
PREAMBLE 
 
Unless otherwise noted in a specific provision, the State Personnel Director’s Administrative Procedures 
were adopted by the State Personnel Director on May 2005, pursuant to a Statement of Basis & Purpose 
dated May 5, 2005.  Such rules and procedures were effective July 1, 2005. This version reflects 
rulemaking by the State Personnel Director as follows: to modify Procedures 3-18. 
 
Chapter 3 – Compensation  
 
Authority for rules promulgated in this chapter is found in one or more of the following: the State of 
Colorado Constitution Article XII, Section 13, § §24-50-104 (1)(a), (b), (c), (e), (f), (4), (5), (6), (9), and 24-
50-104.5(1), 109.5, 136, 137, and 208, C.R.S. Board rules are identified by cites beginning with “Board 
Rule”. 
 
Lateral Adjustments   
 
3-18. Lateral movement is a change to a different class or position with the same range maximum (e.g., 

transfers, individual allocations, system maintenance studies including class placement), or an in-
range salary movement in the same class and position. Base pay can be offered at a rate that 
falls within the pay range of the class and does not exceed the grade maximum. In addition, in-
range salary movements are subject to the provisions below. (1/1/14)  

 
In-Range Salary Movements.  A department may use these discretionary movements to increase 
base salaries of permanent employees who remain in their current classes and positions when 
there is a critical need not addressed by any other pay mechanism. The use of in-range salary 
movements is not guaranteed and shall be funded within existing budgets. These movements 
shall not be retroactive and unless specifically noted in these rules, frequency is limited to one in-
range salary movement in a 12-month period. No aspect of granting these movements is subject 
to grievance or appeal, except for alleged discrimination; however, an alleged violation of the 
department’s plan can be disputed. A department’s decision in the dispute is final and no further 
recourse is available. Once granted, a reduction in base salary is subject to appeal. Departments 
must develop a written plan addressing appropriate criteria for the use of any movement based 
on sound business practice and needs, e.g., eligibility, funding sources, approval requirements, 
measures to ensure consistent use. The plan must be communicated within the department and a 
copy provided to the Director prior to implementation. If granted, there must be an individual 
written agreement between the employee and the appointing authority that stipulates the terms 
and conditions of the movement. Records of any aspect of these movements shall be provided to 
the Director when requested. (02/2017)  
 
A. Salary Range Compression. Used as a salary leveling increase where longer-term or more 

experienced employees are paid lower in the range for the class than new hires or less 
experienced employees over a period of time resulting in documented retention difficulties. 
Thus, there is a valid need to increase one or more employee’s base salary in the class to 
recognize contributions equal to or greater than the newly hired or less experienced 
employees. Justification shall be required based on facts. To be eligible, an employee must 
be performing satisfactorily as evidenced by the most recent final overall performance rating. 
The increase may be up to 10 percent or the maximum permitted by the department’s policy 
on hiring salaries, whichever is greater, and subject to the pay grade maximum. (9/1/12)  

 
B. Counteroffer. Used when an employee with critical, strategic skills receives a higher salary 

offer from another department or outside employer and the appointing authority needs to 
increase the employee’s base salary for retention purposes. To be eligible, an employee 
must be performing satisfactorily as evidenced by the most recent final overall performance 
rating. Written confirmation of the other entity’s salary offer is required. The increase may be 
up to 10 percent or the maximum permitted by the department’s policy on promotional pay, 
whichever is greater, and subject to the pay grade maximum. 



 
C. Delayed Promotional Increase. Used when a promotion is made with no salary increase or 

partial salary increase because production expectations are unproven and/or funds may be 
unavailable at the time of promotion. This is a one-time base salary increase within 12 
months of the date of promotion when funds become available and the employee’s 
contributions are fulfilled. The intent to provide a later salary increase must be documented at 
the time of the promotion. To be eligible, an employee must be performing satisfactorily as 
evidenced by the most recent final overall performance rating. The increase may be up to 10 
percent or the maximum amount permitted in the department’s policy on promotional pay 
increases, whichever is greater, and subject to the pay grade maximum. Transfer, promotion, 
demotion, or separation of the employee will negate the delayed increase.  

 
D. New Hires. Used at the time an employee is hired when production expectations for critical 

skills are unproven and/or funds may be unavailable. This is a one-time base salary increase 
within 12 months of hire. The intent to provide a later salary increase must be documented at 
the time of hire. To be eligible, early satisfactory completion of specified training objectives 
must be documented. This is limited to a one-time increase up to 10 percent or the maximum 
permitted by the department’s policy on promotional pay increases, whichever is greater, and 
subject to the pay grade maximum. Transfer, promotion, demotion, or separation of the 
employee will negate the delayed increase. 

E. Competency-Based Increase.  Used when an employee achieves the complete set, or a 
subset, of competencies required at the fully-operational level for a specific position.  
Required competencies must be specifically defined with deadlines for achievement, and 
must be communicated in writing to the employee prior to granting an increase. 
Competencies that are the basis for this increase must be required to perform permanent, 
essential functions assigned to the position. The intent of this increase is to promote career 
development by aligning pay increases with achieving all required competencies at the fully-
operational level. Increases are limited to no more than two per 12-month period.  This type 
of increase shall not be applied as a substitute for Merit Pay.  To be eligible, an employee 
must demonstrate required competencies as evidenced by a written evaluation by the 
supervisor.  The increase may be up to 10 percent or the maximum permitted by the 
department’s policy, whichever is greater, and subject to the pay grade maximum. (02/2017) 

 
 

 


