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	Office of the Pro Vice Chancellor
Division of [Division]
	Educating Professionals • Creating and Applying Knowledge • Engaging the Community


	Memorandum

	To:
	Ms Ruth Blenkiron, Director:  Human Resources 

	From:
	[Name], The formal request should come from the relevant Pro Vice Chancellor/Executive Director

	Cc:
	Cost Centre Manager
Division HR Manager

	Date:
	[Date] 

	Subject:
	Market Allowance –  [Name], [School/Unit]


PURPOSE
To seek approval to offer [Name] a Market [retention/attraction] allowance.
State the percentage or dollar amount to be paid, the period of the allowance and the effective commencement date.
Note: The Director: HR has authority to approve market allowances up to 20% of base salary, for a maximum period of 3 years. Anything in excess of this must have the Vice Chancellor’s approval.

BACKGROUND

Provide background information about the staff member, including job title, classification level and current salary. Include a brief description of the responsibilities and accountabilities of the role.
DISCUSSION

Provide a rationale for the allowance in line with the Market Allowance Guidelines
Attraction allowance - used to attract an applicant into employment where uncompetitive remuneration is the primary factor influencing the decision to accept the employment offer.

Retention allowance - used to retain key staff where the loss of that staff member due to uncompetitive remuneration would impact negatively on the achievement of strategic outcomes of the local area and/or the University.

The following elements may be included in the rationale:
· A description of the critical skills and experience the staff member (or potential staff member) has to perform the role and why these are critical to the local area and/or the University.

· A demonstrated analysis and diagnosis of the competitive market pressure. 

· Specific criteria associated with the allowance, e.g. expected performance achievements.

· A description of how the inability to attract or retain key staff will directly impact on the desired strategic outcomes of the local area and/or the University.

· Where applicable, demonstrate the legitimate risk of unwanted staff turnover that is directly related to uncompetitive remuneration.

· Where applicable, demonstrate past attraction and/or retention experience that establishes the ongoing indications of uncompetitive remuneration and its impact.

RECOMMENDATION

It is recommended that the Director: Human Resources approve a market allowance of [$ value or %] per annum for a period of ….. years, commencing …….

The allowance will be reviewed annually at the local level and will be subject to ongoing satisfactory performance
[Name]
Pro Vice Chancellor / Executive Director

