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1 Purpose and Background
· The goal of this Remuneration strategy and policy form part of the integrated human resources management strategy to ensure a reward system that aims to recognise individual contributions towards the achievement of the objectives of Mitchells Plain Skills Centre (MPSC) and motivates high levels of performance.

· This remuneration policy embodies the principle that links remuneration to performance.

· Remuneration is the most tangible reward provided to employees

· To be effective, it requires an assessment of the employee’s contribution to the Organization in a way that appears to be fair and equitable by most employees
· A good compensation system can be instrumental in the recruitment, retention and motivation strategies.
· Mitchells Plain Skills Centre (MPSC)’s remuneration strategies that are outlined in this document aim at supporting the competitiveness in relation to Mitchells Plain Skills Centre (MPSC)’s capacity to attract and retain competitive employees.  

2 Strategic Aim 
2.1 The overall strategic aim of Mitchells Plain Skills Centre (MPSC) 

Reward management system is to support the achievement of the organisation’s goals by ensuring that MPSC has skilled, competent, well motivated and committed people. 

2.2 The philosophy underpinning the strategy is that people should be rewarded for the value they create.

2.3 Reward people fairly, equitably and consistently in accordance with their value to the MPSC. 

2.4 Communicates and supports organizational values and strategy and creates focus on key organizational objectives through the performance management system.

2.5 Allows MPSC to compete effectively in the labour market and to recruit and retain high calibre staff.

2.6 To create a framework for remuneration management that will enable Mitchells Plain Skills Centre MPSC to attract and retain staff of high quality and potential.

2.7 To ensure that MPSC as employer complies with contractual obligations in the letters of appointment and conditions of service. 

3 Objective 

· The objective is therefore to create reward processes that are based on beliefs about what the organisation values and is prepared to pay for. 
· The reward strategy should, therefore, be driven by the need to reward the right things to convey the right message about what is important in terms of expected behaviours and outcome.
· How MPSC remunerates employees will reflect the dynamics of the market and context in which it operates i.e. benchmark with rest of other SETAs. 
· It will at all times align with the strategic direction and specific value drivers of MPSC and at the same time acknowledge our focus on performance management. 
· This policy supports MPSC’s Vision and Mission. 

· As such, remuneration will play a critical role in attracting and retaining high performing individuals, and thereby supporting the MPSC’s commitment to ensure competitiveness in the skills market. 
· Remuneration will also reinforce, encourage and promote superior performance and achievement of the organisations strategic goals.  
· Remuneration will not be a stand-alone management process, but will be fully integrated into other management processes. 
· Remuneration will be consistent with the economic requirements of MPSC and commensurate with those of our country.

4 Definitions

The following definitions are applicable in defining the Remuneration terms used in this document:

Management in company is an employee who has the company to hire, discipline and dismiss or terminate any employee and to represent the employer internally and externally.

Remuneration is defined as the recognition an individual may receive for their contribution to the organisation in the form of cash or other non-cash benefit.

Reward referred to in this document is typically reflected in the remuneration offered to the individual and can have both cash and non-cash components.

Basic Salary is the fixed guaranteed cash payment made to an employee on a monthly basis excluding all allowances, benefits and bonuses.

Cash Benefit includes all cash payment made to an employee such as standard bonuses for example guaranteed 13th cheque.

Total Guaranteed Package (also referred to as “Total Cost to Company” or “Total Package”) is the total annual guaranteed cost to a company of employing an incumbent. The cost includes the basic salary, plus non-cash fringe benefits and fixed allowances.  Typically these include allowances like travelling benefit; company pension fund, company assistance and any other recreational or other benefits.  

Remuneration Pay Ratings are defined as follows:

· Minimum / Entry level - The employee’s experience is below the standard requirements set. Little exists of the employee’s competence.

· Lower Guide - Requires Further Development.  The employee’s performance does not yet meet all the requirements set. Some evidence exists of the employee’s competence.

· Midpoint - Meets Job Requirements.  The employee’s performance meets the requirements set. Tangible evidence shows that job outputs have been met.  The National Market Median is used as an anchor here.

· Upper Guide - Exceeds Job Requirements.  The employee’s performance exceeds the requirements set. Tangible evidence exists of the employee’s achievements.

· Maximum - Clearly Outstanding.  The employee’s performance is visibly outstanding on a sustained basis and far exceeds the requirements set. Tangible evidence exists of the employee’s ongoing achievements.

Note: The Remuneration Levels above guide a remuneration decision based on the experience and / or qualification as per job specification.  Thus, MPSC could pay an individual at the lower or higher end of the scale based on the expected inherent of the job, performance, and within the guidelines of the formal performance management system and policy.

Compa Ratio - The comparative ratio or “Compa Ratio” is simply the actual MPSC salary divided by the market salary for the appropriate position. (A Compa Ratio of 100 means that you are on par with the market data of the sample).
The following definitions are essential for understanding the Pay Scales:

	Term
	Definition

	Pay Scale
	The Pay Scale refers to the pay attached to grades / bands and the way in which these scales are structured; their range, their slope, overlap, differentials and market positioning.



	Pay Slope
	The steepness or angle of the pay curve.  The percentage difference between the pay for one grade / band and another.  



	Pay Range
	The pay range refers to the width of the pay scale i.e. the distance between minimum and maximum pay for each grade / band.  It is usually measured in terms of the percentage above and below each midpoint.



	Pay Overlap
	The extent to which the maximum of the lower grade / band overlaps with the minimum of the next higher grade/band.  It is dependent on both the pay range and pay slope.




Internal equity refers to the relative grade assigned to different jobs within the Organization.  In addition, internal equity assesses how reasonable these grades are.  Internal equity can be examined on two levels, namely horizontally, (i.e. between departments) and vertically (i.e. within one department).

Variable pay / Short-term Incentive Scheme is non-guaranteed performance related payment made in respect of individual, team or Organizational performance. It takes form of an incentive and is over and above guaranteed remuneration. It supports or form part of short-term incentive based on the guiding principles of reward for performance excellence toward agreed MPSC’s targets (i.e. Attraction and alignment with strategy towards the achievement of annual strategic goals). 

External equity refers to the competitiveness of the level of remuneration assigned to each grade and is based on the need to compete in a free market for skills.

Job Evaluation refers to the systematic and objective process of comparing one job to another within the Organization, without looking at individual characteristics, personality or performance.  The result of this process would be accurate job grades. 

Stakeholders - The stakeholder can be defined in a very broad sense as a term including citizens, government, employees, suppliers, financiers, media, business sector, labour, the community and the general public.  

Stakeholder returns - Stakeholder returns refer to increased benefits to all stakeholders as a result of achieving the business goals.

5 Scope

· The Remuneration Policy applies to all permanent, fixed term contract and temporary employees as employed within Mitchells Plain Skills Centre MPSC.
· The Remuneration Strategy is designed to be aligned with Organizational strategy and the execution of that strategy. This in turn will maximize the performance and effectiveness of MPSC, thus increasing stakeholder returns. 
6 Communication

MPSC endeavors to communicate with all employees about the design of remuneration programmes, and of ongoing changes to them, with clear statements of what remuneration is designed to achieve.  

7 Remuneration Committee
7.1
The Remuneration Committee is established by the Board of Directors.

7.2
The purpose of the Committee is to assist the Board by reviewing and providing recommendations to the Board on: 

a) remuneration packages of key executive and executive directors

b) incentive policies, incentive plans and other employee benefit programs

c) MPSC’s recruitment, retention and termination policies 

d) procedures for senior management 

e) succession plans of key executive managers (other than executive directors) and ensuring that the performance of key executives is reviewed annually and 

f) those aspects of MPSC’s remuneration policies and packages, including equity based incentives, which should be subject to shareholder approval.   
7.3
Membership
7.3.1
The Committee will have a minimum of three (3) members, the majority being independent non-executive members.  

7.3.2
Members of the Committee will be appointed for an initial three year term of office after which their appointment will be subject to annual rotation at the discretion of the Board.

7.4
Meetings
(a) 
The Committee shall meet in person or telephonically when deemed necessary but must meet at least once a year. The Committee shall keep full account of its business and minutes of meetings shall be circulated to the Board at each subsequent Board meeting. 


(b)
The Chairperson of the board must call a meeting if requested by any Committee member.

(c)
The Committee may invite other persons, such as internal specialists or external advisors, to attend meetings if considered appropriate by the chairperson of the committee.

(d)
The quorum necessary for a meeting of the Committee shall be two members, of which at least one must be an independent non executive director
7.5
Reporting
(a)
The Chairperson of the Committee must report the findings and recommendations of the Committee at the next Board meeting following each meeting of the Committee.

(b)
The minutes of all Committee meetings shall be circulated to the members of the Board by the Secretary.

(c)
The Chairperson of the Committee must submit an annual report to the Board summarizing the Committee’s activities during the year and the related significant results and findings.

(d)
The Committee must approve the details to be published in the annual report or any other statutory report or document with respect to the activities and responsibilities of the Committee.

7.7
Company

The Committee is authorized by the Board to:

(a) Investigate

i. remuneration paid to employees of other companies of a similar size in a comparable industry sector;

ii. The relative performance of such companies;

(b) obtain information on the remuneration of any employee of MPSC;

(c) secure the attendance of any person with relevant experience and expertise at Committee meeting, if it considers their attendance to be appropriate;

(d) engage, at the expense of MPSC, outside legal or other professional advice or assistance on any matters within its charter or terms of reference; and

(e) seek information it requires from any officer or employee of MPSC and such officers or employees shall be instructed by the board employing them to respond to such enquiries.

7.8
Responsibilities
In addition to any other matters which may be delegated to the Committee by the Board, the Committee is responsible for:

(a) The recruitment policy in terms of regularly reviewing and making recommendations to the Board.

(b) Making recommendations to the Board with respect to an appropriate remuneration policy for key executive and executive directors which motivate directors and management to pursue long-term growth and success of MPSC within an appropriate control framework. This policy must also demonstrate a clear relationship between key executive performance and remuneration

(c) Ensuring that the Board, management and the Committee are provided with sufficient information to ensure informed decision making

(d) The remuneration package as follows:

i. To regularly review and make recommendations to the Board regarding remuneration packages of key executive managers and executive directors;

ii. Ensuring that executive remuneration packages involve a balance between fixed and incentive pay reflecting short and long-term performance objectives appropriate to MPSC’s circumstances and goals;

iii. Determine the remuneration package of each director including, where appropriate, bonuses, incentive payments and share options;

iv. Ensuring that a portion of the executive director’s remuneration is structured in a manner designed to link rewards to corporate and individual performance;
v. Making recommendations to the Board with respect to the quantum of bonuses to be paid to key executives;

vi.  Ensure that contractual terms upon termination and any payments made are fair to the individual and MPSC, that failure is not rewarded and that the duty to mitigate loss is fully recognized.

(e) Non-executive directors as follows:

i. Ensuring that the honorariums and or fees paid to directors are within the aggregate amount approved by shareholders and making recommendations to the Board with respect to the need for increases to this amount;

ii. Ensuring that non-executives are remunerated in fees (in the form of cash, non-cash benefits, superannuation contributions or equity);

iii. Ensuring that non-executive directors are not provided with retirement benefits.

(f) The employee benefits and other policies

i. Making recommendations to the Board with respect to the implementation and operation or equity-based incentive plans and other employee benefit programs.

ii. Ensuring that incentive schemes are designed around appropriate performance benchmarks that measure relative performance and provide rewards for materially improved performance.

(g) Reviewing the succession plans of key executives (other than executive directors) on a regular basis to maintain a proper balance of skills, experience and expertise in the management of MPSC and providing advice to the Board accordingly.

(h) Developing and implementing a plan for identifying, assessing and enhancing competencies of key executives.

(i) Ensuring that the performance of each key executive is evaluated at least annually

(j) Determining and regularly reviewing MPSC’s termination policies, including the policy in relation to the compensation agreed to be paid to any executive directors or other senior director in connection with termination of employment

(k) Ensuring that the termination payments for the Executives are agreed in advance, including detailed provisions in terms of early termination, except for removal or misconduct.

(l) Ensuring that consideration is given to the consequences of an appointment not working out and to the costs and other impact of early termination.

The Committee shall consider other matters referred to them by the Board. The Committee shall have no executive powers with regard to its findings and recommendations.  The Committee may seek input from individuals on remuneration policies, but no individual shall be directly involved in deciding his or her remuneration.

In conclusion, the Committee may, in its discretion, delegate some of its responsibilities to a sub-committee.       
  
 
 

8 Responsibilities and Guiding principles 
8.1 It is the responsibility of line managers to liaise with Human Resources Department, in accordance with this policy, for staff they are accountable for, to:

· Review and plan the functions to be performed by each member of staff and prepare, maintain and submit up-to-date job descriptions;

· Review and manage the performance of each member of their staff;

· Liaise with Human Resources Department pertaining to annual remuneration increases and performance bonuses for each member of their staff based on their staff performances.
8.2 It is the responsibility of Mitchells Plain Skills Centre MPSC to:

· Facilitate the implementation through line management of all aspects of the remuneration and related policies;

· Supports a culture of accountability and individual performance excellence through displaying the required competencies, technical skills and experience; 

· Develop and maintain the policies, information, database records and tools required to implement the remuneration and related policies such as Pay Scales, Job Profiles, Position Grades, Performance Ratings etc;

· Benchmark Mitchells Plain Skills Centre MPSC’s Remuneration policy and practice on annual basis, against the relevant market, and make recommendations where necessary;

· Review and render decisions on matters for which company has been delegated, ensuring adherence to sound practices and consistency across Mitchells Plain Skills Centre;

· The principle of market related remuneration is respected. Market value differentiation is supported and remuneration practices must therefore ensure adequate levels of competitiveness, depending on the current and future scarcity of talent, both internally and externally;

· Financial inflation and affordability serves as key consideration when making remuneration decisions;

· If performance targets are achieved, MPSC will reward performance excellence and therefore supports the activation of the incentive remuneration scheme as a form of variable pay, based on approved principle;

· Individual performance will be done by Performance Management Systems contracts;     

· Identify and take corrective action for all deviations from established remuneration and related policies.

· Provide remuneration that attracts, retains and motivates staff and helps to develop a high performance culture;

· Ensure that remuneration levels are competitive compared to the market;

· Remunerate people according to their contribution;

· Provide a “total reward” approach which involves creating the right mix of non-financial as well as financial rewards;

· Develop a remuneration process that provides for equitable pay and is fair, consistent and transparent but differentiates between average and excellent performers;

· Ensure alignment with the company’s strategy;

· Be fit for purpose, not one size fits all;

· Be flexible and adaptable;

· Optimize investment in people;

· Be fair and equitable and supportive of diverse needs (i.e. remuneration does not discriminate based on criteria that is not work related or outside the employee’s control such as Race, Gender, Family Responsibility, Disability, Age etc);

· Re-enforce teamwork and a culture of belonging and high commitment;

· Comply with relevant legislation, policy and procedure;

· Embrace more than just money – it’s the whole work experience;

· Stand up to scrutiny by stakeholders;

· Maintain development and feedback as the cornerstones;

· Utilize experts as and when required.
9 Guaranteed Pay Framework
· The Remuneration Strategy will focus on providing simple, integrated, holistic framework, common messages and a remuneration package and within the context of agreed levels;  
· The level of guaranteed pay for an individual will be based on their level of responsibility in the company and the size of their job, as depicted by the appropriate level;
· Skills scarcity premiums – derived from market analysis are agreed “up front” at the beginning of a year, based on scarcity of skill;

· Where skill scarcity premiums are applied, guarantee pay may be increased to the 90th percentile of the relevant grade’s pay range and beyond;

· Where market annual surveys indicate that a particular job or job family is significantly out of line with market competitors, a market premium percentage may be allocated to adjust the maximum applicable to that band; 

· The reason for this is so that Mitchells Plain Skills Centre is able to attract, retain and energies talented, high performing individuals;
· MPSC aims to provide a compelling and attractive future for key employees
10 Pay Scale and Design Criteria

10.1 Pay Scale Features
The design of Mitchells Plain Skills Centre Pay Scales is guided by a number of key “best practice” principles, as well as the reality of the history and context within which MPSC operates.  MPSC Pay Scales seek to get the balance right between affordability and competitiveness.
The following features are incorporated in the design of MPSC’s Pay Scales:

· The pay structure supports the remuneration philosophy

· The principles of internal and external equity are upheld

· Grades and scales reflect the Organization’s work design

· The benchmarked market data and job evaluation exercise was used when determining the number of grades, pay scale width, pay slope, overlap, differentials and best practice has been considered

· It is flexible enough to respond to internal and external pressures

· It allows for superior performance to be rewarded

· It ensures consistent decision-making and application of the remuneration philosophy

· Implementation is not disruptive or unnecessarily costly

· It has appropriate stakeholder buy-in

· It is legally defensible

· It is affordable yet competitive

· Remuneration Policy reflects the dynamics of the market and the context in which MPSC operates;

· Remuneration Policy shall ensure internal equity and consistency within and between all divisions of MPSC;

· Remuneration Policy shall take into account the availability of resources;

· Remuneration Policy shall be aligned to, reflect, and help to enact MPSC’s Mission, Vision, Goals, and Values;

· Remuneration Policy shall be clear on the goals but flexible in achieving them;

· Remuneration Policy shall be justified in terms of how they will help to meet’s MPSC’s needs;

10.2 Link to Market & Best Practice Principles
The pay range design for MPSC is informed using best practice principles as follows:

  
   

     GENERAL MARKET – SURVEY

	10th Percentile
	Lower Quartile (LQ)
	Median
	Upper Quartile (UQ)
	90th Percentile




   

MPSC PAY SCALES

	Minimum
	Lower Guide
	Midpoint
	Upper Guide
	Maximum


10.3 In order to find a balance between the need to employ staff at cost effective rates and the need to compete for scarce skills and top performers, the Market Median is regarded as the most appropriate market reference point for MPSC.  MPSC is using this Market Median as an anchor around which the pay scales are built.  The scales do, however, extend to the market Upper Quartile to allow differentiation based on performance and skill category. 

10.4 The median is regarded as the most accurate measure of the market.  In order to ensure an accurate view of the market within which MPSC attracts and loses skills to, the midpoint spread has been calculated using the Lower Quartile, Median and Upper Quartile as guides. 
PLEASE NOTE: 
       Despite the above motivation and illustrations in the table below,
       the  proposed pay scales to be implemented by MPSC is subject to
       turnover and availability and affordability of funds.
10.5 The Table below represents the proposed Pay Grade: (guide only)
	GRADE
	POSITION
	LEVELS
	PACKAGE RANGE

	EU
	Chief Executive Officer
	E4
	Lower
	Median
	Upper

	
	
	
	770,00 TO 988.000

	989,245 TO 1,200.00

	1,201,000


	EL
	Chief Operations Officer
	E2
	650,000 TO 700,000

	701,000 TO 850,000

	851,000 T0 900,00


	DU
	ETQA Manager 
Finance Manager 
Skills Development Manager 
Human Resources Manager
Bursary Manager

IT Manager
	D4
D3
D3

D3

D3
D3
	380,000 TO 527,829
	528,000 TO 574,665


	575,000 TO 603,714



	DL
	Regional Manager
Communications Officer

Researcher
	D2
D2
D1
	277,720 TO 407,450

	408,000 TO 440,000

	441,000 TO 493,000



	CU
	USG
Project Officer
ETQA Officers
Skills Development Officers

Learnership Officers
Human Resources Administrator
	C4
C4

C4
C4

C4
C3
	150,000 TO 230,000

	231,000 TO 280,000

	281,000 TO 317,500


	CL
	Accounts Management Officer

PA to CEO

PA to COO
Finance Administrators

Skills Development Administrators
Procurement Administrator
Learnership Administrators
Committee Secretary
Bursary Administrators
ETQA Administrators
IT Support Administrator
Front-Line Officer


	C2

C2
C2

C2

C2
C1

C1
C1
C1

C1

C1

C1
	120,000 TO 242,000

	243,000 TO 268,809


	269,000 TO 295,680



	B
	Receptionist / Administrator ETQA Data Capturer

	B5
B4

	60,000 TO 84,000

	60,000 TO 84,000


	84,000 TO 132,00


	A
	Office Assistant
	A4
	24,000 TO 60,000

	24,000 TO 60,000

	60,000 TO 84,000



10.6 Internal and External Equity

The Pay Scales have been designed to support both internal equity and external competitiveness.

10.7 Internal equity refers to the relative grade assigned to different jobs within MPSC.  Internal equity is supported by ensuring that relative grades are defendable on two levels, namely horizontally, (i.e. between Departments) and vertically (i.e. within one Department).  The first step in establishing internal equity is carrying out of job evaluations.  

10.8 External equity is the second consideration in design of a pay structure.  The focus in this area is on external equity (i.e. the competitiveness of the level of remuneration assigned to each grade) and MPSC’s need to compete in a free market for skills.  Part of this competition is the management of labour costs – ensuring that the labour force is neither overpaid nor underpaid, possibly leading to a high turnover or labour unrest/low morale which could harm productivity.

10.9 Low turnover or a lack of competitors for labour is not an indicator of a lack of competitiveness in an industry or that the compensation system is working perfectly in the organisation, since turnover could be for a number of different non-pay related reasons such as high rates of unemployment and a lack of other opportunities.
10.10 Technical Considerations

The Market Median has been selected as the most appropriate Midpoint for MPSC Pay Scales in order to attract, retain and motivate the right calibre of employee.  The reason for using the General Market Survey is that this is the market against whom MPSC competes for skills.  The vast majority of skills employed by MPSC are attracted, and retained from all organisations across all sectors.

10.11 The base date of the Pay Scales is 1 April each year.  The Pay Scales must be reviewed on an annual basis (ideally in January each year well ahead of the annual review), based on pay increase trends, inflation and on the affordability of MPSC.

11 Rules & Criteria for Movement within Pay Scales

11.1 Only in exceptional circumstances should employees fall outside the scales.  
11.2. Movement within the scales is based on performance and the employee’s current comparison to the Pay Scales.
11.3. Placement within Scales
11.4 Employees are placed, based on their performance, at the relevant salary scale level as follows:  

· Minimum of Salary Scale – The employee is below the job requirements.  Little or no evidence exists of the employee’s ability to perform.  The employee needs to be trained and gain experience.

· Lower Guide of Salary Scale – The employee meets some of the job requirements but requires further development.  Some evidence exists of the employee’s past performance.  Further training and experience is required to fully meet the job requirements.

· Midpoint of Salary Scale – The employee fully meets the job requirements. Evidence exists that the employee’s performance meets the requirements of the job.

· Upper Guide of Salary Scale – The employee exceeds the job requirements.  The employee’s performance/experience/track record exceeds the requirements set. Tangible evidence exists of the employee’s past performance achievements.

· Maximum of Salary Scale – Clearly Outstanding.  The employee’s performance is visibly outstanding on a sustained basis and far exceeds the requirements set. Tangible evidence exists of the employee’s ongoing achievements.
11.5 New Appointments: On appointment to a new position an employee should be appointed as follows-:

· Minimum of Salary Scale – The newly appointed employee is below the job requirements (e.g. a trainee).  Little or no evidence exists of the newly appointed employee’s ability to perform.  The newly appointed employee needs to be trained and gain experience.

· Lower Guide of Salary Scale – The newly appointed employee meets some of the job requirements but requires further development.  Some evidence exists of the newly appointed employee’s performance from their CV and past references.  Further training and experience is required to become fully competent.

· Midpoint of Salary Scale – The newly appointed employee fully meets the job requirements based on their CV and past references. 

· Upper Guide of Salary Scale – The newly appointed employee exceeds the job requirements.  Evidence of the newly appointed employee’s past performance/experience/track record exceeds the requirements set. Tangible evidence exists of the employee’s past achievements.

11.6 Promotions: When an employee is promoted to a higher grade, they should be appointed as per the new appointment guidelines above or receive a 5% increase, whichever is the greater.  

11.7 Fixed Term Contracts: MPSC’s Remuneration Policy should take into consideration that people employed on fixed term contracts should be compensated for the lack of long term job security inherent in fixed term contracts by paying a Fixed Term Contract Allowance.  The Fixed Term Contract Allowance is equal to 10% - 30% of the Midpoint of the applicable Broadband.
11.8 Relationship between Pay Scales and Annual Increases

The criterion for movement within the scales is both Pay Scale related and based on the performance of the individual in the job:

· Underperformers who are overpaid - gradually retard increases through the link between annual increases and performance

· Under-performers who are underpaid - pay at the minimum of the grade

· Over-performers who are overpaid - confirm that it is defensible to pay up to the maximum based on their performance history and the impact of that performance on the annual increases

· Over-performers who are underpaid - move at the fastest rate to the correct point through the reward of performance in the annual increase process
MPSC’s grades support the organisation’s Pay Scales, establishes a logical basis for salary benchmarking (internal and external parity), and establishes a logical basis for pay structuring.

The only approved job titles for MPSC are as per the schedule which is approved by management. 

11.9 Changes in Grade of Position

When a position is graded at a higher grade than the current grade, the employee in the position should be appointed as per the new appointment guidelines or receive a 5% increase, whichever is the greater.

When a position is graded at a lower grade than the current grade, employees are kept at their current grade as a personal grade, separate from the grade of the position.  This is to ensure that no employee will be worse off after a grading exercise.

12 Salary Reviews

14.1 The following principles will be followed in conducting comparative benchmarking:

· Targeting remuneration to market levels will be on the basis of Total Cost to Company;

· Benchmarking will be conducted annually i.e. an external market comparison;

· Comparative benchmarking will be conducted prior to annual reviews in order to update the salary scales in preparation for accurate salary increase decisions; 

· Expert independent remuneration consultancies will be used to provide MPSC with market data to assist in remuneration decisions.
14.2 Annual Review

In order for MPSC to maintain an appropriate remuneration market comparison vis-à-vis the national market, remuneration will be reviewed each year.  

14.3 Annual remuneration reviews will be informed by:

· Projected inflation

· Internal equity i.e. within the broad framework of occupational groups

· External market 

· Performance

· Affordability

14.4 The following steps will be followed by MPSC in obtaining a mandate:

· When making market comparisons, consider all aspects;

· Avoid creating expectations of interim / ad-hoc increases;

· Salary ranges are guidelines only;

· Consider the issue of affordability for the organization;

· Individual increases are taken into account as follows:

· Consider the overall salary history of the individual i.e. their fit to the existing pay range; 

· Consider the individual’s unique market worth; 

· Actively manage the salaries of good performers who are considerably underpaid;

· “Slow down” the pay of overpaid people (i.e. under performers who are paid at the top of the pay range).

14.5 The annual increase implementation principles are:

· Everyone would have to have undergone a performance assessment of some sort in order to ascertain a fair performance rating and to be fairly positioned in the pay range;

· The increase will be the same for each score/rating regardless of department (adding to uniformity and coordinated planning);

· The increase will be as a percentage of Total Cost to Company;

· Those paid above the Maximum of the Pay Scale will not receive a Salary increase, where such a Salary increase results in the new salary being above the Maximum of the Pay Scale.  The amount by which the increase exceeds the maximum, will be annualized and paid as a once off bonus;

· Salary increases may not exceed the Maximum of the new Pay Scale for the year ahead.

14.6 Based on the benchmarking evaluation process the following criteria can be adopted:

	LEVEL
	Performance appraisal / Individual performance
	CPIX (Inflation)
	Affordability
	Market comparisons / salary survey
	Company Performance

	Top Management / Executive Level Staff
	%
	%
	%
	%
	%

	Senior Management
	%
	%
	%
	%
	%

	Mid-level staff
	%
	%
	%
	%
	%

	Administrative staff
	%
	%
	%
	%
	%


As can be seen from the percentages, a common trend is to have a combination of criteria when awarding increases e.g. performance appraisal and company performance.  

14.7
Extraordinary review (Ad-hoc salary adjustments)

Ad-hoc salary adjustments may be considered under the following extraordinary circumstances (and will be termed an “extraordinary review”).  
This type of review will happen under extraordinary circumstances:

· External market rates indicate that retention or recruitment of employees in a particular job type requires an adjustment of salary for the retention of key skills;
· Promotion to a higher level position;
· Restructuring of jobs.
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