MERIT RECOMMENDATION FORM


	NAME:   
	Employee ID:  

	Department:   
	EMPLOYEE GROUP: EXEMPT

	JOB TITLE:   
	FAMILY/PHASE: 
	SALARY: 


EXEMPT ADDS-TO-BASE SALARY MERIT AND PERFORMANCE BONUS 
Merit is provided to recognize an employee who has consistently demonstrated exceptional performance, proficiency and/or growth during the period March to February of the previous year. Merit may be awarded as an adds-to-base salary or as a performance bonus.
A recommendation for a base merit increase is most appropriate if the employee has demonstrated exceptional performance, proficiency and growth in all aspects of the position.

A recommendation for a performance bonus is most appropriate if the employee has demonstrated exceptional performance, proficiency and growth for project work.

In order to recommend an employee for merit, please provide a written recommendation, below which summarizes the consistency with which the employee demonstrates behaviours and achieves outcomes that support the unit’s/department’s/college plan and the University’s plan during the review period.  To help assist you in writing your recommendation, please take into consideration the four questions listed below.  Please also check the appropriate box(es) below to indicate if you are recommending an base merit increase and/or a performance bonus.  In addition please indicate the recommended base merit increase and/or a performance bonus amount (2%, 4% or 6%).  
1. What tangible and objective measured outcomes demonstrate that the employee has consistently performed beyond the normal scope of their position?

2. What skills and behaviours have you witnessed the employee demonstrate that have contributed consistently to the direction of the unit’s/department’s/college plan and have greatly exceeded the normal expectations?

3. What special project(s) has the employee completed in the past year that demonstrates their exceptional proficiency?

4. In what specific ways has the employee’s growth exceeded the normal expectations?

Merit may be awarded as an addition to the base salary in adjustments of 2%, 4% or 6%.  Alternatively, merit may be awarded as a performance bonus payment of 2%, 4% or 6%.
RECOMMENDATION FOR BASE MERIT INCREASE:
      
       


 FORMCHECKBOX 
  Yes
% recommended:           
 FORMCHECKBOX 
  No






      




(Please indicate 2, 4, 6)
RECOMMENDATION FOR PERFORMANCE BONUS:                       
 FORMCHECKBOX 
  Yes
% recommended:           
 FORMCHECKBOX 
  No


(Please indicate 2, 4, 6)
* Please note that employees with a base salary at or above the maximum of the salary range are not eligible for any adds-to-base adjustments.  They do qualify, if criteria are met, for a performance bonus.

      

Date



Supervisor’s Name



   Supervisor’s Signature



Date



Dean or Department /Admin Head Name     
   Dean or Head’s Signature


Merit Recommendation

(Please refer to four questions on previous page)
PAGE  
Please submit the completed Merit Recommendation Form and any applicable full written rationale, to Human Resources by 4:30p.m. on February 15.  
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