region must obtain permission before traveling.  All employees 
must receive verbal permission from the Executive Director before making travel 
arrangements.  

 
REIMBURSEMENT  
 
All WDB employees will be reimbursed for actual expenses for approved travel by 
submitting an expense voucher no later than 60 days after travel.  When appropriate, 
expenses should be paid directly by the Board before travel to avoid the need for 
reimbursement.  All expenses, except mileage reimbursement, require a receipt/ invoice 
for payment.  Auto rental requires the prior approval of the Director. Expenses that may 
be reimbursed include: 
 

• Airfare 

• Parking/Toll fees 

• Mileage reimbursement (at the approved IRS rate/mile) 

• Meals (not to exceed 130% CONUS) 

• Auto rental/Taxi  

• Lodging 

• Miscellaneous expenses (prior verbal approval required) 
 
Reimbursement will normally be based upon departure from the WDB office or home, 
whichever results in lower reimbursement.  If circumstances require the employee to 
report to the office before departure, reimbursement may begin from the office.  Under 
normal circumstances, WDB employees will not be reimbursed for travel from home to 
the WDB office.  When possible, a tax letter should be provided to the hotel to avoid 
being assessed for state taxes.  Meals within the employee’s domicile will not normally 
be reimbursed, except when the employee is required to attend a meal function as part 
of their normal duties or is acting in an official capacity during a meal. 
 



 

The Workforce Development Board of North Missouri is an equal opportunity employer/program.  Auxiliary aids and services are 
available upon request to individuals with disabilities.  Missouri TTY users can dial 711.  This information can be translated into 
another language if requested. Please contact the WDB Office for translation assistance. 

 
Esta información se puede traducir a otro idioma si se solicita. Comuníquese con la Oficina de la Junta de Desarrollo de la Fuerza 
Laboral para obtener ayuda con la traducción. 
 
Ces informations peuvent être traduites dans une autre langue sur demande. Veuillez contacter le bureau du Conseil de 
développement de la main-d'œuvre pour obtenir de l'aide en matière de traduction. 

 

WORK SCHEDULE DURING TRAVEL   

The nature of work-related travel implies that the employee will be working outside of 
the normal work schedule.  Employees may claim “hours worked” for work and/or travel 
while away from home.  Additionally, when the WDB employee departs from home 
before normal work hours or returns after normal work hours, the difference between 
departure/ arrival time and normal hours may be adjusted in their future work schedule.   
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Issuance No: A-13 
Issuance Date:  7/1/2023 
Subject:   Drug-Free Workplace  

Public Law 100-690, the Drug-Free Workplace Act of 1988 requires federal contractors 
and grantees to certify that they will maintain a drug-free workplace by: 

• the development and distribution of a drug-free workplace statement 

• the certification that each employee has received the statement 

• the provision of a drug awareness program 

The health and safety of WDB employees contracted agencies, and customers are 
paramount.  The use, possession, or sale of drugs in the workplace poses serious risks 
to all.  Drug abuse in the workplace results in accidents and injuries, lower productivity, 
increased absenteeism and tardiness, and legal complications for employees and 
employers.  For these reasons, and to comply with PL 100-690, the WDB is committed 
to maintaining a drug-free workplace.  North Central Missouri College Board Policy 
Manual section 7.2 specifies substances that are prohibited from any college property. 

Therefore, it is the policy of the WDB that the unlawful manufacture, distribution, 
dispensing, possession, or use of controlled substances by an employee while on duty 
or at work-site premises is prohibited.  All contracted agencies will provide certification 
of compliance with PL 100-690 as part of their contractual assurances. 
 



 ADMINISTRATIVE  
POLICIES/PROCEDURES 

 

The Workforce Development Board of North Missouri is an equal opportunity employer/program.  Auxiliary aids and services are 
available upon request to individuals with disabilities.  Missouri TTY users can dial 711.  This information can be translated into 
another language if requested. Please contact the WDB Office for translation assistance. 

 
Esta información se puede traducir a otro idioma si se solicita. Comuníquese con la Oficina de la Junta de Desarrollo de la Fuerza 
Laboral para obtener ayuda con la traducción. 
 
Ces informations peuvent être traduites dans une autre langue sur demande. Veuillez contacter le bureau du Conseil de 
développement de la main-d'œuvre pour obtenir de l'aide en matière de traduction. 

 

 
Issuance No: A-15 
Issuance Date: 7/1/23 
Subject:  Use of computers, telephones, and other equipment 
 
 
Equipment purchased and maintained by the WDB office should be used for its 
intended purpose.  Personal use should be kept to a minimum.  North Central Missouri 
College Board Policy Manual sections 3.6 and 3.11 reinforce the limitations on the use 
of college resources, personnel, and equipment. 
 


