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Introduction

This document and its appendices have been prepared to provide information to leaders on the
foundational philosophy, guiding principles, and guidelines which are supported by the approved
University of Calgary’s Compensation Framework.

This document contains detailed information to facilitate consistent and effective salary decisions as
well as provide an overview of linkages to the Performance Management Program. Within this
document is a glossary of terms for reference purposes.

The Compensation Program is continuously monitored and periodically evaluated. Ongoing
recommendations will be made to ensure it continues to align with the university’s strategic direction
and accordingly these Salary Management Guidelines will evolve as required.

Please note these Salary Management Guidelines apply only to Management and Professional Staff
(MaPS). While the University of Calgary fully intends to adhere to the policies and practices contained in
this document, the statements and guidelines neither provide nor intend to establish strict procedures in
all instances. Rather, they define intent and provide direction — they are not and should not be
considered a contract of any kind, express or implied. Although the guidelines reflect current policy, they
may be changed or rescinded at any time, at the university’s sole discretion.

Compensation Philosophy and Guiding
Principles

Compensation Philosophy Statement

Attracting and retaining a diverse group of qualified faculty and staff is fundamental to the success of
the university’s mission and mandate. The University of Calgary provides a comprehensive total rewards
program including salary, group benefits, pension and other programs and services, designed to attract,
retain, reward and motivate employees’ commitment and performance. This compensation approach is
built upon the foundation of partnership and shared accountability between the university and its
employees and recognizes the diversity and needs of the various employee groups.

The university’s total rewards program is designed to support its’ attraction and retention goals, subject
to the legislative, legal and fiscal parameters the university works within. The program supports
employees’ security, protects employees against financial hardship due to illness, and supports
employees in retirement. The compensation awarded to staff at the University of Calgary is determined
by the role they perform, the defined market for their skills, their knowledge and experience and their
overall performance in their role. The program is designed to be competitive with other educational
institutions and the various external markets in which we compete for talent.
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The university also commits that compensation programs will be administered in a way which is fair and
consistent and without regard to gender, sexual orientation, age, marital status, religious beliefs or
ethnic origin.

The philosophy provides a framework within which pay policies, programs, and practices are developed.
Specific underlying principles for MaPS include:

e Compensation is linked to the organization’s strategic direction and human values.

e Rewards are based on several factors including, but not limited to performance, internal and
external equity, achievement of objectives, and demonstrated behaviours defined through
competencies.

o Modelis affordable and sustainable.

e System provides fair and equitable treatment across the organization.

e Decisions are decentralized and are based on organizational compensation guidelines.

e Sufficient to attract, retain, develop, and motivate key contributors.

Market Definition and Positioning

The university has identified various external markets in which it competes for talent. Different types of
roles dictate different competitive labour markets or “peer groups”.

The following market definition and weighting apply to MaPS:

Peer Group Weighting

Comparable Alberta Public Sector Institutions
(like the Government of Alberta, Alberta Health
Services, comparably sized municipalities, Post- 50%
Secondary Institutions, and the Workers
Compensation Board)

Alberta Private Sector (S$500M - $1B in revenue) 50%

A market assessment is conducted annually to ensure the salary structure targets the median base
salary (or 50th percentile) of the defined market.

Competitive Market Assessment

Human Resources (HR) conducts a market assessment of the compensation levels on a regular basis to
determine the competitive market rates for MaPS roles. Data is acquired from compensation salary
surveys from major third-party consulting firms and customized surveys when required.

Market Pricing is the process of determining the “going rate” in relevant labour markets for “Benchmark
Jobs” in accordance with the university’s defined market and targeted position.
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Benchmark Jobs are jobs whose functions and scope of responsibility are comparable across a large
number of organizations in the market and can be commonly found in external compensation surveys.

The market data linked to benchmark jobs is what is used to establish the salary structure. When the
market data for benchmark jobs changes, the salary structure will typically change accordingly.

Non-Benchmark Jobs are those jobs whose functions and scope of responsibility are not comparable to

other organizations and cannot be found in external compensation surveys.

As there is no market data available for non-benchmark jobs, such jobs are reviewed and assigned a
classification and corresponding salary range through the job evaluation process.

Career Framework

The University of Calgary’s Career Framework contains five (5) career bands that reflect the range of
work and responsibilities for all Management and Professional Staff jobs across the organization. All jobs
are mapped to Career Bands and Career Levels.

Each Career Band has multiple Career Levels reflecting distinct and progressive expectations and
responsibilities for jobs at each level.

More information on the Career Framework can be found on the Human Resources website.
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Career Development

The Career Framework serves as the foundation for Total Rewards strategies and programs including
career development. Beyond growth in a new job, leaders may want to reward employees through
special projects or increased responsibility. These career development opportunities are typically not
compensatory. The knowledge, skills and abilities that develop through this path enable planning and
decision making for immediate and future career opportunities. Please refer to section Other Salary
Decisions for further information.

Job Classification

Job Evaluation

Job evaluation is undertaken when a new job is created and added to the existing complement. Job
evaluation is a systematic method for determining the relative value of MaPS roles and responsibilities
at the university to ensure internal equity across different job levels. It is a career-based approach that
establishes a hierarchy of jobs within a series of career bands and levels. The assighment of a job to a
career band and level is achieved by evaluating the job (as defined in the job profile) against established
criteria and validating the placement using internal comparisons with similar or equivalent jobs.

Job Review

A job review occurs when there is a significant and sustained change to existing job functions and scope
of responsibility and a change in classification is potentially required. The process of requesting a job
review is as follows:

e Astandard University of Calgary job profile is completed by the leader and approved by the next
higher level leader.

e The request is then submitted to Compensation for review.

e Compensation will evaluate the role and determine the appropriate career band and level along
with a corresponding salary range.

The review of a job does not necessarily equate to a new placement at a different career band, career
level, or require a salary increase for the incumbent.
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Salary Structure

The existing salary structure for MaPS can be found in Appendix A. On an annual basis, the salary
structure is reviewed to determine if changes are required. Should changes be identified, a new salary
structure will be posted and communicated (with Executive Leadership Team (ELT) approval). It is
important to note that changes to the salary ranges do not automatically trigger an across-the-board
increase for employees.

The salary structure has a defined number of salary ranges aligned with the Career Framework to
accommodate the wide range of market data represented by the jobs. A salary range represents a group
of jobs which have been deemed to be at approximately equivalent levels as determined by the
competitive market assessment for benchmark jobs and internal equity for non-benchmark jobs.

All salary ranges have a minimum, mid-point (50th percentile), and a high performance maximum.

Minimum — represents the lowest or entry-level pay the university pays for jobs in the salary range.
Typically employees new to the career band and level developing towards the stated requirements for a
job are paid close to the minimum.

Mid-point (50th percentile) — reflects the market median as defined by the university’s targeted
market positioning. It is appropriate for an experienced and fully-qualified employee, whose
performance fulfills all the stated requirements of the job, to be paid around the mid-point.

Control Point (66th percentile) — represents the top of the middle third of the salary range and is
usually the highest salary a leader can offer a new hire, without securing approval of the Director Level 3
authority (or equivalent) as per the Signing Authority Matrix (SAM) in that area. The intent, as it relates
to new hires, is to still allow for continued growth in the role during the employee’s time at the
university.

High Performance Maximum — represents the highest pay the university would ordinarily provide for
jobs in the salary range. Typically, only highly experienced, consistently high-performing employees with
outstanding skills are paid close to the maximum.

Salary ranges overlap from one to the next within the salary structure. This is important as it recognizes
that a highly capable and performing employee in one career band and level may contribute as much or
more than a new employee in a higher career band and level.

Advancement through the salary range is based on several factors including individual performance. The
ranges are wide enough to provide flexibility regarding salary management, allowing the university to
recognize and reward differences in individual performance and contribution through the Performance
Management Program.
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Targeted Salary Position

Determining appropriate salary placement of employees within the salary ranges can be challenging,
especially when working within a limited budget and managing equity relative to other membersin a
team, department or across the institution. Leaders carry the accountability for making salary
determinations and justifying decisions to employees in their areas as well as to other similar areas
across the university.

Employee salary decisions should be made in the context of a targeted salary position within the salary
range (e.g., new hire starting salary, promotion, etc.). The following table is designed to provide
guidance for leaders to consider when determining an employee’s positioning within the salary range.

Upper Third of Salary Range

Lower Third of Salary Range Middle Third of Salary Range

(Minimum to P33)

(P33 to P66)

(P66 to High Performance
Maximum)

Newly hired or new to role
Learning the role

Meets only the minimum
requirements and
qualifications for the role
Developing skills

Possesses minimum level of
experience necessary for
the role

Fully proficient and
qualified in essential
functions of the role
Consistently demonstrates
required skills and
knowledge

Acts as a resource to others
Fully qualified to
intermediate level of
experience

Consistently exceeds
expectations for all
performance objectives
Effectively leads, coaches,
and influences others within
the context of their role
Advanced level of skills,
fully proficient to expert
level

Seasoned individual, next

career step may involve
higher career level

e Advanced level of
experience

Additional support is also available by contacting UService at hr@ucalgary.ca or your Partner, Human
Resources.

Annual Salary Increases

At present, the University of Calgary takes explicit direction from the Government of Alberta each year
on the potential for salary increases. These are not automatic and further direction will be made
available in the spring 2025 for the next fiscal year.
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Other Salary Decisions

Any salary decisions contemplated by a leader must not be communicated (verbal or written) to the
candidate/employee, until all approval steps have successfully been concluded (e.g., Compensation
Exception Request or PeopleSoft approval workflow).

Salary levels for new employees joining the University of Calgary should be established after considering
the following:

e The minimum and mid-point (50th percentile) of the salary range for the job.
e The successful applicants’ directly related experience, education, and other qualifications.
e The salaries of existing incumbents in the same or similar roles.

Leaders should work with their Partner, Human Resources to discuss and establish the most appropriate
starting salary. Typically, starting salaries should be set between the minimum and the 33rd percentile
of the salary range to allow room for salary increases commensurate with growth in the individual’s
contributions. Starting salaries should not be below the minimum of the range or above the control
point (66th percentile) of the range.

If an exceptional circumstance arises when hiring an individual who possesses critical skills or significant
experience requiring a starting salary above the control point, approval must be obtained from the
Signing Authority Matrix, SAM Level 3 authority prior to extending any offer, verbal or written.

A promotion occurs when:

e An employee is the successful applicant for a vacant job classified in a higher career band or
level than their current job.

e When an employee’s job has seen significant growth as a result of new accountabilities and, as a
result of a formal job review, has been re-evaluated to a higher career band or level.

Promotions may be accompanied by a salary increase as a consequence of a change in salary range. The
following factors should be considered when determining an appropriate promotional increase:

e The minimum and mid-point of the new salary range.

e The targeted salary position based on the employees’ directly related experience, education,
and additional qualifications.

e The relationship of the employee’s current salary to the targeted salary position (e.g., lower,
middle, or upper third of salary range).

e The salaries of existing incumbents in the same or similar roles.
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In cases where the employees’ current salary position in the range is high, a small or no promotional
salary increase may be warranted. Increases should be effective the date of transfer or the date
established by Compensation through the job review process.

Should a salary increase be warranted, the standard practice is as follows:

e The employee will be moved to at least the minimum of the new salary range.

e The increase should place the successful candidate between the minimum and the 33rd
percentile of the new range which allows the candidate to build their skills and competencies
against new accountabilities.

e If an external competition has been conducted for a MaPS role and an internal AUPE staff
member is selected, an increase up to 50th percentile of the salary range, commensurate with a
starting salary that would be considered for a similarly qualified external applicant, is
permissible.

e The new salary upon promotion cannot exceed the maximum of the salary range.

Approval Process:

e Leaders may approve increases up to the 33rd percentile of the new salary range or 50th
percentile if AUPE to MaPS promotion.

e Should the employee’s new salary exceed the leader’s approval authority, as noted above,
consultation with HR and additional approvals are required.

Employees that receive a promotional increase may still be eligible for an annual performance-based
salary increase, as per the eligibility criteria outlined in the salary administration process distributed
annually.

An employee may move to a new job which is in the same career band and career level as their current
job. In these situations, a change in salary at the time of transfer is not necessarily warranted. However,
a salary increase of up to 5% may be applied after taking into consideration the:

e The targeted salary position based on the employees’ directly related experience.
e The salaries of existing incumbents in the same or similar role.

Approval Process:

e Leaders may approve increases of up to 5%.
e Increases above 5% require the approval of the Associate Vice-President, HR (or their designate)

Movement to a lower career band or level can be initiated by either an employee or the university.
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The employee may consider such a move when a personal situation warrants moving to a lower level
job. When moving to a lower career band or level, the salary of the employee will be adjusted to fit
within the salary range of the lower level job and the following should be taken into consideration:

e The targeted salary position based on the employees’ directly related experience.
e The salaries of existing incumbents in the same or a similar role.

At no point in time will the employee’s salary exceed the maximum of the salary range as a result of an
employee-initiated request to move to a lower level job.

The university may consider moving an employee to a lower job level as a result of a significant change
in job responsibilities or organizational structure change. In this case, the employee’s salary will not
change. If their current salary exceeds the salary range maximum, they will be designated as having a
red circle rate.

A secondment occurs when an employee temporarily accepts a different job. This could include a move
to a lower career band or level, a lateral move or a move to a higher career band or level. A secondment
may be to a different department (interdepartmental) with the intent for the employee to return to
their original position.

Please refer to the following sections of this document for the parameters related to any salary
increases:

e Movement to a Lower Career Band or Career Level.
e |lateral Moves.
e Promotions.

If an employee is permanently appointed to their seconded role, no additional salary increase will be
processed as of that appointment date.

An employee may be designated by their leader to perform the duties of a job at a higher career band
and level than that of the employee’s current level due to a temporary absence of the incumbent or
prolonged vacancy for which recruitment is underway. Temporary assignments may occur in the same
department (intradepartmental) with the intent for the employee to return to their original position.

In order to qualify for temporary assignment (acting) pay, an employee must:

e Temporarily assume the responsibilities of a position assigned to a higher level in the career
framework.

e Assume all responsibilities of the higher level position.
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e Work in the position for a period equivalent to or greater than one (1) month (exclusive of
vacation coverage) to a maximum of six (6) months.

Employees in temporary assignments will be eligible to receive either a temporary increase to the
minimum of the higher base salary range or an increase of up to 10% of their base salary, whichever is
greater.

The employees’ combined annual base salary and acting pay amount cannot exceed the maximum of
the salary range assigned to the position for which they will be acting.

For example, an employee’s regular job is in the Management career band, level 1 (M1). Their leader
requires them to fulfill all responsibilities of a job which is in the Management career band, Level 2 (M2)
for a temporary period of three (3) months. This employee would be eligible for up to a 10% increase for
the three (3) month period.

Ongoing Program Maintenance

Governance of the University of Calgary’s Compensation Program is the responsibility of the Board of
Governors. Management of the program is a responsibility of the ELT with support from HR.

Board of Governors

e Approves the overall compensation framework.
e Approves policy changes.
e Approves annual salary increase budget.

e Approves changes to programs and policies.

e Approves salary structures and guidelines.

e Recommends annual salary increase budget.

e Approves salary increase recommendations and any exceptions to guidelines.

Human Resources

e Provides strategic support and direction to the university concerning compensation principles
and best practices.

e Monitors and evaluates the effectiveness of the compensation program.

e Regularly surveys practices in the competitive labour market and recommends changes to
strategies, policies, programs, and guidelines that ensure continued alighnment of the
university’s compensation practices with business and market requirements.

e Maintains a competitive compensation database.

e Recommends salary ranges for all jobs.
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e Supports the ELT in establishing the annual salary increase budget and salary increase
guidelines.

e Provides support and advice to leaders on salary decisions.

e Provides education to leaders on the basic principles and management of the compensation
program and provides communication support.

Management

e Through Connect to Perform, responsible for evaluating the performance of each employee as a
basis for differentiating rewards.

e Responsibility for maintaining internal salary equity for their area.

e Ensures salary decisions adhere to the university’s Compensation Philosophy as well as other
policies, practices and procedures.

Glossary

Salary Range

A salary range represents a group of jobs that are approximately equal as determined by the job
evaluation and competitive market assessment processes. The jobs in a salary range are treated alike for
compensation administration purposes, even though the individual job incumbents may earn different
pay rates. Each range represents a potential base pay opportunity (from the minimum to the maximum
for the range).

Benchmark Job

A job that can be readily found and matched to those in other organizations in the university’s
competitive labour markets.

Competitive Labour Market

The relevant market for talent, which will vary for different jobs and locations. Some jobs may only be
found within one sector of the industry, while others are found within general industry. Depending on
the degree of talent mobility, the relevant geographic market may be provincial or national.

Salary Increase Budget
The total pool of dollars available for performance-based salary increases.
Targeted Salary Position

Target salary within the salary range for an individual at a point in time, based on their current or
expected (for new hires) contribution level.
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Contact Information

For any questions, please contact Total Rewards at totalrewards@ucalgary.ca or your Partner, Human
Resources.
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Appendix A — Salary Structure

Effective April 1, 2024

Annual Base Salary Range

Top of the Mid-point Top of the
Career Band Cargar Minimum Lower Third {Market Middle Third Maximum
Level (33rd (E6th
Median) :
percentila) percantile)
AL 139,699 167,639 181,609 195,578 223 518
M3 111,759 134,125 145,308 156,491 178,857
Management

M2 89 429 107,314 116,257 125,200 143,086

M1 71,543 85,830 92974 100,118 114,405

P5 119,485 138,417 148,383 159,349 179,281
P4 95 566 111,512 119,485 127 457 143,403
Professional P3 76,517 B9 252 95,620 101,987 114,722
P2 61,172 71,367 76,464 81.562 91,757

P1 51,012 59513 63,764 68.015 76,517
TS 126,470 147,530 158,061 168,591 189,652
T4 101,176 118,039 126,471 134,902 151,764

Technical

Professlonal T3 80,962 94 438 101,176 107,914 121,390
T2 64,769 75,529 80,910 86,289 97,049

T1 53,975 62 971 67,469 71.966 80,962
R& 116,839 140,228 151,922 163,617 187,006
R5 98,213 117,827 127 635 137,441 157,055
R4 81,809 898,178 106,362 114,546 130,915

Research

R3 70,908 B2 726 88,634 94 544 106,362

R2 59,055 68,933 73,872 78.810 88,688

R1 49212 57432 61,543 65,652 73,872

04 62,230 72 566 77,734 82902 93,239

Operational and 03 54,080 63,111 67,627 72142 81,173

Administrative

Support 02 45,990 54 856 58,790 62,723 70,590
o1 40,852 47 696 51,118 54,539 61,383
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