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POLICY: 
 

The Hennepin Healthcare Research Institute (HHRI) research activities are funded through 
various grants and contracts.  As such, employment and compensation levels are governed by 
the availability of funds.  HHRI supervisors, (i.e. managers, directors, principal investigators) 
have the responsibility to administer this program through established guidelines. 

 
 
II. PROCEDURE: 
 
 The following guidelines pertaining to the responsibility and delegation of authority for 

approving, processing and recording salary actions and employee status changes will apply. 
 
 A. Employee salary actions including merit increases, adjustments, job classification 

changes, promotions, downgrades, and starting salaries, after being initiated by the 
appropriate level of management will require at least a manager’s/P.I.’s approval. 

 
 B. All salary actions and FTE changes must be effective at the beginning of a pay period. 

 
 C. At no time shall salary actions have a retroactive effective date greater than 90 days 

previous. 
 
 D. The Human Resources Department is accountable for the overall administration of all 

salary programs in accordance with approved policies and procedures.  The ongoing 
maintenance of all salary records and reports will be handled in the Human Resources 
Department. 

 
 

III. GUIDELINES 
 

 A. Deviations 
 

  All deviations from approved policies and procedures will require approval from the P.I. 
or, if funding is not controlled by a P.I., two levels of approval (manager and above). 
 
Deviations that result in an employee’s salary exceeding the salary range maximum by 
10% or more will also require detailed documentation (contact Human Resources for 
guidance, if needed) for the over expenditure and will be reviewed for reasonableness 
by the Vice President, Operations prior to communication and implementation. 

 
B. Promotional Increases 
 

Two primary factors govern the dollar amount granted for an organizational promotion 
increase.  First, the individuals’ current salary position as it relates to the new salary 
range.  Second, salaries of other employees within the company performing similar 
work. 

 
Recommendations for salary increases related to job promotion are governed by the 
following guidelines.  These guidelines are based on the salary range difference 
between the current job and the new job. 
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  1. If the current salary falls within the new salary range, a 

promotional increase of up to 4% of current salary may be granted. 
 
  2. If the current salary falls below the new salary range minimum, an 

increase to the new salary range minimum should be granted, and then an 
additional increase of up to 4% based on the new salary (which is the salary 
range minimum) may be granted. 

 
The salary range minimums and maximums still are to be adhered to within these 
guidelines.  Changes out of guidelines require approval from the P.I. or, if funding is not 
controlled by a P.I., two levels of approval (manager and above). 
 

 C. Lateral Changes 
 

  No salary action is recommended for lateral changes except in special situations & 
require approval from the P.I., or, if funding is not controlled by a P.I., two levels of 
approval (manager & above). 
 

 D. Red Circle Rates   
 
Red Circle rates are defined as those salaries actually paid to employees which are in 
excess of the salary range maximum established for their job. 
 
An employee who is Red Circled shall remain at his/her current salary level until salary 
ranges are changed upward. 
 
Red Circle employees will continue to receive regularly scheduled performance 
appraisals and may be eligible to receive a salary increase according to the following 
guidelines: 
 1. up to a 2% increase in base salary per year, plus 
 

2. a lump sum payment to make up the difference between the 2% increase 
and what the supervisor would have otherwise given the employee as a 
merit increase.  (The salary plus the lump sum payment should not 
exceed the maximum merit guidelines.)   

 
Employees close to the top of the salary range maximum are limited to an increase that 
would put their base salary no more than 2% above the salary range maximums. 
 

 E. Merit Increase Guidelines 
 

Merit guidelines are intended to be used on a twelve (12) month basis and will be 
recommended by the HHRI President and the HHRI Treasurer, and approved by the 
HHRI Board of Directors, each year prior to the year-end review process.  The Human 
Resources Department will distribute the new merit guidelines to each supervisor/P.I. 
 
The supervisor/P.I. should communicate any salary action to the employee after the 
performance meeting has occurred.  The finalized Performance Appraisal Form and 
Salary Action Guideline should then be forwarded to the Human Resources Department. 
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Salary Action Schedule 
 
Regular Full-time & Part-time Employees (except new hires) will have a performance 
appraisal completed to be used as the basis of salary action effective January 1 of each 
year. 

 
New Hires 

 
After 12 months of employment there will be a performance appraisal with a 
consideration for salary increase following the merit guidelines. 

 
The second salary increase consideration will be on the following January 1 and reduced 
according to the following schedule: 
 
  Last increase date in 1st qtr. = full percentage guidelines 

 Last increase date in 2nd qtr. = reduce guideline by 25% 
 Last increase date in 3rd qtr. = reduce guideline by 50% 
 Last increase date in 4th qtr. = reduce guideline by 75% 

 
  Typically, if an employee’s hire date is in December, he/she will be eligible for their first 

salary increase effective January 1 following one year of employment. 
 

  Employees accepting a new position within the company due to promotion, downgrade 
or lateral change will receive a performance appraisal after six months in the new 
position.  No salary action will result.  Salary reviews will remain on the annual January 
cycle. 

 
 
 
 


