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Pay Equity Flow Chart 
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Performed review in 

 past 3 years? 
Nice work! Confirm you 
followed proper steps. 

Are you a large company 
(over 100 employees)? 

Consider outside 
consultant for review.  

Do you have a detailed 
job description that is 
updated & accurate?  

Draft & 
update job 

descriptions.   

Review pay of employees 
within similar jobs. Are 
there pay discrepancies?   

Done! 

Is there proper documentation in 
the employees’ personnel files to 
objectively justify pay difference?  

Done! 

Is there an objective 
legitimate basis for pay 

difference?  

Revise company policies and 
systems to ensure your systems are 

reflected in employee files.   

Raise employee pay to 
comply with the law.  
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Sample Pay Equity Handbook Update 

Company strives to ensure all employees are paid fairly and reasonably based on a variety of factors 
relating to their position, job performance, and experience. From time to time, employees performing 
work of comparable character may have different compensation levels. Any such difference will be 
based on Company’s objective processes for evaluating an employee’s work and potential. Company 
will review the following factors when making pay decisions: seniority, merit, quantity or quality of 
work, workplace location, necessary travel, education, training, experience, or any combination of 
those factors. Any employee who believes they are not being compensated fairly in light of the above 
factors is highly encouraged to discuss the matter with a manager or supervisor to obtain additional 
clarification.  

 

 

 

 

 

 

 

 

 

 

 


