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1. Purpose, General Guidelines, and Applicability:  

a. Purpose:  An “In-Range Progression” (IRP) is an increase within a salary range for a single classification or within a sub-range of a classification with skill levels.  

b. Applicability:  This procedure applies to all employees represented by Collective Bargaining Units 2,5,7, and 9 (CSUEU, California State University Employees Union, Article 20.25), Unit 4 (APC, Academic Professionals of California, Article 23.15), Unit 6 (SETC, State Employees Trades Council, Article 24.7), Unit 8 (SUPA, Statewide University Police Association, Article  21.14), and employees occupying positions in confidential classifications.

c. General Guidelines:  This process applies to all campus departments and organizations with staff members in the CSUEU (Units 2,5,7,9), APC (Unit 4), SETC (Unit 6),  SUPA (Unit 8)and employees occupying positions in confidential classifications.  However, the criteria may differ by bargaining group.  

Please refer to the appropriate bargaining unit guidelines below for the applicable criteria/process guidelines.

APC Guidelines (Unit 4), SETC (Unit 6), and Confidential (C99):  An in-range progression salary increase is a permanent increase to the base pay of an employee based on significant changes in duties and responsibilities, but which do not warrant a classification change.  It may also be used to recognize exceptional performance, to achieve equity or as a means to retain outstanding performers. 

Request Process: 

Management Initiated:  Supervisors and managers may submit a request to Human Resources to initiate an in-range progression review for positions under their supervision/management based on the above criteria.  The request must be signed by the appropriate Dean/Director, who shall forward the request to the Office of Human Resources.  

Employee Initiated:   The request must be in writing and submitted through appropriate channels to a non-bargaining unit manager.  The manager shall review, and if approved, forward the request to the appropriate Dean/Director who shall forward the request to Human Resources

Requests will be reviewed by Human Resources in conformance with campus compensation practices and the appropriate collective bargaining agreement, and a recommendation will be made to the appropriate Dean/Director or designee.  In those cases where a salary increase is recommended, final action must be approved by the appropriate divisional Vice President or their designee.  

CSUEU Guidelines (Units 2, 5, 7, 9):  An in-range progression salary increase is a permanent increase to the base pay of an employee based on significant changes in duties and responsibilities, but which do not warrant a classification change.  It may also be used to recognize exceptional performance, to achieve equity or as a means to retain outstanding performers, to recognize new ongoing lead work or project coordination functions given to an employee by an appropriate MPP Administrator that is not reflected in the classification standards or current job duties/job description as determined by Human Resources. 

Request Process: 

Employees or managers may submit a request to Human Resources to initiate an in-range progression review for positions under their supervision/management based on the above criteria.  The request must be signed by the appropriate Dean/Director, who shall forward the request to the Office of Human Resources.  If not forwarded to OHR within 30 days, the employee may file the request directly with OHR. (Please refer to appropriate CBA for specific provisions.)
Requests will be reviewed by Human Resources in conformance with campus compensation practices and the appropriate collective bargaining agreement, and a recommendation will be made to the appropriate Dean/Director or designee.  In those cases where a salary increase is recommended, final action must be approved by the appropriate divisional Vice President or their designee.  

SUPA (Unit 8):  An increase in an employee’s pay rate within a salary range due to increased responsibilities and skills of the employee, or for market or pay equity reasons, or for performance reasons, is referred to as an in-range progression. When an in-range progression occurs, the appropriate salary step or half-step increase will be determined.
Request Process: 

Managers may submit a request to Human Resources to initiate an in-range progression review for positions under their supervision/management based on the above criteria.  

Requests will be reviewed by Human Resources in conformance with campus compensation practices and the appropriate collective bargaining agreement. In those cases where a salary increase is recommended, final action must be approved by the appropriate divisional Vice President or their designee.  
d.
Increase Amount:  The amount of the proposed salary increases is determined in consultation between the Office of Human Resources and the appropriate Dean/Director or designee, and the review and approval of the Vice President.  Such salary increases are an unplanned increase in the budget of a department and are not funded from any system-wide allocation, therefore, approval of the appropriate divisional Vice President or designee must be secured prior to implementation.  

In-range progression salary increases are typically between 3% and 5%1 or appropriate step2, based on rationale and justification provided.

________________________________________________________________________________________

1CSUEU agreement, Section 20.36 states that the minimum salary increase shall be at least 3%.  There is no minimum salary increase requirement for positions that are represented by APC, SETC, or that are designated as Confidential.

2SUPA agreement, Section 21.14 states if in-range is approved the increase will result in the appropriate salary step or half-step increase.
e.
Effective Date:  Effective dates for salary increases are retroactive to the first day of the pay period following the date the request was received in the Office of Human Resources.

f.
Administrative Process:  Requests may be submitted by using the following procedure.

Submit a memo that documents the reasons for the request.  This request should include information on significant changes in duties and responsibilities, but which do not warrant a classification change; recognition of exceptional performance; achieving equity; or retaining outstanding performers.

Additional information may be requested by the Office of Human Resources to include a current position description.

A quick reference guide summarizing the process is available under separate document located on the Web under Administrative Process - In-Range Progression.
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