University of Colorado Denver

Guideline

Out of Cycle Assignment-Based Compensation Adjustments 

For Exempt Professional Staff

Policy Summary
Regent Policy 11-C and the UC Denver policy on Compensation for Officers and Exempt Professionals specify that compensation increases are ordinarily granted only each July 1 and are based on merit. Equity and market analyses may also be considered when the staff member’s performance is meritorious. These annual increases are all restricted by an annual salary pool. Assignment-based adjustments should also be made at this time but are not subject to the salary pool. In some years, a pool may also be established for such increases on January 1.

Salary increases at any other time of the year are discouraged. They are only for rare and exceptional instances, based on unanticipated events that require immediate attention.
Criteria
· Performance must, at a minimum, exceed expectations on most recent evaluation.

· Requests must include specific justification of why any increase was unanticipated or requires immediate attention, i.e., why a request was not made at the last available opportunity and why it cannot wait until the next.

· Changes to the assignment must be at a higher level. The work must require substantive expertise beyond that for which the staff member was recruited, including analytical and interpretive skills, management and leadership in the organization and demonstrable higher consequence of error. More work at the same level and non-permanent assignments will not be considered.
· Assigning the same or revised duties to a different position in the same unit to “promote” the employee outside of this process is not allowed.

Process
· Human Resources will neither accept nor review requests or job descriptions without the approval of the Dean’s Office or Vice Chancellor. Note that colleges or schools may also require division and/or department level approval before submitting requests to the Dean’s Office. Individual employees, supervisors or division or department staff members may not request reviews directly.
· Revisions to job descriptions will not be considered after Human Resources determines that the changes do not support additional compensation. Subsequent changes may be reviewed only during a later annual process.
· Human Resources will establish a new salary range and recommend the amount of increase when appropriate (normally not higher than 10%). 
· The Dean’s Office or Vice Chancellor must determine if an increase will be provided and when it will be effective. 
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