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Policy on Certificated  Employee Salary Step Advance (except Chancellor, Vice Chancellors, and General Counsel)

1.   Qualifications.   Qualification for step advance is based upon status in which the employee was serving and the salary schedule 
      on  which he/she was paid at the time step advance is computed.

2.   Requirements.  A certificated employee shall receive a step advancement in his/her assignment within the limitations of the 
salary schedule of his/her class either at the beginning of the first pay period within his/her assignment basis which commences 
on or after July 1 or at the beginning of his/her first pay period which commences on or after the beginning of the spring semester  
in accordance with the following provisions:

a.   Pay Period Rate Employee (except for President and Vice President).   The employee must have had an assignment to active 
service in a certificated position compensated on a pay period rate salary schedule or flat rate for substitutes for at least the 
number of hours that correspond to 130 days within the limits of his/her A,  B,  C,  D, or  M assignment code basis or 
combination thereof and twelve payroll periods have passed since the last step advance was granted.  If when the step advance 
program is run the employee does not change his/her step, then no step advance shall be counsidered to have been granted.  
The date of the last step advance is the date on which the step actually was changed. 

      An assignment to active service on such a pay period rate salary schedule as a temporary consultant, active employee, or as a 
substitute shall count toward the required number of hours of service in the regular assignment.  No credit for step 
advancement shall be allowed for service which provided the equivalent of step advancement for salary determination of an 
assignment effective on or after the beginning of the current academic year.

For purposes of step advancement, in computing the number of hours that correspond to 130 days, the number of hours that 
constitute a day is found by dividing the number of hours assigned per pay period by 20.  If there is a change in the number of 
assigned hours then the average number of hours per day shall be computed in proportion to the assignments and their 
respective periods.

In computing time served as a flat-rate substitute that corresponds to 130 days, pay for two days at a half-day rate or one day 
at a full-day rate equals one day.  A person assigned as a senior instructor (status SR) in a monthly rate class shall not receive 
step advancement in that assignment.

b. Hourly Rate Employee.    The employee must have had an assignment to active service in a certificated position compensated 
on Column K of the hourly rate salary schedule for at least 70 hours within the C assignment code basis and in addition the 
period of service must have occurred in at least seven pay periods since the last step advance was granted.  An assignment to 
active service as a substitute shall count toward the 70 hours in the regular position.

c. Assignment to active service for step advance means all of the time for which pay is received except that excluded in Sections 
“a” and “d”.

d. Extra assignments outside of the A,  B,  C,  D,  or  M basis, such as summer session assignments, shall not be counted 
toward satisfying the advancement requirements.

e. A Vice President  , provided he/she has served for at least 130 days as Vice President during the preceding fiscal year, is 
eligible for advancement on the Vice President salary schedule effective the start of the first pay period which begins on or 
after July 1. Advancement from one step to the next within a Range (other than step 5 to 6 or 10 to 11) is discretionary with 
the Chancellor and requires, at a minimum, satisfactory performance and a recommendation for step advance from the 
President.
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Advancement from one Range to the next (step 5 to 6, or 10 to 11) is discretionary with the Chancellor and requires, at a 
minimum, satisfactory performance and a recommendation for step advance from the President; and beginning July 1, 2002, 



also requires, at a minimum, clear evidence of performance that exceeds expectations (including, but not limited to, a 
comprehensive evaluation completed within the previous two years).

f. A  President  , if he/she has served for at least 130 days as  President during the preceding fiscal year, is eligible for 
advancement on the President salary schedule effective the start of the first pay period which begins on or after July 1. 
Advancement from one step to the next within a Range (other than step 5 to 6 or 10 to 11) is discretionary with the 
Chancellor subject to ratification by the Board and requires, at a minimum, satisfactory performance. Advancement from one 
Range to the next (step 5 to 6, or 10 to 11) is also discretionary with the Chancellor subject to ratification by the Board and 
requires, at a minimum, clear evidence of performance that exceeds expectations (including, but not limited to, a 
comprehensive evaluation completed within the previous two years.

3. Active Service.   Active service for step advance includes time for which pay was received and time on certain types of leaves.  
Any employee, other than a substitute employee with substitute status only, will be granted credit for step advance for certain 
experience on the same basis as if such experience were an active assignment.  Experiences for which credit will be granted 
are the following leaves of absence  (Board Rule 10533).

  Exchange Military
                  Federal Grant Organization
                Illness  (If paid) Peace Corps
                Industrial Accident Red Cross
                Legislative Sabbatical
                Merchant Marine Work  Experience

Time spent on other types of leaves does not count toward step advance.

For employees on part-time assignments while on Legislative and Organizational leaves, the time served will be credited and 
equivalent days computed as in Section 2a above.

4.   Board Action Required.   The Board of Trustees may grant or withhold step advance on an annual basis  (Board Rule 10526).

  
   


