
Supervisor/department 
manager realizes that 

employee’s duties are of a 
higher level than current 

classification.

Is
position 

within already 
approved career 

ladder?

Non-competitive
promotion not

possible.

NO

YES

Supervisor/
manager confers 

with DHRM to 
initiate promotion.

Salary
increase?

NO

Department enters updated 
title code into HCM using 
Promotion/Career Ladder 
action/reason codes, new 

appointment and distribution.

YES Above 25%

YES

NO

Department sends to 
Compensation to start 

approval process.

Compensation 
reviews request.

Above 25%
approved?

YES

NO
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