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University of Worcester Professional Support Staff

Annual scheme for support staff applying for salary increments

Summary

This document provides information about the scheme that gives employees in Bands 1-9 the opportunity to apply for additional and/or ‘contribution’ salary increments.  

There are also opportunities to apply for one-off payments where particular projects or activities have been undertaken in the last 12 months but are not likely to be on-going.  Applications for one-off payments may also be made by teams and more details can be found at the end of this document.
Previous applicants whether successful or not are encouraged to apply again.   

To be successful for additional and/or contribution increments, an application must provide clear evidence of the outstanding and sustained contribution that the applicant has made, according to criteria set out below.  

The Reward Review Group’s brief is to look for evidence of outstanding and sustainable performance.  It is the quality of the applicant’s work and its impact within the department/service/institution which applicants must evidence.

There is no pressure whatsoever on any employee to make an application under this scheme. Any application is entirely voluntary and strictly confidential. An unsuccessful application in no way implies that the applicant’s performance has been unsatisfactory.  

The names of successful applicants will be reported to the Personnel Committee and to the Board of Governors

Who is covered by this scheme? 

1. The provisions described in this paper apply to all employees, except academic staff. This scheme applies to all University of Worcester employees in bands 1-9 who are not members of the academic staff.
What is the purpose of the scheme?

2. The University is committed to improving opportunities for its employees.     This scheme forms part of the overall remuneration strategy for the University, which seeks to reward outstanding work by individuals and teams which helps the University achieve its strategic aims. 

Who has been involved in developing the scheme?  

3. Discussions on this scheme have involved the Joint Framework Agreement Working Group composed of representatives of the recognised trade unions, as well as consultation with support services managers and the Executive Group. 

What’s the difference between normal increments and additional or contribution increments? 

4. The single pay spine consists of 9 bands or grades; each has a set of salary points.  Employees move up the points within the band at the rate of one per annum, until they reach the ‘threshold’. 

5. Normal increments are those that give salary progression up to the contribution threshold for each grade, reflecting the growing experience and skill of the person.  These are usually made annually in April each year (or August for some groups). 

6. Once the threshold has been reached ‘normal’ progression ceases.  The single pay spine includes 2 or 3 extra salary points above the normal threshold of each band have been introduced.  These points are known as contribution points.

7. Contribution increments are those above the threshold. Movement onto one of these points will be open to those at the top of their normal pay scale, or already paid on one of the contribution points. The individual will be asked to provide evidence of their outstanding contribution. 

8. An additional increment is one which is additional to the normal annual increment.  Like a contribution increment it is only awarded based on an outstanding contribution.  The difference is that the salary point to which the successful applicant has progressed is still within the normal range of the particular pay band.
How will this operate for this year?

9. Any awards agreed will be implemented from 1st August 2011.  The process for applying is described below
What type of activity will be considered?

10. Because there are a wide variety of occupations within the support staff we have identified a broad range of criteria that can apply to all types of jobs.  Criteria for assessing the application should be related to one or more of the key strands of the Strategic Plan, these are set out below with some examples of the type of activity that could be included.
To qualify for the award of an additional or contribution increment, the employee must demonstrate extraordinary and sustained contribution over and above the normal job requirements in one or more of the following areas and describe how this has helped in meeting the strategic aims: 

a. An outstanding student experience; for example
Significant contributions to supporting learning and teaching which have a direct and measurable impact on the quality of the provision

Significant contributions to student support e.g. supporting specific groups of students leading to improved retention and progression/conversions

b. Generating knowledge and promoting enterprise; for example 

Significant contributions to supporting research and / or knowledge transfer and enterprise activity

c. Contribution to the region; for example 

Significant contributions on bodies that enhance the achievement of departmental and institutional strategic aims e.g. developing sustainable partnerships
d. High achieving staff in a well led University; for example 
Operational performance - improving working practices resulting in exceeding targets for efficiency, completing tasks to a very high standard on a regular basis. 

e. Sustainable development, excellent facilities; for example  

financial performance – exceeding targets for income and/or cost savings 

improvements to the quality and effectiveness of services provided
What form will the applications take and who will assess them?

11. You are now invited to make an application to your Head of Service/line manager, if you so wish, by submitting a short application form, available on the website. For this year, the date for submission to your line manager will by 11 July  2011.  The Head of Service/line manager will add her/his comments and the application will be submitted to the Reward Review Group (RRG), see below for details of who is represented on this group. 

12. All applications should be sent to the Head of Personnel (g.slater@worc.ac.uk) by 18 July 2011. They should be marked ‘confidential’. Applications sent by e-mail are encouraged but applications on paper are also acceptable. 

13. All applications submitted by the deadline will be distributed in confidence to all the members of the RRG.

14. The RRG will meet to consider applications.  The members of the Group are appointed by the Vice Chancellor.  Normally the members will be:

Registrar and Secretary – Chair 

Pro Vice Chancellor (Resources)

Two Heads of Service Departments 

One Head of an Academic Department 

The Head of Personnel will advise and attend the RRG.

15.
The RRG will make recommendations to the Vice Chancellor. The Vice Chancellor’s decisions will be final.  These decisions will be made in  July 2011.  All applicants will then be notified in confidence.  Heads of Service/line managers will also be notified about the outcome of applications within their department.  Awards resulting from successful applications will be implemented and effective from 1 August 2011.

Where will the funding come from?

16.
The central University contingency fund will be used for the first year of the award. Subsequently the additional staffing costs arising will be included in the normal annual budget.    

Will there be feedback?

17.  All colleagues and teams who have been unsuccessful will be offered feedback on their application.  Their Head of Service/line manager will be briefed in confidence by a representative of the RRG.  Heads of Service/line managers will then feed back to the colleague concerned.  

What’s the link with the appraisal scheme?
19. The timetable and process for the consideration of these awards is separate from that for Staff Review and Development meetings (also known as ‘Appraisal’). Individuals may want to, but need not, use evidence from their appraisals when making their submissions for additional and contribution threshold increments. Their evidence of outstanding contribution should show a clear link with departmental and institutional objectives. 

20.  The current appraisal scheme is under review and revised documentation will be issued that will focus on the need to develop and agree measurable targets. 

Where does job evaluation fit in this process?

21.
This process for awarding additional and contribution increments is separate from the process of job evaluation that assigns jobs into grades. If an individual or (the Head of Service/line manager) considers that the content and/or level of responsibility of the job they are undertaking has changed substantially since August 2010, this should be discussed with the Head of Service/line manager. There is a process for seeking a job evaluation, details are on the website or can be obtained from the Personnel Department.    

How can people apply for one-off payments?
22.  If employees consider that they have undertaken specific additional duties or projects,.over and above the normal expectations for their roles, and these are not likely to continue, they may wish to make an application for a one-off payment. This should be made using the same form as for additional and contribution increments and using the same procedure  described above.   

What about team contribution?
23. Teams of up to a maximum of 15 can make an application for all to receive a one-off payment, the process is set out below.

24. Teams will be required to address one or more of the criteria described above and show how their joint activity has made a contribution, describing  the impact in   measurable terms, wherever possible. The effect of the contribution must be demonstrably greater than those outcomes already set out in the departmental responses to the strategic plan.

25. The team will nominate one person as a ‘lead editor’ to draft the application and all members must be in agreement with the final submission and ‘sign it off’. There is a form that can be used to help with this process on the website. 
26. The application is to be sent to the relevant HoD/HoS for confirmation that the activity has taken place, that the stated outcomes have been achieved,  and that the individuals cited have been involved. Other areas that have benefited from the activity may be approached to provide supporting evidence.     

27. The applications will be considered at the meeting of the RRG and there will  need to be sufficient information to answer these questions;
a. Does the activity as described in the application match with one or more of the aims of the Strategic Plan?
b. Is the team as set out in the application identifiable?   

c. Is it clear that all the members have made an equal contribution or are there differential levels of engagement in the activity; if people who work part time are included, is their contribution to be identified as pro rata to those who work full time?
d. Does the HoD/HoS confirm the activity and the outcomes?
e. Is the activity extraordinary and above the contribution set out in the departmental response to the strategic plan?
f. What value can be placed on the activity bearing in mind it’s impact within the organisation in the short/medium/long term?         

28. Teams will asked to identify if there are forms of non-financial reward that are being sought . Teams might wish to propose other options in making their applications; for example team visits/away days/ staff development/social events/equipment and facilities.  

Can I apply for an individual increment and be part of a team application?

29.  Yes, this will be considered for this year. 
