UNIVERSITY OF SUSSEX

DISCRETIONARY PAY 

AND 

GRADE REVIEW PROCEDURE 2015
1. INTRODUCTION
1.1. The Discretionary Pay and Grade Review Procedure is applicable to staff in Grades 1 – 9
.
1.2. As in previous years, the pay review procedure is designed to reward exceptional performance that is felt by the University to merit appropriate recognition. The term exceptional performance denotes a level of performance that goes significantly beyond that which would normally be expected from a member of staff in their role.   
1.3. Managers are reminded that the pay review procedure is not designed to give additional reward to staff who are performing at a fully satisfactory level in their role and/or developing in line with normal expectations for that post. Contractual salary and normal increments, where the latter apply, are designed to cover this. 
1.4. Where a manager will be making a recommendation for an award, the manager may discuss this with the individual concerned but must make clear to the individual that it will be the relevant Pay Review Panel which will make the decision based on the strength of the case, subject to approval by VCEG. In this respect, managers are reminded of the importance of managing expectation in relation to discretionary pay awards, within their areas of responsibility, such that false promise is not set up.
1.5. Where a manager considers that s/he may have a conflict of interest in making a recommendation for a member of staff, the matter must be referred to the manager’s manager so that alternative arrangements may be put in place to review the case. This will ensure fairness and objectivity for all concerned.

1.6. The review process will be conducted during the Autumn Term in accordance with the timetable at Appendix 1 below. The review will cover performance in the year 2014/15 and any award will be applied from 1 October 2015 (or date of joining or appointment if later). 
All recommendations for pay awards or grading reviews must be submitted to HR via the appropriate Head of School and PVC, or Director.

1.7. Please note that a discretionary pay award deals with employee performance in their role. Discretionary pay awards should not be used where a manager considers the requirements of a job itself to have changed significantly such that the job may now fall into a higher grade. The latter instance should be dealt with by an application for a re-grading of the post. Please see paragraphs 8.1 – 8.3 below for further information.
2. TYPES OF PAY AWARD
2.1. Whilst submissions for pay awards should only be made in cases of exceptional performance, a distinction should be drawn between a sustained contribution and a one-off contribution.

2.2. Where a case is agreed for exceptional, sustained performance, the reward will be consolidated into base pay by way of an additional increment. Please note that a recommendation for more than one increment to be awarded to an individual is unlikely to be granted.
2.3. Where a case is agreed for exceptional, one-off performance (e.g. attaining a one-off achievement), the reward will be paid by way of a one-off bonus payment.

2.4. Consolidated Awards may be:

2.4.1. Accelerated increments within the non-discretionary zone of a grade:
a. In summary, these may be awarded to individuals demonstrating exceptional and sustained performance but who have not reached the discretionary points on their current grade.  
b. Please note that Accelerated increments should not be regarded as a means of adjusting the salaries of existing staff in the light of new appointments.
2.4.2. Increments within the Discretionary zone of a grade:
a. In summary, these may be awarded to individuals demonstrating exceptional performance but who have reached the non-discretionary top of their salary scales.

b. Discretionary points are fixed points in that there is no progression from one point to the next unless a further recommendation for the award of a discretionary increment is approved in a subsequent pay review.
c. Recommendations for a Discretionary increment may be made in respect of staff whose posts have been red-circled. Where such a recommendation is approved, the amount of such an uplift will be off-set against the individual’s red-circled Allowance (so that their overall pay in the short to medium term remains the same. The benefit of the increment will however be felt at the end of the red-circled period).

2.5. One-off Awards may be:
2.5.1. Individual bonus payment.

2.5.2. Team bonus payment.
2.6. Please note that, where an individual is covering the full range of duties attached to a post for an absent colleague, an Acting-up Allowance rather than a bonus payment may be the appropriate means of reward which should be dealt with as the situation arises; such cases should be discussed with the relevant HR Adviser in the first instance.
2.7. Recommendations for individual or team bonuses may be made in respect of staff whose posts have been red-circled.

2.8. Where an individual bonus is awarded, it will be at the rate for grade
 (pro-rated for part-time staff).

2.9. Where a team bonus is awarded, all members will receive the team bonus rate
 (pro-rated for part-time staff).

3. THE CRITERIA
3.1. The criteria against each category of award are set out in Appendix 2 below.

4. THE APPLICATION PROCESS
4.1. Heads of School and Directors of Professional Services will be sent a spreadsheet setting out the current grade, grade point and salary for each of their staff in grades 1 – 9 and will be responsible for collating any submissions from their areas. 
4.2. Heads of School and Directors should consult with relevant managers in their Schools/Divisions when considering any recommendations to be made.
4.3. All proposals should be submitted via the relevant Head of School or Director using the form provided (see Appendix 3) to include evidence in support of each case being made. 
4.4. Submissions that are not submitted in the requested format will not be considered.
4.5. Submissions should be grouped by staff group within a School/Division, i.e. professional services, academics, technicians, using a separate sheet for each group, (see Appendix 4). 
4.6. Heads of School should submit applications for academic, teaching-only, technical and professional services staff in Schools, and the Directors of Professional Services should submit applications for their Divisions. 
4.7. All completed paperwork
 should be emailed, in Word or pdf format, to the HR Manager J.Saywell-Hall@sussex.ac.uk by Wednesday 21 October at 10.00 am.   Please see Appendix 1 for a checklist of papers for submission.
5. REVIEW OF APPLICATIONS

5.1. A Pay Review Panel for each of the Arts & Humanities, Social Sciences and Sciences cognate groups of Schools and for the Professional Services will consider applications. BSMS will be included with the Science group.

5.2. Each of the School Pay Review Panels will be chaired by the relevant PVC. The membership of each will also comprise the relevant Heads of School and a senior member of HR.

5.3. For the Professional Services, the Pay Review Panel will be chaired by the Registrar & Secretary and also comprise the Director of Finance, the Director of HR or nominee and a Head of School.

5.4. The relevant Pay Review Panel will make provisional decisions for pay awards, subject to approval at the Vice-Chancellor’s Executive Group which will review a report from the Panels e.g. in terms of cases approved or turned down, equality statistics, consistency and cost; this information will also be reported to the Remuneration Committee.

5.5. Subject to approval by VCEG, Human Resources will formally notify Heads of School and Directors and the individual members of staff concerned of pay awards to be made.
5.6. There is no right of appeal against a decision not to grant a pay award but an individual may request feedback on the decision made.
6. FUNDING
6.1. Any award will be funded from the School/Divisional budget. To the extent that an award to a member of staff funded by an external body is not met by that body, the cost will be met by the School/Division.
7. EQUALITY OF ACCESS
7.1. Managers should consider all staff for a pay award within their areas, regardless of their equality group (e.g. gender, age, disability, working hours, etc…). Staff on leave (e.g. maternity, paternity, adoption, sick, research) should also be considered.
8. RE-GRADING
8.1. An application for re-grading under this procedure will be considered where a job has changed significantly in terms of its level of responsibility, scope and/or complexity.

8.2. The form at Appendix 5 should be used to set out the business case for any re-grading application under this procedure. 
8.3. If, on a prima facie basis, the changes appear to be significant, the relevant Panel will request that an evaluation of the new post takes place using the HERA job evaluation process and additional evidence i.e. current and proposed job descriptions, and questionnaires, will be requested from the Manager at that time.
APPENDIX 1
TIMETABLE
	Applications to be submitted to HR


	10am on 21 October 


	The Pay Review Panels meet to consider applications and make provisional decisions

	From 25 October


	VCEG’s review of Panel reports

	16 November

	All approved recommendations paid and employees formally notified

	December/ January payroll

	Re-grading submissions will follow the same timetable except for date of implementation which shall be determined by the relevant Panel in conjunction with HR, taking account of the evidence provided.




CHECKLIST OF PAPERS TO BE SUBMITTED
	Pay Award Recommendations:
	Pay Award Submission Form per person except in cases of team bonus recommendations where one form per team should be used. (Appendix 3)

	
	Summary Sheet for Grouping Pay Award Recommendations (Appendix 4)

	Grading Review Recommendations:


	Re-Grading Submission Form per person except where the submission is for a post held by more than one person in which case one form should be used stating all postholders (Appendix 5)


APPENDIX 2
CRITERIA FOR REWARD PAYMENTS

	Accelerated or Discretionary Increment



	Classification


	Criteria

	A


	Where an individual consistently demonstrates significant outcomes and achievements that are well beyond what is expected for the role.



	B
	Where an individual’s overall performance is of an exceptional standard and they have demonstrated an outstanding and sustained contribution to their department or the University.


	C
	Where there is a retention issue with a member of staff who has significant experience, knowledge and/or skills which are of high value to the work of the School/Division and without whom its effectiveness would be significantly reduced.



	Individual or Team Bonus



	Classification


	Criteria

	D
	Where an individual or team has contributed to the success of a one-off project to an exceptionally high standard and to the benefit of the School/Division or University, beyond normal expectations.



	E
	Where an individual or team has helped to cover the absence of a colleague for a significant period of time whilst not undertaking the role in total
.



	F
	Where an individual or team has developed or changed a way of working in a way which has had a significant, positive impact on the effectiveness of the School/Diviison or University.



	G
	Where an individual performs exceptionally (see A or B above) but who is already at the top of the discretionary points for their grade.




APPENDIX 3 
PAY AWARD SUBMISSION FORM

To be completed in respect of each submission being made for the Pay Review panel to consider except in case of team bonus recommendations where one form per team should be used
	Name of Employee:


	Job Title:



	Department:


	School/Division:



	Current Grade: 


	Salary Point:


	Start Date in Current Post:



	SECTION 1
Accelerated or Discretionary Increment 

Please tick one box only
A □            B □            C □
(Significant

(Exceptional

(Retention)
outcome) 

standard)



	SECTION 2
Individual* or Team* Bonus delete as appropriate
Please tick one box only
D □             E □            F □            G □
(Exceptional

(Signif. absence
(Way of 

(As A/B but

project) 

cover) 


working impact) 
top of scale)




Please note that whilst only one box may be ticked in Section 1 and only one box in Section 2, it is possible for a submission to be made for an Increment under Section 1 and a One-off Award under Section 2.

The abbreviated criteria are used above as an aide memoire only when completing the form; please refer to the full criteria when making your assessment.

Please also complete the next page where the evidence in support of your submission is required.

.... / APPENDIX 3 continued

	Manager’s Evidence in support of submission for a Pay Award
Please provide clear, specific and concise reasons in support of your submission, addressing the relevant criterion and setting out the business case for the award. 
Where the submission is for a team bonus, please clearly identify (i) the team to which the employee belongs and for which the team bonus submission is being made; and (ii) the number and names of staff within the team.



______________________________________________________________________

Manager’s Signature:




Date:

______________________________________________________________________

Head of School’s or Divisional Director’s Signature:


Date:

APPENDIX 4
SUMMARY SHEET FOR GROUPING PAY AWARD RECOMMENDATIONS
In the case of Schools,  please submit a separate summary sheet for Academic and Professional Services staff 
	School or Division




	
	Names

	Strongest cases
	

	1. 
	

	2. 
	

	3. 
	

	4. 
	

	Medium strength cases
	

	5. 
	

	6. 
	

	7. 
	

	8. 
	

	Least strong cases
	

	9. 
	

	10. 
	

	11. 
	

	12. 
	


______________________________________________________________________

Head of School’s or Divisional Director’s Signature:


Date:

APPENDIX 5
RE-GRADING SUBMISSION FORM
To be completed in respect of each submission except where the submission is for a post held by more than one person in which case one form should be used stating all postholders.
	Job Title:


	Job Holder:

	Department:


	School/Division:

	Current Grade: 


	Proposed Grade:

	Manager’s Evidence in support of submission for a Post Re-Grading

Please summarise key changes between existing post and proposed post, providing clear, specific and concise information on the business case for the re-grading request. 



_____________________________________________________________________

Manager’s Signature:




Date:

______________________________________________________________________

Head of School’s or Divisional Director’s Signature:


Date:
� The Grade Review element of this procedure does not apply to academic staff (i.e. teaching faculty and research faculty) for whom the academic promotions process applies instead.


� Grades 1 – 5 = £750; Grades 6 – 7 = £1,125; Grades 8 – 9 = £1,500.





� £750


� In the case of Schools, please submit separate submissions for Academic and Professional Services staff, each with its own summary sheet.


� The individual or team should not be in receipt of an acting-up allowance.
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