Senior Leadership Compensation Group (MSP 6-10 and SMG)
Compensation Review Request Form
Employee or Candidate Name:  
Clients:  This form is used for requesting compensation reviews for employees in the Management and Senior Professional (MSP) personnel program, grades 6-10, and the Senior Management Group (SMG).  Complete the following sections:  General Information, Request-Type of Action & Position Details, and indicated section under Action Type.   
Submission Process:  Submit this form and associated documents to the SLCG Unit of campus Human Resources, SLCG Coordinator Joanne Fraysse (Joanne.Fraysse@ucsf.edu; 476-4285), for review and processing.

Policy Links
· Personnel Policies for Staff Members (PPSM):  http://atyourservice.ucop.edu/employees/policies_employee_labor_relations/personnel_policies/index.html 

· Senior Management Group (SMG) Human Resources Policies:  http://atyourservice.ucop.edu/employees/policies_employee_labor_relations/smg_hr_policies.html 

· UCSF SMG Website:  http://ucsfhr.ucsf.edu/index.php/staffing/article/953 
· UCSF SLCG Website:  http://ucsfhr.ucsf.edu/index.php/staffing/article/executive-compensation/ 

General Information

Date Submitted:

     
Control Point:

 FORMDROPDOWN 

Compensation Committee 

    Contact Name:

 FORMDROPDOWN 

Department:


     
Department Head:

     
Supervisor:


     

HR/Payroll Rep(s):

     
Contact Name(s):  

     

Request:  Type of Action & Position Details
Action Type:
 FORMDROPDOWN 

Proposal:


Working Title:  

Payroll Title:  

Payroll Title Code:  

MSP/SMG Grade Level:   FORMDROPDOWN 


SLCG Grade Level:   FORMDROPDOWN 


Appointment Percentage:  

Total Cash Compensation Level:   FORMDROPDOWN 

   
Note:  Total cash compensation includes annual reg pay rate, annualzied stipend rate, potential target incentive payout, annualized Senior Management Supplemental Benefits Program contribution, annualized Health Sciences Compensation Plan rate
Position Funding:   FORMDROPDOWN 

Requested Effective Date(s) of Action:  
Retroactive Action?:   FORMDROPDOWN 
 
If yes, provide specific reason(s) for retroactivity: 
#1:  Appointment OR Pre-Recruitment Salary Authorization
· PPSM 20, “Recruitment”:  http://atyourservice.ucop.edu/employees/policies_employee_labor_relations/personnel_policies/spp20.html. 
· PPSM 21, “Appointment”:  http://atyourservice.ucop.edu/employees/policies_employee_labor_relations/personnel_policies/spp21.html 
The following documents must be submitted…
 FORMCHECKBOX 

Employee Requisition Form/Job Description (current; for appointment, with employee’s name on the JD)
 FORMCHECKBOX 

Organizational Chart (current; for appointment, with employee’s name on org chart)
In addition, for appointments, the following documents must be submitted…

 FORMCHECKBOX 

Candidate Resume
 FORMCHECKBOX 

Pre-recruitment Authority Approval (as applicable)

 FORMCHECKBOX 
  Not applicable (position already classified/no changes)
For pre-recruitments…

· Once the action has been approved, is HR to proceed immediately with posting the position on the HR website?   FORMDROPDOWN 

Comments:  
Requested Elements and Comparator Data:
	Element and Comparator Data
	Included?  Yes/No
	$$ Amount
	Comment(s)

	Proposed Annual Base Salary (provide specific amount in “$$ Amount”)
	Yes
	$     
	     

	Dual without salary appointment (non-tenured or tenured)
	 FORMDROPDOWN 

	NA
	 FORMDROPDOWN 


	Incentive Plan Participation
	 FORMDROPDOWN 

	See Comments
	 FORMCHECKBOX 
  No existing incentive plan.

· Incentive Plan Name:       
· Target Potential:  $     ;      %

· Max Potential:  $     ;      % 

	Relocation Allowance (25% max of base salary)
	 FORMDROPDOWN 

	$     
     %


	· Payment Plan:      
· If lump sum, payback clause if separation prior to 3 years:      
NOTE: Combined relocation/sign-on % cannot exceed 30%.

	Sign-On (Hiring) Bonus (10% max of base salary)
	 FORMDROPDOWN 

	$     
     %

	NOTE: Combined sign-on/relocation % cannot exceed 30%; must meet SMG eligibility criteria…see details subsequent to this chart (SMG criteria applies to MSP positions).

	Health Sciences Comp Plan (HSCP)
	 FORMDROPDOWN 

	$     

	

	Home Loan
	 FORMDROPDOWN 

	NA
	NOTE:  Applies to SMG program only

	Temporary Housing
	 FORMDROPDOWN 

	 FORMCHECKBOX 
 30 days
 FORMCHECKBOX 
 90 days
	MSP: Up to 30 days (BFB G-13: pg. 5)

SMG: Up to 90 days (SMG 2.800)

	House Hunting Trip(s)
	 FORMDROPDOWN 

	 FORMDROPDOWN 

	NOTE: Applies to SMG program only.  MSP-Considered exception request for one/two house-hunting trips, subject to Chancellor or, if TCC exceeds $275,000, Presidential approval.  While an exception, offering house hunting trips has been a campus practice.

	Moving Expense Reimbursement
	 FORMDROPDOWN 

	$     
     %


	NOTE:  100% of actual and reasonable expenses as outlined in policy.  Some departments allow lower % or a cap on the department.

	Health and welfare benefits, including vacation and sick (or PTO), holiday, UCRP
	 FORMDROPDOWN 

	As allowed for each, per policy
	     

	SMG Only (100% appt):  Senior Management Supplemental Benefit Program (SMSBP)
	 FORMDROPDOWN 

	$     
     %


	NOTE:  To receive SMSBP benefits, SMG member must hold a 100% SMG appointment and not hold a dual tenured academic appointment.

	SMG Only (100% appt):  Senior Mgr Life; Salary Continuation for Disability
	 FORMDROPDOWN 

	As allowed for each, per policy
	

	UCSF Comparator Positions
	     
 FORMDROPDOWN 


	Systemwide Comparator Positions
	     
 FORMDROPDOWN 


	Market Data
	     
 FORMDROPDOWN 


	Geographical Comparator(s) (cost of living between other parts of California/U.S. and the Bay Area)
	     
 FORMDROPDOWN 


	Departmental Equity
	Provide description of impact of proposed grade and salary on other positions within the organization:       

	Current Annual Base Salary (in current position – UC/Non-UC)
	$     

	UCSF employee, transfer from another UC campus/OP/Lab, or new to UC
	 FORMDROPDOWN 


	Current MSP/SMG/SLCG Grade (if UCSF employee or transfer from another UC location) 
	 FORMDROPDOWN 
      FORMDROPDOWN 



Sign-On Bonus Specifics (respond to each item listed below)
To be eligible for a sign-on bonus, a candidate must meet all of the following eligibility conditions:
1.
Is this a qualified external candidate who has been offered employment for the benefit of the University?  
2.
Is this candidate currently not employed by the University, and has not been employed by the University during the 12-month period preceiding the proposed rehire date?  
3.
Are candidates for this position regarded by Department Heads as being difficult to fill despite extensive recruiting efforts (e.g., labor market shortages, aggressive growth in compensation levels for particular positions)?  
4. 
Does a documented reason exist indicating the University’s offer will not be accepted without a hiring bonus?  If yes, explain in detail.  
#2:  Equity
· PPSM 30.F, “Salary-Equity Increases” (http://atyourservice.ucop.edu/employees/policies_employee_labor_relations/personnel_policies/spp30.html)

The following documents must be submitted:

 FORMCHECKBOX 

Employee Requisition Form/Job Description (current/with employee’s name on the JD)
 FORMCHECKBOX 

Organizational Chart (current/with employee’s name on org chart)
· Current Annual Base Salary:  $
· List specific reason(s) to justify the equity request:  
· List specific change(s) to job scope and responsibilities: 
Requested Elements and Comparator Data:
	Element and Comparator Data
	Included?  Yes/No
	$$ Amount
	Comment(s)

	Proposed Annual Base Salary (provide specific amount in “$$ Amount”)
	Yes
	$     
     % increase
	     

	Incentive Plan Participation
	 FORMDROPDOWN 

	See Comments
	 FORMCHECKBOX 
  No existing incentive plan.

· Incentive Plan Name:       
· Target Potential:  $     ;      %

· Max Potential:  $     ;      % 

	Dual without salary appointment (non-tenured or tenured)
	 FORMDROPDOWN 

	NA
	 FORMDROPDOWN 


	Health Sciences Comp Plan (HSCP)
	 FORMDROPDOWN 

	$     
	

	Health and welfare benefits, including vacation and sick (or PTO), holiday, UCRP
	Yes
	As allowed for each, per policy
	     

	SMG Only (100% appt):  Senior Management Supplemental Benefit Program (SMSBP)
	 FORMDROPDOWN 

	$     
     %


	NOTE:  To receive SMSBP benefits, SMG member must hold a 100% SMG appointment and not hold a dual tenured academic appointment.

	SMG Only (100% appt):  Senior Mgr Life; Salary Continuation for Disability
	 FORMDROPDOWN 

	As allowed for each, per policy
	

	UCSF Comparator Positions
	     
 FORMDROPDOWN 


	Systemwide Comparator Positions
	     
 FORMDROPDOWN 


	Market Data
	     
 FORMDROPDOWN 


	Departmental Equity
	Provide description of impact of proposed salary on other positions within the organization:       


#3:  Stipend OR Extensions (Acting Appointment or Stipend)
· PPSM 30.F, “Salary-Administrative Stipend for Temporary Assignments” (http://atyourservice.ucop.edu/employees/policies_employee_labor_relations/personnel_policies/spp30.html)

· List specific reason(s) to justify stipend request:  
· List specific additional job scope and responsibilities: 
For extension…

 FORMCHECKBOX 
  Acting Appointment

 FORMCHECKBOX 
  Stipend Extension

· Original effective dates:  
· Revised acting appointment or stipend end date:  
· List specific reason(s) for the extension: 
· Prior Approval(s):  
Requested Elements:
	Element and Comparator Data
	Included?  Yes/No
	$$ Amount
	Comment(s)

	Annual Base Salary (provide specific amount in “$$ Amount”)
	Yes
	$     
	     

	Stipend %/$$ Amount
	 FORMDROPDOWN 

	     %

	Annualized Stipend:  $     
Monthly Stipend:  $     

	Does base salary plus stipend exceed existing grade range maximum?
	 FORMDROPDOWN 

	See comments
	     

	Dual without salary appointment (non-tenured or tenured)
	 FORMDROPDOWN 

	NA
	 FORMDROPDOWN 


	Incentive Plan Participation
	 FORMDROPDOWN 

	See Comments
	 FORMCHECKBOX 
  No existing incentive plan.

· Incentive Plan Name:       
· Target Potential:  $     ;      %

· Max Potential:  $     ;      % 

	Health and welfare benefits, including vacation and sick (or PTO), holiday, UCRP
	Yes
	As allowed for each, per policy
	     

	SMG Only (100% appt):  Senior Management Supplemental Benefit Program (SMSBP)
	 FORMDROPDOWN 

	$     
     %


	     
NOTE:  To receive SMSBP benefits, SMG member must hold a 100% SMG appointment and not hold a dual tenured academic appointment.

	SMG Only (100% appt):  Senior Mgr Life; Salary Continuation for Disability
	 FORMDROPDOWN 

	As allowed for each, per policy
	


#4:  Reclassification
· PPSM 2, “Definition of Terms”:  http://atyourservice.ucop.edu/employees/policies_employee_labor_relations/personnel_policies/spp02.html 
· Human Resources-“ Classification/Reclassification Process”:  http://ucsfhr.ucsf.edu/index.php/staffing/article/staffing-classification-and-compensation-guidelines/#class 
The following documents must be submitted…

 FORMCHECKBOX 

Employee Requisition Form/Job Description (current, with employee’s name on the JD)
 FORMCHECKBOX 

Organizational Chart (current, with employee’s name on org chart)
· Current Annual Base Salary:  $
· Current MSP/SMG/SLCG Grade(s):   FORMDROPDOWN 
     FORMDROPDOWN 

· List specific reason(s) to justify the reclassification request:  
· List specific change(s) to job scope and responsibilities (list highlights from revised job description): 
Requested Elements and Comparator Data:
	Element and Comparator Data
	Included?  Yes/No
	$$ Amount
	Comment(s)

	Proposed Annual Base Salary

(provide specific amount in “$$ Amount”)
	Yes
	$     
	     

	Dual without salary appointment (non-tenured or tenured)
	 FORMDROPDOWN 

	NA
	 FORMDROPDOWN 


	Incentive Plan Participation
	 FORMDROPDOWN 

	See Comments
	 FORMCHECKBOX 
  No existing incentive plan.

· Incentive Plan Name:       
· Target Potential:  $     ;      %

· Max Potential:  $     ;      % 

	Health Sciences Comp Plan (HSCP)
	 FORMDROPDOWN 

	$     

	

	Health and welfare benefits, including vacation and sick (or PTO), holiday, UCRP
	Yes
	As allowed for each, per policy
	     

	SMG Only (100% appt):  Senior Management Supplemental Benefit Program (SMSBP)
	 FORMDROPDOWN 

	$     
     %


	NOTE:  To receive SMSBP benefits, SMG member must hold a 100% SMG appointment and not hold a dual tenured academic appointment.

	SMG Only (100% appt):  Senior Mgr Life; Salary Continuation for Disability
	 FORMDROPDOWN 

	As allowed for each, per policy
	

	UCSF Comparator Positions
	     
 FORMDROPDOWN 


	Systemwide Comparator Positions
	     
 FORMDROPDOWN 


	Market Data
	     
 FORMDROPDOWN 


	Departmental Equity
	Provide description of impact of proposed grade and salary on other positions within the organization:       
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