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1.0 Procedure Purpose  has adopted the Hay Guide Chart Method 
to provide an effective and equitable system of evaluating the relative level of skill, effort 
and responsibility associated with CMP positions, and the conditions under which the 
work is performed.   

2.01.02 Other consideration used to meet the policy objectives include internal comparisons and 
salary surveys.  Human Resources will participate in salary surveys on a regular basis 
and benchmark the University’s salaries against appropriate comparators. 

2.01.03 The University will ensure that there is a qualified pool of evaluators trained in the Hay 
Group Chart Method of job evaluation.  

2.01.04 All CMP positions will be described, evaluated and assigned classification levels to 
ensure that both new positions and existing positions maintain an equitable relationship 
to each other. 

2.01.05 Where a substantive change (normally, a change to at
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2.01.06 Evaluations will be conducted by a committee composed of at least three employees 
trained in the Hay method. At least one member of the committee will be from outside the 
Human Resources department. All committee decisions will be decided by majority vote.  

2.01.07 If the manager and the employee disagree with the evaluation, they shall have the right to 
request the committee reconsider its decision within twenty (20) working days of 
receiving the evaluation.  The manager and the employee will be asked to present their 
reasons for the request and any additional or new information about the position to the 
committee.  The committee may request additional information from appropriate parties.  
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2.04.03 When the completion of 1820 hours of service falls during a period when the employee is 
on sick leave, the decision to grant or withhold an increment may be postponed until the 
Employee’s return to work. When the decision to grant or withhold an increment has been 
postponed and the Employee does not return to work and is approved for long term 
disability, then the decision to grant or withhold the increment shall be made on the last 
day of the Employee’s sick leave. Increments granted in this 
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2.06.01 When an employee’s position is reclassified to a higher classification
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c) when the maximum salary of their new salary range becomes greater than their current 
salary, the employee will be placed at the new maximum and will receive the benefit of 
any general salary increases approved in the future; and 

d) if the maximum salary of the employee’s new salary range does not become greater than 
their current salary within two years of reclassification, then two years from the date of 
reclassification, the employee will be placed at the maximum of the new salary range and 
will receive the benefit of any general salary increases approved in the future. 

3.0 Related Policies, Procedures and Institutional Documents 

• Salary Administration for Confidential, Managerial, and Professional Support Staff Policy. 

 


