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SUBMISSION FOR LUMP SUM AWARD 


In the interests of equity, submissions will only be considered if presented in the

specified format and the form fully completed

	TYPE OF SUBMISSION

Please indicate


	 FORMCHECKBOX 
   Submission by Department/Support Service Section

 FORMCHECKBOX 
   Self Submission


	PERSONAL DETAILS

Name
Department/Section
Staff ID Number     
Job title

Current annual salary  

Current job family and grade (eg Research 6)


	     
     
     
     
     
     


	SIGNATURES

Signature of Individual:                                                                                     Date:



	I confirm that this case has been discussed by senior staff in the Department/Section and has their support.

The following lump sum is recommended:  £500  /  £1000 (delete as appropriate)

Signature of Head of Department/Section:                                                      Date:



	After both sides of the form have been fully completed, this should be forwarded to the relevant Personnel Adviser in Personnel Services



	I APPROVE / DO NOT APPROVE the proposed payment of a lump sum of £500  /  £1000 (delete as appropriate)

Signature of Dean or Provost/Chief Operating Officer:                                 Date:



	Comments/Reasons for rejection:



	NOTE:  LUMP SUM payments may be made to recognise a one-off outstanding contribution or performance in any area of work within the last year or so, for an individual who has taken on an additional short-term or one-off piece of work, and has met required outcomes over and above what could reasonably be expected for their role and grade.
This section should be completed by the Head of Department/Section and not by the individual (unless this is a self-submission).  Please ensure the information includes:

· A statement which clearly identifies, justifies and substantiates through the provision of evidence the case for the award, outlining the nature and extent of the contribution made and addressing the specified criteria (see above).

· A statement showing how the activities link to the Departmental/Section’s objectives

· Brief details of the purpose of the post-holder’s current role (a full job description is not required)
IT IS NOT EXPECTED THAT SUBMISSION DETAILS WILL EXTEND BEYOND THE SPACE PROVIDED ON THIS PAGE.

	


