

Annex D
Forms 
REMUNERATION OF 
SENIOR PROFESSIONAL SERVICES STAFF
Introduction
Aims of this procedure
This Procedure defines a set of processes for the financial remuneration of all members of the senior professional services (grade ALC6), which is fair, inclusive and delivers levels of reward which will support recruitment, retention and contribution to the success of the University. Financial remuneration forms part of the overall employment proposition which seeks to motivate and inspire levels of excellent, world-beating performance. The University wants people to progress and succeed and this procedure aims to deliver an overall approach to remuneration which recognises performance and progression which reflects the need to remain competitive in a sector where competition for talent is strong. 
For our senior professional services staff, we also need to recognise that we will draw from, and compete for skills with other sectors. The University is committed to the principle that employees at the University of Bath should enjoy levels of remuneration commensurate and equitable with the sector, and to working conditions that are seen to be fair and inclusive. 
Definitions
Scope
This procedure applies to all members of staff who have the ALC6 grade and are not covered by the procedures of the Remuneration Committee.
Senior Professional Services Staff
Positions which fall into this pay range are characterised by
· Reach: they are responsible for an area of work that affects the whole University or a major strategic service;
· Impact: their area's success can be felt widely and deeply in the University, and reflect the University's key goals;
· Autonomy: they have a leading role in setting direction to align with institutional strategy.
They must also embody through their behaviours and performance the values of the University, including: 
a commitment to inclusion and diversity, working to ensure that all staff, students and stakeholders have equal access to the benefits of education, research and employment, and an equal ability to contribute to the University’s progress;
a collegiate mindset, working with colleagues to ensure the continued success of individuals, teams and the University; 
a commitment to quality delivery of their professional service, referencing external standards, the Nolan Principles of Public Life and a commitment continuous improvement;
supporting the delivery of the four pillars of the University strategy
· Fostering an outstanding and inclusive community
· Driving excellence in education
· Driving high impact research
· Enhancing strategic partnerships
Links to the market
We recognise that the market for senior professional service skills is a challenging one. As well as competing with other Universities across the world, we are often also competing with other sectors to attract talent. The factors which drive any individual to choose this institution as one where they can flourish and enjoy working are complex, and financial remuneration is only one of those. 
The times when an individual interacts with that market will tend to be when they arrive at the University, and if they are considering a move from the University. At these points we will take strong account of market factors. Because of the range of issues which influence individuals we do not aim to provide a financial remuneration system which is directly linked to market benchmarks however these will continue to have  an influence on remuneration decisions.
Principles of Senior Professional Services Remuneration
Being promoted to ALC6
When an individual is promoted to ALC6, their starting salary will be determined by the higher of (a) the lowest point in the pay scale; (b) a 10% increase in basic pay pegged to the next highest spine point.
Pay structure
An incremental pay scale is considered useful for this group inasmuch as it offers greater transparency and fairness than individually-negotiated spot salaries. In contrast with the professoriate, the scale does not reflect increasing contribution by employees with essentially the same job description. It is therefore not possible to have a hierarchy of “bands” defined by consistent criteria across very different roles.  Rather, positions will be located in a range of the scale depending on a combination of:
· Level of responsibility and impact.
· Professional specialism.
· Market forces.
The pay scale and progression process will then be used to assess cases for pay increments, using criteria that are shared across all roles but evaluated in the context of the individual.
The pay structure is shown at Annex A. All senior professional services staff, except those whose salary is ‘above scale’ will be allocated to a specific spine point within the pay structure. The salary for those working on fractional employment contracts will be calculated on a pro-rata basis. There is no process for moving staff down the pay structure without their agreement. The pay spine will be revalorised annually in line with the national pay award for the highest grade on the JNCHES scale.
Progression
The first four points in the pay scale (Spine Points 53-56) are an ‘introductory zone’ where staff will progress automatically if their performance is satisfactory. This is aimed at easing the transition into the grade, giving those newly promoted the opportunity to establish themselves.
Beyond the introductory zone, progression is based on contribution i.e. it is performance related. All individuals can apply to take part in the remuneration round and all will be given feedback on their contribution. If an individual is assessed as having improved their contribution against the criteria, they may be awarded one or more additional spine points on their basic salary.
Progression is based on the criteria at Annex B. There is no minimum or maximum on the number of criteria which must be met but an individual will be expected to contribute across all three pillars. There is an expectation that, normally, an individual will demonstrate strong capability in at least two criteria in a pillar, but more will strengthen a case. An individual will not normally be expected to have demonstrated against all criteria.
The indicators shown are illustrative of the areas where contribution is expected, but other comparable factors shall be taken into account.
Inclusivity and equality
This system has been defined to improve inclusivity and equality. The use of more transparent criteria, a structured pay scale and equality checks during the process are all aimed at ensuring that the system offers fair outcomes to individuals. An equality analysis will be carried out each year by the Director of HR and the aggregated results made available to the University Executive Board. Furthermore, as the system is elective, a detailed equality check will be carried out on a triennial basis to ensure that no groups are being unfairly discriminated against or overlooked in the process.
Feedback and development
The pay system is primarily aimed at ensuring that appropriate levels of remuneration are provided to individuals within the senior professional services grouping. However, feedback from any process which is contribution/ performance based is valuable to the individual and their line manager to support the individual in meeting their potential. This feedback is thus an important part of the process, and the line manager is primarily responsible for ensuring that feedback is provided in a constructive and developmental manner.
Affordability
As with all pay decisions, the University must take account of affordability to ensure that any increased investment in staff is sustainable, aligns with the University strategy and is distributed fairly. As part of the annual planning round, the University will determine what budget is available for senior staff remuneration. While not a strict financial cap, this budget will determine the guidance given to line managers. This guidance will include measures to ensure that equality issues remain to the fore in the distribution of available budget.
Procedures
Remuneration Cycle
Remuneration will be considered on an annual cycle with the line manager drawing information from the annual contribution review (the SDPR). Normally an individual will be expected to apply to this process no more frequently than one year in two, but it is accepted that unusual individual circumstances may break this cycle on occasion.
Senior professional services staff are also be eligible for the annual ‘Recognising Excellence’ bonus scheme.
Annual contribution review (the SDPR or equivalent)
The SDPR is a regular process to reflect on and get feedback on levels of contribution, and to set future goals. It will develop any applications to the remuneration procedure but they are not directly linked. All staff within the scope of this remuneration procedure are required to take part in the annual SDPR (an individual can opt-out if they have a formalised plan to leave the University, through resignation or retirement in the forthcoming year).
The contribution review is both backward and forward looking and should focus on:
a. achievements within the previous 12 months (this is not a rigid timeframe, and should recognise that some achievements at this level will be spread over a longer period);
b. plans and strategies for the forthcoming 12 months (same comments on timeframe).
Pay progression 
Role of the individual
Upon receiving notice of the start of the pay review exercise, the individual may choose to be considered as part of the exercise and provide evidence of their contribution by means of Form A. The individual is expected to ‘opt out’ if they do not wish to take part in the review and this process will be monitored.
Role of the Line Manager
To communicate the timescales for the pay round to the individual and to provide a performance evaluation of each individual. The line manager must ensure that all those in scope are fully aware of and engaged in this procedure.
To provide an initial evaluation of the contribution of the individual. The contribution will be assessed using the framework at Annex B, tailored for the specific role, with contribution relating to the individual’s advancement of the role to the broader benefit of the University. The line manager will provide evidence-based commentary and assessment against each of the three pillars of contribution on the following scale:
c. Performing significantly below expected level;
d. Performing [contributing] at the expected level;
e. Performing largely at the expected level with some elements of the level above, or performing well across a range of domains;
f. Performing mostly in the level above or making substantial sustained contributions across the range.
The line manager, reviewing all of the staff in their area of responsibility will recommend to the University panel:
g. An increase of one of more pay spine points;
h. No change to the current pay spine point; 
i. No change to pay spine point, and guidance to individual where performance needs to improve as part of a development programme.
There is no procedure for moving staff down the pay scale within this process
If an individual receives a ‘spot salary’ as a result of being remunerated above scale, the same procedure applies, except that the line manager will need to consider an appropriate recommendation in the absence of spine points at this level.
At the conclusion of the process, the line manager is responsible for communicating the final decision to the individual.
Role of the University Panel
The University Panel serves to moderate the recommendations from the line manager. It reviews and either [a] confirms; [b] rejects or [c] asks for reconsideration of the recommendations from the line manager. It then communicates those decisions to [a] the line manager for onward communication to individuals, and [b] Human Resources to enable the changes to be made to pay. 
It also provides a summary report to the University Executive Board observing the number of changes, the overall investment and any equality or market issues.
Appeals
This procedure is designed to be fair and equitable and should result in very few appeals. However, if an individual wishes to appeal the outcome of this procedure, they must do so within 10 working days of receiving the decision against which they are appealing. The appeal must be submitted to the Vice-Chancellor and confirm the grounds for appeal. Valid grounds are restricted to:
j. a failure of process. The University has not operated its process according to the agreed procedures. In this situation the Vice-Chancellor may seek external advice from the Remuneration Committee to determine whether the case should be resubmitted through the University panel process for reconsideration;
k. a failure of information. Evidence which should have been available to support the case was not taken into account. In this situation the Vice-Chancellor will determine whether the information is sufficiently material to return the case to the University panel process for reconsideration. 
These are the only grounds for appeal, consistent with ACAS guidance. If an individual has broader concerns, they should use other University processes (Grievance, Dignity & Respect). Advice is available from HR and the relevant Trade Union in such circumstances. The Director of Human Resources will support the Vice-Chancellor in the appeal process. 
Review
Providing a remuneration system which treats all with equity and fairness is at the heart of this approach and woven through the procedures. Equity is best achieved by equal treatment early in the procedure, ensuring that those making assessments have had the appropriate training. Furthermore, the procedures themselves need to provide sufficient guidance to ensure that equality issues are prioritised, for example the impact of maternity leave and primary caring responsibilities.
Data from the different stages of the procedures will be analysed by engagement with the procedure and outcomes by protected characteristic and any corrective measures actioned. This data will be shared with staff representatives to gather wider stakeholder views.
To assess equity across the broader sector, the University will review the distribution of senior professional services pay with comparator institutions, using UCEA senior salary benchmarks. This will allow assessment of market issues and provide assurance that operation of the University system is remaining competitive. 
Any individual who feels that they have not been treated equitably has access to the appeal procedures.
Annexes
A. Pay structure
B. Criteria
C. University Remuneration Panel Terms of Reference
D. Form A, Remuneration review
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Annex A
Pay Structure


Progression will be assessed across three pillars, with indicative areas of performance. The contribution of the individual will be assessed based on the way they have advanced the role to the additional benefit of the University.

	Leadership and engagement
	Setting direction
	Delivering results
depending on the particular requirements of the role, might include….

	Working effectively to collaborate across functions and with external stakeholders
	Aligning their area of responsibility with University strategy and values
	Achieving Key Performance Indicators of service


	Ensuring the engagement and wellbeing of staff
	Contributing to University strategy by bringing insights from internal data and the external environment
	Progressing strategic projects


	Supporting the career development of staff and building an inclusive environment 
	Clearly communicating the purpose, strategy and objectives of their area of responsibility
	Revenue generation or efficiency gains


	Contributions or learning from external good practice, such as sector and professional bodies
	Innovation, redesign and improvement of services
	Developing new services, products and ways of working




Annex B
Criteria

University Remuneration Panel  
The membership of the University Senior Professional Services Remuneration Panel will be as follows: 
Ex-officio members: 
· Vice-Chancellor (Chair) 
· Chief Operating Officer
· Deputy Vice Chancellor
· Director of Finance
· Chair of the ED&I Committee 
In attendance: 
· Director of Human Resources 
· Member of the HR Reward team
 
The quorum for meetings of the Committee is 50% of members and must include the Chair 
1. The main responsibilities of the University Remuneration Panel in relation to senior professional services pay are:
a. to consider the evaluation and recommendations provided by line managers of individuals’ performance against the relevant criteria. 
b. to confirm or reject those recommendations 
c. to communicate those decisions to the line manager to inform the individuals 
d. to communicate those decisions to Human Resources to implement changes approved. 
e. to provide a summary report of recommendations to the University Executive Board on the number of changes, the overall investment and any equality or market issues. 
Reporting Arrangements 
2. The University Senior Professional Services Remuneration Panel will routinely report to the University Executive Board: 
a. the number of staff moving one or more spine points 
b. the number of staff where no change in spine point has occurred 
c. the number of staff where no change in spine point has occurred and guidance has been provided to the Head of Department as part of a development plan 
d. the overall investment 
e. any market or equality issues raised 


Annex C
Terms of Reference : University Panel

 FORM A 
	Personal Details 

	Name: 
	Role:

	Time in post:
	Time at University:


 
This is your opportunity to inform others of your achievements and future plans where you have advanced the role for the benefit of the University. Describe your work in each of the three domains below using no more than two sides of A4 (in an 11 pt font such as Arial, single spaced.)  There is not a prescribed length for each section. They can include a small selection of key outputs and projects, but should be narrative in nature, rather than lists, and explain the difference your work has made. Where data, preferably benchmarked, is available, this should be used as evidence in your submission.

 
1. Leadership and Engagement 
For example, how you have motivated, inspired and engaged others to develop. This might include both internal and external presence, contributions beyond the boundaries of your function and collaboration with others 
  
2. Setting Direction 
For example, where you have taken the initiative, developing University-wide impact (or broader), to the delivery of the strategy. This may include innovation and redesign of services.  
 
3. Delivering Results
For example, excellent progress with delivering objectives, meeting or exceeding KPIs, delivering challenging milestones, improvements against external benchmarks or maturity models. These will often be measurable, and data should be used where available.  
 
 
Personal statement 
Over-arching goals and motivation, how you will move forwards and sustain this level of performance, what the impact will be. 
 
 
Individual circumstances
The application form will give you the opportunity to describe any individual circumstances that you would like to be taken into consideration. These include anything that impacts your ability to meet the expectations outlined in this framework. For example, prolonged absences, restrictions or travel or networking opportunities, flexible working patterns, or reduced working hours, including any equality factors and/or the impact on your work of Covid-19. Please include any local arrangements that have been made and agreed with your line manager, such as a pro-rata reduction across your selected criteria if working part-time.
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Point £ Value

84 127282

83 124786

82 122340

81 119941

80 117589

79 115283

78 113023

77 110807

76 108634

75 106504

74 104416

73 102368

72 100361

71 98393

70 96464

69 94573

68 92718

67 90900

66 89118

65 87370

64 85657 Notes

63 83978 Progression within the Introductory Zone (Pts 53-56)

62 82331 is automatic and annual subject to satisfactory performance.

61 80717 All other progression is based on contribution

60 79134

59 77582 Scale is based on JNCHES data as 1 Aug 22 

58 76061

57 74570 Staff whose basic pay is above these bands will 

56 73108 remain on a spot salary, with any increases approved

55 71674 through the same processes as those within pay bands

54 70269

53 68891


