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Overview of the scheme

The University of Cambridge operates an
annual Contribution Reward Scheme for
Academic-Related Staff in Grade 12
(henceforth referred to as “the scheme”).
Under the scheme eligible employees
can be nominated for either
contribution increments or a single
contribution payment, in each annual

exercise.

¢ Contribution Increments are
awarded in recognition of
continued exceptional
contribution;

¢ Single Contribution Payments
are awarded to employees in
recognition of their contribution in
relation to a short-term piece of
work or for employees who have
reached the top spine point for
their band within grade 12.

It is normally expected that nominations

for an award under this scheme will be

submitted by the eligible employee’s line
manager. Eligible employees can also nominate
themselves for an award but should do so only
after first discussing their intention to nominate

themselves with their line manager.

Nominations, together with recommendations
from the Senior Reviewer are put forward to be
considered and determined by the Vice-

Chancellor's Committee.

All persons involved in administering this
scheme should exercise impartiality and fairness

and be seen to do so. More information can be

found on page 6&7.
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Timetable and Procedure

Launch Indicative
Dates

e The HR Reward Team writes to eligible employees, their line managers and Senior
Reviewers to inform them about the scheme, the nomination process, and
timescales.

e Line managers will receive eligibility lists for their team. To encourage greater
vigilance over equality, diversity and inclusion (EDI) considerations, where possible, Mid-
line managers will also receive an EDI profile of the employees they manage, and Sersicmler
how that compares to the EDI profile of all employees at this level. They will also 2026

receive information on when each eligible employee last received an award under
CRS 12.

e As soon as possible after the scheme launch, line managers should meet with
eligible employees in their team to discuss the option of putting forward a
nomination.

Nominations Window

e Following the initial conversations, line managers should prepare the nomination
form (PD32) for all employees they wish to nominate for an award.

e If the employee wishes to submit a self-nomination, they must discuss this with
their line manager before completing the nomination form (PD32).

¢ In both manager-led nominations and self-nominations, the nomination form Mid-
should explain the nominee’s achievements and demonstrate their exceptional September
contribution, with reference to the nominee’s most recent appraisal paperwork 2026 to mid-
(attaching this paperwork where possible). October 2026

¢ Nomination forms must be submitted to the HR Reward Team
(CRSGradel2@admin.cam.ac.uk) by 22 October 2026.

e For self-nominations, the line manager of the nominee will be contacted by the HR
Reward Team to comment on the nomination.

Senior Review of nominations \

e Once all nominations have been received and collated by the HR Reward Team,
they will be reviewed by a Senior Reviewer, as follows:
o nominations from employees in the UAS and Council Institutions will be
considered by the Registrary.
o nominations from employees in Schools will be considered by the relevant

Head of School. November
o nominations from employees in General Board Institutions will be 2026 to early
considered by the relevant Pro-Vice-Chancellor. December
e The Senior Reviewer will consider all nominations in their remit, and with support 2026

from the relevant Lead HR Business Partner, will complete Section D of the
nomination form to confirm their assessment, and make a recommendation for an
appropriate award to the Vice-Chancellor's Committee. The completed Section D
of the form must be submitted to the HR Reward Team
(CRSGrade12@admin.cam.ac.uk) by 3 December 2026.
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e Once all Senior Reviewer documentation has been received, the HR Reward Team
will collate and distribute the completed nomination forms with Senior Reviewer
recommendations to the Vice-Chancellor's Committee. All nominations, whether
they are supported or not supported, will be reviewed by this Committee. January to

e The Vice-Chancellor's Committee will meet in January 2027 to consider the February 2027
nominations. Final decisions on awards are made by this Committee.

e The outcomes will be shared with the Remuneration Committee for their
information at their February meeting.

e The outcomes of all nominations will be communicated to nominees via their line
managers in March 2027.
e Outcomes will be processed in March 2027 pay as follows:
o awards of Contribution Increments will be effective from 1 March 2027.
o awards of Single Contribution Payments will be calculated based on the
nominee’s salary as at 1 March 2027 (unless other arrangements apply -
see page 11 for details).

March 2027
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Key Principles

=

The University of Cambridge is
committed, in its pursuit of
academic excellence, to
equality of opportunity and to a
proactive approach that
supports and encourages all
under-represented groups,
promotes an inclusive culture,
and values diversity.

Members of institutions and the
Vice Chancellors Committee
should ensure that their
consideration is collective, fair,
impartial and evidence-based.

Constructive, helpful,
developmental feedback should
be provided at all appropriate
stages including written
feedback.

All persons involved in
administering the scheme
processes should exercise
impartiality and fairness and be
seen to do so. Declarations of
interest should be made at
appropriate stages. Appropriate
training should be completed.

Appropriate budgetary
provision should be made so
that deserving nominees receive
appropriate recognition and
reward.

All nominations and
documentation should be
treated as confidential and in
accordance with data protection
principles.

All processes should be
organised in a timely and
transparent way.

All processes should be
supported by modern and user-
friendly systems to ensure
administrative efficiency,
fairness, and equality.
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Equal Opportunities

No member of staff will be treated less favourably than another because they belong to a
protected group. Protected characteristics are: Sex, Gender Reassignment, Marriage or Civil
Partnership, Pregnancy or Maternity, Race (including Ethnic or National Origin, Nationality or

Colour), Disability, Sexual Orientation, Age, or Religion or Belief.

The University's Equal Opportunity policy must be observed at all times.

All employees who serve on the Vice-Chancellor's Committee or are involved in
administering the scheme must have read this policy and have completed the online Equality
& Diversity (E&D) training module (see Key Principles).

Confidentiality and Data Protection Legislation

Members of the institutions, the Vice-Chancellor's Committee and other University staff
involved should note that the process of consideration is strictly confidential, and that certain
documentation must not be disclosed to nominees or other persons who are not members

of Vice-Chancellor's Committee or otherwise appropriately involved in the process.

The University's policy in relation to data protection legislation (the General Data Protection

Regulation as supplemented by the Data Protection Act 2018) requires that confidentiality of
information provided by Heads of Institutions is respected insofar as this is compatible with

that legislation.

The University’'s Code of Practice on Freedom of Speech

The University of Cambridge is full committed to securing and promoting freedom of speech
within the law for staff, students and visiting speakers in all activities related to academic life.

Our Code of Practice on Freedom of Speech sets out the University's values, approach and

associated procedures in detail. All the University's policies and procedures are to be
interpreted and applied in a manner consistent with the Code of Practice; in the case of any
perceived conflict, the provisions of the Code of Practice will take precedence insofar as this

is lawful and reasonably practicable.

Institutions and the Vice- Chancellor's Committee will consider and note any concerns about
free speech or academic freedom that have arisen or might reasonably arise, including
reasons why the process did not penalise an applicant for their exercise of free speech or

academic freedom.
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Eligibility
The Contribution Reward Scheme for Academic-Related staff in Grade 12 applies to eligible

employees of the University of Cambridge only. It does not apply to casual workers or to those

employed or engaged by the University's subsidiaries or the Colleges.
To be eligible for an award made under this scheme, employees must:

e be an Academic-Related employee in Grade 12; and

e have been in their post performing their duties at the current grade for at least one year prior
to 1 September 2026; and

e be employed at the point the award is processed (i.e. employees who have left the University,
or are due to leave the University on or prior to 15 March 2027) will no longer be eligible to

receive an award)

Please note, if any nominees do not meet the above criteria, they will not receive an award under this

scheme.
Important note

Eligible employees cannot be nominated for both types of awards under the scheme (i.e., they may

be nominated for either a contribution increment or a single contribution payment, not both).



I CRs for Academic-Related

Types of Awards

Contribution Increments

This is the award of additional increments in an
employee’s pay grade and band and are
awarded to recognise an employee’s continuous
exceptional contribution over a period of at least
a year. Itis normally expected that up to a
maximum of two increments would be awarded.
However, there may be exceptional
circumstances, such as those relating to
potential equal pay or relativities issues, where
an award of three increments may be permitted.
Once an employee reaches the top spine
point for their band within Grade 12 they will
only be eligible for single contribution

payment awards.

Awards are effective from 1 March and are

implemented in the March payroll.

Employees should be aware that whilst increases
in their salary may positively impact their future
pension benefits, large increases can have
personal tax implications. Further guidance on
this can be found in the Pensions Tax section on
Universities Superannuation Scheme (USS)’s
website: www.uss.co.uk. For further information
(or if you are not a member of USS) you can also
contact the University Pensions Office at:

pensionsonline@admin.cam.ac.uk.

Staff in Grade 12

The effect of Contribution Increments on
Market Pay

For employees in receipt of Market Pay, any
increase to base salary will erode the value of
the additional payment by an amount equal to

the increase in base pay.
Single Contribution Payments

This is the award of a one-off, non-pensionable
payment, paid at 3% of base salary (pro-rated).
These awards can be made in circumstances

such as:

e when an employee has reached the top
spine point for their band within Grade
12, which means they have no means of
progressing their pay; or

e when an employee has excelled in
relation to a short-term piece of work,
such as a major but finite project, but
does not meet the criterion for

continuous exceptional contribution.


https://eur03.safelinks.protection.outlook.com/?url=http%3A%2F%2Fwww.uss.co.uk%2F&data=05%7C02%7CAntony.Nobes%40admin.cam.ac.uk%7Cad2280f38af14cbfe37508ded2053e47%7C49a50445bdfa4b79ade3547b4f3986e9%7C1%7C0%7C639179117146531358%7CUnknown%7CTWFpbGZsb3d8eyJFbXB0eU1hcGkiOnRydWUsIlYiOiIwLjAuMDAwMCIsIlAiOiJXaW4zMiIsIkFOIjoiTWFpbCIsIldUIjoyfQ%3D%3D%7C0%7C%7C%7C&sdata=c9gEn8HihdJ3iLGEcms4WZnQk9qcvF0HUHMdrhC6NgU%3D&reserved=0
mailto:pensionsonline@admin.cam.ac.uk
https://www.hr.admin.cam.ac.uk/files/marketpay.pdf
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The impact of changing roles and
regrading

As a result in the change of effective dates of awards made under this scheme, guidance on the
impact of changing roles and regrading on eligibility has been added. This guidance aligns with the

Contribution Reward Scheme (Professional Services), to ensure parity between schemes.

There may be occasions when an employee changes their role or grade following a nomination but
before the outcome of the nomination has been confirmed. This section explains what would normally

happen in such situations.
Changing or regrading of role(s) on or before 1 March in the year the award is made
Contribution Increments

If an employee changes role or the role is regraded on or before 1 March, they will no longer be

eligible to receive contribution increments as part of the scheme.
Single Contribution Payments

If an employee changes role or the role is regraded on or before 1 March, they will still be eligible to
receive the payment, but it will be calculated using the salary of the role and grade on which the

nomination was based.
Changing or regrading of roles after 1 March of the year the award is made
Contribution Increments

If an employee changes role or the role is regraded after 1 March, they will still be eligible to receive
the award. In addition, it would normally be expected that their spine point in their new or regraded

role would be uplifted in line with the contribution increments, as per the University's standard

procedures.

Single Contribution Payments

If an employee changes role or the role is regraded after 1 March, they will still be eligible to receive

the payment, which will be calculated using the salary as at 1 March, in line with the usual process.


https://www.recruitment.admin.cam.ac.uk/offer-details
https://www.recruitment.admin.cam.ac.uk/offer-details
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Secondments

If an employee is on secondment at the time of the scheme launch, they may be nominated for

an award for their performance in their substantive role provided that:

. They were in their substantive role for at least twelve months before the start of their
secondment.
. If being nominated for contribution increments, they have not yet reached the

maximum contribution point for their grade in their substantive role.

The nomination should be considered by the line manager and Senior Reviewer of their

substantive role. Any awards received would apply to the substantive role only.

If an employee has been seconded to a different role and has been working in that role for at
one year prior to 1 September of the year the scheme is launched, they are eligible to be
nominated for an award in their secondment role. Any nomination should be considered by the

line manager and Senior Reviewer of their secondment role.

If the secondment role is similar to the substantive role, it would normally be expected that any
awards would be applied in both roles. If the secondment role is different to the substantive
role, any agreed awards would only be applied to the secondment role (i.e. the role on which

the nomination is based).
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Preparing a nomination

It is normally expected that nominations for an award under this scheme will be submitted by the
eligible employee’s line manager. Eligible employees can also nominate themselves for an award
but must first discuss their intention to self-nominate with their line manager. After submission,

the line managers of those who have submitted a self-nomination will be contacted and asked to

comment on the nomination.

Nominations for awards must demonstrate the contribution on which the nomination is made
and should be relevant to the award for which the employee is being nominated (as referred to

on page 9).

The criteria below should be addressed when making a nomination for the following awards:

Where the case is made for the award of Where the case is made for the award of a

contribution increments: . o L. )
single contribution payment:
a) in what ways that contribution has been a) why that contribution has exceeded

exceptional; .
expectations;

b) as well as commenting on what has been b) commentary on how that contribution

achieved (for instance, in exceeding has exceeded expectations;

expectations in meeting set objectives) ¢) commentary on the impact of this

o)

explain how that has been achieved (for
instance, in role modelling one or more
of the professional services staff values);
explain how the employee’s contribution
has impacted the wider University and its
core mission, in addition to their
achievements within their own
department/institution. Where
appropriate, this may include
contributions made to the Collegiate
University and/or beyond the University;
and

confirm that an appraisal meeting has
been conducted which supports the
nomination (or at the very least that
feedback has been given to the
employee being nominated/the
employee has been in receipt of recent
feedback).

contribution on the wider
University/Collegiate University/beyond
the University; and

confirmation that an appraisal meeting

has been conducted, and feedback

given.
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Funding

All awards made via this scheme are fully funded by Institutions, from Chest and non-Chest sources
available to them. No additional budget is provided and institutions should ensure that sufficient
funding is identified to support nominations for awards under this scheme. Queries concerned with

funding should be raised with the relevant Finance Manager in the first instance.

It is expected that up to approximately 20% of eligible employees might be expected to be
nominated or nominate themselves for an award in each scheme year. Line managers should
consider this expectation when reviewing their team members, and nominating employees for

awards.

The costing of all proposals made to the Vice-Chancellor's Committee must include on-costs. For
contribution increments, the relevant calculation will be the difference between total basic salary plus
on-costs at the proposed new grade point, compared to those of the current grade point as at 1
March 2027, adjusted for part-time workers (but with no adjustment for atypical pension/NI
arrangements). For Single Contribution Payments, this will be 3% of the current base salary as at 1

March 2027, plus an assumed 15% for National Insurance costs.

Grades and salary points, including on-costs, can be viewed online.



https://www.finance.admin.cam.ac.uk/payroll/employer-costs
http://www.hr.admin.cam.ac.uk/pay-benefits/salary-scales
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Scheme Adjustments

The Chair of the Human Resource Committee is authorised, on behalf of the General Board and
Council, to make any reasonable change or adjustment to the procedure, interpret any aspects of
the guidance mentioned in this document where doubt arises as to its meaning, or take any

other action that may be necessary to ensure the fair and efficient management of this and any
subsequent exercise.
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