[bookmark: _GoBack]Department for the Blind and Vision Impaired
Sign-On Bonus Agreement for Orientation and Mobility Instructors and Education Coordinators


This Agreement is made and entered into between the Department for the Blind and Vision Impaired (DBVI) and __________________(Employee) who has been offered the position of _______________________, position number __________________.  

DBVI hereby agrees to pay a sign-on bonus to the Employee who has been hired into the classified position of either Orientation and Mobility Instructor or Education Coordinator, and the Employee agrees to accept the sign-on bonus on the following conditions:

1. DVBI will pay the Employee the sign-on bonus in three increments:
a. The first increment ($2,500) will be paid to the Employee effective with his/her  first paycheck;
b. The second increment ($2,500) will be paid to the Employee after he/she successfully completes one year of employment in the position noted in the first paragraph as long as he/she is evaluated at the “Contributor” or higher level; and
c. The third increment ($5,000) will be paid to the Employee after he/she successfully completes two years of employment in the position noted in the first paragraph as long as he/she is evaluated at the “Contributor” or higher level.
d. All payments will be subject to applicable tax and other mandatory withholding requirements.
  
2. The Employee agrees that if he/she does not remain in the above noted position for one year or he/she is evaluated as “Below Contributor” that he/she will reimburse DBVI for the first incremental payment of $2,500 and that he/she will not receive the second or third bonus increments.

3. The Employee agrees that if he/she successfully remains in the above noted position for at least one year but leaves prior to the end of two years that he/she will retain the first two increments but will not receive the third increment.

4. The Employee agrees and hereby authorizes DBVI to withhold any reimbursement that he/she may owe DBVI under this Agreement from the Employee’s pay check, including any final payment that may be owed upon termination of employment.

5. The Employee agrees that nothing herein creates an expectation of continued employment should DBVI take disciplinary action against the Employee under the Standards of Conduct or any other adverse employment action due to the Employee’s job performance.

Employee _________________________________________________   Date ______________


Regional Manager ___________________________________________  Date ______________

Division Director ____________________________________________  Date ______________

Commissioner _______________________________________________  Date ______________

cc:  Human Resource Services

DBVI Sign-On Bonus Procedures
For Orientation and Mobility Instructors and Education Coordinators


Employees eligible for sign-on bonuses

Orientation and Mobility Instructors, role title - Trainer and Instructor II
1. Only employees new to state government and who are classified can receive the sign-on bonus  
2. Current State employees (those who transfer from another state agency or are promoted or transferred within the agency) are not eligible for the sign-on bonus.

Education Coordinators, role title - Program Administration Specialist I
1. Only employees new to state government and who are classified can receive the sign-on bonus  
2. Current State employees (those who transfer from another state agency or are promoted or transferred within the agency) are not eligible for the sign-on bonus.

Bonus Pay-out Schedule

1. $2,500 with first paycheck
2. $2,500 after successful completion of one year of employment
3. $5,000 after successful completion of two years of employment

Required Forms

1. The new employee must sign a Sign-On Bonus Agreement upon hire.  A copy of the signed Agreement must be sent with the HRAW to HRS to be placed in the employee’s personnel file.
2. An individual HRAW is completed for each bonus increment.  For the first-time increment, two HRAWs are completed; one to hire the new employee and one to provide the bonus ($2,500).  Both HRAWs will have the same effective date.  
3. If the employee completes the first year of employment:
· A HRAW is completed for the next $2,500 bonus; a copy of their Probationary Progress Review form should be attached showing that they have been rated as a “Contributor.”
4. If the employee completes the second year of employment:
· A HRAW is completed for the final $5,000 bonus; a copy of their Performance Evaluation should be attached showing that they have been rated as a “Contributor.”

Repayment

1. If the employee does not successfully complete the first year of employment, they must re-pay the first $2,500 to the agency.  This will be in the separation packet.
