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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:
	Performance-based Remuneration Payment –  [Name], [School/Unit]


PURPOSE
To seek approval to offer [Name] a Performance-based Remuneration payment.
State the percentage or dollar amount to be paid and the duration of the performance cycle/period.
Note: The Director: HR has authority to approve performance-based remuneration payments up to 20% of base salary. 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.
When considering a performance-based remuneration payment, the following should be noted:

· Key performance indicators and measures must be established and agreed upon at the commencement of the performance period/cycle.  Performance-based remuneration payments are not intended to be utilised as retrospective “bonuses”.
· Performance-based remuneration payments are non-recurrent and payable based on performance achievements within a pre-specified performance period/cycle. 

· A performance-based remuneration arrangement must be linked to the performance management process, as part of the annual performance cycle. 

DISCUSSION

The discussion should include details about the key performance indicators/outcomes which the manager, in consultation with the staff member, has developed, which are specifically linked to the performance-based remuneration arrangement. These outcomes should be distinguishable from the agreed objectives contained in the staff member’s normal performance plan, however both need to be considered in the process.
Consideration should be given to corporate objectives, local area and role specific objectives that are above and beyond the normal expectations of the position in the creation of key performance indicators. 
Specific and targeted outcomes will either be short term in nature or within a performance cycle and the measures may be either quantitative or qualitative. 

Include the quantum of the performance-based payment and the duration of the performance cycle.

The decision whether to enter into a subsequent performance-based remuneration arrangement will be based on a new set of key performance indicators/outcomes linked to the next performance management cycle.
RECOMMENDATION

It is recommended that the Director: Human Resources approve a performance-based remuneration payment of [$ value or %] for the performance cycle/period ……. to ………
The payment will be made following the manager’s assessment of the staff member actual performance against the agreed objectives.
[Name]
Pro Vice Chancellor / Executive Director

