


GUIDANCE NOTES FOR INSTITUTIONS 
Non-Pensionable Payments for Administrative Responsibility
These notes cover the procedure that should be followed by institutions for the annual round through the Councils of the Schools of non-pensionable payments for administrative responsibility. (This excludes safety officer payments which are covered by the new schedule devised by the Safety Office, and payments relating to examining).    

Additional general information can be found in the Notice on Additional Payments for Administrative Responsibility (Ordinances 2017, p689-690).  These payments are made in accordance with the general regulations for payments additional to stipend (Ordinances 2017, p687-688). 


1.  Distribution

[bookmark: _GoBack]You will need to decide which staff should be awarded an administrative payment from your institution’s annual allocation. 

Please Note
The UEF budget allocated to institutions will include sums to cover the cost of Employer’s NI contributions (and therefore will be larger than the NPAP allowance by c. 11%).


2.  Administrative Duties

These funds can be used to reward staff who carry out administrative work which is not normally considered to be part of their duties.

Pensionable payments to Heads of Institutions, Deputy Heads and to Chairmen and Secretaries of Faculty Boards not divided into departments do not fall within the scope of this procedure nor do payments for safety duties covered in the post holder’s role.

Chief Examiner and Senior Examiner payments for examining should not be paid through this process. However, payments relating to the administration of the examining process are paid through this process and payment should be paid in one sum in the Easter Term.


3.  Criteria

Payments must be in accordance with the following criteria:
· The work involved does not fall within the member of staff’s normal duties; and
· The work is of a relatively long-term character or significant to the institution’s work; and
· The work involves the member of staff in administrative duties that take up a significant amount of his or her time.


4.  Payment

The payment should be commensurate with the weight of responsibility undertaken and should be determined by reference to and in comparison with the relevant payment made to your administrative head (and deputy head where relevant), laid down in Schedules 1‑6 and Schedule X (Ordinances 2017, p689-690).  It should be based on the level of demand on the member of staff in terms of the amount of additional work, time and responsibility.  


5.  Returns

Returns relating to payment for these duties should be submitted via an electronic PR12 (www.admin.cam.ac.uk/offices/hr/forms/pr12/).  They will then be approved as appropriate by the HR Business Manager/Adviser and processed by Payroll. 

The forms – covering the entire year – should be returned to your School/NSI HR Business Manager/Adviser (copied to your relevant School/NSI Finance Manager) by 10 November 2017 to allow Michaelmas Term payments to be processed in the December payroll.


6.  Coding of Payments

These payments should be coded to:
U.**.**BA.ABAA.A+++ 	for payments to Academic, Academic-Related and Research Staff
U.**.**BA.ACAA.C+++ 	for payments to Assistant Staff 
 (** = your institution code) 
 (+++ = appropriate transaction code for the position. Please note that new transaction codes have been implemented as of 1 August 2014. See this guide for the new codes: http://ufs.admin.cam.ac.uk/r12reference/codes/paytransactioncodes.pdf)

If you require additional funds as you are spending more then the allocated budget please include the additional account number using the relevant transaction code as indicated above.


7.  Timetable

The timetable for submitting any changes to the original paperwork are as follows:

Lent Term:				by 16 February 2018 for payment in March
Easter Term:				by 18 May 2018 for payment in June

Any changes should be submitted to your School Team Administrator and your School Finance Manager.


8.  Queries
Any queries on this procedure should be directed to;
· Your School Team Administrator
· Your School Finance Manager
October 2017



