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Salary Advancement Process Checklist
	1. At the completion of the Performance Appraisal process (Section 2.1) all employees will have received an overall rating from 1 to 5.  (This rating will have been discussed with the employee as part of the process).  Collate the overall ratings.
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	2. Each area of Company Name will meet within the normal management meeting and discuss the ratings that each line manager has given their employees.  (This must be completed by mid November).  The purpose of this discussion is to ensure ratings are consistent across the company.  Those that are receiving a 5 would be few and the acknowledgement of that rating should be understandable to all those working in the wider company.
	

	3. Once agreement within the individual areas has been reached, the senior management team meet with the Chief Executive Officer (appropriate timeframe) and discuss the ratings, again to ensure that the ratings are fair and consistently applied across the group.
	

	4. The Chief Executive Officer and senior management group will then discuss the percentage increases that will be allocated to the overall rating.  The increases will need to be within the salary budget and assess whether the business has been commercially successful and the viability of increasing in labour costs.

5. As part of the discussion for each position the following needs to be considered:

a) Has the size of the job changed? (ie. are you expecting more from the role?).

b) Have you had turn-over as a result of higher pay by your competitors? (refer to Exit Information).

c) Is the company starting new employees on higher salaries/wages than those existing employees in similar roles? (market rates).

d) Was it a positive performance appraisal for the employee?
	

	6. The employees who have ratings of 3 or over may receive an increase in salary.  All employees should receive a Salary Review letter confirming the outcome of the salary review.  A Salary Review letter should also be sent to those employees who receive No Increase in Salary.  Salary Review letter for increases in salary and complete Salary Variation Form to authorise payroll to make the changes in salary.
	



