
Procedures for Requesting  

In-Grade Pay Increases 
 

Background: 

Foundation Policy 219, as approved by the Foundation Board of Directors, addresses the 
Foundation’s fundamental compensation policy.  A key provision found in Policy 219 is to 
develop procedures to facilitate the implementation of the intent of that policy.  

These procedures were developed to help meet that need.  These procedures apply to the process 
used to request pay rate adjustments that, if approved, would not move the employee’s rate of 
pay beyond the existing Salary Grade (either higher or lower) for the current position held by the 
employee. 

These procedures do not apply to pay adjustments that, if approved, would result in a change to 
the position by moving it to a different Salary Grade.  Examples of when these procedures will 
not apply include promotions or position reclassifications. These procedures also exclude pay 
changes considered “standard”, such as the flat 3% increase that all non-grant full time 
employees have received during the past several years, or those that would apply when the Board 
approved merit pool is operative.  

Common examples of when these procedures will apply include when an employee moves into 
another position in the same Salary Grade (such as a lateral move); when an employee takes on 
additional or different duties and their position is not eligible for a reclassification; when pay for 
a given position has not kept pace with the existing job market (such as a market based 
adjustment), and situations related to retention.  These are the most common examples and the 
list is not inclusive of every possibility.   

Eligibility for Pay Increases: 

There are basic requirements that apply to all employees regarding pay increases under these 
procedures as outlined below.  

The employee: 

- Must have at least 1 year of continuous full time service with Foundation as a “full 
benefited” employee. 

- Must have completed at least 6 months of full time service in the current position. 
- Must have a current performance evaluation on file with overall performance rated at 

least satisfactory, or higher. 
- Have no prior base salary adjustments resulting from the same functions or factors. 



- May receive an in-grade pay increase only once during any fiscal year. 

Other requirements: 

- The employee, or employee’s supervisor or manager, must complete and submit a 
formal request to the appropriate Director for consideration of any pay increase by 
using the “In-Grade Increase Request” form.   

- Funding must be available, as determined by the respective Director, in order to 
approve any pay increase under these procedures.   

- Pay changes shall not be effective retroactively. 

Retention:  Retention of a valuable employee (as determined by the respective 
Director) due to a genuine salary offer originating outside of Foundation. 

Process: 

An in-grade pay increase may be requested by the employee directly impacted by the requested 
increase, or the respective supervisor / manager of the employee.  In-grade increases must be 
approved by the person in the position with budget authority of the position under consideration 
(i.e.: Director or Dean).   

All requests for pay increases must be submitted in writing by completing the In-Grade Increase 
Request form and then submitting the completed form to the respective Director (Director’s may 
accept the completed form via email).   

The respective Director will determine if an increase is within their authority.  When the request 
for the increase falls within their authority, the Director will consider the request carefully and 
deliberately, and will determine if the request should be approved or denied, based on the given 
set of circumstances as documented by the employee, supervisor, or manager submitting the 
request.  Among other things, the Director will take into account all relative and material factors 
as well such as the budgetary impact of approving the request.  In some cases, the Director may 
consult with others to assist them in their decision making process (such as the Chief Financial 
Officer or Chief employment Officer). 

A Director / Dean may authorize requests for a pay increase in their area of responsibility up to a 
maximum of 5%.  Requests for pay increases exceeding 5% require review, analysis, and 
approval by the Executive Director (or designee).   

A Director / Dean receiving a completed In-Grade Increase Request form that falls within their 
approval authority shall review, decide, and communicate their decision on any such request 
within 15 calendar days of receipt.  Any request not approved or denied within this 15 day period 
automatically becomes eligible for review and consideration by the Chief Employment Officer.   

When a request exceeds the approval authority (i.e.: 5%) of the Director / Dean, the Director 
shall review, analyze, and make a recommendation for approval or disapproval of the request 
(along with the basis of their recommendation), and forward the completed In-Grade Increase 



Request form, and any supporting documentation to the Executive Director (or designee) within 
15 calendar days of the original receipt of the request. 

When the Executive Director is unavailable for extended absences (i.e.: more than 45 days) or 
due to a position vacancy, their authority for pay increases will temporarily reside with the Chief 
Employment Officer.   

When a Director forwards a request to the Executive Director (or designee) for review, the 
request will be considered.  When approved, the request will be returned to the respective 
Director for subsequent communication to the respective employee, and when approved, the 
Director will take action to implement the decision.  Requests that have been denied will also be 
returned to the Director for communication to the employee. 

Among the key information reviewed and analyzed by the Executive Director (or designee) will 
be the basis for the request, the recommendation made by the Director, market salary data and 
Compa-Ratio using the appropriate target given the nature of the employee’s position and 
qualifications and experiences, time in the current role at Foundation, and internal wage parity 
analysis. 

When the respective Director determines a pay increase is warranted, or has received approval 
from the Executive Director (or designee), the ETF form is prepared by the respective Director 
and shall include the In-Grade Increase Form outlining the justification for the approval, and 
forwarded to Employment Services for processing.  Providing a copy of the original request by 
the employee, supervisor, or manager is necessary along with the completion of the ETF 
highlighting the type of pay increase. 

When a request has been disapproved, the Director will first meet with the employee impacted 
by the decision (and the original requestor if it is someone other than the employee), and explain 
the basis for disapproval.  After that meeting, the original In-Grade Increase Form and all 
supporting documentation shall be forwarded to Employment Services and placed in the 
employee’s file for records retention purposes.  

Additional Considerations: 

 Comparisons and contrasts should be made to other positions within the operational area 
of the requesting employee to help ensure that if the request is approved, that increases 
are applied equitably. 

 The percentage of time spent on higher level skills or responsibilities should be 
significant and on-going, not on an isolated or infrequent basis. 

 New duties or skills that replace others at the same level do not necessarily equate to 
growth in position responsibilities or skill sets. 

 Other compensation mechanisms may be more appropriate depending on circumstances.  
 In no case will a promise be made to any employee regarding their request to increase 

their pay prior to final approval by the appropriate approver.   
 When additional duties are added to the position as a basis for a pay increase, an 

updated position description must be attached to the In-Grade Increase Form.   



 Pay increases shall not be promised to the employee by anyone prior to final 
approval by respective Director/Dean, or Executive Director, whichever position has 
authority for the request. 

 Decisions by the Executive Director are final.  However, when a decision to deny a 
request is made by the Chief Employment Officer (or when a decision is approved but for 
a lessor amount than requested), a request for reconsideration to that decision may be 
made to the Chief Financial Officer within 5 business days of receipt of the decision by 
the impacted employee.  The Chief Financial Officer will review the basis for the 
decision made by the Chief Employment Officer and will make a final decision within 5 
business days of receipt, and that decision shall be final.  


