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Guidelines for the Request and Approval of In-range Salary Progressions

I.  DEFINITION: In-range progression is defined as a salary increase within a salary range for a single classification or within a sub-range of a classification with skill levels. This provision is applicable only to those employees whose bargaining unit contracts provide for this type of salary adjustment. 

II. PURPOSE: The In-range Progression guidelines and procedures are intended to be a defensible system of evaluation that ensures consistent criteria for approving an in-range progression salary increase.  

III. CRITERIA:  Criteria to assess an in-range progression salary increase request are outlined below. 

A.  The employee's duties and responsibilities shall be reviewed and shall be at a satisfactory level of performance. 

B. An in-range progression may be granted for reasons that include:

· Assigned application of enhanced skill(s);

· Retention;

· Equity;

· Performance;

· Recognition of new lead work or project coordination functions given to an employee on an on-going basis by an appropriate administrator where the classification standard/series do not specifically list lead work as a typical duty or responsibility; and,

· Other salary related criteria

IV.   MANAGER’S ASSESSMENT: Department supervisors and/or area managers should contact Human Resources at 667-3351 to assist in the review of the following considerations prior to approving an in-range request:
A. Determining if the in-range progression or the classification review process should be pursued.

B. When considering performance related criteria, the employee's duties and responsibilities shall be reviewed and shall be at a satisfactory level of performance or above.

C. The total time spent performing the enhanced/new skills should be linked to the position’s essential duties and are not isolated, infrequent, non-essential or temporary duties. The greater the impact of the enhanced skill on the employee’s workload, the stronger the justification for those requests based solely on enhanced skills.
D. Salary comparisons with other employees in similar positions within the department, within a Vice President area, across the university, or campuses shall be made to ensure that increases are applied equitably.

E. Other factors to be considered are added overall complexity and/or critical necessity to the overall operation.

v.  Procedures to Submit Request: If it is determined that an in-range progression salary increase is going to be pursued, the following submittal process will be used:  

A. An employee’s supervisor may submit a request. The supervisor is responsible for preparing the written documentation as outlined in V. D. All in-range progression requests must be submitted via the In-range Progression Request and Approval Form.

B. CSUEU employees may submit a request.  It is recommended that the employee prepare the written documentation as outlined in V.D.

C. All employee submitted in-range progression requests must be submitted via the In-range Progression Request and Approval Form to their immediate, first level, non-bargaining unit supervisor.

D. The written documentation should include the following: 
1. At least one or more of the criteria for the in-range progression salary increase as outlined under Section III.  
2. If criteria for an in-range progression justification is based on the assigned application of enhanced skill(s), or the addition of lead work or project coordination functions, the documentation must include whether it is approved, or initiated by, the immediate supervisor/manager to the next level:
a) A detailed updated position description should include enhanced skills, as they pertain to new or existing duties and responsibilities, and the time required to perform the enhanced skills/duties. 
i) The updated position description is necessary to assess the impact on the employee’s full scope of work responsibilities. 
ii) An updated position description also meets the union contract requirement of updating the position description when new duties/responsibilities are added to the position.
b) The request should include the organizational necessity for the enhanced skill.
c) Responsibility for updating, reviewing and approving a position description is ultimately that of the first level, non-bargaining unit supervisor/manage.  For example:  
i) An employee’s requested in-range should not be denied if the updated position description is not included in the initial request.  
ii) However, should the immediate non-bargaining supervisor recommend approval of the in-range request, then it is the immediate supervisor’s responsibility to updated the position description and attach to the in-range request prior submitting to the next area management level for approval.
3. If justification for an in-range progression salary increase is based on equity considerations (either internal or external), as applicable, documentation should include:

a) Internal or external market salary data justifying the request, including job descriptions, job qualifications, average salaries and/or salary ranges, 

b) History of difficulty in recruiting personnel.  If a manager is requesting an equity in-range, please provide information on the difficulty recruiting for the position if it is applicable to the reason for the request.  HR may also be consulted and can advise on the history of recruitment for a specific position/classification.
4. If an in-range progression salary increase is for retention purposes, documentation should include the external competitive employment offer.

5. If the in-range progression salary increase is for job performance, documentation should include a current performance evaluation.  The job performance evaluation should document specific accomplishments that support the exceptional performance. 

VI:  APPROVAL/SUBMISSION PROCEDURES:  The final approval responsibility is that of the area Vice President.  Each Vice President, based upon the organizational structure, shall determine the chain of review and approval. 

Supervisory Levels:  The term appropriate immediate supervisor as used in this document is the first level supervisor outside the employee’s bargaining unit.  For example, a Department Chair is the immediate appropriate supervisor over a CSUEU (Unit 2, 5, 7 & 9) employee.  The area administrator is typically the approving authority in the department for employee personnel actions e.g. Dean, Assistant/Associate Vice President or Senior Director.  In the academic area, the area administrator would be the Dean.   

A. Employee Initiated: The employee shall submit their request to the appropriate immediate supervisor. The immediate supervisor shall review the request for further consideration and if approved, the request will be forward to the next-level manager for review of further consideration and approval with supporting documentation.  The appropriate supervisor must submit the review to Human Resources within 30 days.  If the request has not been submitted within 30 days of receipt, the employee may submit the official request directly to Human Resources.

Only requests that have been approved will be submitted to the next-level for further consideration. The appropriate immediate supervisor will advise the employee of the decision to approve or deny the in-range progression.

B. Supervisor/Management Initiated or Submitted Requests (e.g., Department Chair or first level MPP): The appropriate immediate supervisor shall initiate/process the request.

1. Prior to forwarding the recommendation to the next-level manager for review and approval, the immediate supervisor must contact Human Resources to review and provide a written assessment. The assessment shall include:

· An initial evaluation of the appropriate classification;

· Comparisons to other department employees in similar positions or similar in-range requests to ensure that increases are applied equitably; 

· Comparisons of organizational consistency and equity factors;
· External comparisons and/or market data as applicable.  

2. Based on Human Resources review/assessment, the supervisor will determine if the in-range recommendation is appropriate and shall submit all documentation, including the assessment by Human Resources, to the next level manager for review and approval.  In some division areas, there are several management levels that will require review and approval.

C. Area Administrator Review (e.g., Dept. Chair, Area Dean, Senior Director/Director, Assistant/Associate Vice President): Only requests that have been approved at each management level will be submitted forward to the next appropriate level, up to and including, final approval.  

The approval of the area administrator must provide assurance that, in addition to evaluating the criteria outlined under Section III, administrative assessment, as outlined under Section IV, is evaluated in consideration of the following:
1. The written assessment from Human Resources has been included in the documentation and has been given full consideration.
2. The criteria under Section III and Section IV have been clearly identified and the approving immediate supervisor has provided the appropriate documentation to support the criteria/in-range request.
3. The necessary funds for the in-range progression are available in the department and/or area.
Only requests that are approved by the area administrator shall be forwarded to the Vice President for final consideration. Requests for final approval must include all supporting documentation and the review documentation by Human Resources. Requests that are not approved by the area administrator shall be returned to the appropriate immediate supervisor, who will advise the employee of the decision.

D. Area Vice President Review: The area Vice President will have final approval of all in-range salary progression increases. Approved requests shall be forwarded to Human Resources for processing along with a copy sent to the area administrator, immediate supervisor and employee. Requests not approved shall be returned to the area administrator, the immediate supervisor and the employee of the final decision.
The decision of the President (or his designee), made in accordance with this provision, regarding the award of an in-range progression shall be final and shall not be subject to either Article 7, Grievance Procedure or Article 8, Complaint Procedure.

VII:  OTHER PROVISIONS:

1. A CSUEU employee shall not submit a request for an in-range progression prior to twelve (12) months following receipt of a response to any prior in-range progression requests. If an administrator has not forwarded the request to Human Resources within thirty (30) days, the employee can file the request directly with Human Resources. 

2. In-range progression review of employee requests shall be completed within ninety (90) days after the official request is received in Human Resources.

3.  If the in-range salary progression is initiated by the immediate supervisor, it is highly advisable that such recommendations not be discussed with the employee until the in-range review has been approved.

4. The effective date of an approved in-range progression salary increase will be the beginning of the next pay period following Human Resources receipt of the official request and the supporting documentation.

5. All requests for an in-range progression must be reviewed by Human Resources for campus-wide consistency, equity of compensation rates and classification prior to the immediate non-bargaining supervisor’s approval.

6. Rates for In-range Salary Adjustments: 

a. In-range increases based on acquisition of additional enhanced skills are typically between 1 % and 5%. CSUEU bargaining unit contract requires a minimum of a 3% increase.

b. Increases between 5% and 10% are usually due to significant/critical organizational changes or market competition documented in a legitimate salary offer from a competitor.  Circumstances in individual cases may vary.

c. Requests above 10% are extremely rare.  The requesting official must provide a detailed rationale related to the need for such a significant increase.  The rationale must outline the organizational necessity, relevant internal comparisons, relevant external comparisons and market data, and a verification of the exceptional skills and abilities of the employee. 

d. When appropriate, for new permanent lead assignment (where the classification standard/series do not specifically list lead work as a typical duty or responsibility), or new project coordination functions, the percentage increase will depend on the number and classification of those assigned under the lead responsibility and the complexity of the scope of work.  The salary adjustment would generally range between 5% and 10%.

e. Performance increases based upon exceptional job performance would generally range between 3% and 5%. 
For additional information, clarification of these guidelines or assistance with the procedures, please contact Human Resources at 667-3351.

CSU STANISLAUS
IN-RANGE PROGRESSION REQUEST AND APPROVAL FORM

INSTRUCTIONS

STEP 1:  Complete the following information  
       FORMCHECKBOX 
 CSUEU Employee Initiated     FORMCHECKBOX 
  Supervisor Initiated

Employee’s Name:      

 
Supervisor’s Name:       
Department:      



Classification:      

 Bargaining Unit:       
___________________________​​

____________

Signature of Requestor
               
Date

STEP 2:  Justification/Rationale
Please check one or more of the following indicators, which apply.  

 FORMCHECKBOX 
  
Assigned application of enhanced skill(s)

 FORMCHECKBOX 
 
Retention

 FORMCHECKBOX 
 
Equity

 FORMCHECKBOX 
 
Performance

 FORMCHECKBOX 
 
Recognition of new lead work or project coordination functions given to an employee on an on-going basis by an appropriate administrator where the classification standard/series do not specifically list lead work as a typical duty or responsibility

 FORMCHECKBOX 
 
Other salary related criteria

Attach written justification with details supporting each applicable criterion.  Indicate the time required to perform the enhanced skills.  An updated, approved job description is required.  If performance related, a current performance evaluation must be attached to the request.

STEP 3:  Employee requests must be submitted to your appropriate administrator.  
STEP 4:  Appropriate Administrator will contact Human Resources for review of initial proposed In-range Progression Request and Approval Form:  As outlined in Section IV of the guidelines, the immediate supervisor must contact Human Resources to discuss and review the proposed in-range.  Human Resources shall provide written assessment to the initiating supervisor.

Recommendation reviewed with HR on: 
Date:      
The completed written Human Resources assessment must be included with the recommendation prior to forwarding the in-range request to the next level manager for review and approval 
STEP 5:  Dept. Chair/Director approval (Only applicable if there is multiple management levels within the area):

 FORMCHECKBOX 
  All required documentation has been submitted and given full consideration.

 FORMCHECKBOX 
  Not Recommended *

 FORMCHECKBOX 
  Recommended: 
Percent Recommended:             
Budget Funding Source:      
_________________________​​

     



     

Signature of Supervisor                    

Title



Date

STEP 6:  Dean, AVP, Sr. Director approval (Only applicable if there is multiple management levels within the area):

 FORMCHECKBOX 
  All required documentation has been submitted and given full consideration.

 FORMCHECKBOX 
  Not Recommended *

 FORMCHECKBOX 
  Recommended: 
Percent Recommended:              
Budget Funding Source:       
_________________________​​

     



     
Signature of Area Administrator               
Title



Date

STEP 7:  Vice President approval:
 FORMCHECKBOX 
  All required documentation has been submitted and given full consideration.

 FORMCHECKBOX 
  Not Recommended *

 FORMCHECKBOX 
  Recommended: 
Percent Recommended:        
   Budget Funding Source:        
_________________________​​

     



     
Signature of Vice President 

Title



Date



*If the in-range progression adjustment is not approved at any step, the form must be returned to the last recommending supervisor who will advise the employee and appropriate immediate supervisor as applicable.

EXAMPLE 

Step 2: Justification/Rationale


Please check one or more of the following indicators, which apply.  

 FORMCHECKBOX 
  
Assigned application of enhanced skill(s)

 FORMCHECKBOX 
 
Retention

 FORMCHECKBOX 
 
Equity

 FORMCHECKBOX 
 
Performance

 FORMCHECKBOX 
 
Recognition of new lead work or project coordination functions given to an employee on an on-going basis by an appropriate administrator where the classification standard/series do not specifically list lead work as a typical duty or responsibility

 FORMCHECKBOX 
 
Other salary related criteria

On an attached document, list the specifics for each criteria checked.  If there are several enhanced skills linked to new/modified duties please address each enhanced skill separately.

I. Describe how the enhanced skill or lead work/project coordination is linked to specific

assigned job duties and the time spent performing the enhanced skill(s). 
Hours performing the enhanced skill/added task:         Week              Month          Year         
     
Example: Assigned application of enhanced skills/assigned duty



Example: On-going lead/project coordination work where my classification does not specifically list lead work as a typical duty or responsibility



          
II. 
Attach updated job description that includes the enhanced skills and/or lead work/project coordination as the skill(s) related to assigned job duties.  Refer to Section V. C. for more detail information.  
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