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Career Path Program Policy
I.
Policy

The career path program is designed to establish opportunities for employees to advance within a specific job classification without having to transfer out of the job classification or their department.  The career path program will focus on identifying the complexities associated with the job, the individual competencies required for advancement, and the need of the department and its ability to fund the program.

II.
Objectives
· To provide an internal promotion and recognition process as part of a comprehensive retention strategy.

· To focus the organization’s limited resources in compensating individuals based on their ability to perform at various job complexity levels.

· To provide a structured process of determining the appropriate placement of external applicants based on their current competency and their ability to perform at various job complexity levels.

III.
Procedure

The career path program has the following components:

· Eligibility Requirements and Readiness Diagnostic

· Funding Requirements

· Job Complexity Determination

· Individual Employee Competency Levels

· Career Path Matrix Salary Schedule

· Employee Placement Process

· Employee Advancement

· Administrative Responsibilities

Eligibility Requirements and Readiness Diagnostic

Departments will submit a formal request to their appropriate senior manager to establish a competency/complexity matrix for a select position.  This request must address the following issues.


Is there a recruitment and retention issue?

If established, will the department and/or the organization realize a savings that will offset the cost of the program?

Does the culture of the department allow for the success of implementing a career path program?

Is the department prepared to support the program by developing training processes or allowing employees the time to obtain training independently?

Does the department have the technology to support and measure employee progress in the system?

Funding Requirements

Each career path program is to be funded by the requesting department.  The funding is to cover the support required to design the program, employee communication materials, and on-going training required to prepare employees for future career path advancement.  Each department will submit the estimated expenses and how the expense will be funded as part of their request to establish the program.  Once approved, the department will be required to include the expense of the career path program in all future operating budgets.

Job Complexity Determination

The department will be required to identify the job complexities associated with the career path program.  The focus should be on three primary levels of complexity:
· Entry/Low Complexity

· Core/Moderate Complexity
· Advanced/High Complexity

The determination of the complexity levels should incorporate the following items:

Essential Functions Related to the Level

Formal Education and Job-Related Experience Required for the Level

License, Registration, or Cert. Required for the Level

Minimum Technical Knowledge Required

Supervision Provided

Teamwork and Collaboration

Internal and Internal Contact Responsibility
Communication Skills Required

Problem Solving Skills Required

Guidance Provided

Safety Responsibility

Quality Responsibility

Performance Improvement
Supervisory Responsibility

Budget Authority

Confidentiality Responsibility

Individual Employee Competency Levels

Three primary competency levels will be utilized in all career path programs.
Novice/Entry
Knowledge of fundamental concepts, practices and procedures of particular field of specialization.  Uses established procedures and works under immediate supervision to perform assigned task.  All work is closely reviewed.  (Bottom 1/3 of the pay range)
Competent
Processes and applies a broad knowledge of principles, practices and procedures of particular field of specialization to the completion of difficult tasks.  Usually works with minimum supervision, conferring with superior on unusual matters.  May be assisted by lower level staff.  Has some latitude for unreviewed action or decision. It is expected that all competent professionals will achieve this level. (Middle 1/3 of the pay range)
Expert
Possess and applies comprehensive knowledge of particular field of specialization to the completion of significant assignments. Have well developed leadership qualities.  Capable of crossing fields of specialization.  Reviews progress and evaluate results.  May lead and direct projects.  May act in liaison capacity with other departments in the organization.  Recommends modifications to procedures.  Operates with considerable latitude for un-reviewed action or decision.  (Top 1/3 of the pay range)
Additional levels in between the three primary levels will be considered based on department requirements.
Establish the Career Path Matrix Salary Schedule

Each matrix established will have its pay range developed as follows:

1. The lowest complexity level of the job (Level I or Minor Complexity) will be the focus in determining the entry or start rate for the position.

2. Each competency level will be assigned a pay range/level designation.
Employee Placement 
New hires whose qualifications equal the requirements outlined in the job level and competency description should begin employment at the established minimum for that cell. Focus should be on hiring Level I/Novice-Entry qualified staff.  The hiring department must be able to justify, both financially and based on operational need, the hiring of staff in any pay range placement above Level I/Competent and will require senior team member and Human Resource approval.

Newly hired and returning employees will be eligible for transfers or promotions, to a position outside the current matrix, after completing one hundred eighty (180) days in their present position.

Employees returning to the same job from a leave of absence will begin at the pay in effect prior to commencement of the leave of absence (unless a market adjustment has occurred).

Employee Advancement
Movement to the next pay range position will occur in conjunction with the employees normally scheduled performance review.  The department must have obtained budgetary approval and be able to justly both operational need for the movement and the employees eligibility.  The move of an employee to another pay range position in the matrix will require department management, senior team, and Human Resource authorization.  To be eligible, an employee must have been performing in the current pay range position for a minimum of 6 months.  An employee may be demoted, with cause, to a cell below their current position within the matrix.  Such a demotion will require Human Resource review of the justification, Human Resource approval and senior leadership team approval.

Career Path Program

Job Level/Individual Competency Assessment
	Employee Name:


	
	Dept/Unit:
	

	Effective Date:


	
	Supervisor:
	

	Current Job Level:


	
	Current Competency:
	


Job Level Assessment (Q=Qualified   NQ = Not Qualified)

	Job Category
	Level I
	Level II
	Level III

	(Refer to Job Description)
	Q
	NQ
	Q
	NQ
	Q
	NQ

	1. Essential Functions (Overall)
	
	
	
	
	
	

	2. Formal Education
	
	
	
	
	
	

	3. Job Related Experience
	
	
	
	
	
	

	4. License/Registration/Certification
	
	
	
	
	
	

	5. Minimum Knowledge
	
	
	
	
	
	

	6. Teamwork/Collaboration
	
	
	
	
	
	

	7. Problem Solving
	
	
	
	
	
	

	8. Guidance
	
	
	
	
	
	

	9. Quality
	
	
	
	
	
	

	10. Supervisory Responsibility
	
	
	
	
	
	


	Comments on Assessment and Recommendations

(Specific Examples and Justification for Overall Recommendations)



	Recommended Job Level: _______________




Career Path Competency Assessment (D = Developmental                            FQ = Fully Qualified   E = Expert)

	Job Category
	Level I
	Level II
	Level III

	(Refer to Job Description)
	D
	FQ
	E
	D
	FQ
	E
	D
	FQ
	E

	1. Essential Functions (Overall)
	
	
	
	
	
	
	
	
	

	2. Teamwork and Collaboration
	
	
	
	
	
	
	
	
	

	3. Communications
	
	
	
	
	
	
	
	
	

	4. Problem Soloing
	
	
	
	
	
	
	
	
	

	5. Guidance
	
	
	
	
	
	
	
	
	

	6. Quality
	
	
	
	
	
	
	
	
	

	7. Supervisory Responsibility
	
	
	
	
	
	
	
	
	


	Comments on Assessment and Recommendations

(Specific Examples and Justification for Overall Recommendations)

	Recommended Competency Level: _______________________




Recommended Pay Level

	Current Pay
	Recommended Pay
	$ Difference
	Budgeted

	
	
	
	Yes
	No

	
	
	
	
	


Approvals

	Immediate Supervisor:


	Date:

	Director/Vice President:


	Date:

	Career Path Review Committee:


	Date:


























