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Rewarding excellence–contribution pay scheme

Proposal form 
	Employee name


	
	Employee number
	

	Job title
	

	School/ Function
	
	Department
	

	Grade


	
	Spinal point
	

	Job family 

(please tick)
	(  Academic & Research

(  Professional & Managerial

(  Academic & Administrative Support Staff
(  Ancillary & Operational Support Staff
	Start date in current post
	 

	
	
	University start date
	

	Proposer (name of proposer, or state self-nomination)
	
	Head of School/ Manager


	

	Reward requested
(please tick)
	( Accelerated increment

( Contribution point

( Merit-based promotion



	 

	GUIDANCE NOTES 

	1. Evidence must be given to show that the exceptional contribution has been sustained over time and that there is good reason to believe it will continue to be so.  The evidence should be applicable to the candidate’s normal role and job cycle.   Nominations must show how this outstanding behaviour stands apart from normal expectations and how it has impacted directly or indirectly on the achievement of the objectives at University, School, Function, or Departmental level.

	2. Heads of Schools, or Heads of Functions, must authorise the content of the Proposal Form as factually accurate before submitting them for nomination.  

	3. Required attachments for all proposals:

· Job description

· Organisation chart
Additional attachments for proposals for promotion (Research Staff only):

· Curriculum Vitae

· Publication record 


	Employee name


	
	Employee number
	

	

	Section 1: Brief description of role

Please provide a brief summary of the purpose of the individual’s role and their key responsibilities.  Please give appropriate details of timescales relevant to the role.

	

	Section 2: Reason for award
Please outline the basis for the application and the evidence for exceptional performance over and above normal day to day duties and expectations.  Indicate clearly how the individual’s contribution and achievements relate to the University’s Professional Behaviours and how they link to PDR discussions and any objectives set therein.  Evidence should also show the impact on the Department, School, Function, or wider University.  

	Professional Behaviours:
· Achieving Results

· Demonstrating Excellence

· Developing Self & Others

· Embracing & Enabling Change

· Finding Innovative Solutions
· Working Together
	


	

	Section 3: Personal circumstances

Please detail below any personal, or familial, circumstances that have impacted upon your work for a defined period of time and may have had a detrimental impact on the quality and type of activity you have been able to undertake, explaining how you have been affected.  Such circumstances include sick leave, maternity, paternity, shared parental leave, adoption leave, caring responsibility, or any other circumstance covered by the Equality Act 2010.

	


	

	Section 4: Head of School/Function comments
Please comment on the proposal and indicate whether or not it is supported.  
If this is a self-nomination please confirm that:

· The individual has been fulfilling the requirements of their role to an exceptional standard for a sustained period of time;

· The individual has delivered over and above the expectations of their role for a sustained period of time;

· The information in the proposal is factually correct.

	

	Head of School/Function
Signed: _____________________________________________   Date: ___________________________




Send the proposal and supporting documentation to the Secretary of the relevant Reward Committee.
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