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Agenda
 Governance – PACSC

 Staff Salary Structure

 USG job grades

 Job evaluation & starting salary

 Pay Philosophy

 50th Percentile
 Staff Salary Increase (SSI) Process

 Overview

 Inputs: Compa-ratio, Performance Rating/Target Salary

 Outputs: Basic Increase, Supplemental Increase, Pay Advice
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Governance – PACSC
 The Provost’s Advisory Committee on Staff Compensation (PACSC) is a 

University-level committee with responsibility to make salary 
recommendations to the Provost, for approval by the Board of Governors

 Membership:

 Four members appointed by the provost from names submitted by the Staff 
Association

 The director, total rewards

 The vice-president, administration & finance

 A member of Executive Council, appointed by the provost

 The chief human resources officer

 A resource person with relevant expertise from Human Resources, appointed by 
the chair
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STAFF SALARY STRUCTURE
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USG Job Grades
 University Support Group (USG) –staff 

salary structure includes 21 distinct job 
grades

 Each job grade has a salary range; job 
value is the midpoint of the range

 Midpoints are aligned with the 
target market position (median)

 Minimum pay is 80% of midpoint or job 
value, maximum is 120%

 Depending on the position, the standard 
workweek is either 35, 37.5 or 40 hours per 
week

 Policy 5 on the Secretariat’s website: 
https://uwaterloo.ca/secretariat/policies-
procedures-guidelines/policy-5
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Job Evaluation & Starting Salary
 All Staff positions are evaluated by specialists in HR to 

determine the applicable job grade

 An employee’s pay position in the range at the time of hire 
is determined based on their skills and experience relative 
to the position

Understanding Staff Salary Increases PAGE  6



Pay Philosophy

 Current agreement: May 1, 2021 to April 30, 2024:
 May 1, 2021, 2022 and 2023: 1% salary range adjustment

 1% is the legislated maximum scale increase allowed during the term 
under Bill 124 (three-year moderation period)

 May 1, 2021, 2022 and 2023: run the Staff merit program

 Target market competitive position for USG "job values" is 
the 50th percentile 
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“To pay competitive salaries 
within the limits of our 

financial situation”



50th Percentile
 No greater than the point in the range which half the values fall 

below, as illustrated in the following example: 

 A market review of the job values to the target market position will 
be conducted in 2023 in order to inform the next salary agreement 
effective May 1, 2024
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Comparator 
Organization

Salary for a Specific Job

A $65,000

B $65,000

C $50,000 = 50th percentile (median)

D $49,000 

E $45,000



STAFF SALARY INCREASE (SSI) 
PROCESS
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Overview
 SSI is a merit-based process – all increases are calculated using 

performance ratings; there are no scale or across the board cost of 
living increases

 Salary increases for each employee effective May 1 are calculated 
in 2 parts: 

 Basic increase – based on an employee’s compa-ratio as of April 30 and 
their performance rating from the previous calendar year 

 Supplemental increase – merit-based distribution of funds remaining 
after basic increases are subtracted from funds available for each pool

 Basic increases cannot be adjusted but the supplemental increases 
can be adjusted for each employee by the leader of the salary pool; 
the overall salary increase cannot exceed the employee’s target 
salary
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Compa-ratio
 To calculate an employee’s compa-ratio, divide the actual salary by 

the midpoint or job value of the assigned salary range

 Assuming the job value of a pay range equates to the 50th 
percentile position, an employee with a compa-ratio of 100% is 
paid at the median of what the market pays for that same position

 Employees’ compa-ratio as of April 30 is used to calculate salary 
increases
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Performance Rating
 Performance appraisals are conducted on an annual basis based 

on an employee’s performance in the previous calendar year 

 i.e., performance for January 2022 to December 2022 is evaluated for 
the May 1, 2023 merit process

Understanding Staff Salary Increases PAGE  12

Rating Interpretation
5 Exceptional performance in all areas of the job requirements which is 

recognized throughout their unit or broadly throughout the University.  
Normally, an employee would not receive a rating of 5 in consecutive years.

4, 4.25, 4.5, 4.75 Performance significantly exceeded the requirements of the job in one or 
more key areas.

3, 3.25, 3.5, 3.75 Performance was fully satisfactory in all key areas.

2, 2.5 Need for recognizable improvement in one or more key areas.

1, 1.5 Performance was significantly below job requirements in several important 
areas and improvements will be required or reassignment or termination 
will be considered.  Ratings at this level are subject to disciplinary action.



Target Salary
 Performance ratings determine an employee’s target salary in terms of pay 

position in the salary range – intended to be reached over a staff member’s 
career (not within one merit cycle)

 Target salaries for performance ratings of 3 or higher:
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Basic Increases
 An employee’s pay position as of April 30 and performance rating from the previous 

calendar year against the grid developed based on the scale adjustment result in the 
Basic Increase calculation 

 An accelerator exists for employees who are paid below job value; its purpose is to 
move their salaries towards to the job value quicker than the movement above the job 
value towards the maximum 

 Examples of Basic Increases based on a 1% scale adjustment are as follows: 
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Compa-ratio 
(as of April 30)

Basic Increases
based on performance rating

3 4 5

90% 2.50% 3.00% 3.50%

95% 1.75% 2.25% 2.75%

100% 1.00% 1.50% 2.00%

105% 0.50% 1.25% 1.75%



Supplemental Increases
 Depending on the funds generated in each salary pool, a supplemental 

increase may also be extended to employees 

 Salary pools to recognize performance are calculated through: 

a) Total salaries and the job values in the pool 

b) Total salaries and the job values for those below the job value for their positions 

c) Adjustment to the job values 

Note: the amount of money in a salary pool does not depend on the performance ratings 
assigned but performance ratings do determine the way the money is distributed

 Salary pools are first used to pay for basic increases and any remaining funds 
are equitably distributed to employees based on merit 

 Leaders of the salary pools may apply further adjustments, taking into 
account factors such as equity within the pool; however, no supplemental 
increases may be awarded to individuals who are already at or above their 
target salaries
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Salary Increase Advice
 Once signed salary 

listings are sent back 
to HR, new salaries 
are loaded into 
Workday

 Verification, review 
and correction of 
salaries occurs in 
early May

 All eligible staff are 
emailed once salary 
advices are available 
in Workday
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