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1.	Preamble
This policy consolidates and clarifies previously separate policies and instructions on salary administration for the Executive (EX) Group.  It replaces the Salary Administration Policy for Executive Group of April 1, 1992, the Policy on Acting Pay for Executives of April 1, 1998, the Salary Administration Instructions for the Performance Management Program for the Executive (EX) Group of April 1, 2001 and the Executive Transfer Pay Policy of March 31, 2000, as well as guidelines issued in various letters and bulletins.
2.	Effective date
This policy is effective September 1, 2002. 
This policy will be evaluated no later than five years after implementation.
3.	Policy objective
To provide consistent administration of EX Group salaries.
To compensate employees who are required, for a substantial period of time, to perform all or a significant part of the duties of an executive position classified at a higher level in the EX Group.
To provide for effective corporate management of the EX Group, particularly of EX-4s and EX-5s under Collective Management. 
4.	Policy statement
It is government policy to pay executives throughout the Public Service according to their contribution to the organization and their attainment of performance goals.  The Executive Group Salary Administration Plan (Appendix A) and its instructions for the administration of performance awards (Appendices B and C) and instructions for the administration of acting pay (Appendix D) provide the means to achieve this.  Its chief provisions are that:
−	cash compensation for the EX Group consists of two components:
·	a base salary within a salary structure that has a salary range for each level with a minimum and a job rate (maximum); and
·	performance awards (in-range salary movement and at-risk lump sum payments) awarded based on criteria established under the Performance Management Program (PMP) for the Executive Group.
−	appointment to the EX Group from any other occupational group in the federal Public Service is considered a promotion.  Deployment may not be made into the EX Group from other occupational groups.  
−	executives at levels EX-1 to EX-3 are eligible for acting pay within the EX Group when they are asked to perform all or a significant part of the duties of a position classified at a higher executive level for a period exceeding three (3) months.  
−	deputy heads are authorized to pay EX-4s and EX-5s at their personal classification level instead of at the level of the positions to which they are appointed, in certain circumstances. 
5.	Application
This policy applies to all departments and other portions of the Public Service listed in Part I, Schedule I of the Public Service Staff Relations Act (PSSRA), with the exceptions noted below in sections 5.1 and 5.2.
5.1	Salary on appointment
The provisions for salary on appointment (Appendix A) apply to appointments from outside the Public Service (i.e. employers who are not subject to the Public Service Superannuation Act), promotions into the EX Group from other occupational groups, and transfers, deployments or promotions within the EX Group.
The provisions allowing deputy heads to pay EX-4s and EX-5s at their personal classification level apply to all organizations listed in Part I of Schedule I of the PSSRA where staffing is conducted in accordance with the Public Service Employment Act (PSEA).
5.2	Administration of performance awards 
The performance award provisions of this policy (Appendix B) apply to 
−	members of the Executive Group; 
−	levels LA-3A, LA-3B and LA-3C of the excluded Law Group; 
−	levels DS‑7A, DS‑7B and DS-8 of the Defence Scientific Service Group; 
−	levels MD‑MOF‑4, MD‑MOF‑5 and MD‑MSP‑3 of the Medicine Group;
−	senior officers (Chief Superintendent and above) of the Royal Canadian Mounted Police (RCMP); 
−	senior non-specialist military officers of the Canadian Forces (CF) (both regular and reserve forces) at the rank of Colonel and above; and
−	Canadian Forces Legal Officers (both regular and reserve forces) at the rank of Colonel and Brigadier-General and Canadian Forces Medical and Dental Officers (both regular and reserve forces) at the rank of Lieutenant-Colonel and above in accordance with the Queen’s Regulations and Orders for the Canadian Forces (QR&O).
5.3	Acting Pay for Executives
In organizations or those parts of organizations where rotational pools, developmental programs and/or appointment-to-level prevail, deputy heads may elect not to implement this policy for executives acting in these environments.
Executives at the EX-4 and EX-5 level are not eligible for acting pay under this policy, as acting pay is not consistent with the appointment to level regime implemented as part of the Collective Management of Assistant Deputy Ministers.
Executive participants in the Accelerated Executive Development Program (AEXDP) are not eligible for acting pay under this policy, as their assignments are undertaken within a structured developmental program and the employee’s performance against the goals of the developmental program is reflected in his or her continuing participation in the program (i.e. promotion to the next level at the successful conclusion of each assignment).
5.4	Exclusions
Employees who are paid under a different pay plan in accordance with the Regulations Respecting Pay on Reclassification or Conversion are not subject to the Salary Administration Policy for the Executive Group.  Reference should be made to the relevant terms and conditions of employment to determine their appropriate salary treatment.
6.	Policy requirements
Deputy heads must implement and adhere to the provisions of this policy and each of the Appendices attached to this policy for the various aspects of salary administration for the EX Group in their departments.  These provisions include, but are not limited to:
−	The Executive Group Salary Administration Plan (Appendix A),
−	Instructions for the administration of Performance Awards under the Performance Management Program (PMP) for the EX Group (Appendices B and C),
−	Instructions for the administration of Acting Pay for the EX Group (Appendix D).
Deputy heads must:
−	ensure that employee salaries are determined according to the directions prescribed by the Treasury Board for the year in which they are administered;
−	provide all information, training, advice and guidance required to implement and administer the plan.
6.1	Policy requirements for acting pay for executives
Where a deputy head has authorized the payment of acting pay to members of the EX Group at levels EX-1 to EX-3, acting pay will become retroactive to the date on which the assignment commenced after the expiry of the qualifying period (three months).
Acting pay will result in a salary treatment as if the person had been appointed to the higher level.
Acting pay assignments should normally not exceed 12 months.  Deputy heads must seek prior written approval of the Treasury Board Secretariat if the acting pay situation is to exceed this duration.
7.	Monitoring
Treasury Board Secretariat and departmental organizations will monitor results in achieving the policy objectives and requirements in accordance with the Policy on Active Monitoring. 
Departmental organizations must submit reports to the Treasury Board Secretariat on their application of the performance award provisions of the policy, in the format prescribed in Appendix C.
The Treasury Board Secretariat will use monitoring reports on the administration of this policy to assess human resources management practices and to amend the policies on salary administration, performance management for executives and acting pay for executives as needed.
8.	References
Financial Administration Act, section 11(2)(d).
Public Service Staff Relations Act
Public Service Employment Act
Public Service Employment Regulations
Terms and Conditions of Employment Policy for Executives
Executive Employment Transition Policy
Performance Management Program for the Executive Group
Regulations Respecting Pay on Reclassification or Conversion
Terms and Conditions of Employment Policy
Policy on Active Monitoring
9.	Enquiries
Enquiries about this policy should be referred to the responsible officers in departmental headquarters who in turn may direct questions regarding policy interpretation to those responsible for EX Group policy in Treasury Board Secretariat.


Appendix A – Executive Group Salary Administration Plan
1.	Purpose
This Appendix presents guidelines for the consistent application of the Salary Administration Policy for the Executive Group.  Instructions for the application of performance awards and for the administration of acting pay are an integral part of this salary administration plan but have been moved to separate Appendices (Appendix B and D respectively) for clarity. 
2.	Definitions
acting pay (rémunération d’intérim)  the rate that an EX Group employee should be paid for a temporary assignment to a higher position in the EX Group; the rate that a non‑EX Group employee should be paid for a temporary assignment to an EX Group position that has a job rate higher than the employee's substantive position job rate 
at-risk lump sum payment (montant forfaitaire au titre de la rémunération à risqué) – a performance award for the achievement of Key Commitments  
Collective Management (gestion collective) – a partnership designed to balance the needs of EX-4s and EX-5s, deputy heads and the Public Service as a whole in managing the careers of EX 4/5s.  Its key feature is that EX-4s and EX-5s are appointed to the level rather than a specific position and become part of a corporate pool
in-range salary movement (augmentation à l'intérieur de l'échelle)  a performance award for the achievement of Ongoing Commitments that is an increase in salary that results in an upward positioning in the range (not to exceed the job rate)
job rate (taux normal)  the maximum rate of pay available to a qualified employee whose performance in the achievement of Ongoing Commitments is at least ”succeeded”
performance award (prime au rendement)  compensation paid to an employee who has achieved a level of performance of  “succeeded” or better on commitments for the year 
Public Service (fonction publique)  the departments and agencies included under the Public Service Superannuation Act (PSSA)
retroactive period (période de rétroactivité)  the period commencing on the effective date of the revision in rates of pay up to and including the day before Treasury Board approval is given
salary maintenance (maintien du traitement) – the salary treatment given to an executive who is appointed to a lower classified position from surplus status under the Executive Employment Transition Policy (EETP)
salary protection (protection salariale) – the salary treatment given to an employee in the EX Group whose position has been reclassified downwards to a level with a lower job rate or who has been appointed to a lower level position from surplus status under the Workforce Adjustment Directive (WFAD) of December 1991; the salary treatment given to an employee from the former Senior Management (SM) level who was appointed to a lower level non-EX Group position before January 1, 1992
3.	Payment of retroactive remuneration
A retroactive upward revision in remuneration shall apply to employees, former employees or, in the case of death, the estates of former employees who were employed in the EX Group in the Public Service during the retroactive period.
Remuneration shall be paid in accordance with the Federal Court ruling [Lajoie A-894-91] that applied the principle that the history of the employee’s salary changes during the retroactive period should not be reconstructed. 
Application of this principle has resulted in the discontinuance of the practice of recalculation when implementing a retroactive revision.  The revision to a performance pay range is implemented by applying the pay notes without recalculation. 
The salary for employees who were promoted, transferred or deployed during the retroactive period are not to be recalculated.  This also applies to the salary revision for employees who commenced acting or were in receipt of acting pay during the retroactive period.  
In order for former employees or, in the case of death, for the former employees’ representatives to receive retroactive payment, the Employer must advise such individuals by registered mail at their last known address that they have thirty (30) days from the date of receipt of the registered letter to request in writing such payment, after which time any obligation upon the Employer to provide payment ceases.
No payment or notification shall be made pursuant to the above paragraph for one dollar ($1.00) or less.
4.	Salary range revisions
The salary range consists of a minimum and a job rate (maximum); movement through this range is based solely on assessed performance.
Salary ranges for the EX Group may be adjusted periodically, as authorized by the Treasury Board.  Application of these range adjustments to individual salaries is not automatic and may be influenced by a number of factors.  The Treasury Board Secretariat will provide specific instructions for implementing range revisions as appropriate.
4.1	Salary treatment for "did not meet" performance
Unless they are otherwise advised, departments will not apply any range revision to the salary of a member of the EX Group whose performance is assessed as "did not meet".  This may mean that such an employee would be paid below the new range minimum for the level.
4.2	Employees on leave without pay
An employee who is granted leave without pay for any period remains an employee.
An employee who is absent on leave without pay is eligible for salary range adjustments. These adjustments will occur when instructions are given for revisions to the EX Group salary ranges.  
Unless the Treasury Board Secretariat specifies otherwise, the employee will be treated as if he or she had received a performance assessment of  “succeeded” in the achievement of Ongoing Commitments and was therefore entitled to receive the full percentage increase.  The salary should be recalculated, for record purposes only, to maintain the same position relative to the new job rate that existed within the old salary range.
4.3	Employees acting in EX Group positions
An employee who is receiving acting pay is eligible for revisions to the salary range of the level in which the employee is acting, unless he or she has received a performance assessment of “did not meet”.
For more detailed information on acting pay treatment see section 5.8.
4.4	Employees salary protected as EX 
An employee in the EX Group whose position has been reclassified downwards to a level with a lower job rate or who has been appointed to a lower level position from surplus status under the Workforce Adjustment Directive (WFAD) of December 1991 has his or her salary protected at the employee’s personal classification level. 
When the salary range applicable to the employee’s level is increased, the employee’s base salary will be revised in accordance with this policy.  An employee whose performance rating is  “succeeded” or better in the achievement of Ongoing Commitments will be eligible for the full amount of the salary range increase, subject to any specific instructions issued by Treasury Board Secretariat.
4.5	Employees salary maintained as EX 
An executive is subject to salary maintenance if the individual is appointed to a position with a lower job rate from surplus status under the Executive Employment Transition Policy (EETP).
If the employee’s personal rate of pay falls within the salary range applicable to the level of the position at the time of appointment, the employee will be integrated within that salary range effective the date of the appointment.  All future salary range adjustments and salary increases based on performance, if applicable, will be administered in accordance with the salary administration plan or collective agreement that applies to the level of the position.
If the employee’s personal rate of pay exceeds the job rate applicable to the level of the position, the employee’s salary will be frozen at the rate in effect on the date of the appointment until such time as it falls within the range applicable to the level of the position.  
If the lower level position to which the individual is appointed is in the EX Group and the EX salary ranges are adjusted upwards but not high enough that the employee’s personal rate of pay falls within the revised range, the increase applicable to the job rate for the level of the position will be paid to the employee as a bi-weekly lump sum throughout the duration of the period that the range increase is in effect.  Thus, the employee will not receive an increase to the base rate of pay but will receive a supplementary amount for the period that the revised EX ranges remain in effect.  When the salary range for the level of the position is increased such that the employee’s personal rate of pay falls within the new range, salary maintenance will cease.  To minimize financial impact, the individual will receive a lump sum payment equivalent to the rate of increase applicable to the job rate of the level of the position. 
If the lower level position to which the individual is appointed is outside the EX Group and the EX salary ranges are adjusted upwards, the employee will not receive any salary benefit from that increase.  Instead, when the salary range applicable to the level of the position is revised, the employee will receive the dollar value of the increase at the job rate, paid as a bi-weekly lump sum throughout the period that the range increase is in effect. 
4.6	Employees salary protected as Senior Management level (SM) 
Employees who, before January 1, 1992, were appointed to lower level non-EX Group positions from the former Senior Management (SM) level are also salary protected. 
However, for salary protection purposes, the job rate (salary range maximum) for those employees is deemed to be 88% of the EX-1 job rate.  These employees are to be accorded the same salary protection treatment under the Regulations Respecting Pay on Reclassification or Conversion that applies to former executives appointed to a lower level due to the application of the WFAD.  However, employees protected at the former SM level may receive in-range salary increases only until they reach 88% of the current EX-1 job rate.
5.	Salary on appointment
An appointment from another occupational group into the EX Group, or within the EX Group to a more senior level will normally result in an increase to salary and/or a lump sum payment.
This Plan must be used to determine the rate of pay on appointment of a person who is employed in the Public Service, including members of the Royal Canadian Mounted Police and of the regular forces, or an individual who is recruited from outside the Public Service to a position in the EX Group.
5.1	Appointment to the EX Group from outside the Public Service
Persons recruited to EX Group positions from outside the Public Service may be appointed at any point within the applicable range.  The rate of pay on appointment should be established by referring to the same factors that are used to determine the rate on promotion (section 5.2).
5.2	Appointment to the EX Group from other occupational groups
Appointments to the EX Group from other Public Service occupational groups are considered to be promotions.
An increase in salary of 5% of the job rate of the new level of the appointment, or at least the minimum of the new salary range, is normally granted.
In exceptional circumstances, the deputy head may authorize an increase in salary of up to 10% of the job rate of the new level.  The amount of increase is to be determined by considering such factors as:
−	internal salary relativities, i.e. the relationship of the proposed salary to that of immediate supervisors, subordinates and peers;
−	the extent of the increase in responsibilities;
−	the executive's qualifications in relation to the desirable qualifications of the position;
−	in cases of employer‑initiated relocation (within Canada only), geographic factors such as high cost of living or remoteness;
−	any automatic salary revisions that would have been granted to the employee in the former position during the balance of the calendar year in which the appointment occurs; and
−	the position of the salary in the new range so as to leave room for future in‑range increases.
If the rate of increase causes the new salary to exceed the job rate, the amount above the job rate will be paid as a one‑time lump sum (see section 5.7).
5.2.1	Non-EX group salary in excess of EX level job rate
When the individual's salary in the former position equals or exceeds the EX level job rate, the rate for the employee's substantive classification prior to the appointment will be maintained.  However, an increase of up to 10% of the EX level job rate may be granted and paid as a separate, one‑time lump sum (see section 5.7).
The individual's salary will remain unchanged until such time as it is overtaken by the EX level job rate.  Until then, any EX range revisions will be paid in the form of bi‑weekly lump sums.  These are payable only for the period during which the revised salary range pertaining to the level of appointment remains in effect, normally 12 months, at which time they are to be discontinued.  Such payments are considered as part of salary for all purposes except promotion or transfer.
5.3	Appointment to a more senior level in the EX Group
An increase in salary of 5% of the job rate for the higher level is the norm.  The salary on appointment must be at least the minimum of the salary range.
In exceptional circumstances, the deputy head may authorize an increase up to 10% of the new job rate in consideration of the same factors that are applicable for appointments to the Group from other occupational groups (section 5.2).  The increase will be paid as salary up to the new job rate, and the balance, if any, will be paid as a one‑time lump sum payment (see section 5.7).
5.4	Assignment (appointment or deployment) at the same level within the EX Group
Normally, there is no salary increase on assignment at the same level within the EX Group.
In cases of employer‑requested lateral assignments involving relocation within Canada, the deputy head may grant an increase in salary up to 5% of the job rate.  Geographic factors such as high cost of living or remoteness should be taken into account in determining whether to invoke this exceptional provision.
Any such increases will be paid as salary up to the job rate and the balance, if any, will be paid as a one‑time lump sum payment (see section 5.7).
Other exceptional circumstances may warrant an increase when an employee accepts a lateral assignment.  Such cases will require the prior written approval of the Treasury Board Secretariat.
5.5	Appointment or deployment to a lower level position
This section applies to appointments or deployments to a lower level which occur
a)	as the result of a demotion, or
b)	due to the employee's voluntary acceptance of a lower level assignment for personal reasons (e.g. career change, preference for work location)
and which result in a change to the employee's personal classification level.
Appointments to lower levels that were made under the provisions of the WFAD are not treated in accordance with this section of the salary plan.  Refer to section 7 for the appropriate instructions.
When the appointment or deployment is to a lower level within the EX Group, the employee's salary will be set at the lesser of the job rate of the new position, or the individual's present salary.  Future salary increases will be in accordance with the EX Group Salary Administration Plan.
When the appointment or deployment is to a lower level outside the EX Group, the pay regulations for demotion or transfer, as specified in the terms and conditions of employment for the level of appointment or deployment, will apply.  Future salary increases in this instance will be administered in accordance with the terms and conditions of employment or collective agreement for the new occupational group.
5.6 	Appointment of EX-4 and EX-5 to a position at a different level of the EX Group 
When appointing an EX-4 or EX-5 in the Collective Management Regime in accordance with section 46 of the Public Service Employment Regulations (PSER) to a position classified at a different level in the EX Group, the Deputy Head may continue to pay the employee at his or her personal classification level.  
To exercise this flexibility the Deputy Head must appoint the executive to a classified position in the EX Group. In the case of the appointment of an EX-4 the position may be classified at either a higher or lower level. 
Every reasonable effort should be made to ensure coincidence where possible between the classification level of the individual at the EX-4 or EX-5 level and that of the position to which he or she is appointed.  Appointment to a position classified at a different level should be an exception, not the norm.  Such appointments should address such contingencies as filling special projects, furthering the development of the executive, broadening exposure in a different functional area or a different geographical setting.
5.7	Lump sum payments on appointment
The lump sum payments on appointment are not considered salary for any purpose, except where noted.  They should not be used in calculating salary‑related benefits such as insurances and superannuation, or for salary calculations on subsequent appointments.
5.7.1	Counselling of employees regarding lump sum payments
It should be noted that lump sums paid on appointment might become subject to overpayment recovery if the range is revised with a retroactive effective date.  Overpayment recovery would be required when the salary range is revised such that the new job rate would not have been reached when the percentage increase that had been awarded on appointment was added to the salary the employee had prior to being appointed.  The salary on appointment would have to be revised and the lump sum amount would have to be recovered from the employee.  Human Resources Advisors should take care to counsel employees concerning this possibility at the time the pay action is taken.
5.8	Acting pay in the EX Group
5.8.1	Within the EX Group
A member of the EX Group whose substantive level is from EX-1 to EX-3 who performs the duties of a position classified at a higher level in the EX Group for a temporary period shall be paid acting pay in accordance with the instructions provided in Appendix D.  The instructions for acting pay that appear in Section 46 of the Public Service Terms and Conditions of Employment Policy do not apply to members of the EX Group.
5.8.2	From another occupational group
Non-executive employees who temporarily perform the duties of a position in the EX Group remain subject to the collective agreement or the terms and conditions of employment governing their substantive position classification in terms of the eligibility and qualifying period for acting pay.  Their acting pay shall be determined in accordance with Section 46 of the Public Service Terms and Conditions of Employment Regulations.
Notwithstanding the determination of acting pay in accordance with Section 46 of the Public Service Terms and Conditions of Employment Regulations, the following restrictions apply.  An employee from another occupational group who accepts a temporary assignment to an EX Group position may receive a temporary salary increase up to five percent (5%) of the job rate of the EX Group level, when that job rate exceeds the job rate for the substantive level.  When 5% of the EX level job rate does not bring the employee's acting salary to the range minimum, the employee must be paid at the range minimum.  When the 5% formula produces a salary higher than the job rate, the acting salary must be limited to the job rate.  There will be no lump sum payment for any amount that surpasses the job rate.
An employee who receives acting pay and whose substantive rate of pay is below the job rate for the level continues to be eligible to receive increments (lock‑step structures) or in‑range increases (performance pay ranges), as well as any salary range revisions for the substantive level.  When an increment or in‑range increase to the employee's substantive salary occurs, the acting rate of pay must be recalculated and any resultant increase must be paid to the employee.
5.8.3	Terms and conditions of employment
Employees receiving acting pay remain subject to the non‑pay terms and conditions of employment that govern their substantive level positions.
5.8.4	Eligibility for the Public Service Management Insurance Plan (PSMIP)
An employee who is acting in an Executive Group position may be eligible to apply for coverage under the Public Service Management Insurance Plan (PSMIP) during the acting assignment.  In that event, the employee is responsible for paying the requisite insurance premiums.  Eligibility commences on the effective date of the acting appointment, or on the date on which the instrument of appointment is processed, whichever is later.
Employees who temporarily perform duties in the Executive Group are not eligible for employer‑paid insurance coverage under this plan.
6.	Administration of performance awards under the PMP for the EX Group
Individual base salaries may progress through a range by a series of variable increases related to the employee's assessed level of performance in the achievement of Ongoing Commitments.
At-risk lump sum payments for achievement of Key Commitments may only be awarded to those who have achieved Ongoing Commitments.
Detailed instructions on the administration of performance awards under PMP for the EX Group are provided in Appendix B.  
Requirements for departmental reports to Treasury Board Secretariat on the administration of performance awards under PMP for the EX Group are outlined in Appendix C.
6.1	Salary‑related benefits
In-range salary movement will be included as part of salary for the period in respect of which it was paid.  Any such salary that is paid in the year of retirement, but is related to the year prior to retirement, will be fully counted in the calculation of the five‑year average salary for pension purposes.  However, it will not be reflected in the level of coverage under salary‑related benefits such as supplementary death benefit and insurances.
At-risk lump sum payments are not to be considered part of salary for the purposes of termination benefits, such as severance pay and cash‑out of vacation leave, or for salary calculations related to promotion or transfer.
7.	Salary protection and salary maintenance for the EX Group
7.1	Salary protection (downward reclassification or surplus under WFAD)
In circumstances of downward reclassification, or of appointment to a lower level position under the WFAD, with an effective date between December 15, 1991 and August 31, 1992 inclusive, an executive will have his or her salary protected until the job rate of the lower position level matches or exceeds the individual’s personal protected level.  The Executive Group Salary Administration Plan continues to apply and the employee’s salary may advance to the job rate of the EX protected salary range, in accordance with this plan and any administrative guidelines that may be issued by the Treasury Board Secretariat from time to time. 
The non‑pay terms and conditions of employment that are applicable to the lower position level will apply to salary-protected employees from the effective date of the downward reclassification or appointment to the lower level.  When this lower position level is outside the EX Group, this means that all Terms and Conditions for the EX Group cease to apply on the effective date.  From that date the employee becomes subject to the terms and conditions for the level of the position.
In the case of downward reclassification, salary protection continues for an indefinite duration per the Regulations Respecting Pay on Reclassification or Conversion, i.e. for as long as the employee continues to occupy the subject position or until the job rate for the lower level matches or exceeds the job rate for the higher level.
In the case of appointment to a lower level position pursuant to the WFAD, salary protection provisions will continue to apply unless and until there are changes to the application of the WFAD.  If the employee is again declared surplus from a position to which salary protection applies and is appointed to another position with a lower job rate, the salary protection will continue.
Treatment applicable to all salary-protected employees under PMP for the EX Group is described in Appendix B, section 3.8. 
7.2	Salary maintenance (surplus under EETP)
The EET policy, effective September 1, 1992, addresses salary treatment for surplus executives who accept appointments to lower level positions when placement in the Public Service at their own level is not possible.  Any executive declared surplus on or after September 1, 1992 and subsequently appointed to a position with a lower job rate than the employee’s EX job rate is subject to these provisions. 
If the employee’s personal rate of pay falls within the salary range applicable to the level of the position at the time of appointment, the employee will be integrated within that salary range effective the date of the appointment.  All future salary range adjustments and performance pay increases if applicable will be administered in accordance with the salary administration plan or collective agreement that applies to the level of the position.
If the employee’s personal rate of pay exceeds the job rate applicable to the level of the position, the employee’s salary will be “frozen” at the rate in effect on the date of the appointment until such time as it falls within the range applicable to the level of the position.  
The non‑pay terms and conditions of employment that are applicable to the lower position level will apply to salary-maintained employees from the effective date of the appointment to the lower level.  When this lower position level is outside the EX Group, this means that all Terms and Conditions for the EX Group cease to apply on the effective date.  From that date the employee becomes subject to the terms and conditions for the level of the position.
If the employee moves to a different position with a lower job rate, whether at management’s request or on the employee’s initiative, the protected “frozen” rate of pay will continue to apply until such time as the employee’s salary falls within the range applicable to the level of the position.
Treatment applicable to all salary-maintained employees under PMP for the EX Group is described in Appendix B, section 3.9.
8.	Authorization
On those occasions when the circumstances of an individual case are so exceptional that a department believes that the Executive Group Salary Administration Plan directions should be exceeded, the deputy head must obtain prior written approval from the Treasury Board Secretariat.
Otherwise, the deputy head is authorized to determine increases in salary and to make performance awards within the guidelines prescribed in this plan, unless he or she receives different advice from the Treasury Board Secretariat.
9.	Confidentiality
As a matter of government policy, disclosure of salary information is restricted to salary ranges.  The specific salaries paid to persons in a performance pay plan may be disclosed only to those public servants whose work requires access to such information.


Appendix B – Instructions for the Administration of Performance Awards for PMP for the EX Group
1. 	Guiding principles for the application of performance awards 
The program policy governing performance awards for executives is the Performance Management Program for the Executive Group.
Departments must administer performance awards for the EX Group on April 1 of each year.
Performance awards are paid in respect of the previous fiscal year period from April 1 to March 31.
To be eligible for a performance award an executive must have a signed Performance Agreement for the performance cycle, and either
□	be on strength on both March 31 and April 1; or
□	be on leave without pay on March 31 and/or April 1, but have been on strength for a sufficient period of time during the performance cycle prior to the leave period to allow for the achievement of performance commitments; or
□	have died prior to March 31 and/or April 1, but have been on strength for a sufficient period of time during the performance cycle to allow for the achievement of performance commitments. 
	Anyone else who has left the Public Service prior to April 1 is not entitled to receive any performance awards (in-range salary movement and lump sum payments).

Performance awards (in-range salary movement and at-risk lump sum payments) must not be made in the absence of a signed Performance Agreement.
Determining individual performance awards is the responsibility of deputy heads.  Guidelines for in‑range salary movement and at-risk lump sum payments are designed to give freedom of action and the managerial discretion to recognize and reward differing degrees of performance.
For an individual working in an EX position for less than the full performance cycle, the manager has discretion in determining if there is a sufficient period of time within the performance cycle to allow for the achievement of performance commitments.  A suggested time frame is a period greater than 3 months. 
	In keeping with past practice, the final salary figure arrived at by applying any performance related in-range increase to base salary should be rounded to the nearest multiple of $100.

At-risk lump sum payments in relation to Key Commitments should be rounded to the nearest dollar.
2.	Performance agreement and performance award treatment under PMP for executives in normal circumstances 
No performance awards may be given to an executive in the absence of a signed performance agreement describing the commitments and achievements expected during the performance cycle.
An executive who has received an assessment of “Unable to Assess” or “Did Not Meet” in relation to Ongoing Commitments is not eligible for any performance award (either in-range movement or at-risk lump sum payment).
2.1	In-range increases for the achievement of Ongoing Commitments
A performance award for the achievement of Ongoing Commitments may only result in in-range salary movement and cannot result in either a salary in excess of the job rate or a lump sum payment.
The PMP guidelines state that “Normal progression through the range would be 5% per year to reach the job rate (maximum) in 3 years.”  Since the range is 15% from minimum to job rate, this progression assumes that the individual enters the level at the minimum salary.  For those individuals who enter the level closer to the top of the range and who receive an evaluation of “succeeded” or better, the deputy head may wish to exercise flexibility in the percentage increase awarded the first year.  For all other executives who receive an evaluation of “succeeded” or better, it is expected that the deputy head would award at least a 5% increase, except where the job rate would be exceeded.
2.2	At-risk lump sum payments for the achievement of Key Commitments
All performance awards for the achievement of Key Commitments are to be in the form of lump sum payments.
Executives need not be at the job rate to be eligible for at-risk lump sum payments.  An executive who has received in-range movement for the achievement of Ongoing Commitments is also eligible for an at-risk lump sum payment for the achievement of Key Commitments. 
Unless otherwise indicated, at-risk lump sum payments for the fiscal year during which the achievement of Key Commitments occurred are to be calculated on the individual’s substantive salary as an EX in effect on March 31 of that fiscal year, i.e. prior to any in-range increase resulting from the achievement of Ongoing Commitments. 
For executives at the EX-1 to EX-3 levels at-risk lump sum payments for the achievement of Key Commitments may range from zero to ten point zero percent (0 to 10.0%) of the individual’s salary.  For executives at the EX-4 or EX-5 level at-risk lump sum payments for the achievement of Key Commitments may range from zero to 15 point zero per cent (0 to 15.0%).  These maximums cannot be exceeded. 
Deputy heads have discretion to make at-risk lump sum payments up to these maximums when an individual’s performance has been assessed as at least “succeeded” in relation to the achievement of both Ongoing and Key Commitments.
At-risk lump sum payments are to be associated with the fiscal year during which the commitments were achieved for pension purposes.
3.	Performance agreement and performance award treatment under PMP for executives in special circumstances 
3.1	Executive on an Interchange assignment outside the Public Service (PS) 
The executive will be required to establish a performance agreement at the beginning of the assignment period with the manager of the host organization.
If the executive has worked with the host organization for an insufficient time to establish commitments and measures for that year’s performance cycle, the evaluation of the executive’s performance for the cycle should be based on the achievement of Ongoing and Key Commitments for the home position (department) with consideration of performance while on the Interchange assignment.
If the executive has worked in the home and host positions for a sufficient period of time, the achievement of Ongoing and Key Commitments in both the substantive and Interchange positions should be taken into consideration to determine the ratings for Ongoing and Key Commitments.
The executive is treated in the same manner for the performance award as those in normal circumstances (section 2).
3.2	Individual from outside the Public Service on Interchange assignment as an executive with the Public Service
Compensation treatment is determined by the home organization.
3.3	Executive on Leave without Pay (LWOP) (includes education leave without pay)
3.3.1	for the ENTIRE performance cycle 
A performance agreement is not required.
Since the executive has not worked in the position and has completed no performance agreement associated with it, the executive is entitled to no performance award, neither in-range salary movement nor at-risk lump sum payment.
3.3.2	for part of the performance cycle
An executive absent on LWOP is eligible for a performance award provided that the manager has determined that there has been a sufficient period of time within the performance cycle to allow for the achievement of Ongoing and Key Commitments.  In such a case a performance agreement is required. 
For the period worked during the performance cycle the executive should be assessed in the normal manner against both Ongoing and Key Commitments.
If still an employee with the Public Service on March 31 and April 1, an executive on LWOP is treated in the same manner for the performance award as those in normal circumstances (section 2).
3.4	Executive on education leave with pay (including language training))
3.4.1	for the ENTIRE performance cycle
A performance agreement is required.  It should state that the time spent on education/language training is considered to be an Ongoing Commitment for the executive to meet the requirements of the position.
The executive receives a ”succeeded” rating for Ongoing Commitments for the time spent on Education Leave with Pay, not for any academic accomplishment.
If still an employee with the Public Service on March 31 and April 1, an executive on Education Leave with Pay is eligible for in-range movement.  If the employee’s substantive salary is lower than the job rate, the EX receives an increase to the substantive salary.  
There are no Key Commitments established for education/ language leave with pay therefore, an executive is not entitled to an at-risk lump sum payment for time spent on paid education/ language training leave.
3.4.2	for part of the performance cycle
A performance agreement is required.  It should include both Ongoing and Key Commitments if the executive will be working for a sufficient period of time during the performance cycle.  It should indicate that the time spent on education/language training is considered to be an Ongoing Commitment for the executive to meet the requirements of the position.
The executive receives a “succeeded” rating for Ongoing Commitments for the time spent on Education Leave with Pay, not for any academic accomplishment.  For the remaining period worked during the performance cycle the executive should be assessed in the normal manner against both Ongoing and Key Commitments.
The executive is treated in the same manner for the performance award as those in normal circumstances (section 2).
3.5	Executive who has died during the performance cycle
An executive who has died during the performance cycle is eligible for a performance award provided that the manager has determined that there was a sufficient period of time within the performance cycle to allow for the achievement of Ongoing and Key Commitments established in the performance agreement. 
Achievements should be assessed against both Ongoing and Key Commitments.  A performance award can be given for the achievement of Key Commitments only.  This award is paid to the executive’s estate.
The Treasury Board has authorized the following transitional provision to bridge the period between the implementation of the Performance Management Program (PMP) for Executives on April 1, 1999 and September 1, 2002, the effective date of this policy.  Where compassionate circumstances warrant and the criteria identified in this section for granting a performance award have been met, Deputy Heads may request authority from the Secretary of the Treasury Board to pay a performance award to the estate of executives who died between April 1, 1999 and September 1, 2002. 
3.6	Executive assigned to special project
The executive’s existing performance agreement should be modified to include the Commitments and measures for the special project(s) and to remove certain existing Commitments and measures if necessary.
The executive is treated in the same manner for both assessment and performance award as those in normal circumstances (section 2) unless the special project assignment results in an acting pay situation.
3.7	Executive on secondment within the federal Public Service
The executive must have performance agreements to cover the entire performance cycle.  If the executive will be working for a sufficient period of time in each of the home and host organizations during the performance cycle to allow for the achievement of Ongoing and Key Commitments in each place, the executive may have two performance agreements during the performance cycle.
The host organization is responsible for defining the assignment commitments and for evaluating the employee's achievements against them.  
In developing secondment agreements, the guiding principle is that the organization, whether home or host, which is responsible for and enjoys the services of the employee for the greater part of the performance cycle is responsible for the performance assessment and performance award payment for that individual.  This would apply no matter whether the seconded employee is actually working in the host or the home organization when performance pay is effective, that is, on April 1.  The parties concerned may agree to some other performance pay funding arrangement.  The details of such an arrangement should be specified in the secondment agreement.
It is expected that the performance rating of the executive would be discussed and agreed upon by the home and host managers.
The executive is treated in the same manner for the performance award as those in normal circumstances (section 2).
3.8	Executive on surplus status under the EET Policy during the notice period (priority status)
A performance agreement will be required if the executive will be working for a sufficient period of time during the performance cycle to allow for the achievement of Ongoing and Key Commitments.
The executive is treated in the same manner for both the assessment and performance award as those in normal circumstances (section 2).
3.9	Executive with Salary Protection Status
An executive with Salary Protection Status is to be treated in the same way as all other executives for purposes of Performance Agreements.  A performance agreement will be required if the executive will be working for a sufficient period of time during the performance cycle to allow for the achievement of Ongoing and Key Commitments.
3.9.1	occupying an EX position
If the executive’s personal rate of pay is below the job rate of the EX salary range applicable to the personal classification level, the employee is eligible to receive an in-range salary increase for the achievement of Ongoing Commitments.  
The employee is eligible to receive at-risk lump sum payment for achieving Key Commitments.  This award will be calculated as a percentage of the job rate applicable to the level of the EX position occupied.
3.9.2	occupying a non-EX position
If the executive’s personal rate of pay is below the job rate of the EX salary range applicable to the personal classification level, the employee is eligible to receive an in-range salary increase for the achievement of Ongoing Commitments.  
However, an employee who is salary protected against a non-executive position is not eligible to receive at-risk lump sum payment for the achievement of Key Commitments.
3.10	Executive with Salary Maintenance Status
3.10.1	occupying an EX position
An executive with Salary Maintenance Status is to be treated in the same way as all other executives for purposes of Performance Agreements.  A performance agreement will be required if the executive will be working for a sufficient period of time during the performance cycle to allow for the achievement of Ongoing and Key Commitments.
If the employee’s personal rate of pay exceeds the job rate of the EX salary range applicable to the level of the position occupied and is, therefore, “frozen” the employee is not eligible to receive an in-range salary increase for the achievement of Ongoing Commitments.  
The employee is eligible to receive an at-risk lump sum payment for achieving Key Commitments.  This award will be calculated as a percentage of the job rate applicable to the level of the EX position occupied.
3.10.2	occupying a non-EX position
An executive with Salary Maintenance Status whose personal rate of pay is being maintained above the job rate of the non-EX position to which he or she has been appointed is not eligible for performance awards under the Salary Administration Policy for the EX group.  
4.	Performance agreement and performance award treatment under PMP for employees acting in EX Group positions
This section describes the application of performance agreements and performance award treatment – both in-range salary movement and at-risk lump sum payments – for the following three (3) types of employees acting in EX Group positions:
−	executive acting in a higher level EX position;
−	non-executive subject to performance pay in the substantive position acting in an EX position;
−	non-executive not subject to performance pay in the substantive position acting in an EX position.
4.1	Guiding principles specific to all acting situations
These principles are in addition to the Guiding Principles described in Section 1.
4.1.1	An employee may receive a performance award under only one performance pay plan.  
4.1.2	An employee must be on strength, acting in the position on March 31 and April 1 and have been acting in the position for at least three (3) months prior to March 31 to receive a performance award at the acting salary level.
4.1.3	An employee whose substantive group and level is non-executive and who is receiving acting pay for a temporary assignment to an EX Group position is eligible for a performance award at the EX Group level when the following criteria are met:
□	the substantive rate of pay has reached the job rate and the employee is no longer eligible for increments or in‑range salary movement in the substantive level; or, an increment or in‑range salary movement in the substantive level does not result in a change to the acting rate of pay; and
□	the employee's performance in the achievement of Ongoing and Key Commitments at the EX level is assessed as “succeeded” or better.
4.1.3	If an employee has worked in both the acting and substantive positions for a sufficient period of time, the achievement of Ongoing and Key Commitments in the acting position, as well as performance in the substantive position, should be taken into consideration to determine the ratings for Ongoing and Key Commitments.
4.1.5	If the acting period has been less than 3 months or is insufficient to establish Commitments for the acting position, 
(a)	an executive’s evaluation for the performance cycle should be based on the achievement of Ongoing and Key Commitments for the substantive position with consideration of performance while in the acting assignment.  Performance awards in relation to Key Commitments, in this instance, should be based on the substantive salary. 
(b)	a non-executive employee’s evaluation for the performance cycle should be based on achievement in the substantive position with consideration of performance while in the acting assignment.  Employees in these circumstances would follow their substantive compensation plan for performance awards or incremental movement.

4.2	Executive acting in a higher EX position
4.2.1	Treatment for Ongoing Commitments
If the acting period is sufficient to have established commitments in a performance agreement and the rating for the achievement of Ongoing Commitments is “succeeded” or better, the employee is eligible for in-range salary movement.
If the employee’s substantive salary is lower than the job rate for the substantive level, the employee receives an increase to the substantive salary.  The salary for the acting position should be recalculated based on the new substantive salary. 
If the employee is at the substantive level job rate, or the recalculation of the substantive salary does not result in a revised acting salary, then the percentage award for the achievement of Ongoing Commitments should be applied to the acting salary to determine the new acting salary. 
4.2.2	Treatment for Key Commitments
If the acting period is sufficient to have established commitments in a performance agreement and the performance rating for the achievement of Key Commitments is “succeeded” or better, the employee is eligible for a lump sum payment. 
A lump sum payment is paid based on the employee’s acting salary, prior to the application of any increase to the substantive base salary resulting from the achievement of Ongoing Commitments. 
4.3	Non-executive, subject to performance pay in the substantive position, acting in an EX position 
4.3.1	Treatment for Ongoing Commitments
If the acting period is sufficient to have established commitments in a performance agreement and the performance rating for the achievement of Ongoing Commitments is “succeeded” or better, the employee is eligible for in-range salary movement. 
If the employee is at the job rate of the substantive level and the substantive position is one to which performance pay applies, the salary for the acting position should be increased by an amount equal to the percentage increase awarded for achievement of Ongoing Commitments. 
If the employee is not at the job rate of the substantive level and the substantive position is one to which performance pay applies, the percentage awarded for achievement of Ongoing Commitments is applied to the salary for the substantive position to determine a new substantive salary.  If a recalculation of the acting salary based on the new substantive salary results in a new acting salary, then this salary applies during the period the individual continues to act.  If a recalculation does not result in a new acting salary, then the percentage award for Ongoing Commitments must be applied to the existing acting salary to calculate a new acting salary. 
Any lump sum payment as a result of the employee attaining the substantive position’s job rate, is held until the acting assignment terminates, at which time calculations are made to determine if a lump sum payment is owing to the employee. (Section 4.3.3)
4.3.2	Treatment for Key Commitments
If the acting period is sufficient to have established commitments in a performance agreement and the performance rating for the achievement of Key Commitments is “succeeded” or better, the employee is eligible for a lump sum payment. 
The lump sum payment is paid based on the employee’s acting salary, prior to any adjustments resulting from the achievement of Ongoing Commitments. 
4.3.3	Performance awards at substantive group and level - excluded and unrepresented employees 
When an excluded or unrepresented employee who is paid under a performance pay plan reaches the job rate of the substantive level, he or she is no longer eligible for performance award in the substantive level while the acting assignment in the EX Group position continues.  Instead, the employee may be eligible for a performance increase in the acting level when the criteria specified in paragraph 4.1.3 are met.
At the end of the acting assignment, it will be necessary to calculate what the employee would have received in the substantive level had the acting assignment not been in effect.  If this amount is more than what was actually awarded at the higher level, and the relevant performance pay plan permits, the employee is to be paid the difference between the two amounts in a lump sum.
When the acting assignment ends, the percentage increase for performance, which would have been paid under the substantive position’s performance pay plan, should be applied to the substantive position salary, to determine what dollar amount would have been paid to the employee as a lump sum performance award, had the employee remained in the substantive position.  The lump sum dollar amount is prorated to the time remaining in the fiscal year, to determine what lump sum amount is payable to the employee upon their return to their substantive position.
4.4	Non-executive, not subject to performance pay in the substantive position, acting in an EX position 
4.4.1	Treatment for Ongoing Commitments
If the acting period is sufficient to have established commitments in a performance agreement and the performance rating for the achievement of Ongoing Commitments is “succeeded” or better, the employee is eligible for in-range salary movement. 
If the employee is at the substantive position job rate, the employee receives an increase to the acting salary by applying the performance award resulting from the achievement of Ongoing Commitments to the existing acting salary. 
If the employee is not at the substantive position job rate, the employee’s substantive salary is revised on the employee’s substantive position increment date and the acting salary is recalculated.  If the recalculation of the acting salary based on the revised substantive salary results in a new acting salary, the new acting salary is paid to the employee.  If the recalculation of the acting salary based on the revised substantive salary does not result in a new acting salary then the performance award resulting from the achievement of Ongoing Commitments is applied to the existing acting salary. 
4.4.2	Treatment for Key Commitments
If the acting period is sufficient to have established commitments in a performance agreement and the performance rating for the achievement of Key Commitments is “succeeded” or better, the employee is eligible for a lump sum payment. 
The lump sum payment is paid based on the employee’s acting salary, prior to any adjustments resulting from the achievement of Ongoing Commitments. 

Appendix C – Departmental reports: Performance awards under PMP for the EX Group
Where possible, reports should be submitted in electronic format using the downloadable tool in the link below.  However, reports can be submitted in Excel worksheets, Word or WordPerfect files.
REPORTING FORMAT: 
Field name
Width
Contents
DEPT
3
Department 
PRI
8
Personal Record Identifier
FNAME
20
Employee family name
INIT
3
Employee Initials
LOC
1
Geographic Location of the position:
Headquarters (HQ) 1
Location other than HQ 2
CLASS
4
Employee Group and Level
JRATE
6
March 31 job rate (range maximum)
MARCH 31 SALARY
6
Employee’s salary at March 31
ONGOING COMMITMENTS RATING
1
Performance Assessment:
Surpassed: 3
Succeeded: 2
Did not meet: 1
Unable to assess: 0
PERF BASE INC $
6
Performance award applied as base salary increase, in $
REVISED SALARY 
6
Revised base salary after performance pay
FINAL SALARY APRIL 1
6
Revised base salary after range revision and any rounding
KEY COMMITMENTS RATING
1
Performance Assessment:
Surpassed: 3
Succeeded: 2
Did not meet: 1
Unable to assess: 0
KEY COMMITMENTS LUMP SUM AWARD $
6
Lump sum performance award in relation to Key Commitments, in $

Appendix D – Instructions for the administration of Acting Pay for the EX Group
1.	General
When a deputy head requires a member of the EX Group whose substantive level is from EX-1 to EX-3 to perform temporarily the duties of a position classified at a higher level in the EX Group the employee shall be paid acting pay in accordance with these provisions.
The instructions for acting pay that appear in Section 46 of the Public Service Terms and Condition of Employment Policy do not apply to members of the EX Group.  However they continue to apply to employees in other occupational groups and levels who temporarily perform the duties of a position in the EX Group.
2.	Qualifying or vestibule period
Acting pay will apply after a person has been performing all or a significant part of the duties of a higher level position for three months.
An executive who has performed higher level executive duties for a minimum period of 3 months is eligible for acting pay at the higher level retroactive to the date the acting assignment commenced.
An executive performing higher level executive duties who is asked to act in a yet higher executive position without resuming the duties of the substantive position will be eligible for acting pay after completing a further 3-month qualifying period at the yet higher level.  At the end of this 3‑month period the acting pay at the yet higher level will be retroactive to the date that the yet higher assignment commenced.
No executive will receive acting pay for any period prior to the coming into effect of the acting pay policy on April 1, 1998. 
3.	Duration of Acting Assignment
Acting pay assignments should normally not exceed 12 months.  Deputy heads must seek prior written approval of the Treasury Board Secretariat if the acting pay situation is to exceed this duration.
4.	Determination of acting pay rate
4.1	Initial acting assignment
An executive performing higher level executive duties for a temporary period will be given salary treatment as if the person had been appointed to the higher level.
4.2	Acting in another, yet higher level
An executive receiving acting pay in a higher level executive position who assumes the duties of a yet higher executive position temporarily without first resuming the duties of the substantive position is eligible for acting pay at the higher level on completion of a new 3-month qualifying period.
The rate of pay for acting in the yet higher executive position will be based on a salary treatment as if the person had been appointed to the higher level.  The acting pay rate while acting in the yet higher executive position will not be less than the rate of pay the employee was receiving in the initial, lower acting assignment. 
If the acting assignment at the yet higher level ceases and the employee resumes temporarily the duties of the original, lower level acting assignment, he or she will be paid a rate of pay that is not less than the pay rate he or she was receiving formerly in the original acting assignment.
4.3	Acting for an incumbent whose personal level is different from the level of the position occupied
An executive assigned by the deputy head to perform temporarily the duties of a position whose substantive incumbent is classified at a different level (higher or lower) than the level of the position, will receive a rate of pay for acting that is based on a salary treatment as if the person had been appointed to the higher level position.  
5.	Application of performance awards to employees acting in EX Group positions
Detailed instructions for the application of performance awards to employees acting in EX Group positions are provided in Section 4 of Appendix B.


