UNIVERSITY OF ABERDEEN

CONTRIBUTION REWARD POLICY AND PROCEDURE

1 INTRODUCTION
This Procedure should be used where an individual is undertaking work, appropriate to their current grade, that is of an exceptionally high standard whether it be a one-off event or sustained performance, over time.  The Procedure is divided into two types of award that are designed to recognise and reward different levels of contribution.


Applications may be submitted at any time, but a minimum of 12 months of service is required before staff are eligible for consideration for a contribution pay award irrespective of their staff category or employment status.  

No more than one application will be considered in any 12 month period.

2. 
SCOPE 


This procedure applies to all University staff with the exception of those in Grade 9 positions dealt with through the Remuneration Committee procedure. 

3.
PRINCIPLES 


This policy will reflect the following principles:

· Managers must be aware of the contributions made by all of their staff in order that they can identify where applications for awards under this Policy may be appropriate;

· Judgements for  making awards will be based on objective evidence of the contribution made;
· The criteria must be applied fairly and consistently;

· Decisions will be taken based on assessment of contribution and, with regard to the University’s equality and diversity policies, regardless of irrelevant factors such as employment status, funding sources, working hours and personal circumstances;

· Annual review records may be used to inform the application process;

· Staff who are subject to any form of performance monitoring under the Capability Procedure or Sickness Absence policy, or who have received a disciplinary warning during or subsequent to the review period will not be eligible for an award; and 
· The application of the policy will be monitored annually to ensure it is being managed effectively and applied in a consistent manner.  

4
TYPES OF AWARD

4.1 
The Award of Additional Increments, including increments in the ‘Contribution Points’ range

The Additional Increment award is designed to reward those staff who exceed the normally high standards of work achieved by the majority of our staff, but for whom promotion opportunities do not presently exist.  Where individuals consistently work at a level of excellence that is higher than would normally be expected of staff appointed at that grade, the University may seek to recognise and reward such performance.  Under this part of the Procedure, staff may be awarded an accelerated increment(s) within the normal grade or advancement to one of the contribution points above the normal grade maximum.  Incremental advancement is limited to the maximum contribution point in any grade.    Where an individual is already at the maximum contribution point on a grade and they are not eligible for promotion they may be considered for the award of a non-consolidated payment.

4.2

Non-Consolidated Payment

It is the normal expectation that outstanding contribution will be rewarded through the award of an additional increment.  In exceptional circumstances a non-consolidated payment may be made.  A non-consolidated payment will normally only be awarded to staff at the maximum contribution point on their salary scale.  This award will not be pensionable and will normally be restricted to a maximum of 3% of basic salary.  Staff who receive a non-consolidated payment will be given the opportunity to discuss with their Line Manager opportunities for role enhancement to aid promotion prospects.

5. CRITERIA

5.1
Additional Increment Award

The Additional Increment Award is designed to recognise and reward sustained contribution where an individual over time has delivered consistently high standards of work that go beyond the normal expectations of an individual appointed at that grade level. In applying for this award the applicant and Line Manager will agree that the applicant’s current job description has not changed.

Individuals would normally be expected to demonstrate evidence of more than one of the following over a sustained period of time of 6 months or more (it should be noted that this list is provided for illustrative purposes only and is therefore not exhaustive):

Innovation 

· Evidence of an innovative approach to responsibilities over a period of time eg the introduction of new, more effective procedures or ways of working.

Objectives/Project Work

· Evidence of consistent, timely delivery of agreed objectives and/or project work, aligned to the University’s objectives that is of a high standard.
Unforeseen Workload Pressure

· Evidence of absorbing unexpected workload pressure over a sustained period of time.

Proactivity

· Evidence of a proactive approach to responsibilities e.g. initiating practices and procedures to avert difficulties; introducing cost savings or income generating measures; introducing other efficiency measures; developing the University’s image through excellent customer service.
Team Working

· Evidence of developing constructive co-operative team working both within and across Schools and Sections;
· Evidence of building and leading teams that deliver successful outcomes that are aligned to the University’s strategic objectives. 
Professional Activities and External Relations

· Evidence of contribution to external bodies, conferences and other customer groups;

· Evidence of the development of collaborative working with outside agencies that is to the benefit of the University and aligns with the University’s strategic direction.

Good citizenship

· Evidence of sustained involvement in broader institutional activities.
5.2
Non-Consolidated Payment 

The Non-Consolidated Payment may be awarded to recognise exceptional contribution including the successful delivery of one-off pieces of work.  The types of activity that may be considered could include for example: the successful implementation of capital projects; completion of a task or project ahead of schedule coupled with resultant savings in time, resources or money; special events such as prestigious conferences, seminars or open events that have raised the University’s profile; implementation of strategic change initiatives or co-ordination and implementation of beneficial changes within schools and/or sections; contributing ideas which have led to greater efficiency, cost savings, improved quality.

In particular, consideration should be given to cases where a single piece of work was successfully completed in a way that exceeded reasonable expectations when account is taken of the potential variable nature of the activity and the range of possible outcomes.

The level of any such award will normally be restricted to a maximum of 3% of basic salary and will be decided by the Line Manager/Head of School who will take into account the impact and benefits that have been derived from the successful implementation of the particular project or activity.

Nominations should only be made where the individual is successfully managing their normal day to day work to a high standard in addition to making the specified exceptional contribution.  

6. APPLICATION PROCESS
Applications for either type of award will be submitted by an individual’s line manager, following discussion with the individual.  Line managers are expected to regularly consider the contribution of all members of their team and submit applications which meet the criteria as appropriate. However, recommendations that an application be submitted can also be drawn to the line manager’s attention by:

· Individual members of staff 

· Colleagues wishing to nominate an individual to receive an award
Line Managers will also discuss applications with appropriate individual(s) within the managerial/supervisory structure of the post holder’s area of responsibility. If a member of staff believes that the submission of an application for a Contribution Award by their immediate Line Manager would result in a conflict of interest, the application may be discussed and submitted by an individual at the next higher managerial level within the School/Section.  The Line Manager will be required to verify the accuracy of the information contained within the application form.

The application form should provide evidence in support for either an Additional Increment Award or a Non-Consolidated Payment, supported with actual examples of the activities undertaken and the outcomes e.g. the objectives set and met via the Annual Review process.
Completed application forms should be sent to the Human Resources at promapps@abdn.ac.uk and they will arrange for the application to be forwarded to the appropriate Line Manager/Head of School for consideration (unless the individual has been nominated by them already). Applications which are received from individuals employed within the schools who are not within the direct line management structure of the Head of School/Section will be considered by the appropriate line manager. 

Please note, an application for either type of award will still be considered should the Head of School/Section not support this. 
7
NOTIFICATION OF OUTCOMES
The individual who submitted the application for consideration will be advised of the outcome at the earliest opportunity and normally within 2 weeks of the application being submitted.
Individuals who have been successful will be notified and will receive their revised salary placing from the first of the month following the date on which the decision on their application has been taken.  
If the Award is made under the Additional Increment Award section of the Procedure, and where an individual is placed on one of the contribution points on the grade, the salary that will apply going forward will be that spinal point and no further incremental progression will apply unless a further award is made in a future year.   Where an individual is awarded an accelerated increment within the normal grade the revised salary placing at the effective date will take account of the normal incremental progression for that year plus the additional increment(s) awarded.  If the individual has not reached the normal grade maximum below the contribution points for the grade following this award they will in future years receive an increment on the scale until the maximum for the grade is reached. 

6
APPEAL

As decisions in relation to applications for recognition of contribution are discretionary, individuals submitting an application will have no right of appeal against the decision. Constructive feedback will be provided by the Line Manager covering the process by which the decision was made and the reason for the decision in each specific case.

