University of Northern Colorado

Compensation Manual
Revised 8/21/2006
Introduction

The  University of Northern Colorado is committed to a compensation policy that attracts, retains, rewards and motivates the productivity and commitment of highly qualified, diverse employees; provides flexibility appropriate to the challenges facing the university and to differences across the schools and colleges; helps the university compete successfully for employees with the mix of disciplines and skills vital to its missions; sets pay in consideration of similar educational institutions and recruiting markets while also within the University’s resources; and is fiscally responsible and considers the impact on the unit and the University community.  (Report from the Commission on Compensation at the University of Northern Colorado, April 22, 2005)

This manual summarizes current compensation practices governing the hire, promotion, demotion or transfer of new employees and existing employees within the University.  In addition, this manual provides guidance for other premium pay (e.g. shift differential, call back, on call, and discretionary pay differentials).  

In making compensation decisions, a hiring authority must consider budgetary factors, recruitment and retention issues, salaries received by other similarly situated employees, an employee’s skill sets and competencies, other potential future increases, and the overall value to the organization.  Pay ranges for state classified employees are established through the annual statewide compensation plan, which makes adjustments to the minimum and maximum allowable salaries for each grade.  An employee’s base pay shall not be lower than the minimum, or higher than the maximum of his/her particular grade, except as otherwise permitted by law, rule or procedure.  Pay ranges for exempt and faculty employees are established using College and University Personnel Administrators (CUPA) surveys for a comparative group of colleges and universities.  Compensation decisions outside of the parameters of this document are permitted only if approved by the President of the University.
Base pay established for classified new hires (both permanent and temporary) and adjustments for the upward, lateral or downward movement of existing permanent employees must adhere to Chapter 3 of the State Personnel Rules.  Base pay established for faculty and exempt new hires must adhere to the board polices and regulations. 

All decisions affecting base pay should ensure the following:

· Pay is commensurate with the duties assigned;

· Adequate funds are available within existing appropriations;

· Equity is preserved among employees with similar job descriptions within divisions and across the University;

· Ongoing consistency; and 

· Acknowledgement of individual qualifications (e.g. past experience, training, special skills).

Throughout this document, the source of the employment practice for each employee type is referenced. Below are the definitions used and a link to the document:
State Personnel Rules- State of Colorado Personnel Rules http://www.colorado.gov/dpa/spb/rulesnew.pdf

Board Policy- UNC Board Policy Manual   http://www.unco.edu/trustees/Policy_Manual.pdf
University Regulations- University Regulations http://www.unco.edu/trustees/University_Regulations.pdf
Internal Procedure-Various internal memos and practices not formalized in policy or regulations.
New Hire Compensation  
Classified (Internal Procedure)
New classified employees of the University, including ones returning after resignation, are typically hired at the grade minimum unless recruitment difficulty or other unusual condition exists.  Pay may be set up to 15% above the minimum of the pay range if funds are available when necessary to address recruitment difficulties and/or to compensate for qualifications that will allow the new hire to perform at a level beyond what would normally be expected at entry into the job class/position.  The President has the authority to approve starting base salaries over 15% above the range minimum with documentation and written justification of recruitment difficulty or other unusual conditions.
Exempt (Internal Procedure)
New exempt employees of the University are typically hired at or below 94% of the CUPA average for the position, within available funds.  The President has the authority to approve starting base salaries over 94% of the CUPA average with documentation and written justification of recruitment difficulty or other unusual conditions. In cases where CUPA data for a specific position is not available, the hiring authority makes a decision about the starting salary by evaluating responsibilities and corresponding compensation for the most relevant CUPA positions.

Faculty(Internal Procedure)
New faculty members of the University are typically hired at or below 94% of the CUPA average for the position, within available funds.  The President has the authority to approve starting base salaries over 94% of the CUPA average with documentation and written justification of recruitment difficulty or other unusual conditions
Transfers (Lateral movement)
Classified (Internal Procedure)
Lateral movement is a change to a different class or position with the same range maximum.  Typically, when an employee transfers to a lateral (equivalent) position within the University or from another department, there will be no increase in the employee’s current base pay.  

In-Range Salary Movement (Adjustment) is not currently utilized at the University.
Exempt (Internal Procedure)
A transfer is movement to another position within the University with comparable responsibilities.  Exempt employees of the University who transfer voluntarily or otherwise are typically compensated at or below 94% of the CUPA average for the position, within available funds.  The President has the authority to approve starting base salaries over 94% of the CUPA average with documentation and written justification of recruitment difficulty or other unusual conditions.

Faculty (Internal Procedure)
Transferred faculty members of the University are typically hired at or below 94% of the CUPA average for the position, within available funds.  The President has the authority to approve starting base salaries over 94% of the CUPA average with documentation and written justification of recruitment difficulty or other unusual conditions

Promotions (Upward movement)

Classified (Internal Procedure)
Upward movement is a change to a different class with a higher range maximum.  There is no increase in pay associated with upward movement unless the compensation in the new grade falls below the minimum for the position.  In no case shall the increase result in base pay that is below the grade minimum or beyond the grade maximum for the new classification.  The President has the authority to approve salary increased for upward movement after reviewing documentation and written justification prepared by the hiring authority.
Exempt (Internal Procedure)
Exempt employees of the University who are promoted are typically compensated at or below 94% of the CUPA average for the position, within available funds.  The President has the authority to approve starting base salaries over 94% of the CUPA average with documentation and written justification of recruitment difficulty or other unusual conditions.

Faculty (Board Policy)
The general concept of faculty promotion is stated in the Board Policy Manual section 1-1-308 Promotion.

Promotion at the University provides a mechanism for the recognition of personal contributions of faculty members to the mission of the University and reputation as well as a professional contribution of the advancement of the state of the art and the society at large. While judgment of potential contributions must necessarily be based on past performance, it is expected that persons achieving a given rank will continue to take initiatives which are valued by the institution.

Although the administration of promotion policies at the University must be equitable, it must not be perceived as implying identical standards for types of contributions by each individual faculty member. The promotion policy must facilitate the recognition of diverse potentials which harmonize individual competence and initiative with institutional needs and values. The promotion policy attends to both the quality and quantity of contributions, with greater emphasis on the former.

Specific academic or professional qualifications and performance guidelines shall be established by program area faculty in consultation with the school director. These must be written and maintained in consultation with the academic schools of the respective college and shall be approved by the appropriate dean and the Chief Academic Officer. (See also 2-3-901, et seq., Promotion and Tenure

Guidelines.)

The amount of compensation associate with promotion is stated in the Board Regulations section 3-3-901 Promotion Stipend. The Salary Equity Committee recommends that the promotion stipend.  Compensation increases for promotions will be funded centrally.

Demotions (Downward movement)

Classified (State Personnel Rules)
Downward movement is a change to a different class with a lower range maximum.  If an employee of the University elects voluntary to move to a position with a lower grade maximum, the employee is not entitled to saved pay and the new salary may not exceed the maximum of the new pay range.  Saved pay applies only to downward movements due to individual allocation, system maintenance studies, and the annual compensation survey to maintain an employee’s current base salary when it falls above the new grade maximum.  In cases of saved pay, base pay shall be moved to the grade maximum at the first available opportunity that does not cause a loss in the employee’s pay.  However, in no case will the employee’s base pay remain above the grade maximum after three years from the action, even if it results in a loss in pay.

Exempt (Internal Procedure)
Exempt employees of the University who are demoted voluntarily or otherwise are typically compensated at or below 94% of the CUPA average for that position, within available funds.  The President has the authority to approve starting base salaries over 94% of the CUPA average with documentation and written justification of recruitment difficulty or other unusual conditions.

Faculty

Not applicable
Discretionary Pay 
Classified, Exempt (State Personnel Rule and Internal Procedure)
Discretionary Pay is a non-base building temporary pay adjustment.   These changes differ from in-range salary movement in that they are used to effect temporary changes in pay, and are subject to the following general provisions:

· Shall be funded within existing budgets;

· Are not guaranteed and may be discontinued at any time;

· Are not subject to grievance or appeal, except when an allegation of discrimination exists. 

· Require an individual differential pay award agreement called a Personal Services Agreement (PSA) between the employee and the hiring authority that stipulate the terms and conditions of the differential.  A copy of the agreement must accompany the request for pay adjustment; and

· The request for pay adjustment and associated agreement shall be recommended by a Hiring Authority and approved by the Director of Human Resources.

Temporary (non-base building) changes to pay may be granted in the following circumstances:

Counteroffer to a verifiable job offer is used when an employee with critical strategic skills receives a higher salary offer from another department or outside employer and the hiring authority needs to retain the employee.  The sum of a non-base building differential and current base pay cannot exceed a statutory lid in any given month and may be paid in one or more payments.

Referral award is a lump sum that may be granted to a current employee for the referral and subsequent hire of a new employee to the University where the position requires a unique, specialized skill and there is a documented shortage in the labor market and recruitment or retention difficulty in the department.  This award is to be used for permanent employees unless the President grants an exception.  Employees who influence or are responsible for hiring and those performing recruitment as part of their regular assignments are ineligible.  The sum of the award and the current base pay cannot exceed a statutory lid in any given month.

Temporary pay differential is an award that may be granted to a current permanent employee in his/her current position.  The sum of the temporary award and current base pay shall not exceed a statutory lid in any given month and is paid through regular payroll.  This differential shall not be used as a substitute for the promotional or allocation process.  Temporary pay differentials are used for the following reasons:

1. acting assignment where the employee assumes the full set of duties (not “in absence of”) of a higher-level position. The differential shall not exceed six months for any given acting assignment;

2. long-term project assignment that is not expected or customary part of the regular assignment and is critical to the mission and operations of the department as defined by the purpose of the project, its time frame, and the critical nature and expected results; or,

3. retain a unique, specialized set of skills or knowledge that is critical to the mission and productivity of the department.  The loss would result in documented severe effect on the department’s mission and productivity.
Faculty (University Regulations)
Each full-time faculty member or exempt administrator who is meeting all contractual responsibilities in areas including administration, teaching, advising, service and scholarship/creative activities may teach for supplemental pay one overload course of up to five credit hours per semester for resident instruction or extended studies. An overload must be approved by the chair or director and dean. Any exceptions must be approved by the Chief Academic Officer.

Annual Increases 

Classified (State Personnel Rules)
The annual salary increases for classified employees are determined by recommendation by the State Director of Personnel and approved by the State Legislature.  A total compensation package is approved incorporating performance pay, benefit contributions, and salary survey increases.

Exempt (University Regulations)
Board Regulations 3-4-120 Individual Compensation Review. Salary adjustments for exempt employees will be determined by the responsible vice president after an evaluation of each position and the individual who holds the position. The vice president will consider the current nature of the position, any changes in the nature and duties of the position which would be in the best interests of the University, and how any

changes, if necessary, can be effected. The vice president will consider the structure and function of all areas within his or her responsibility in evaluating positions, including the transfer, elimination or addition of duties from one unit to another in order to maximize efficiency and quality of the function being performed. The vice president will establish appropriate pay ranges for the positions evaluated. After completion of the 3-4-120 evaluation of positions, the vice president will then evaluate the individuals who

are or will be in those positions in order to determine appropriate salary adjustments. No across the board increases will be awarded. The vice president will consider in his or her evaluation of individuals the interest of the University in developing an efficient, creative, high quality professional staff with the appropriate skills, education, training and experience for the jobs involved. The vice president will recognize excellent past and potential job performance with pay rates determined within the context of

competitive pay rates, equity, parity with similar institutions, and the overall contribution of the individual in his or her position to the goals and mission of the University.

Faculty(University Regulations)
Board Regulations 3-3-701 Faculty Salary Distribution.

3-3-701(1) Faculty Compensation Procedures. 

(a) The University is committed to a faculty salary distribution process which meets the following objectives, subject to available resources:

(I) To increase and maintain salaries to a competitive level for both recruitment and retention of faculty at all ranks.

(II) To provide appropriate compensation for all faculty “meeting expectations” on their annual evaluations and other responsibilities as university employees.

(III) 
To fund centrally promotion, equity adjustment, summer faculty compensation, and teaching/graduate assistantship increases.

(b) Further, the University is committed to the determination of an individual faculty member’s salary in accordance with the following principles:

(I) Continuing full-time faculty will not have their salaries reduced as a result of modifications to the University compensation policy.

(II) Continuing full-time faculty will receive no less than their current academic year salaries, excluding administrative and extra duty stipends. (Note: For faculty in the University Libraries, the academic year salary is the fiscal year salary.)

(c) The following guidelines will determine the distribution of any salary increase monies available each fiscal year:

(I) The salary increase monies available for distribution (salary and benefits) will be determined through the annual budget setting process.

(II) Compensation increases for promotions, equity adjustments, summer faculty increases, and teaching/graduate assistantships will be funded centrally.

(III) Twenty percent of the remaining salary increase monies will be retained centrally in a parity pool. The pool will be allocated after discussions between the Chief Academic Officer (CAO) and the academic deans.

(IV)
 Faculty increase monies will be allocated to the colleges/academic units based on the total college allocation for full-time continuing faculty (including term faculty).

(IV) Salary monies will be awarded to faculty who are evaluated as “meets expectations” or above, with at least 25% but no more than 75% awarded for merit, the actual percentage to be annually determined by the CAO, in consultation with the academic deans.

(V) The distribution of merit money will be at the discretion of the deans in consultation with the appropriate chair or division director and consistent with the faculty members’ annual evaluation.

VII) 
The CAO will provide annually to the Salary Equity Committee a compensation distribution report which includes, but is not limited to, distribution of the parity pool and merit monies.

Overtime
Eligibility for overtime is determined by a position review conducted by the Human Resources office.  The eligibility status is noted in the position description.

Classified (State Personnel Rules)
3-26. All employees are covered by the Fair Labor Standards Act (FLSA). Under FLSA, the state is considered to be a single employer. Employees cannot waive their rights under FLSA.
3-27. Overtime for non-exempt employees shall be approved in accordance with a department’s procedure. A department head shall establish a policy to address unauthorized overtime work;

however, prohibition of unauthorized overtime does not avoid the requirement to pay if it is actually worked.

3-28. Overtime is the time a non-exempt employee works in excess of the 40 hours during a standard workweek (168 consecutive hours in seven consecutive days). Appointing authorities may apply

different work periods for law enforcement and health care employees as permitted by federal law. Such excess hours are paid at 1½ times the employee’s regular hourly base pay rate, including applicable premium pay. Monetary payment must be made by the next regularly scheduled payday following the pay period in which it was worked.

A. Compensatory time in lieu of monetary payment is allowed if there is a written agreement between the department and any employee hired after April 15, 1986. Written agreements for those hired prior to April 15, 1986, are unnecessary provided that the department had a regular practice in place for granting compensatory time. Acceptance

of compensatory time may be a condition of employment for new employees. Appointing authorities must ensure that compensatory time is scheduled as soon as practical.  Compensatory time shall not exceed 240 hours (or 480 hours for law enforcement) and any additional overtime must be paid at the next regular pay period. If a department

wants to place limits on the accrual or payment of compensatory time, a policy must be developed and communicated prior to use and on an ongoing basis. Unused compensatory time at termination or transfer to another department must be paid at that time.
Exempt(Federal Law)

Handled in accordance with the Fair Labor Standards Act
Faculty (Federal Law)
Not Applicable.  Teachers are exempt from overtime by the Fair Labor Standards Act.

Other Classified Premium Pay (State Personnel Rule)
Shift Differential is additional pay beyond base pay for employees working shifts.  Eligible classes are published in the annual compensation plan.  Employees who work a second or third shift in a position eligible for shift differential receive a shift differential for all hours worked during the shift.  Second shift rate applies when half or more of the scheduled work hours fall between 4:00 p.m. and 11:00 p.m.  Third shift rate applies when half or more of the scheduled work hours fall between 11:00 p.m. and 6:00 a.m.  If hours are evenly split between shifts, the higher shift differential rate applies to all hours worked during the shift.  To be eligible for shift differential pay, the position must be recommended by the Hiring Authority and approved by the President.

Call Back is additional pay beyond base pay for a minimum of two hours when a non-exempt (eligible for overtime) employee is required to report to work before or after a scheduled shift (not a continuation of the shift).  Any call back time is counted as work time.  Employees exempt from overtime are also eligible when the position is recommended by the Hiring Authority and approved by the President.
On Call is additional pay beyond base pay for employees specifically assigned, in advance, to be accessible outside of normal work hours and where freedom of movement is significantly restricted; however, the employee is still free to use this personal time effectively.  Eligible classes and the rate are published in the annual compensation plan.  Eligibility for individual positions in classes not published must be determined in advance in writing by the Hiring Authority and approved by the President.  The Director of Human Resources maintains records of such designations.  Only time while actually on call shall be paid at the special rate.  In call back situations, employees eligible for both on call and call back pay shall receive call back pay only.
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