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1. INTRODUCTION

This scheme is for pay progression within grade for professional and support staff at grades 1-5.
2. AIMS
The scheme aims to reward eligible staff who perform well and increase their range and/or level of job-related competencies, leading to a sustained, enhanced contribution to the achievement of the objectives and targets of their Faculty/Professional Service. 
3. ELIGIBILITY
Staff must have been in post as at 1 March and still be in post on 31 August to be eligible for consideration for pay progression.  This principle applies in respect of new appointments, promotions and re-grades within the year. Pay progression consideration for staff on maternity leave, long term sickness or secondment should be referred to Human Resources.

If an individual member of staff, on or above the contribution point, has been promoted or re-graded after the end of the review year, (31 August), but before any recommendation has been considered, then it would normally be appropriate to consider payment of an honorarium, (subject to a recommendation having been received), rather than pay progression.
Staff paid at the maximum spinal point of their grade are not eligible for pay progression. They are however eligible for consideration for a one-off, taxable, non-consolidated payment, provided they were in post on 1 March of the scheme year and are still in post on 31 August of the scheme year. (See Section 6 for details). In recognition of exceptional achievements, an honorarium could also be recommended for consideration. (See Staff Handbook, Payment of Honoraria).

4. PRINCIPLES
Pay progression in this scheme is defined as moving up one point within the relevant grade on the BU single pay spine and is based on an assessment of performance and contribution by the relevant line manager.  Pay progression will:

For Those Below the Contribution Point
· Reward eligible staff below the contribution point for satisfactory performance by moving one pay point. Annual progression towards the contribution point is not an automatic process but is a reasonable expectation.  This does not require a pay progression application. 
· Reward demonstrable excellent performance over the past year by an additional (i.e. second) pay point.
For Those On or Above the Contribution Point
· Reward excellent performance over the past year by moving one pay point, OR
· Reward a demonstrable increase in the range and levels of skills and knowledge, leading to a sustained good and effective level of performance and contribution over at least two years, by moving one pay point. (This option can only apply if there has been no incremental progression in the previous two years). This does not require a pay progression assessment/recommendation form and will happen automatically.  
For Those at the Maximum Point of the Grade
· Staff paid at the maximum spinal point of their grade are not eligible for pay progression. They are however eligible for consideration for a one-off, taxable, non-consolidated payment of £1,000.
· Staff at the maximum point of their grade are eligible for a one-off, taxable, non-consolidated payment of £1,000 on the basis of excellent performance over the past year, OR
· Staff at the maximum point of their grade who have not had any incremental movement or previous £1,000 payment for two years are eligible for a one-off, taxable, non-consolidated payment of £1,000 based upon sustained good and effective performance. This does not require a pay progression assessment/recommendation form and will happen automatically.  
All non-consolidated payments will be pro-rated accordingly for part-time staff. Pay progression and non-consolidated payments will be contingent on the University’s ability at a corporate level, (i.e. not at Faculty/Professional Service level), to fund such awards for the review year in question. The University Board normally considers the budget in June/early July.
5. PROCESS FOR STAFF BELOW THE CONTRIBUTION POINT
HR & OD Partnerships Managers will have a list of eligible employees below the contribution point and will liaise with Directors of Operations (or equivalent) in Faculties/Professional Services to check this prior to any 'below the contribution point' pay award being implemented. Progression is based upon satisfactory performance. Performance could be deemed unsatisfactory where significant on-going performance issues have been raised formally with the staff member by their manager within the past 12 months.  
If the Line Manager considers that the performance of a member of their staff below the contribution point has been excellent over the past year, he/she can put forward a recommendation for an additional (i.e. second) increment.  In such cases, the Line Manager should follow the instructions in Section 6 below and assess the performance of the member of staff against the relevant criteria (Appendix 1). This should be recorded using the Assessment Form (Appendix 2), and a recommendation made for an additional increment using the Recommendation for Progression or a Non-Consolidated Payment Form (Appendix 3).  It is expected that only a very small number of such recommendations would be submitted in any one year.  

The Line Manager must feedback the outcome of this performance review to the member of staff (whether or not a recommendation for progression is made and/or approved).  Appendix 4 provides some appropriate guidance. 
6. PROCESS FOR STAFF ON OR ABOVE THE CONTRIBUTION POINT
Progression for staff paid on or above the contribution point of the relevant grade, (or non-consolidated payments for those on the maximum point of the grade), should only be recommended (and will only be approved) where:

· There is clear evidence that the individual’s performance/contribution in the previous year has been excellent, directly helping the School/Professional Service to achieve its business targets.
OR 
· There has been a demonstrable increase in the range and level of competencies leading to sustained good and effective performance and contribution over at least the last two years. This option can only apply if there has been no incremental progression in the previous two years. This does not require a pay progression assessment/recommendation form and will happen automatically.  

Line Managers will receive, via their Director of Operations, details of all their eligible staff that are on or above their grade contribution point.

For those being considered for an increment (or non-consolidated payment for those on the maximum point of their grade) on the basis of excellence over one year, Line Managers should assess their performance using the Assessment Form (Appendix 2) and record the appropriate assessment level against each of the four performance criteria. Line Managers are required to clearly document their ratings with key examples relating to performance and contribution which underpin any recommendation for pay progression or non-consolidated payments. 
Line Managers should advise their staff that, if they feel they satisfy the criteria for progression, they can nominate themselves for an increment (or a non-consolidated payment for those on the maximum point of their grade), by submitting appropriate supporting documentation.  This documentation should take into account the criteria used to measure performance (Appendix 1).
If the member of staff scores at least 14/16 in this assessment, including level 4 (excellent performance) for the achievement criterion, then a recommendation for salary progression (or a non-consolidated payment for those on the maximum point of their grade), on the basis of excellence in one year, can be made to the Dean/Director of Professional Service as appropriate, using the Recommendation for Progression or a Non-Consolidated Payment Form (Appendix 3).  
Applicants cannot receive an increment to the maximum point of their grade and then receive a non-consolidated payment in the same scheme year. 

Whilst appropriate evidence relating to the achievement of key objectives and targets arising from the individual’s previous appraisal is likely to be used to underpin any recommendation for pay progression or a non-consolidated payment, a copy of an extract from the Performance Appraisal form is not required to be submitted with Appendix 3. Likewise, a job description should not be attached.
7. THE DECISION-MAKING PROCESS
All pay progression recommendations for staff on or above the contribution point, any additional increment recommendations for staff below the contribution point and any recommendations for non-consolidated payments for those on the maximum point of their grade should be forwarded to the Dean/Director for consideration. The Dean/Director will only make decisions based on the evidence submitted and would not expect to approve progression or non-consolidated payments, unless there was clear evidence that an individual’s performance/contribution over the academic year(s) in question at least matched the criteria required, and justified an (additional) pay rise or non-consolidated payment over and above any general pay award.  
The Reward Team from Human Resources will inform Payroll of all resulting pay increases and non-consolidated payments agreed. The Line Manager must feedback the outcome of this performance review to the member of staff (whether or not a recommendation for progression or non-consolidated payment is made and/or approved).  Appendix 4 provides some appropriate guidance. 
8. TIMETABLE 
Please ensure that HR are notified of all successful pay progression and non-consolidated payment recommendations by 21 May 2021. 

In addition, please ensure that HR are notified of any automatic increments below the contribution point, or any on/above the contribution point automatic increments or non-consolidated payments based on two years’ sustained good and effective performance that are to be withheld on performance grounds by 21 May 2021. 
All successful pay progression and non-consolidated payment recommendations in respect of 2020 will be backdated to 1 September 2020 and will be paid at the latest with July 2021 salaries.

All successful pay progression and non-consolidated payment recommendations in respect of 2021 will be effective from 1 September 2021 and will be paid with September 2021 salaries.
Letters of confirmation will be distributed by the Reward team to Faculties/Professional Services for distribution to professional and support staff progressing above the contribution point, all those below receiving two increments and all those receiving non-consolidated payments. Letters will be distributed prior to payment.
9. APPEALS PROCEDURE
Where the Line Manager has not recommended pay progression (or a non-consolidated payment for those at the maximum point of their grade), and has met with the member of staff informing them of the decision, (see Appendix 4), the staff member can write to the Dean/Director within fifteen working days of being informed, requesting a review of the decision. 
An appeal will normally only be heard when the staff member has evidence that the process for assessment has been irregular, biased or that there were circumstances/factors affecting performance that were not considered in arriving at the assessment.
Where the Dean/Director has not agreed the pay progression or non-consolidated payment recommendation, the staff member concerned must be informed accordingly together with a reason for the decision. In this circumstance the member of staff may appeal against such a decision.

a) The staff member should write to the relevant HR & OD Partnerships Manager within 28 days of being informed, specifying the grounds for appeal and requesting a review of the decision.
b) A panel will be convened to consider the appeal which will consist of:

· Senior Manager from the relevant Faculty/Professional Service

· Dean or Director from a different Faculty/Professional Service

· The relevant Human Resources Manager
c) The staff member will be invited to make a personal presentation of their case to the panel and may be accompanied by a colleague or Trade Union representative.

d) The panel will consider the appeal and a decision will be communicated to the staff member, normally within 15 working days.
e) If the staff member is not satisfied with the outcome, then he/she may pursue the matter under the formal Grievance Procedure outlined in the Staff Handbook. 
APPENDIX 1

PAY PROGRESSION: PROFESSIONAL & SUPPORT STAFF 
PERFORMANCE CRITERIA AND ASSESSMENT LEVEL DEFINITIONS FOR USE WHEN COMPLETING THE ASSESSMENT FORM
PERFORMANCE CRITERIA:
1. Achievement

Demonstrates excellence in outcomes for students and/or staff. Consistently demonstrates success in meeting and exceeding objectives and responsibilities within agreed timescales. Sets and achieves high personal goals and standards and has an excellent quality of work. Demonstrates a sustained, responsible contribution to the role and looks for solutions rather than problems. Has a desire and willingness to find effective new creative ways of doing things, both within own role and, probably, within the wider context of the Faculty/Professional Service/across BU. 

2. Motivation

Demonstrates excellence in outcomes. Flexible, committed and willing to contribute with a desire to succeed.  Positive and enthusiastic in role and towards team members and other staff. Rises to (new) challenges with a positive attitude to work. Willing to try new creative ways of working. Engages in wider departmental/University activities and initiatives. Demonstrates a desire to embrace University values and contribute to University success. 

3. Teamwork/Management

Demonstrates collaboration, teamwork and collegiality at all levels. Able and committed to work with and through others effectively. Embeds a culture of sustainability and responsibility within the working environment, using resources wisely and prioritizing activity. Where appropriate provides clear direction, supervision, management and focus for others on tasks and projects. Values and respects diversity and demonstrates inclusivity, listens to the views of others, helps integration and learns from a diverse range of perspectives. Where appropriate provides excellent support and development for all and increases the diversity of the team. Respected by the team and demonstrates commitment not just to personal goals but also to team success. Gives and encourages feedback. 

4. Service User Focus

Demonstrates excellence in all aspects of work and provides excellent service and support for students and/or staff. Delivers an appropriate and agreed service level and is trusted and respected by service users to get things done. Makes a positive contribution to enable service users to achieve their objectives and goals. Where appropriate makes positive improvements to the service provided to service users. Demonstrates a user-centred approach to tasks, processes and procedures. Takes responsibility to resolve problems and where appropriate follows through to resolution.  Demonstrates creativity, imagination, innovation, flexibility and the ability to develop new ways of working and identify process improvements. Demonstrates professional behaviours, engages and collaborates with others, has excellent communication skills and consistently strives to exceed agreed expectations.  

ASSESSMENT LEVELS:
Level 4: Consistently Exceeds Expectations (Excellent Performance)

Main responsibilities and objectives are always fulfilled.  Consistently 'goes that extra mile'.  Demonstrates excellent standards of output, behaviour and job-related knowledge. Directly helps the School/Professional Service/University to achieve its business targets.
Level 3: Fulfills Requirements in All Areas (Sustained Good and Effective Performance)

Main responsibilities and objectives are always fulfilled.  Sets high personal standards in output, behaviour and job-related knowledge.  A committed staff member.
Level 2: Fulfills All Key Requirements (Satisfactory Performance)

Key responsibilities and key objectives are fulfilled.  Strives for important goals and will generally achieve.  Normally dependable with a reasonable level of commitment.

Level 1: Fulfills Most Requirements (Clear Room for Improvement in Some Areas)

Most key responsibilities and key objectives are fulfilled, but often targets/deadlines can be missed.  Does enough to 'tick over' but there is scope for improving output, behaviour and job-related knowledge

N.B: It is expected that poor/unacceptable levels of performance/contribution under one or more of the criteria will normally be dealt with promptly by the appropriate line manager before this assessment is made.  In such cases the relevant criteria boxes should be annotated appropriately.
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APPENDIX 2: ASSESSMENT FORM FOR PAY PROGRESSION OR NON-CONSOLIDATED PAYMENTS FOR PROFESSIONAL AND SUPPORT STAFF

	Section 1 – Applicant Details

	Name


	Staff Number



	
	

	Job Title


	Department



	
	

	Faculty/Professional Service
	Grade and Salary Point



	
	


	Section 2 – Date of Assessment – Tick A AND/OR B

	This assessment is based upon performance in 2019-20 AND/OR in 2020-21



	A. 2019-20
	

	B. 2020-21
	


	Section 3 – Achievements. 



	Evidence. Please include specific examples to support the assessment level.
	Assessment Level (1-4)

	
	


	Section 4 – Motivation



	Evidence. Please include specific examples to support the assessment level.
	Assessment Level (1-4)

	
	


	Section 5 – Teamwork / Management



	Evidence. Please include specific examples to support the assessment level.
	Assessment Level (1-4)

	
	


	Section 6 – Service User Focus 



	Evidence. Please include specific examples to support the assessment level.
	Assessment Level (1-4)

	
	

	Total Assessment Score (Max.16) 


	


	Section 6 – Applicant/Line Manager Signature


	I confirm that this application is accurate and complete.

	Applicant/Line Manager Signature
	
	Date
	


PLEASE SAVE AND STORE THIS ASSESSMENT FORM LOCALLY. YOU DO NOT NEED TO SEND IT TO HUMAN RESOURCES.
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APPENDIX 3: RECOMMENDATION FORM FOR PAY PROGRESSION OR NON-CONSOLIDATED PAYMENTS FOR PROFESSIONAL AND SUPPORT STAFF
	Section 1 – Applicant Details

	Name


	Staff Number



	
	

	Job Title


	Department



	
	

	Faculty/Professional Service
	Grade and Salary Point



	
	


	Section 2 – 2020 Recommendation Details. Tick A, B OR C 

	A) Employees Below the Contribution Point
The performance of the employee has been excellent over the past academic year, scoring at least 14/16 in the assessment process.  I recommend that the salary of the employee progresses by two salary points with effect from 1 September. (One ‘automatic’ and one performance related increment).      
	

	B) Employees On or Above the Contribution Point (but not at the Grade Maximum)
The performance of the employee has been excellent over the past academic year, scoring at least 14/16 in the assessment process. I recommend that the salary of the employee progresses by one salary point with effect from 1 September.                      
	 

	C) Employee at the Maximum Point of their Grade 
The performance of the employee has been excellent over the past academic year, scoring at least 14/16 in the assessment process. I recommend that the employee receives a non-consolidated payment of £1,000 (pro-rated for part-time staff).
	


	


	Section 3 – 2021 Recommendation Details. Tick A, B OR C 

	A) Employees Below the Contribution Point
The performance of the employee has been excellent over the past academic year, scoring at least 14/16 in the assessment process.  I recommend that the salary of the employee progresses by two salary points with effect from 1 September. (One ‘automatic’ and one performance related increment).      
	

	B) Employees On or Above the Contribution Point (but not at the Grade Maximum)
The performance of the employee has been excellent over the past academic year, scoring at least 14/16 in the assessment process. I recommend that the salary of the employee progresses by one salary point with effect from 1 September.                      
	

	C) Employee at the Maximum Point of their Grade 
The performance of the employee has been excellent over the past academic year, scoring at least 14/16 in the assessment process. I recommend that the employee receives a non-consolidated payment of £1,000 (pro-rated for part-time staff).
	


	Section 4 – Line Manager Signature


	I confirm that this application is accurate and complete.

	Line Manager Name/Signature
	
	Date
	


	Section 5 – Executive Dean/Director of Service Decision. Tick as appropriate. 


	A) I approve the 2020 recommendation for salary progression or a non-consolidated payment.
	

	B) I do not approve the 2020 recommendation for salary progression or a non-consolidated payment. 
	

	C) I approve the 2021 recommendation for salary progression or a non-consolidated payment.
	

	D) I do not approve the 2021 recommendation for salary progression or a non-consolidated payment.
	

	Dean/Director Name/Signature
	
	Date
	


PLEASE RETURN THIS RECOMMENDATION FORM TO REWARD@BOURNEMOUTH.AC.UK AS INSTRUCTION FOR PAYMENT.

APPENDIX 4
PAY PROGRESSION: PROFESSIONAL & SUPPORT STAFF 
PROVIDING FEEDBACK

1. A face-to-face meeting between the member of staff and his/her line manager should be held at the earliest opportunity.  At this meeting the results of the Line Manager’s review and supporting information should be discussed.

2. A clear explanation should be given as to why the staff member has not been recommended for progression or has had a pay progression recommendation turned down, taking into account that any progression above the contribution point is based either on excellence or on a sustained good and effective level of contribution and performance. Issues relating to poor performance should already be known to the staff member through previous discussions and a development plan and performance timescales/targets should already be in place.

3. The principles of providing effective feedback are as follows:

a. A face-to-face meeting

b. Confirmation that the decision has been taken so there is no ‘negotiation option’

c. Explanation of the reasons behind the decision taken
d. Provision of specific examples of performance and work style

e. Focus on behaviours not personality. Examples should focus on what has been done/not done rather than what the employee is like/not like 

f. Opportunity for the staff member to state his/her views

g. Ensure the staff member is aware of the Appeals Process (Section 9)
h. As appropriate, provide guidance/agree actions to help improve future performance 
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