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1. Introduction

Additional responsibility and acting-up allowances are paid when a role holder takes
on additional duties or responsibilities of a higher graded role for a limited period of
time. The use of the allowances should be linked to identified development and
succession plans and offer opportunities for personal development.

There is not an expectation that all occasions of changes to workload will result
directly in changes to remuneration; however where deemed appropriate by
University management this policy aims to provide a transparent approach and
should be applied consistently and fairly across the University.

2. Definitions
Acting-up allowance
An individual would receive an acting-up allowance if they are asked to:

f  Undertake the full duties and responsibilities of a higher graded role for a
continuous period which would normally be for a minimum of four weeks and
a maximum of twelve months. This may be as a result of a vacant post or in
respect of an extended period of planned or unplanned absence.

Additional responsibility allowance

An individual would receive an additional responsibility allowance if they are asked
to:
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It should also be noted that carrying out additional workload may not always
necessarily result in financial remuneration. Duties should be substantive and
recurring to be considered for payment.

It remains the responsibility of the Line Manager to ensure that adequate workforce
planning, development and documentation is in place to ensure that contingency
processes can be operated if needed with minimal disruption to service levels.

Roles may remain vacant or not be covered where the Line Manager decides this is
appropriate.

3. Duration of Acting-up and Additional responsibility allowances

Under normal circumstances it would not be expected for either additional
responsibility or an acting-up allowance to extend beyond 12 months. Longer term
solutions should be identified by this point which may result in the reallocation of
responsibilities or permanent recruitment.

One month prior to the completion of the period of time initially identified a review
should take place between the Line Manager and individual to discuss completion of
the duties, identify outcomes and ongoing plans.

If it is anticipated that the requirement for additional responsibility will continue
(beyond an initial 12 month period), the Line M
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