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Special Awards Policy and Practice

Definition
Special Awards are payments made to individuals for clearly identifiable work done over a specific period that is regarded as over and above, or outside of, their normal working duties. 

They are not intended to reward:

· Highly valued skills, knowledge or experience. These are rewarded through the incremental increase policy, and for those on the maximum of the salary spine for their grade, by using the extended ranges
· Small but appreciated efforts in the short term. These are rewarded through a small tax-free award under the Recognition Scheme for Grades 1-5
Purpose 
Special Awards are intended to be flexible and to provide managers with a way of rewarding staff in a wide range of circumstances.  It is therefore not appropriate to define precisely when awards should be made, nor the amount of the award in each case. The list below describes some of the possible reasons for awards that might be deemed appropriate. The list should be read as indicative and not as definitive.

· Implementing a major IT project as a user where the workload is additional to the employee’s normal workload and the project has taken a significant time 

· Being part of a user group testing a new IT system before going live
· Managing an operational project where the workload is additional to the employee’s normal workload and the project has taken a significant time  

· Achieving a major new stream of business that has a significant impact on the College’s income 

· Taking on additional work over a defined period to handle a temporary but significant surge in work volume 

· Covering a vacancy at the employee’s current grade 

· Covering long-term sickness of a peer

· Undertaking a piece of work, perhaps on personal initiative, that has a significant effect on the efficiency of the employee’s department
Eligibility
All staff in grades 1 to 8, who have at least one full year’s service, who demonstrate consistent satisfactory contribution, fulfil the requirements of their role and are not subject to any disciplinary action are eligible.  In the case of academic staff potential candidates must be performing to acceptable standards in both their teaching and research. 
Quantum of Award
Awards are typically equal to either one or two increments.  However, different payments may also be made to a maximum equal to two increments.  For those at or towards the top of their pay spine ‘an increment’, for the purpose of the special award policy, is the amount between the penultimate and ultimate pay spine points.  No employee may receive special awards totalling more than two increments in any twelve month period. 
Part-time staff will receive payments pro rata to the full-time payment.  Payments are made as a lump-sum as soon as possible after the SRP’s decision and are subject to statutory deductions but are non-pensionable.
Procedure
Recommendations for Special Awards are made by Heads of Department to the SRP at their scheduled meetings – typically once per Quarter.  Recommendations are made via the SRP Administrator using the ‘Application for a Special Award’ form.  

When making a proposal for established employees, forms must be submitted to HR at least 15 working days before the SRP meeting (dates of which can be found on the HR website).  HR will advise Heads of Departments on the merits of the business case presented giving consideration to: 

· Fairness

· Equity

· Transparency

HR will also advise as to whether, in the particular circumstances, a Special Award is the most appropriate mechanism for rewarding an employee.  

Special Award recommendations are included on the SRP agenda for their agreement.  The SRP’s decision regarding whether or not to agree a Special Award is final.  After the SRP meeting HR will notify each Head of Department of the outcome.  Employees who are approved a Special Award by the SRP will be notified in writing after the SRP Administrator has consulted with the Head of Department over the content of the letter.  
Review
The scheme will be reviewed and awards monitored to ensure the College’s commitment to equality of opportunity is maintained. 

This policy is at the discretion of the SRP and is subject to review and may be subject to change from time to time. 

Any proposals, amendments and revisions to the remuneration scheme will be proposed through HR and approved via The Principal and SMG.
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