1. Purpose	Comment by Leisa Harper: GC has incorporated Retention into this policy as we perceive that it is just as relevant as what retention is to the employee group. 
To confidently guide the Board in determining and managing Headway Gippsland Inc (Headway) Executive (Management) remuneration, contract conditions and performance incentives.
2. Definitions
2.1. Executive Team Member
For simplicity and due to the nature of these positions, the following assumptions define who may be classified as ‘Executive’ staff at Headway Gippsland
2.1.1. Fixed or Maximum Term contracts as opposed to permanent ongoing employment
2.1.2. Remuneration conditions exceed the Fair Work High Income Threshold at any given time
2.1.3. Management level appointments meeting the above criteria
2.2. Employee: Paid persons engaged for pay, to deliver the programs and services of an organisation, this included non-executive Management.
2.3. Volunteer: Unpaid persons who elect to participate in the delivery of programs or services of an organisation.
2.4. Awards (modern awards) are legal documents that outline the minimum pay rates and conditions of employment as set out by Fair Work.
2.5. Remuneration: Money paid in exchange for work or services.
2.6. Wages: A wage is an employee's pay including their base rate of pay for hours worked, as well as any loadings, penalties or allowances payable, unless otherwise absorbed or offset.
2.7. Salary: A salary is a form of inclusive periodic payment from an employer to an employee, which may be specified in an employment contract. It is contrasted with wages, where each job, hour or other unit is paid separately, rather than on a periodic basis. 
2.8. High Income Threshold: There is an exemption provided for the use of Fixed Term Contracts for those earning in excess of the ‘High Income Threshold’. The high income threshold changes each year. From 1 July 2023, it is $167,500 pro rata. This is calculated from all remunerative elements (or guaranteed income) for 12 months and excludes superannuation, non remunerativenon-remunerative benefits or not guaranteed income such as discretionary performance bonuses.	Comment by Leisa Harper: GC wanted to confirm that the three Executive (CEO plus two roles) are all over the $167,500. 	Comment by Jenelle Henry: We are just clarifying this as myself nor wendy exceed this as we are both on an eight day fortnight but if the car allowance is included them yes.  Have reached out to Caitlin to clarify	Comment by Leisa Harper: Jenelle is over the bonus  - we don’t know if Wendy is - 
3. Policy
Headway Gippsland Inc commits to ensuring that theour Executive and Management are paid in full compliance with the conditions provided under The Fair Work Act 2009 and/or any other relevant industrial instruments or agreements. 
Headway recognises the importance of competitive remuneration and performance based incentives in securing and retaining the best possible people for our organisation. 
We appreciate given the accountability and responsibilities expected of our Executive, that competitive remuneration packages and incentives are a critical element of our organisation’s progress and performance. 
From salary conditions to total remuneration packages, this policy defines how compensation will be structured at Headway Gippsland for the responsible, equalcompliant and accurate payment of entitlements for Executives, as well as any discretionary performance incentive payments that may be paid to them by the organisation.
Executive appointments will report directly to the CEO (or Board in the case of the CEO).  Contracts offered to fill these executive roles will be approved by the Board prior to any offer of employment being made or prior to any variation being made to any existing contract beyond any Board approved annual variation made  in accordance with this policy. Due to the nature of these terms and positions, Executive appointments will report directly to the CEO. Contracts and conditions offered or for adjustment for these positions will be reviewed by the CEO with the support of the Board. Alternatively, the CEO reports directly to and compensation and performance will be reviewed by the Board.
4. How we determine Executive cCompensation at Headway
4.1. Pay rates are determined by the position descriptions and responsibilities of each role, and their relevant classification under the relevant Award. The classification in the Award then informs the minimum pay rate applicable either as an hourly rate exclusive of allowances, penalties and loadings, for hours worked per a roster, or as an annualised, inclusive salary package.	Comment by Leisa Harper: These roles are outside the Award - why the reference?	Comment by Jenelle Henry: If not stated refers to minimums in the award?
4.2. Executive positions are generally considered as senior (management), extraordinary, temporary or specialised positions not provided for under the Award.
4.3. Executive contracts may be referred to as ‘Award-free’ in that the conditions (salary and additional components) generally far exceed the conditions provided under any minimum award conditions. 
4.4. Executive compensation generally comprises both monetary and non-monetary variables, including the base salary. 	Comment by Leisa Harper: Do Debbie and Wendy have car provisions?	Comment by Jenelle Henry: yes
4.5. The salary represents an annual amount that is paid in satisfaction of any and all monetary entitlements that you may otherwise be entitled to receive. This includes but is not limited to; minimum hourly conditions, allowances and penalties stipulated by an industrial instrument, as well as compensation for reasonable additional hours. 
4.5.1. For the avoidance of doubt, salaries take into account any hours that you are required to work outside of your standard hours of employment. 
4.5.2. Where your pay (salary) exceeds any legislative and Industrial Instrument minimum entitlements:, aany amount paid in excess of these minimum entitlements may be used to offset any entitlement that may otherwise have been applicable. 
4.5.3. Salary (payments made for services rendered) may form only part of a total remuneration package. Compliance with Fixed Term rules under the Fair Work Act 2009 must be considered when negotiating the conditions of Executives offered temporary or maximum term employment.	Comment by Leisa Harper: GC recommends that TRP is not used/referred to.	Comment by Jenelle Henry: Not sure what you mean 	Comment by Leisa Harper: We know that there is a salary component and a vehicle allowance. 
4.6. Executive contracts are uniquely informed by the business need and by the required skills, experience and qualification for the position. The salary is often dictated by these factors as well as; the period and duration of engagement, the level of responsibility expected of the position, the delegations afforded to the position, and the KPI’s set for the position’s objectives for the term of the contract.
Considering these factors, a salary or total remuneration package value is normally determined by:;
4.6.1. Existing position details - remuneration previously offered may be sufficient for a new vacancy/contract, assuming it meets the applicable criteria (such as the High Income Threshold).
4.6.2. Existing remuneration structure - consideration of subordinate and senior positions or bands in determining a wage bracket appropriate for a position is a critical element of fairness and consistency in compensation.
4.6.3. Market competitivenessnsistency - The CEO and Board may draw on like examples to determine the offered compensation for the Executive position. Variables such as organisational size and structure, turnover and not for profit status should be considered when determining appropriate comparisons to draw from.
4.6.4. External benchmarks may be used Hays White Paper for salaries and conditions (or similar reliable benchmarking resources) - this publicly available resource supports organisations in benchmarking salaries and conditions for Executive positions by industry and role, and can support market informed compensation packages.
4.6.5. Other variables - department size, scope and delegation of role, direct staff management responsibilities or accountability for business deliverables, term of contract and redundancy or termination entitlements should inform where in the existing structure the role should be benchmarked.
4.7. Additionally, gGiven that these positions are ‘Award-free’ and unguided by a ‘classification’ in the same objective manner as employee positions, the Headway Board may engage a third party to conduct a remuneration assessment such as a Mercer Evaluation and Assessment to determine and advise on market-competitive salary packages compliant with the Fair Work Act. 
4.8. Entitlement calculation for the purpose of accruals such as long service leave, may be informed by the Social, Community, Home Care and Disability Services Industry Award [MA000100], unless specifically addressed in the contract.	Comment by Leisa Harper: GC unsure given that this is in relation to Executives who operate outside an Award.	Comment by Jenelle Henry: Same as above 
5. Executive contract types
Executive contracts may be offered as permanent or temporary contracts depending on business conditions. 
5.1. Executive engagements are commonly fixed term or temporary in nature.
5.2. By definition under this policy, these positions exceed the regulatory requirements provided for Fixed Term contracts under the Fair Work Act 2009, in that the monetary components of the contract exceed the high income threshold.
5.2.1. Positions not meeting this threshold should consider the limitations applicable to fixed term engagements and whether this should in fact be an employment contract ongoing (or fixed term within the prescribed conditions)
5.2.2. Positions not classified as ‘Executive’ should refer to the Employee Remuneration and Performance Incentive Policy. 
5.3. Executive contracts generally encompass multiple factors such as;:
5.3.1. Earnings’ under Fair Work Act s.332 which may include;
5.3.2. Wages/Salary - (as accepted by Fair Work in determining high income threshold criteria)
5.3.3. such other amounts (if any) worked out in accordance with the Regulations
5.3.4. amounts dealt with on the employee’s behalf or as the employee directs, and
5.3.5. the agreed money value of non-monetary benefits.
5.3.5.1. Earnings may take into account other income beyond your hourly rate or salary that is fixed and guaranteed - e.g, if you receive a vehicle allowance, or a car and fuel card, and would otherwise be compensated for them if they were removed, they may form part of the earnings calculation.
5.3.5.2. Earnings do not include:
· payments the amount of which cannot be determined in advance such as:
· commissions
· incentive-based payments and bonuses, or
· overtime (except guaranteed overtime);[5]
· reimbursements (such as per diem payments),[6] and
· compulsory contributions to a superannuation fund (superannuation guarantee).

5.3.1.2 Non monetary benefits - An Executive contract may also consider non monetarynon-monetary components of the position. This may include training provisions or budget, flexibility privileges, mobile phone or equipment for personal use, gym membership etc.
5.3.1.3 Salary sacrifice privileges - the ability to sacrifice portions of the salary are discretionary and do not form part of the monetary value for the purpose of the High Income Threshold calculation at time of writing.
The Fair Work Commission has a discretion to include a benefit that is not a payment of money and that is not a 'non-monetary benefit' (within the meaning of s.332(3) of the Fair Work Act) when assessing compliance. It may do so where it is satisfied that it is appropriate to take it into account, and it can attribute a ‘real or notional’ value to the benefit, in default of any agreement between the parties.
5.4. Temporary or Fixed Term Employees previously classified as ‘Executive’ who no longer meet the above criteria (but still hold senior level or management responsibilities), will be reviewed alongside the Fixed Term rules under the Fair Work Act. 
5.4.1. These contracts may be converted to permanent employment unless contracts are otherwise expired or meet the criteria for acceptable temporary contracts. 
5.4.2. These employees will commonly be referred to as ‘Management’ as will be covered under the Employee Remuneration and Performance Incentive Policy.
5.4.3. Employees not engaged in ‘Management’ duties will be classified as ‘Employees’ and are covered under the Employee Remuneration and Performance Incentive Policy.
5.5. Executive contracts of an ongoing nature (not fixed term, temporary or impermanent) will generally still follow the conditions provided above with regard to the total remuneration package value. 
5.6. These contracts however may offer total compensation value that considers;
5.6.1. Permanency and security of ongoing employment
5.6.2. Resultant redundancy and long service leave eligibilities and entitlements
5.6.3. Other non monetary elements such as 48/52 or additional leave or flexibility arrangements.
5.7. Permanent Executive contracts, while uncommon, generally attract a marginally lower salary or total remuneration value to account for the above additional benefits of ongoing employment.
5.8. Permanent Executive contracts will generally still consider the high income threshold for the mitigation of unfair dismissal risk. 
5.9. Headway retains the right to review these contracts in accordance with this policy, with no guarantee of adjustment for the term, unless guaranteed by the contract.
6. Annual Pay Adjustment 
6.1. Headway Executive team members do not automatically normally attract the CPI adjustment afforded annually by Fair Work Australia to Headway employees. 
6.2. 6.2 If an executive's contract does not include any provision for an annual adjustment to remuneration, any adjustments will be at the discretion of the Board based on recommendations of the CEO (for those roles reporting to the CEO) and at the absolute discretion of the Board for the CEO.This said, an assumed CPI is generally incorporated into the Executive contract on an individual basis, as appropriate. This is often implemented where no other increase over the term of the contract is provided. If a contract already considers an annual adjustment not related to CPI over the term of the contract, it may absorb this element.
6.3. Where a CPI is not agreed as part of the individual Executive contract, the Board may at its discretion provide a CPI adjustment annually or as deemed appropriate.
The CPI (or portion thereof) payable may be informed by the Annual CPI set by the Australian Bureau of Statistics, Fair Work Australia or other relevant resource, as deemed appropriate by the Board.
6.4. CPI adjustment is entirely discretionary in these circumstances, except where the contract conditions no longer comply with the High Income Threshold and require adjustment for compliance.
6.5. Executive pay amendments outside of the contract terms are generally limited to performance related bonuses, which do not form part of the base conditions or guaranteed earnings. 
6.6. Where a new position and conditions is identified, a new contract should be generated in compliance with this policy.
7. Headway Performance Incentive Bonus
7. Headway Performance/Retention Bonus
Separately to the annual Fair Work CPI adjustment, Headway may at its discretion provide a  Performance/Retention Bonusand bonus..
7.1 ,The Board will consider annually, whether a fixed amount or percentage of the audited surplus, should be used for this performance/retention bonus. Matters to be considered – may include but not limited to: overall organisational performance, amount of surplus generated, prevailing market conditions for attracting and retaining skilled staff and any other relevant matters. 

7.2 The percentage of surplus  or fixed amount preserved for this purpose is generally limited to no more than $50,000 or 10% of the surplus per annum (which ever is lower) This bonus pool is to be a single pool to be shared with executive staff, if payable, and not a separate pool to that which might be offered to the executive.
7.3 Employees, Management and Executive who are eligiblefor the  Headway Performance/Retention Bonus will be assessed in accordance with the Procedure, and based upon assessed outcomes, may receive a payment. 
7.4 Should the board decide that a bonus will be payable an eligible  employee’s share of the bonus will be determined by the proportion of that employee’s base salary as a proportion of the sum of the base salaries of all the employees eligible  for the bonus payment. 
7.5 Payments are generally reserved for employees who achieve ‘occasionally exceeding expectations’ or ‘always exceeding expectations’ outcomes in the annual performance review process.
7.6 A performance/retention bonus is not payable to any employee whose:
* employment is terminated; or
* employment concludes prior to the end of the eligible period.
7.4.1 eligible  period.
8. Performance/Retention Bonus Summary
Performance/retention bonuses  are considered in the Headway Performance Bonus  Procedure. These terms are provided for the avoidance of doubt and should be read in conjunction with the procedure.
8.1 All eligible employees will participate in an annual planning activity relating to their role, their personal development and their career planning.
8.2 The plan will contain performance measures to be achieved in the financial   year. Similarly, performance reviews will fall in a cycle according to financial  year, rather than anniversary of service.
8.3 On completion of annual review with the employee, Managers will assign outcomes to performance, and this will be tied to the performance/retention bonus scheme.
8.4  individual and organisational performance.	Comment by Leisa Harper: The GC believes that the following clauses do not add value. 
8.5 Any payments made iunder the schemes are one off bonus payments rather than an increase to base hourly rates or salaries. 
8.6 Staff not meeting expectations would dbe equipped with performance improvement strategies and support, as well as associated training as part of this process.

Headway commits to an annual review of all employees' performance alongside Headway’s strategic, operational and individual annual plans.
8.7 All Employees and Executive will participate in the annual planning activity in relation to their role and responsibilities, their personal development and their career planning. 
This process aligns individual measures to the strategic plan and departmental deliverables. The information gained from planning discussions will help us inform our organisation’s training needs and establish relevant performance benchmarks across our business to achieve our business plan. 
8.8 Planning and individual performance reviews will fall in a cycle according to calendar year, rather than anniversary of service.
8.9 Employees, Management and Executive who are enrolled in the Headway Performance Incentive Program will be assessed in accordance with the Performance and Development Procedure, and based upon assessed outcomes, may receive a nominal payment. 
8.9.1 Performance outcomes (and associated payments) are generally determined based on 2 factors - 1. the performance of the individual over the course of 12 months against set measures and KPIs, and 2. the performance of the team, department and organisation against the strategic plan. 
8.10 In accordance with the Headway’s Performance Program, the Board will consider annually, a fixed amount or percentage of profit, in consultation with the independent financial audit outcomes or operational priorities, that may be used for this performance related bonus scheme. 
8.11 The percentage of surplus (profit) or fixed amount preserved for this purpose is generally limited to no more than $50,000 or 10% of the surplus per annum. 
8.11.1 Payments are generally reserved for employees who achieve ‘occasionally exceeding expectations’ or ‘always exceeding expectations’ outcomes in the annual performance review process.
8.12 Beyond the Executive remuneration package detailed in clauses 1 - 6 of this policy, any payment associated with Executive performance review outcomes is unrelated to their base rate of pay and salary, is not guaranteed and is awarded as a once off payment. 
8.13 Payment of performance bonus is discretionary and therefore not payable if;
8.13.1 Employment is terminated for any reason
8.13.2 The Employee concludes their contract or is no longer employed at the conclusion of the eligible period
8.14 Performance of our Executive team members is critically and intrinsically linked to the performance of our organisation, departments and teams. For this reason, the review of Executives and Management are generally undertaken following Employee reviews to help inform the performance assessment of departments, teams and individuals, for which the Executive are responsible.
8.15 Upon determination of the organisation's budget for any annual performance incentive program, the Board may at its discretion reserve a fixed amount or percentage of this pool for the purpose of Executive bonus payments, separate to the pool reserved for eligible employees.
8.15.1 The Board may pay all or part of this reserved figure to eligible Executives dependent upon their individual and departmental performance, and that of the organisation.
8.15.2 The Board may weight each of these elements in determining the bonus amount payable to eligible Executives
8.15.3 The pool reserved for employee performance bonus’ is generally prioritised.
8.15.4 The pool reserved for employee performance bonus’ is generally distributed equally across all of those who achieve the required outcomes (detailed below) and not intended to include Executive performance incentive payments.
8.15.4.1 This ensures that the pool for employees on less favourable conditions is prioritised and uncomplicated by proportional bonus incentives that may be afforded to Executive team members
8.15.4.2 This also reflects the expectations of Executive team members in organisational deliverables as part of their contract terms, for which they are reasonably compensated at market value.
8.16 The Board may alternatively, determine a fixed discretionary bonus amount as a term of the Executive contract - payable only if in the Board’s assessment, the required performance level has been achieved by the Executive.
8.17 For fairness, the Board will appoint a remuneration sub committee that directly reviews all of business performance, individual outcomes, departmental performance and that of Executive team members, prior to any payment.
8.17.1 The Board reserves the right to question, alter or amend the outcomes assigned by Managers in the course of performance reviews.
8.17.2 The CEO will participate in the review of any Executive roles reporting to them, with the support of the Board and the CEO will be reviewed by the Board Chair and selected Board Members (sub committee).
9 Performance Program Summary
Performance incentives are considered in the Headway Performance Program Procedure. These terms are provided for the avoidance of doubt and should be read in conjunction with the procedure.
9.1 All eligible staff (including Executive) will participate in an annual planning activity relating to their role, their personal development and their career planning.
9.2 The plan will contain performance measures to be achieved in the calendar year. Similarly, performance reviews will fall in a cycle according to calendar year, rather than anniversary of service.
9.3 On completion of annual review with the employee, Managers (in this case, the CEO or Board) will assign outcomes to performance, and this will be tied to the performance incentive scheme.
9.4 Performance bonuses are determined with weighting given to both individual and organisational performance.
9.5 Any designated funds for the scheme will generally be divided amongst those with high performing outcomes, payable as a discretionary bonus for that assessed year.
9.6 This would be paid as a once off bonus, rather than an increase to base hourly rates or salaries. This payment does not form part of your guaranteed conditions.
9.7 Staff ‘not meeting expectations’ would be equipped with performance improvement strategies and support, as well as associated training as part of this process.
9.8 Staff ‘meeting expectations’, coming to work and doing what they need to do to a satisfactory standard, would be supported in identifying ways to progress in the new calendar year, and provided with support to achieve high performing outcomes.
9.9 Staff ‘occasionally exceeding expectations’ or ‘always exceeding expectations’ would be eligible to participate in the incentive and remuneration activity, with percentage of designated bonus funds paid as determined by the Board and Management.
8. Further information
8.1. You can read more about the Performance Incentive Program in the associated procedure.
8.2. This policy should be read in conjunction with the contract and Headway’s operational policies.
8.3. This Performance Incentive Program does not in any way prevent our team from any required annual adjustments to comply with the pay rates provided for their Award classification.
8.4. This Policy will be reviewed on an annual basis and any subsequent changes provided as they occur
9.0 Delegation to Governance Committee 
9.1 The Board may request its Governance Committee to make recommendations in relation to the annual payment of performance/retention bonuses.
