	California State University, Chico
Bonus Plan Application & Procedures
For CSUEU (Units 2, 5, 7, 9) Employees


DEFINITION

A bonus is a lump sum payment that is not a permanent increase to the base salary of the individual and may be granted at the discretion of the President. 

CRITERIA

A bonus may be awarded at any time and may be used for a variety of salary adjustments including, but not limited to the following:

a. Performance recognition shall be in the form of a bonus, in the case of bargaining unit members who have reached the top of his/her classification salary range or sub-range. Prior to issuing any bonus awards under this section, the performance criteria must be written and made known to employees prior to the performance period. 

b. A recruitment bonus may be offered to a candidate as an inducement to commit to employment with the CSU. If the candidate does not complete the probationary period, the bonus must be returned to the CSU. 

c. A retention bonus may be awarded to an employee for staying with the CSU and who is in a classification that is critical to the ongoing operations of the CSU, or is in short supply in the labor market, and/or is a difficult to recruit for classification. The requirements for the retention bonus must be in writing. The minimum time period that an employee must commit to stay with the CSU in order to receive a retention bonus is twelve (12) months. 

d. A critical skills bonus may be awarded to an employee who possesses and uses skills that are necessary and critical to the ongoing operations of the CSU. The employee must be actively using these skills in order to receive the bonus. 

e. An individual or group performance bonus may be awarded for exceptional performance and/or in recognition of additional workload. Prior to issuing an award under this provision, the performance criteria must be written and made known to employees prior to the performance period. 

The decision of the President, made in accordance with this provision, regarding the award of a bonus shall be final and shall not be subject to Article 7, Grievance Procedure. 

The bonuses in sub-provisions (a) through (e) shall be campus funded. 

For non-exempt employees, all bonus awards must be based on a percentage of the annual gross salary.
PROCEDURE
1. Supervisor completes and signs the application form, provides documentation required by the appropriate sections, and submits it to his or her Dean/Director for recommendation on the application.

2. The Dean/Director approves or denies the request for the bonus based on the accuracy of the information provided appropriate to the criteria defined above.  Dean/Director submits to Vice President.
3. The Vice President receives and reviews the application and may approve or deny request.
4. The employee receives a copy of the final determination within 30 calendar days. 
All forms, approved and denied, should be sent through all levels for review/determination.
	California State University, Chico

Bonus Application
For CSUEU (Units 2, 5, 7, 9) Employees


Please print:

Employee’s Name:      
Campus Extension:      
Classification:      
Supervisor’s Name:      
Campus Extension:      
Department:      
College or Admin Unit:      
I. Performance – This section applies to employees who have reached the top of his/her classification salary range or sub-range.
Give specific examples that demonstrate how this employee has significantly contributed to the Department/College/ University by meritorious performance.  When providing examples, one can consider how the work compares to the quality standards and goals for the employee’s position; the employee’s willingness to make suggestions and/or exercise resourceful solutions to problems and tasks; and the employee’s contribution to accomplishing the goals of the department and the university.  Limit attachments to one page.

Please include a copy of written performance criteria established prior to the performance period and a copy of the employee’s most recent performance evaluation.
     
II. Recruitment - If the candidate does not complete the probationary period, the bonus must be returned to the CSU. 

Explain, in detail, the reason(s) a recruitment bonus is necessary for this person and/or position.  

     
III. Retention - The minimum time period that an employee must commit to stay with the CSU in order to receive a retention bonus is twelve (12) months.
Attach original documentation of a written offer of employment outside the university that pays above the employee’s current salary in a similar position.  Also, provide a written description of duties required of that outside employment opportunity.

Describe the impact on the university if this person left its employ.

     
Describe the value of the employee’s contribution to the strategic mission of the university.

     
IV.   Critical Skills
Describe the critical skills possessed, and actively utilized, by the employee.
     
Explain how these critical skills are necessary to the ongoing operations of the university.
     
IV. Exceptional Performance and/or in recognition of additional workload for an individual or group – Attach a copy of the current performance evaluation(s) and a copy of the written performance criteria established prior to the performance period.

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.  Describe, in detail, how the employee’s performance and contribution has surpassed above average expectations or performance required for this position.
     
Describe the circumstances that created the additional workload.

     
What additional duties were assigned?

     

Employee’s Name:          
Bonus Application Signature Page
	Employee’s direct supervisor completes this section:

	 FORMCHECKBOX 
As the named employee’s supervisor, I confirm the accuracy of the information provided.
 FORMCHECKBOX 
 I support because      
 FORMCHECKBOX 
 I do not support because      
Attach additional pages if necessary. Please sign and forward to the next level for review.
                                                                                 
     
a                            Supervisor’s Signature
             Date submitted to Dean/Director


	Dean/Director completes this section:

	 FORMCHECKBOX 
  I support because      
Proposed increase $      /      % increase     Effective date:       
 FORMCHECKBOX 
 I do not support because      
Attach additional pages if necessary. Please sign and forward to the next level for review.
Appropriate administrator’s signature (Dean/Director)

(Must be signed by a HEERA designated manager)

                                                                                          

     
Title/Position
Date submitted to VP


	Vice President completes this section:

	The following represents the final decision on this Bonus review:
 FORMCHECKBOX 
  Approved: $      /      % increase     Effective date:       
 FORMCHECKBOX 
  Denied:       
Please attach additional pages if necessary.

Signature:                                                                                  A Date:      a    
e                        


Employee’s Acknowledgement:
On this date, I received a copy of the Vice President’s decision. 

Employee’s Signature






           Date

Instructions:
1.  Send original signature page to Staff Human Resources (Zip 010) for employee’s personnel file.

2.  Employee’s department is responsible for submitting a Staff Action Form, if applicable.
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