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Salaries, Loadings and Benefits Procedure (MPF1170)

GOVERNING POLICY

This procedure is made under the Remuneration, Recognition and Working Conditions Policy .

SCOPE

This procedure applies to all staff with the exception of those staff covered by the Senior Executive
Remuneration Framework.

PROCEDURE

1. Salaries

1.1.    Salary rates for academic and professional staff are detailed in Schedule A – Academic Staff
Salaries and Rates of Payment or Schedule B – Professional Staff Salaries and Rates of Payment.

1.2.    Salaries are paid fortnightly in accordance with the payroll calendar.

2. Agreed rates of pay

2.1.    In cases where a supervisor, who must have at least a level 2 delegation, wishes to appoint a
casual staff member at a rate higher than the highest levels published in Schedule A or B, the supervisor
and the casual staff member must agree the rate of pay appropriate for the work to be done prior to
commencement of the engagement.

2.2.    The rate of pay must be agreed with the staff member before they commence a casual
engagement with the University and the supervisor must provide the new casual staff member with
details of how the rate was determined.

2.3.    The agreed hourly rate of pay must not be less than the appropriate hourly rate for the
performance of the same duties documented in the Collective Agreement .

2.4.    The supervisor must retain written justification and documentation that this is the case.

2.5.    The agreed rate of pay must be documented in units and calculated using the rate of $100 per
unit. An agreed rate will be entered in Themis using multiples or percentages of $100 per unit. For
example, if an agreed rate is $1,000 this would be entered into Themis as 10 units of $100, similarly if
the agreed rate is $50 then this would be entered as 0.5.

https://policy.unimelb.edu.au/category/Employment
https://policy.unimelb.edu.au/MPF1223
https://staff.unimelb.edu.au/__data/assets/pdf_file/0004/1525432/University_of_Melbourne_Collective_Agreement_2010_incl_signatures.pdf


Page 2 of 12

2.6.    Timekeepers and eligible staff members will enter the rate of pay and the length of the casual
appointment in Themis on the written advice of the supervisor.

2.7.    The University will internally audit 'agreed rates' on a regular basis.

3. Increments and accelerated increments

3.1.    Incremental progression is based on performance and is not automatic.

3.2.    Full and fractional full time staff must participate in an annual Performance Development
Framework (PDF) process in order to be eligible for an increment.

3.3.    Supervisors must conduct the annual PDF process in a timely fashion and no increment will be
deferred or denied due to a failure of the supervisor to conduct an annual review and feedback
discussion under the PDF.

3.4.    Supervisors at level 1 delegation authority or above may grant increments to staff members under
their supervision and convey this to the staff member at least four weeks prior to the increment due date.

3.5.    An increment shall be awarded if a staff member has participated in the PDF process during the
appropriate review period and performance has been assessed as satisfactory or better and the
increment ceiling has not yet been reached

3.6.    If the increment date varies from the date of the PDF process, the supervisor must ensure that any
decision on incremental advancement is consistent with the substance of the most recent performance
review interview.

3.7.    Where a staff member has not participated in the PDF process because they are  on unpaid leave
from the workplace for a period of greater than three months, an increment will be deferred.

3.8.    The deferral period will be no longer than the period of the unpaid absence.

3.9.    A level 2 delegation authority may award an accelerated increment where the staff member's
performance is assessed as outstanding and has consistently and significantly exceeded expectations.

3.10.  A level 2 delegation authority or above may defer an increment as follows:

• If the staff member has participated in the PDF and has been assessed as unsatisfactory and the staf
f member is subject to a performance improvement process under the Staff Development, Education 
and Performance Policy and the Performance Planning and Review Procedure. 

• Where an increment is deferred and the staff member has reached the agreed standard of performan
ce within six (6) months of the deferral (and has demonstrated satisfactory performance for a period o
f six (6) consecutive months), an increment shall be awarded from the date on which it is agreed that 
the staff member's performance was satisfactory. 

3.11.  A level 2 delegated authority should take prior advice from local HR before proceeding to deny an
increment. A level 2 delegation authority or above may deny an increment as follows:

• if a staff member has refused to participate in the Performance Development Framework 
• if a staff member's performance remains unsatisfactory following the completion of a performance im

provement process under the Staff Development, Education and Performance Policy and the Perform
ance Planning and Review Procedure. 

• an increment has been deferred for six (6) months in the circumstances described in section 3.10 due
 to underperformance and the staff member has not reached the agreed standard of performance for 
a period of six (6) months. 

3.12.  The supervisor will advise the staff member in writing of the reasons for denial of the increment.



Page 3 of 12

3.13.  Notification of an upcoming PDF/Increment due date will be sent by Themis to the employee’s
supervisor eight weeks prior to the PDF/Increment due date, and to the employee six weeks prior to the
PDF/Increment due date.

3.14.  The supervisor will conduct a feedback discussion with the staff member prior to recording a
performance rating in Themis Self Service. If the employee is due to receive an increment, a rating of
satisfactory or above will cause the increment to be automatically awarded to the employee on the due
date.

3.15.  An Incremental Acceleration, Deferral or Denial form must be completed and sent to local HR to
approve an increment acceleration, deferral or denial.

4. Performance bonus

4.1.    A professional staff member may be eligible for a performance bonus:

• if assessed as outstanding in his or her performance review 
• on the achievement of a set of pre-determined targets as negotiated in the performance development

 framework and which have been linked to a one-off payment. Targets are not considered to be the n
ormal activities that form part of a staff member's role, they are stretch targets. Targets must be set in
 advance of the bonus period and agreed to between the manager, staff member and head of budget 
division. 

4.2.    The supervisor of a professional staff member, after discussion with the head of department, may
submit a Performance Bonus Request form to the head of department recommending that the staff
member receive a discretionary performance bonus and including details about how the staff member
meets the eligibility criteria and, in the case of pre-negotiated target payments, attaching the approval of
the head of budget division provided at the commencement of the period.

4.3.    Staff are invited to disclose relevant personal circumstances and working arrangements.
Supervisors will plan for and assess performance in accordance with the Guidelines for Consideration of
Performance Relative to Opportunity.

4.4.    Where roles are autonomous, the supervisor may need to consult with the staff member’s clients
and colleagues before the recommendation is made.

4.5.    A head of department who supports the proposed performance bonus will indicate his or her
support on the Performance Bonus Request form and forward it to the head of budget division for
consideration.

4.6.    The head of budget division may approve a recommendation for a performance bonus, after taking
into account the existing distribution of bonuses within the faculty or division, the availability of funds, the
reasons for the bonus and, where relevant, the broader impact across the division.

4.7.    A maximum of one such payment per annum is permitted.

4.8.    In the case of a pre-negotiated performance bonus linked to the achievement of targets, approval
by the head of budget division is given in advance

4.9.    The head of budget division will submit an annual report to the Remuneration and Employment
Conditions Committee (RECC) detailing the professional staff in receipt of performance bonus payments
and including details of the bonus as a percentage of total salary.

4.10.  The payroll team in HR Specialist Services will arrange payment of the bonus as a single annual
payment through normal fortnightly salary payments unless the staff member has previously elected to
have the bonus paid into his or her superannuation fund as an additional lump sum payment in
accordance with the Superannuation Procedure.

5. General faculty loadings

https://staff.unimelb.edu.au/__data/assets/word_doc/0006/174903/HR23ET.doc
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5.1.    The head of budget division or Provost may recommend to the Vice-Chancellor that an academic
staff member be awarded a General Faculty Loading (GFL) associated with their office or role.

5.2.    GFLs are additional to normal salary, are temporary and except to any extent required under
superannuation guarantee law, non-superannuable. Contact local HR for further advice and salary
calculations. GFLs are paid from departmental funds.

5.3.    GFLs may be paid to academic staff:

• To recognise outstanding merit - the supervisor must review any loading awarded during the staff me
mbers’ annual PDF review.  A staff member's performance must be assessed as outstanding in order
 to receive, or continue to receive, a GFL paid to recognise outstanding merit. 

• To attract and retain staff  -  the supervisor must review any loading awarded (either upon commence
ment or thereafter) during the staff member’s annual PDF review and the loading should only be conti
nued if the staff member is assessed as good or higher at that review. 

• Extra administrative or management responsibilities  -  a supervisor shall not approve a loading to be 
paid for undertaking additional administrative duties if those duties are either already included in the s
taff member’s role / duty statement or are recognised in the appropriate position classification standar
ds. For continuing eligibility to receive a GFL for a variety of extra administrative or management resp
onsibilities, a staff member's performance must be assessed as at least good each time their perform
ance is annually reviewed under the PDF.  . 

5.4.    GFLs may be packaged as a sum added to a staff member's normal superannuable salary and the
remainder as the University's employer superannuation contribution.

6. Professional recognition loadings

6.1.    Professional Recognition Loadings (PRL) are available to all budget divisions and may be paid to
eligible continuing or fixed term professional staff to:

• reward and recognise outstanding staff 
• facilitate recruitment of a new staff member in an area of demonstrated market demand and competiti

on 
• support the retention of an existing staff member in response to demonstrated market demand and c

ompetition 
• recognise additional project responsibilities. 

6.2.    PRLs may be paid out of any general University funds which do not preclude such payments.

6.3.    PRLs may be paid:

• To attract and retain staff  -  a PRL can be paid where there are difficulties in attracting staff to particu
lar positions, there is a high turnover of staff or where there is evidence that higher external salaries a
re a contributing factor and which the University cannot compete with for a vacant position.  The supe
rvisor must review any loading awarded during the staff member’s annual PDF review.  A staff memb
er's performance must be assessed as good or higher in order to receive, or continue to receive, a P
RL paid to attract and retain staff. 

• Project responsibilities   - a PRL can be awarded where a staff member takes on a temporary respon
sibility for a project and where the duties are not already covered in the staff member’s role or duty st
atement or in the appropriate position classification standards.  The supervisor must review any loadi
ng awarded during the staff member’s annual PDF review and the loading should only be continued if
 the staff member’s performance in their normal and project responsibilities is assessed as good or hi
gher at that review.  A PRL for project responsibilities should only cover the period where a project is 
being undertaken. 

6.4.    PRLs are discretionary and are paid for periods of up to 12 months at a time.

6.5.    The PRL does not affect the classification of a vacant or occupied position.
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6.6.    A loading may be applied to a vacant position to attract a suitable applicant if sustained and
extreme market pressure in recruitment has been demonstrated through advertisement or benchmarking
data.

6.7.    PRLs should not be paid for the permanent assignment of continuing higher level duties.
Compensation for continuing duties cannot be addressed through this recognition policy. If an
employee's duties have been permanently altered to include higher level duties, contact local Human
Resources to determine available options.

6.8.    Where a staff member who is in receipt of a PRL has their position reclassified or they are
promoted, any PRL that was applicable ceases. If any new arrangements are to be negotiated, the
normal process of approval and application of the criteria will apply to the new role.

6.9.    PRLs must be reviewed on at least an annual basis as part of the PDF and may be removed in the
case of disciplinary or unsatisfactory performance rulings, non-achievement of minimum PDF
requirements, market demand decline or lack of the achievement of targets.  On reviewing an attraction
and retention PRL, it may also be appropriate to undertake a re-assessment of market demand, and
review a staff member's key skills, knowledge and experience in the light of the current employment
market to ascertain if the payment of the PRL remains appropriate.

7. GFLs and PRLs approval and reporting processes

7.1.    GFL and PRL approval process

• GFLs and PRLs, within faculty scheme parameters, require the approval of a level 2 delegate. In the 
absence of, or outside of, faculty scheme parameters, approval is required by a dean for a GFL and b
y the head of budget division for a PRL. 

• If a GFL is to be paid to a dean, the approval of the Provost is required. 
• If a PRL is to be paid to a head of budget division, the approval of the Senior Vice-Principal is require

d. 
• Approval is required by the head of budget division on advice from the Provost for a GFL and the Exe

cutive Director Human Resources for a PRL in recognition of extra project responsibilities which are a
lready encompassed in the staff member’s position description or in the appropriate Position Classific
ation Standards – Schedule A or B of the Job Classification and Linked Advancement Procedure. 

• In considering recommendations for a PRL, the delegated authority will also take into account the exi
sting distribution of PRL's within the department, faculty or division, the reasons for the loading and w
here relevant, any evidence of external industry salary standards. 

• The name of the staff member, their employee number, the amount of the payment, reason for paym
ent, the time frame of the payment and the account number against which funds are to be drawn is to
 be forwarded on a completed  General Faculty Loading  form to the Employee Remuneration and Be
nefits Team for approved GFLs. 

• A completed  Professional Recognition Loading  form is to be submitted to a level 2 delegate or head 
of budget division (where applicable) for approval prior to being forwarded to the Employee Remuner
ation and Benefits Team. 

7.2.    Payment procedure

• GFLs are non-superannuable except to any extent required under superannuation guarantee law. Co
ntact local HR for further advice and salary calculations. GFLs are paid fortnightly as part of salary ho
wever if the GFL is a lump sum payment and the staff member has previously elected to salary packa
ge additional lump sum payments in line with section 5 of the Superannuation Procedure, the GFL wil
l be paid directly into the staff member’s superannuation fund. 

• GFLs are payable on annual and long service leave and are not included in termination payments. 
• PRLs are non-superannuable except to any extent required under superannuation guarantee law. Co

ntact locl HR for further advice and salary calculations.  PRLs are paid fortnightly as part of salary, an
d payable on annual and long service leave. 

• PRLs are included in salary for the purposes of calculation if paid at the time of annual leave loading 
and are not included in termination payments. 

https://staff.unimelb.edu.au/__data/assets/word_doc/0006/150936/HR11AET.doc
https://staff.unimelb.edu.au/__data/assets/word_doc/0008/150938/HR11PET.doc
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7.3.    Reporting on GFLs and PRLs

• Faculties will report to the Remuneration and Employment Conditions Committee (RECC) on an annu
al basis the details of staff in receipt of GFLs and PRLs.  Reports shall include details of the GFL and 
PRL as a percentage of total salary. 

8. Loadings for additional management responsibilities

8.1.    Academic heads of department receive a total remuneration package higher than standard salary
rates based on the department sizing model outlined in Schedule C - Loadings. Enterprise agreement
increases are applied to the total package.

8.2.    A staff member who acts as head of department for more than three months will receive the full
remuneration package appropriate to the headship including the loading.

8.3.    The head of budget division may approve a GFL to a staff member acting for less than three
months as head of department. The loading rate is based on the department size:

• small departments      10% 
• medium departments  17.5% 
• large departments       25% 

8.4.    Academic Board officers receive a special remuneration package in recognition of the
responsibilities associated with their office, as detailed in Table 3 of Schedule C - Loadings.

9. Clinical loadings

9.1.    Clinical loadings are paid on the approval of a level 2 delegated authority, within approved faculty
policy, to Professors, Professorial Fellows, Associate Professors, Associate Professor and Readers,
Senior Lecturers and Lecturers, who have either a medical or a dental qualification and who work in the
following departments:

• medically qualified staff in clinical departments: Medicine, Surgery, Psychiatry, Radiology, Paediatrics,
 Rural Health, Ophthalmology, Otolaryngology, Obstetrics and Gynaecology, General Practice 

• medically qualified staff in para-clinical departments: Microbiology, Pathology, Pharmacology 
• medically qualified staff in pre-clinical departments: Anatomy and Cell Biology, Biochemistry, Physiol

ogy 
• qualified dental staff in dental or medical departments. 

9.2.    Clinical loadings are paid as part of salary, are superannuable and are payable while the staff
member is on study leave, annual leave, long service leave and upon termination.

9.3.    Details of the payment amounts for clinical loadings are set out in Table 4 in Schedule C -
Loadings. The amounts will be increased on approval by University Council.

9.4.    Clinical loadings are not paid to medical practitioners who are employed as research staff, except
where they are members of a clinical department and have patient-care responsibilities in the context of
sessional services provided on behalf of the department to a teaching hospital. If research staff who are
medical practitioners undertake clinical duties without direct remuneration, the level 2 delegated authority
may approve payment of a clinical loading where funds have been made available for that purpose.

9.5.    The head of budget division in the Faculty of Veterinary Science may pay an out-of-hours clinical
consultancy loading to level B to level D academic staff employed at the Veterinary Clinical Hospital.
This clinical consultancy loading is non-superannuable and is not included in calculations for annual
leave, and/or long service leave payouts on termination and is detailed in Table 5 in Schedule C -
Loadings.
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9.6.    Details regarding payment of a service differential loading is set out in Table 6 in Schedule C -
Loadings.

9.7.    Details regarding loadings paid to the Director of Creswick; Conciliator of Disputes; Co-ordinator of
Field Studies, Department of Social Studies; and the Clinical Superintendant, Veterinary Clinic and
Hospital are detailed in Table 7 in Schedule C - Loadings.

10. Executive assistant loadings

10.1.  Three levels of loading are available, determined by the office of the Senior Executive they are
assisting.  Table 9 in Schedule C - Loadings provides an indication of the level of additional duties that
an executive assistant can be expected to carry out in order to receive this loading.

10.2.  To be eligible, staff must be employed as assistant or personal assistant to a dean, President and
Vice-President of the Academic Board, or members of the Vice-Chancellor's senior executive team. Staff
who cease to hold the position of executive assistant will no longer be paid the loading.

10.3.  The head of budget division, in consultation with the local Human Resources consultant, may
authorise the appointment of an executive assistant and payment of an executive assistant loading as
specified within Table 8 of Schedule C - Loadings. This staff member is required to undertake the
additional duties outlined in Table 9 of Schedule C - Loadings.

11. Annual leave loading

11.1.  Full-time staff (other than a casual staff member) shall be paid an annual leave loading in respect
of four (4) weeks leave entitlement equal to 17.5 per cent of the ordinary pay of the staff member.

11.2.  The maximum payment will be equal to the Australian Bureau of Statistic's figure for Average
Weekly Total Earnings (Australia), for the May quarter of the year in which the entitlement to the leave is
accumulating.

11.3.  Part-time staff members or staff members who have not worked for a full year shall receive
pro-rata payments.

11.4.  Payment of the loading on termination will be based on the previous year's figure if a staff member
ceases employment before the annual leave loading calculation for the year is known,

11.5.  Annual leave loading will be paid to all eligible staff in the first full pay period in December.

12. Flexible remuneration packaging

12.1.  Flexible remuneration packaging (FRP) enables salary packaging and salary sacrifice options.

12.2.  Staff may sacrifice up to 100% of gross annual salary.

12.3.  Where a staff member elects to access benefits, the staff member's take home pay will be
reduced by the value of the benefit and any associated fringe benefits tax.  The resulting cash
component of the remuneration will be paid as salary and forms the basis for calculation of pay as you
go tax.

12.4.  A staff member who elects to package his or her salary will be regarded as having a gross salary
as set out Schedules A and B for academic and professional staff and specified in their letter of
appointment.  This is also the rate referred to in discussions about promotion, classification,
reclassification, increments and accelerated increments.

12.5.  The salary rate will also be used as the figure in relation to the calculation of the following
entitlements:
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• termination payments including superannuation, annual leave and long service leave entitlements 
• severance payments including redundancy benefits and early retirement benefits 
• annual leave loading 
• overtime and shift payments. 

12.6.  To apply for flexible remuneration options, staff should review the Flexible Remuneration
Packaging Guidelines , complete the relevant form and submit it to the Employee Remuneration and
Benefits team for action.

12.7.  The salary sacrifice scheme includes the option of paying superannuation contributions from
before-tax pay and additional lump sum payments as outlined within the Superannuation Procedure.

12.8.  Details regarding what benefits may be packaged are available on the HR website.

13. Overpayments

13.1.  A staff member who has received an overpayment has a duty to immediately report the error to
their local Human Resources, irrespective of the sum involved and the cause.

13.2.  The University has an obligation and legal entitlement to recover all debts, will take appropriate
measures to do so and attempt to recover all overpayments in a fair and reasonable manner.

13.3.  The University will contact the staff member by phone or email, informing them of the
overpayment, prior to providing a written 'Overpayment Notice' which will include the following:

• the cause of the overpayment and pay period/s to which it relates 
• the amount 
• the repayment options, including the date, dates or period during which the University will make the p

roposed deductions 
• the options available to the University in pursuing outstanding debts. 

13.4.  A staff member should immediately contact the Employee Remuneration and Benefits Team in
Human Resources if they wish to query an overpayment.

13.5.  The Employee Remuneration and Benefits Team will examine the overpayment in direct
consultation with the staff member and attempt to resolve the matter at a local level.

• If the staff member wishes to contest / challenge the overpayment, they are required to notify the Uni
versity in writing within 7 days of receiving the University's Overpayment Notice. 

• If the staff member fails to contact the Employee Remuneration and Benefits Team within 14 days of 
the Overpayment Notice being issued, the University will issue a Reminder Notice. 

13.6.  The funds can be paid to the University by way of salary deduction, cheque or electronic funds
transfer.

13.7.  The University will take fair and reasonable measures to recoup overpayments within a
reasonable period of time. The method and rate at which the overpayment will be recovered is
undertaken in consultation with the staff member, and only in accordance with the staff member's written
authorisation.

13.8.  Monies recovered within the same financial year are repaid as a net amount. The Australian
Taxation Office (ATO) requires that repayments relating to the previous financial years will be recovered
as a gross amount and inclusive of PAYG tax.

13.9.  Normally, one-off overpayments will be recovered by the University in the pay period immediately
after which the overpayment is discovered.

13.10.  Depending on the circumstances and amount owed, staff members can elect to repay the
overpayment either by instalment or a single payment in full.

https://staff.unimelb.edu.au/human-resources/salary-benefits-leave/salary-packaging
https://staff.unimelb.edu.au/human-resources/salary-benefits-leave/salary-packaging
https://staff.unimelb.edu.au/human-resources/assets/hr-forms-and-templates/HR32ET.doc
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13.11.  If a staff member does not agree to or enter into an arrangement to repay the outstanding
monies, the University may either:

• recover the overpayment by deductions from salary over a period of 6 months 
• use the dispute settling procedures outlined in the  Dispute Resolution Procedure  to achieve an outc

ome that allows the University to recover the overpayment. 

13.12.  Where an overpayment remains outstanding at the date of termination or resignation of the staff
member, the University may either:

• deduct the overpayment from any salary or monies that would otherwise be payable to the staff mem
ber on termination 

• refer the matter to the University's Finance and Planning Group who will review the case and may co
mmence debt recovery proceedings. 

14. Accident make-up pay

14.1.  Consistent with the Accident Compensation Act 1985 (Vic) (the Act), staff will be paid accident
make-up pay in accordance with clause 49 of the University of Melbourne Collective Agreement 2010. 
For staff in receipt of Workcover benefits, the Accident Compensation Act 1985 (Vic) deems retirement
at 65 years of age.

14.2.  Payment will be from the day on which the incapacity arising from the injury/illness commenced.

14.3.  This will be paid in circumstances where the staff member is entitled to weekly payments of
compensation under the Act and who has suffered an injury/illness at work which causes partial or total
incapacity for which the University is liable.

14.4.  Casual staff members are not eligible for accident make-up pay.

14.5.  In accordance with clause 49.2 of the University of Melbourne Collective Agreement 2010 a
continuing or fixed-term staff member (excluding casual staff members) is entitled to either a maximum
period, or aggregate of periods of 52 weeks in total, of accident make-up pay to be made by the
University for any one injury/illness period resulting in a total or partial incapacity.

14.6.  In the event that a staff member receives a settlement payment which ensures their entitlement to
weekly payments of compensation under the Act ceases, the liability of the University to pay accident
make-up pay also ceases with effect from the date of such settlement.

14.7.  A staff member who is partially incapacitated and is unable to obtain suitable employment with the
University but has obtained suitable employment with another employer, shall continue to be paid
accident make-up pay by the University on the basis prescribed in clause 49.2 of the University of
Melbourne Collective Agreement 2010 at their actual earnings.  This is provided the staff member
provides evidence to the satisfaction of the University of the rate of actual earnings the staff member is
receiving from the other employer. These payments shall cease upon the expiry of the staff member's
fixed-term contract with the University (if applicable).

14.8.  If a staff member is granted a form of paid leave and subsequently has a workers' compensation
claim accepted for the same period or part thereof under clause 49.2 of the University of Melbourne
Collective Agreement 2010 on account of the same injury/illness, the University shall re-credit the form of
paid leave taken by the staff member.

14.9.  Section 7.8 of the Superannuation Procedure details superannuation entitlements relating to
WorkCover and accident make-up pay.

14.10.  All rights to accident make-up pay shall cease upon the death of a staff member.

14.11.  Accident make-up pay will cease where a staff member's employment with the University
terminates due to any of the following circumstances:

https://policy.unimelb.edu.au/MPF1175
http://www.austlii.edu.au/au/legis/vic/consol_act/aca1985204/
https://policy.unimelb.edu.au/MPF1172
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• serious misconduct 
• redundancy 
• voluntary separation 
• cessation of entitlement to weekly compensation under the Act 
• resignation 
• expiry of a fixed-term staff member's contract of employment. 

15. Recognition programs

15.1.  Awards for outstanding contribution will be recognised by the University through various
Recognition Programs which are an essential part of the University’s commitment to attraction,
recognition and retaining quality staff.  Full details are available through the following links:

• organisation level reward programs  
• local level reward programs  
• health and wellbeing  
• employee benefits  

15.2.  When a professional staff member has served the University for 25 years or more, the Executive
Director, Human Resources (or nominee) will contact the head of department to initiate the award of a
bronze medal.  The medal may be presented at a ceremony to be conducted at the discretion of the
relevant department, faculty or division as appropriate.

15.3.  A head of department wishing to nominate a member of staff to receive a silver or gold medal for
exceptional service to the University in the course of the member’s paid employment, or by a member of
staff in an honorary capacity, will forward a proposal and a draft citation under confidential cover for
consideration to:

• For the purposes of this procedure, staff members are invited to disclose relevant personal circumsta
nces and working arrangements that have had, or may have, an impact on career performance and p
rogression. To facilitate the positive acknowledgment of what has been achieved given the opportunit
ies available, decision makers and/or supervisors are required to consider any relevant disclosure in 
accordance with the Guidelines on Consideration of Performance Relative to Opportunity. 

• the Vice-chancellor for a silver medal award nomination for service of exceptional distinction to the U
niversity in a particular capacity or field of activity 

• the Secretary of the Honours Committee for a gold medal award nomination for service of exceptional
 distinction to the University as a whole. 

15.4.  The Vice-Chancellor will present the recommendation for awards for exceptional service to
Council for consideration.

15.5.  After Council approval of an award, the University Secretary will ask the awarded if they are
prepared to accept the medal, and to identify the occasion most convenient for the presentation.  The
award will be presented on the nominated occasion with an appropriate citation.

15.6.  Gold and silver medal awards will be made upon or after retirement.  The person being nominated
must not be informed of the submission being made.

RELATED DOCUMENTS

• Accident Compensation Act 1985 (Vic)  
• Allowances Procedure  
• Australian Competition and Consumer Commission  
• Australian Taxation Office  
• Categories of Employment Procedure, Schedule E – Entitlements: Senior Administrative Staff  
• Delegations Policy  , including  Schedule D - Human Resources Delegations  

https://staff.unimelb.edu.au/human-resources/managing-staff/recognise-staff-achievements
https://staff.unimelb.edu.au/human-resources/managing-staff/recognise-staff-achievements
https://staff.unimelb.edu.au/human-resources/managing-staff/recognise-staff-achievements
https://staff.unimelb.edu.au/human-resources/managing-staff/recognise-staff-achievements
http://www.austlii.edu.au/au/legis/vic/consol_act/aca1985204/
https://policy.unimelb.edu.au/MPF1168
http://www.accc.gov.au/
http://www.ato.gov.au/businesses/
http://www.policy.unimelb.edu.au/schedules/MPF1154-ScheduleE.pdf
https://policy.unimelb.edu.au/MPF1101
http://www.policy.unimelb.edu.au/schedules/MPF1101-ScheduleD.pdf
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• Flexible Remuneration Packaging Guidelines  
• General Faculty Loading  form 
• Guidelines for Consideration of Performance Relative to Opportunity 
• Human Resources website  
• Incremental Acceleration, Deferral or Denial  form 
• Leave Policy  
• Leaving the University Policy  
• Leaving the University Procedure  
• Performance Planning and Review Procedure  
• Professional Recognition Loading  form 
• Remuneration, Recognition and Working Conditions Policy  
• Staff Development, Education and Performance Policy  
• Superannuation Procedure  
• University of Melbourne Collective Agreement 2010  
• Work Hours and Related Conditions Procedure  

RESPONSIBLE OFFICER

The Executive Director, Human Resources is responsible for the development, compliance monitoring
and review of this procedure and any associated guidelines.

IMPLEMENTATION OFFICER

The Director, HR Specialist Services, Human Resources is responsible for the promulgation and
implementation of this procedure in accordance with the scope outlined above. Enquiries about
interpretation of this procedure should be directed to the Implementation Officer.

REVIEW

This procedure is to be reviewed by 30 November 2014.

VERSION HISTORY

Version Approved By Approval Date Effective Date Sections
Modified

1 Senior
Vice-Principal

21 Aug 2012 21 Aug 2012 New version
arising from the
Policy
Simplification
Project. Loaded
into MPL as
Version 1.

2 Senior
Vice-Principal

6 Jun 2013 6 Jun 2013 Addition of new
section 4.3 and
consequential
renumbering
within section 4.
Section 15.3
updated.

https://staff.unimelb.edu.au/human-resources/salary-benefits-leave/salary-packaging
https://staff.unimelb.edu.au/__data/assets/word_doc/0006/150936/HR11AET.doc
https://staff.unimelb.edu.au/human-resources
https://staff.unimelb.edu.au/__data/assets/word_doc/0006/174903/HR23ET.doc
https://policy.unimelb.edu.au/MPF1135
https://policy.unimelb.edu.au/MPF1142
https://policy.unimelb.edu.au/MPF1143
https://policy.unimelb.edu.au/MPF1147
https://staff.unimelb.edu.au/__data/assets/word_doc/0008/150938/HR11PET.doc
https://policy.unimelb.edu.au/MPF1223
https://policy.unimelb.edu.au/MPF1143
https://policy.unimelb.edu.au/MPF1172
https://staff.unimelb.edu.au/__data/assets/pdf_file/0004/1525432/University_of_Melbourne_Collective_Agreement_2010_incl_signatures.pdf
https://policy.unimelb.edu.au/MPF1173
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3 Vice-Principal
Administration and
Finance
on behalf of
Senior
Vice-Principal

22 May 2014 22 May 2014 Links to
'Guidelines for
Consideration of
Performance
Relative to
Opportunity'
updated.

4 Vice-Principal
Administration and
Finance

21 May 2015 17 Aug 2016 Update broken
links throughout
document.

5 Created in error Created in error

6 Executive
Director, HR

28 May 2018 28 May 2018 Update links to
salary scales

7 Policy Advisor 29 August 2019 30 August 2019 Editorial
amendment -
removed incorrect
and outdated
hyperlinks to
Schedules A, B
and C.
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