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Montana University System
Staff Compensation Plan
IN-RANGE PROGRESSION
Guidelines

Montana University System Staff Compensation Plan Guidelines specific to In-Range Progression:
6.1.
Definition

In-Range Progression Pay is awarded when there is an increase in an employee’s knowledge, skills, duties and responsibilities within his or her job title and management has identified a need for the higher level responsibilities.

6.2
Eligibility

Permanent full-time and part-time employees who have successfully completed their probationary period are eligible for In-Range Progression Pay if all other criteria are met.  The employee must have no active disciplinary actions and must have a current Role Description and Performance Plan, in addition to having received a met or exceeded expectations rating on the most recent Performance Review.  Temporary and Fixed Term employees are not eligible for In-Range Progression Pay.

6.3      Requirements for In-Range Progression Pay

6.3.1
The employee is regularly performing significantly more complex projects, assignments, and responsibilities of the job classification that meet distinct, recognized organizational needs;

6.3.2
The employee has demonstrated the attainment of a significantly higher level of knowledge and skills that are specific to his or her job classification and functional area;

6.3.3
The employee’s most recent performance review (i.e., within the past 12 months) within the current job classification reflects a Met or Exceeded Expectations rating;

6.3.4
Confirmation that at least 12 months have elapsed since the employee’s last progression;

6.3.5
The amount of the proposed increase should be justified and reasonable when compared to other appropriate positions; and

6.3.6
Confirmation that funds have been identified and authorized by the appropriate administrator to support the salary increase.  

6.4      Procedures for Development

Step 1:
Employee and supervisor agree that an In-Range Progression is appropriate.
Step 2:
Supervisor completes an In-Range Progression Form, and any other form required by the campus, requesting approval by the department head.
Step 3:
Employee, immediate supervisor, and the Dean/Director must sign the In-Range Progression Plan form.  The campus Human Resources Office must also review, approve and sign the form.

Step 4:
The campus Human Resource Representative and Administrative Official should work together in partnership to determine the appropriate and most effective use of In-Range Progression Pay.

6.5
Amount

In-Range Progression Pay is an increase to the base salary, which is awarded when approved through the appropriate administrative officials on each campus, including Human Resources.  The amount of the increase shall not exceed four (4) percent of the base salary of the employee.
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In-Range Progression Request Form
This form is to be used for In-Range Progression requests for individual staff members whose responsibilities and performance have increased yet remain within the scope of  his/her current job title.  Upon completion, please submit electronically to hrpp_forms@montana.edu.   For instructions regarding voting buttons (using Outlook) please click here. For non-Outlook users please click here.
	Employee Name:
	
	Position Number:
	

	Employee GID:
	
	Current Title:
	

	Employee Hire date:
	
	Union Affiliation:
	

	Department:
	
	Current Base Hourly Rate:
	

	Proposed Effective Date:
	
	Proposed increase 
(4% maximum):
	

	Payroll Index Number(s):
	
	
	


Confirmation of Eligibility for In-Range Progression

YES
        NO

	1. The employee has assumed notably more complex responsibilities or duties on an on-going and consistent basis (outline on page 2).  This implies expanded duties within the scope of the employee’s current title but not within the scope of a higher title.

	
	

	2. The business need for the assumption of higher level duties has been confirmed by the appropriate authority (as deemed necessary in each work unit such as Dean, Director, Department Head, VP, etc.)



	
	

	3. Funding has been identified and authorized by the appropriate administrator to support the higher salary.


	
	

	4. Will the employee retain all of the key responsibilities of the current position? 




	
	

	5. Is the employee past probation?


	
	

	6. Has the employee received a “met or exceeded expectations” on the most recent performance review (within the last 12 months)? 



	
	

	7. Does the employee have any active disciplinary actions?  


	
	

	8. Is there a current and accurate role description on file in the Human Resources Office?


	
	

	9. Proposed salary is justified and reasonable in relation to other positions of comparable title and pay within the immediate work unit

	
	


ANALYSIS OF DUTIES (current duties must be retained by employee)

	Current Primary Duties:
	Estimate % Time

	1.


	

	2.


	

	3.


	

	4.


	

	5.


	

	6.


	

	7.


	

	8.


	


	New Duties: 
	Estimate % Time

	1.


	

	2.


	

	3.


	

	4.


	


______________________________

______________________________


Print or type Employee name



Employee Signature


Date

______________________________

______________________________


Print or type Supervisor name



Supervisor Signature


Date

______________________________

_______________________________

Print or type Dept Head, Director or Dean name

Dept Head, Director or Dean Signature
Date

______________________________

_______________________________

Print or type HR/P&P Analyst Name


HR/P&P Signature


Date

Date of update:
02/27/08
For instructions regarding voting buttons (using Outlook) please click here. For non-Outlook users please click here.
Page 2 of 3

