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This form should be completed by the Head of School/Unit where there are retention issues for a particular role and where a market premium is to be considered. It will form the record of the investigations and the rationale for the decision.

	[bookmark: _Hlk64977070]School/Unit
	

	Role title
	

	Role grade
	

	Name of current or most recent role holder
	



	[bookmark: _Hlk65483056]Evidence of retention issues (to be completed by Head of School/Unit)

	Has the current employee been offered another job?
	Yes ☐
	No ☐

	If yes, please provide details of where the new job is based, and the salary/benefits being offered.  



	Has the employee indicated that they are dissatisfied with their current pay?
	Yes ☐
	No ☐

	Do you feel that the current grade is incorrect?
	Yes ☐
	No ☐

	Has the role changed since it was last role analysed? 
	Yes ☐
	No ☐

	If yes, then the role may need to be graded again.  Please contact the Senior Role Analyst (sg43/extension 1650 to discuss).  

	What is the risk level of the employee leaving and what impact will their resignation have upon the team/School/Unit/institution?  



	Has there been a high turnover of staff in this post in the last 2-3 years?
	Yes ☐
	No ☐

	If yes, provide details of turnover




	Market data (to be completed by Head of School/Unit)

	Please complete the Market pay summary below quoting at least 2 sources of data. 
(The Senior Role Analyst can assist with this process if required - sg43@/ext 1650). 
Where possible, further particulars/job descriptions should be attached.  

	Market Pay Summary

	Market data source
	Job title/location
	Pay and benefits

	
	
	

	
	
	

	
	
	

	What is the average market pay rate for the post?
	

	What is the difference between the average market rate and the current employee’s rate of pay?
	

	Is the difference between the University’s pay rate and the market rate likely to be a short or long term problem?
	

	If the market rate is lower or equal to the University’s normal pay rates, then a request for the award of a discretionary point should be made to the Quaestor (for those roles based in Units) or the Master (for those roles based in Schools).  



	Recommended premium (to be completed by Head of School/Unit)

	What is the value of the premium to be offered to the current incumbent?
	

	Please provide additional rationale if a higher than average market rate is being requested.


	The University will typically pay the premium in monthly instalments for an initial period of 2 years (reviewed every 2 years thereafter). If you wish to request a different method of payment, please provide rationale for this. 






Head of School/Unit (signature): ________________________	Date: _______________

Submit to the Senior Role Analyst, Human Resources.

	Awarded premium (to be completed by Human Resources)

	A premium has been approved 
	Yes ☐
	No ☐

	Total sum approved   
	£


	Period over which premium is to be paid
	X months

	Monthly supplement
	£

	Approved by WPG [DATE] 
	DD/MM/YYYY
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