
Supplementary Pay Policy - Appendix 1

RECORD OF CONSIDERATION OF MARKET (RECRUITMENT & RETENTION) SUPPLEMENTARY ALLOWANCE 

Section 1 – Business Case
To be completed by Head of School/RI/US Department and College/Service Head of HR. 
This will form the record of the investigation and the rationale for any recommendation that any form of supplementary payment should be considered, and submitted to the Performance Pay and Reward Team if supported.

This section must be completed by the local authorised signatories before forwarding on for formal consideration as failure to do so will delay the process.
	Role Details
	

	Role(s) for which application for supplement is made
	Compulsory
	Grade
	Compulsory

	Name of candidate/Role
	Compulsory
	ID of candidate (if currently a UOG employee)
	

	College
	Compulsory
	School/RI/Service
	Compulsory

	Contract Type (e.g. open ended)
	Compulsory


	Business Case

	Compulsory
Completed by the relevant Vice Principal/Head of College/Chief Operating Officer in conjunction with the Head of HR.

This should provide the context surrounding the application including rationale for proposed supplement value.

Detailed evidence should also be provided where possible, for example, but not limited to:
· Recruitment difficulties;

· Research Grant values;

· REF potential;
· Zone Profile if known;
· Unique skill set of strategic importance to the University

	Recommendation 

	
	

	Proposed basic salary (excluding supplement) – Note that this should be at the top of the relevant Contribution Point/Zone
	Compulsory

	What is the value of the supplement proposed? 
	Compulsory

	Head of School/RI/ US Department (print name and sign)
	Compulsory
	Date

	Head of HR (print name and sign)
	Compulsory
	Date

	Head of College/Secretary of Court (print name and sign)
	Compulsory
	Date


Section 2  – Market Data Analysis 
To be completed by the Performance Pay and Reward (PPR) team.
If supported, this form will be forwarded to the HR Director for formal approval.

	Issues considered
	Evidence

	What is the market pay rate for the post?  Please attach evidence (quoting sources of data).


	Compulsory – Completed by PPR

	What is the difference between the standard University reward package for this role and the market rate?

(The full reward package should be considered when making comparisons).
	Compulsory – Completed by PPR

	Is the difference between the University’s normal pay rate and the market rate likely to be a short or long term issue?
	Compulsory – Completed by PPR

	Recommendation 

	Issues to be considered
	Evidence

	Is there evidence to suggest a relevant allowance is justified in this case?
	

YES


NO

	If Yes, what is the value of the allowance? (Please provide additional rationale if a higher sum than the median market rate is being proposed.)


	Compulsory – Completed by PPR

	What type of allowance is recommended?
	Market, Recruitment, Retention

	What form should this supplement take? (e.g. consider whether a lump-sum, staged or ongoing supplement would be appropriate.)


	Compulsory – Completed by PPR

	(Renewal Only) If not supported on what date is the supplementary payment to be phased down? 
	Compulsory – Completed by PPR


	PPR Representative
(print  and sign name)
	Compulsory – Completed by PPR
	Date:


Section 3 – Formal Approval
To be completed by the Director of Human Resources 
The decision will be recorded using this section of the form, and retained as evidence to support this rationale.

	Section 3 – Formal Consideration of the Case

	Issues to be considered
	Decision

	Will allowance supplementary payment be granted in this case?


	
YES


NO

	(Renewal Only) If not supported, please provide the date on which the allowance will cease 
	

	Comments:



	Supplement Details (only completed if different to section 2)

	Please specify the value of the allowance? 
	

	What form should this allowance take? (e.g. lump-sum, staged or ongoing supplement, etc. appropriate.)


	

	When payment next be reviewed?
	

	Director of HR (print name and sign)
	
	Date:
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