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HUMAN RESOURCES
Salary Benchmarking Form
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	ORGANISATION
	[Organisation Name]

	VERSION
	Version 1.0

	DATE COMPLETED
	[Date]

	REVIEW DATE
	[Date - recommend annual review]

	PREPARED BY
	[HR / Reward Lead]

	SCOPE
	[Roles / grades / business area covered]



How to use this template
Salary benchmarking compares your organisation's pay for a given role against the external market and against comparable roles internally. It supports fair, competitive and consistent reward decisions and helps you attract and retain the people you need.
Use this template to record your benchmarking sources, capture market data for each role, and document the pay-positioning decisions that follow. Complete the fields in square brackets and add or remove rows to suit your organisation. Always match roles on the substance of the work - scope, responsibility and required capability - rather than job title alone.

SECTION 01
Purpose and Scope

This template provides a structured way to benchmark salaries so that pay decisions are evidence-based, defensible and aligned to your reward strategy. It is intended for use by HR, reward and hiring managers when setting pay ranges for new roles, reviewing existing salaries, or preparing for an annual pay review.  Effective benchmarking balances three considerations: external competitiveness (how your pay compares with the market), internal equity (how roles compare fairly with one another), and affordability (what the organisation can sustainably fund). No single data point should be used in isolation.
SECTION 02
Benchmarking Principles

-  Benchmark the role, not the individual - compare the scope, accountability and capability the role requires against equivalent roles in the market.
-  Use more than one credible source wherever possible and note the date, geography and sector of each.
-  Compare like with like - ensure the market data reflects the same location, sector, organisation size and working pattern.
-  Look at the range (lower quartile, median, upper quartile), not just a single average, to understand where you want to position pay.
-  Consider total reward - salary, pension, bonus, benefits and flexibility - not base pay alone.
-  Document the rationale for each decision so it can be explained and audited later.
-  Review regularly, as market rates and internal structures change over time.

SECTION 03
Data Sources

Record the sources used to gather market data. A blend of sources gives a more reliable picture than any one alone.
	SOURCE
	TYPE
	DATE / COVERAGE
	NOTES

	[Salary survey provider]
	Published survey
	[Year / region]
	[Sector, sample size]

	[Recruitment agency data]
	Market intelligence
	[Year / region]
	[Roles covered]

	[Job board advertised rates]
	Advertised salaries
	[Date range]
	[Caveat: advertised, not agreed]

	[Professional body / sector report]
	Industry report
	[Year]
	[Membership / access]

	[Internal pay data]
	Internal equity
	[Current]
	[Existing grades / ranges]



SECTION 04
Benchmarking Process

▪ Define the role

Confirm the job title, purpose, key responsibilities and required capability using the current job description. Note the grade or level and the location, as both affect market rate.

▪ Gather market data

Collect salary data from your chosen sources for comparable roles. Capture the lower quartile, median and upper quartile where available, and record the source and date for each figure.

▪ Compare and position

Compare the market data with the current internal salary and with comparable internal roles. Decide where you want to position pay for the role (for example at market median, or upper quartile for business-critical roles) in line with your reward strategy and budget.

▪ Record and review

Document the recommendation, the rationale and any approval required. Schedule a review date so the benchmark stays current.
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SECTION 05
Role Benchmarking Record

Complete one row per role. Enter salary figures in your local currency. “Position vs median” records where your current or proposed salary sits against the market median (for example, -8%, at median, +5%).
	ROLE / JOB TITLE
	GRADE
	CURRENT SALARY
	MARKET OWER QUARTILE
	MARKET MEDIAN
	MARKET UPPER QUARTILE
	PROPOSED
	POSITION VS MEDIAN
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SECTION 06
Pay Positioning and Decision

Summarise the benchmarking outcome for each role and the pay-positioning decision taken, including who approved it. This creates a clear audit trail for future reviews.
	ROLE
	RECOMMENDATION
	RATIONALE
	APPROVED BY / DATE

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 

	 
	 
	 
	 



SECTION 07
Review and Governance

-  Review benchmarks at least annually, and whenever a role changes significantly or recruitment difficulty suggests pay is out of step with the market.
-  Keep a record of the sources and decisions to support pay transparency and equal pay obligations.
-  Ensure benchmarking and pay decisions are applied consistently across comparable roles to avoid unfair or discriminatory outcomes.
-  Link benchmarking outputs to your wider reward strategy, pay ranges and budget planning.

Equal pay note: pay differences between roles of equal value must be justifiable on objective, non-discriminatory grounds. Benchmarking data supports - but does not replace - a considered assessment of internal equity and equal pay risk.
White Cube Consulting Limited  |  HR, Training and Recruitment Consultancy
431 Union Street, The Capitol, Aberdeen, AB11 6DA  |  01224 531524  |  hello@whitecubeconsulting.com  |  www.whitecubeconsulting.com
image1.jpg




