
[image: image1.png]vvvvvvvvvv




Recruitment and Retention Premia – Approval Checklist


Please ensure that all sections of this form are completed before submission to the Pro VC for Staff and Students  

	Department:


	

	Employee:


	

	Role Title:


	

	Reason for Recruitment or Reention Premia request, please append supporting evidence:
	

	Following investigation is it considered that the non-pay options have been exhausted and that a full review of market pay rates is required
	Yes       FORMCHECKBOX 

	No       FORMCHECKBOX 


	What is the market pay rate for the post?

Show median and upper quartiles

Please attach evidence and quote sources. 
	

	What is the difference between the market rate and 1) the standard University reward package and 2) the highest automatic increment in the grade
	

	Is the difference between the pay rates likely to be short / long term?
	

	Recommendations

This section should include details of the proposed supplement and why that level of payment should be made?

Whether it is proposed to make a lump sum, staged or ongoing, payment).  Details of the review period being proposed.
	

	Will a recruitment and retention premium be granted in this case?
	Yes       FORMCHECKBOX 

	No       FORMCHECKBOX 



	Lump sum total(£)
	
	Staged over (delete if n/a)
	

	Annual Premium (£)
	
	The premium will apply for a period of  _____ months (usually 12)

	Head of Department Signature


	

	Name
	

	Date
	

	Director of Human Resources Signature

	

	Name 
	

	Date 
	

	Pro VC Staff and Students

Signature 


	

	Name
	

	Date 
	


	OFFICE USE ONLY
	
	
	
	

	Human Resources
	
	
	
	

	HR Received
	Date
	…………………………….
	Name
	…………………………….

	HR Actioned
	Date
	…………………………….
	Name
	…………………………….

	Sent to Payroll
	Date
	…………………………….
	Name
	…………………………….


  FOR OFFICE USE ONLY�


  REF:………………………








