
	California State University, Chico
In-Range Progression Procedure
For APC (Unit 4) Employees


DEFINITION

The CSU/APC collective bargaining agreement provides an opportunity for an increase within a salary range of a classification (in-range progression).  The amount of the increase will be determined by the Vice President and based upon the employee’s position within the salary range for their classifications.

The In-range Progression Procedure (IRP procedure) is intended to be a system of evaluation that ensures consistent parameters for justifying in-range progression salary increases.

CRITERIA

Under Article 23.14 of the APC bargaining agreement, at least one of the following criteria must be demonstrated to qualify for an IRP:

I. Increased Responsibilities and Skills - Increased responsibilities and skills are new and necessitated by a significant and permanent increase in the level of duties or responsibilities that are essential( to the employee’s job functions (but not to the extent that a new classification is warranted).
II. Extraordinary Performance – Extraordinary performance would be a personal contribution that surpasses above average expectations or performance required for the position.  This would include an employee’s initiative, leadership, or other contribution to a project, goal, or strategic priority.  An employee is eligible if he/she has occupied his/her current position for at least two years and has an overall outstanding rating documented on his/her performance evaluation during the last two years.
III. Market or Pay Equity – Salary adjustments to address external employment offers for comparable positions, market inequities or salary adjustments to address internal comparability on the CSU, Chico campus.
Procedures for Submitting Request for In-Range Progression:
To ensure accuracy and timeliness, we recommend that the applicant familiarize him or herself with these procedures.

1. The manager must determine which of the criteria provided by the In-Range Progression Procedures apply to the employee’s situation. For each criterion used, a written justification must be submitted. 
2. The manager submits the application to the Dean/Director/VP for his or her review and recommendation. 
3. The Dean/Director/VP approves or denies the request for the salary increase based on the accuracy of the information provided, appropriate to the criteria defined by the In-Range Progression Procedures, and upon funding availability.  The application is forwarded to Staff Human Resources, Zip 010 for review.
4. Staff Human Resources has 90 calendar days from the time they receive the initial application to review the materials and make their determination to the appropriate vice president. 
5. SHR forwards the application and determination to the appropriate V.P. for final consideration. 
6. Approved salary increases will be effective no later than the first pay period following the date the IRP application was received by SHR.

All provisions are reviewable pursuant to Article 23.14, subject to Provision 10.5.G.4.
	California State University, Chico

In-Range Progression Application Form

For APC (Unit 4) Employees


Please print:
Employee’s Name:      
Campus Extension:       
Classification:      
Supervisor’s Name:      
Campus Extension:       
Department:       
College or Admin Unit:      
 I.
Increased Responsibilities and Skills – A copy of the old and new job descriptions is required.
Describe in detail, what are the increased responsibilities and skills.
     
Explain how these increased responsibilities and skills are distinctive (work of a different nature) and essential (not incidental to the position).
     
Explain the necessity of the increased responsibilities and skills to the overall operation of the unit.
     
Provide information on how the increased responsibilities and skills are utilized in the position.

     
Provide information that supports the permanent nature of the increased responsibilities and skills.

     
What duties have been removed or reassigned to others?
     
II. Extraordinary Performance – A copy of the current performance evaluation is required.
Describe in detail how the employee’s performance and contribution has surpassed above average expectations or performance required for this position.  This would include an employee’s initiative, leadership, or other contribution to a project, goal, or strategic priority.  An employee is eligible if he/she has occupied his/her current position for at least two years and has an overall outstanding rating on his/her performance evaluation during the last two years.

     
Employee’s Name:       
III.
Market or Pay Equity – A current job description and performance evaluation are required.
Describe why you believe the difference between the applicant’s salary and that of others in the same or similar classification, with similar responsibilities and salary ranges, may rise to the level of inequity.  The actual investigation of inequity will require research by Staff Human Resources based on salary history, experience, duties and responsibilities of similar positions on the CSU, Chico campus.  (Attach additional pages, if necessary.)
     

Employee’s Name:       
In-Range Progression Signature Page
	Employee’s direct manager completes this section:

	 FORMCHECKBOX 
As the named employee’s manager, I confirm the accuracy of the information provided.

 FORMCHECKBOX 
 I support because      
 FORMCHECKBOX 
 I do not support because      
Please attach additional pages if necessary.

                                                                                 

     
a                            Manager’s Signature

Date submitted to Dean/Director/VP

	Dean/Director/VP completes this section:

	 FORMCHECKBOX 
  I support because      
Proposed increase $      /      % increase     Effective date:       
 FORMCHECKBOX 
 I do not support because      
Please attach additional pages if necessary.

Appropriate administrator’s signature (Director or Dean)

(Must be signed by a HEERA designated manager)

                                                                                          

     
Appropriate administrator’s signature (VP)
Date submitted to SHR



	Staff Human Resources completes this section:

	SHR has reviewed the materials from the appointing power and has determined that the information 

submitted  FORMCHECKBOX 
 meets       FORMCHECKBOX 
 does not meet the criteria provided by the relevant contract because:  

     a

                                                                               
     
     a

SHR Manager’s Signature
Printed Name
Date submitted to VPD

	Vice President completes this section after SHR Determination:

	The following represents the final decision on this IRP review:

 FORMCHECKBOX 
  Approved                $      /      % increase     Effective date:       
 FORMCHECKBOX 
  Denied because:       

Please attach additional pages if necessary.

Signature:                                                                                  A Date:      a                            


Please route this form with Vice President’s final decision and copy of SHR determination to the employee within 30 days of receipt.
Employee’s Acknowledgement:

On this date, I received a written copy of the Staff Human Resources determination and Vice President’s decision.
Employee’s Signature






           Date

Please return this original Signature Page within 5 days to Staff Human Resources (Kendall 222, Zip 010). 
( The term “essential” is defined as the fundamental job duties of the employment position the individual holds.  Functions are considered essential when (a) the position exists solely to perform that function; (b) a limited number of employees are available among whom the performance of that job function can be distributed; (c) the function is specialized and the individual is hired based on his or her ability to perform it.





Page 1 of 5
STHR-IRPProc&AppAPC/100907

