Employee Initiated IRP

for Units 4,6

IRP Form completed by
Employee

Submit to HR Class & Comp

Note: The employee may choose to send a copy of
the IRP form submitted to HR to their Manager for
notification and review.

Email confirmation sent to Employee

HR Class & Comp reaches out to
Employee and may seek additional
supporting information if needed

HR Class & Comp consults with Manager on
recommendation and confirms decision with
AVP/Dean and VP if needed. Final
recommendation determined within 90 days of
request received

IRP Recommended?

Can be completed
and submitted via
AdobeSign or as hard

copy

Email sent to VP advising
of and confirming
justification for denial at
this time

Letter sent to Manager. HR
will also meet with Manager
to provide guidance on
enhanced skills, training and
development opportunities
for Employee

Letter sent to
Employee

As of March 2024

HR confirms with VP if
> 5%

Letter sent to Employee
and Manager
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