CAREER ENHANCEMENT/GROWTH PROGRAM (CEGP) INSTRUCTIONS

Program Intent
The purpose of this program is to recognize and reward contract classified staff covered under the SEIU 925 contracts July 1, 2009 – June 30, 2012 (See Article 30.8) whose pay tables reflect CEGP steps and whose development of skills, increased productivity, or permanent assumption of higher-level duties has resulted in service enhancements or efficiencies for the department in which the employee works. These are contributions in excess of those normally expected of someone in the employee’s classification but which do not otherwise qualify the employee for reclassification. The CEGP is intended to recognize permanent contribution, rather than a onetime only project-oriented contribution. There are no restrictions regarding the number of staff who may receive CEGP steps.

Program Reward
There are various numbers of CEGP steps on different ranges. Eligible employees may receive one step per year up to the maximum number of CEGP steps. Funding for the CEGP steps comes from the employee’s department budget. There is no central CEGP fund.

Program Eligibility
All staff whose pay tables reflect CEGP steps and who have been at the highest step in their range and in the same job classification for a minimum of one year are eligible for a CEGP step. After one year at the first CEGP step, staff are eligible for one additional CEGP step annually to the maximum number of available CEGP steps.

CEGP Retroactivity 

A CEGP award may start no earlier than two (2) pay periods before the date of appointing authority approval. This is to allow for administrative processing requirements. In the event an employing official believes that circumstances for a particular CEGP award are exceptional, the official should contact the unit's Human Resources Consultant.

Process to Obtain Approval for CEGP Step
Approving CEGP step increases is at the sole discretion of appointing authorities or their designees.  Supervisors are responsible for ensuring that all departmental routing and approval requirements are met.

Unlike reclassifications, employees may not formally initiate the CEGP process.

The completed CEGP form is copied and distributed as specified at the bottom of the form.  The Human Resources copy of the form is sent to the appropriate Human Resources Office (Campus HR Operations, Medical Centers Human Resources–UWMC and HMC).  The Human Resources copy is for record keeping purposes and not approval.

Appeals/Grievances
The CEGP is not subject to the contractual grievance procedure.
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Do not use this form for Recruitment/Retention adjustments.

For instructions on completing this form in MS Word see: http://www.washington.edu/admin/hr/forms/instructions.html

INSTRUCTIONS: This form is for the Career Enhancement/Growth Program only.  Send completed form, including all required signatures, to your Human Resources Office (listed below).  The CEGP applies only to contract classified staff whose pay tables reflect CEGP steps.

	section I – to be completed by employing department

	[bookmark: lastname]Employee Last Name:      
	[bookmark: firstname]First Name:      
	[bookmark: middle]Middle:      
	[bookmark: department]Department:      

	[bookmark: jobtitle]Job Title:      
	[bookmark: jobcode]Job Code:      
	[bookmark: fte] FTE %:      

	[bookmark: salary]Salary Range:      
	[bookmark: step]Current Step:      
	[bookmark: recentincrease] Date of Most Recent Step Increase:
[bookmark: mostrecentdd][bookmark: mostrecentyyyy]mm/dd/yyyy

	[bookmark: donoruwid][bookmark: effectivemm][bookmark: effectivedd][bookmark: effectiveyyyy]Effective Date for CEGP Increase mm/dd/yyyy (may be no earlier than 2 pay periods before date signed by Appointing Authority)

	Eligible staff, i.e., employees who have been in the same job classification at the highest automatic increment step or an intermediate CEGP step in the same job classification for a minimum of one year, qualify for a CEGP step when their skills development, increased productivity, or assumption of higher level duties has resulted in service enhancements or efficiencies for the department in which they work.  The higher level duties must be permanent but not otherwise qualify the employee for reclassification.

	

	section II – STATEMENT OF QUALIFICATIONS FOR CEGP STEP

	Include examples of how the employee's skills development, increased productivity or assumption of higher level duties has resulted in service enhancements or efficiencies to your department/work area that exceed those ordinarily expected of an employee in this classification.
     

	Name of Supervisor (print or type): 

     
	Signature: _________________________________
	[bookmark: supsigdate]Date:      

	Name of Budget Authority (print or type): 

     
	Signature: _________________________________
	[bookmark: authoritysigdate]Date:      



Distribution: Make 3 copies – Mark each as “copy”
One copy each for HR Operations Office, Department, Employee

	hr operations offices

	Harborview Medical Center
Medical Centers Human Resources
325 Ninth Avenue
Seattle, WA  98104-2499
Box 359715
Voice: (206) 744-9220  Fax: (206) 744-9955
	UW Medical Center Operations
BB150 UWMC
Box 356054
1959 NE Pacific
Seattle, WA 98195
Voice: (206) 598-6116   Fax: (206) 598-4610
	Campus HR Operations 
UW Tower C-1
Box 359532
4333 Brooklyn Ave NE
Seattle, WA 98195-9532
Voice: (206) 543-2354   Fax: (206)  685-0636
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