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PAY POLICY
1
Introduction
1.1
This policy sets out the arrangements for pay and grading. The Council is committed to ensuring employees receive fair pay that reflects the level of work they do. 
1.2
The Director of Transformation will be responsible for the overall implementation of the pay policy across the Council.

1.3
Whilst complying with the Data Protection Act 1998, staff should be aware that the Council is required to share relevant payroll information on its workforce with HMRC and the Department of Works and Pensions. 

The Pay Statement

1.4
Under section 38(1) of the Localism Act 2011, the Council is required to prepare a Pay Statement for each financial year, setting out its policies towards a range of issues relating to the pay of the workforce, in particular Chief Officers and the lowest paid staff. The Pay Statement is therefore prepared as a separate policy and published annually on the Council’s website.

Equal Pay
1.5
The Council is committed to equal pay between male and female employees and believes that its staff should receive equal pay for:
· The same work or similar work

· Work rated as equivalent under a job evaluation study; or

· Work of equal value

London Living Wage

1.6
The Council supports the London Living Wage and is currently an accredited employer. As such, the council seeks to pay a fair and reasonable wage to its staff and works with partners and suppliers in seeking to apply this to workers who provide any work for the authority.  
2
Scope 
2.1
This policy applies to all employees of the Council, except those employed in schools under the control of Governing Bodies, for whom procedures adopted by the Governing Body will apply.  Schools are required to have their own Pay Policy.
2.2
Employees are as defined in section 230 of the Employment Rights Act 1996 or any substituting or amending legislation.
2.3
In accordance with the Agency Workers Regulations 2010 the Council recognises pay parity for agency workers on assignments that have lasted 12 or more weeks. 
3
Pay Grades 

Pay Bargaining
3.1
The conditions of service and pay (in so far as annual pay awards) for the majority of the Council’s staff are determined through national pay bargaining with the national negotiating bodies. 
3.2
The National Joint Council (NJC) for Local Government Services, are the negotiating body for most council employees.  Other negotiating bodies include:

Joint Negotiating Committee for Chief Executives
Joint Negotiating Committee for Chief Officers of Local Authorities
Joint Negotiating Committee for Local Authority for Craft and associated workers 
Soulbury Committee 




Youth and community workers 
Teachers   






Pay Awards

3.3
The timing of pay negotiations and implementation of agreed pay awards will vary between the negotiating bodies. For most staff groups pay awards are implemented from 1 April. 
3.4
The NJC for Local Government Services pay award will be applied equally to HMG pay scales. Pay awards of other negotiating bodies will be applied to the relevant staff groups as appropriate. 

3.5
Employees who have left the Council’s employment prior to their pay award being implemented may submit a written request for payment of monies owing to them. 

Pay Scales 

3.6
Current pay scales can be viewed on the Councils intranet pages.  The pay scales incorporate London weighting allowance. 

3.7
Amendments to pay scales arising from increases in London Living Wage will be implemented for Council staff with effect from the following 1 April.  

Grading and Job Evaluation
3.8
Arrangements for determining the grades of jobs must be fair and non-discriminatory, and comply with equal pay legislation.  Job evaluation is “a method of determining on a systematic basis the relative importance of a number of different jobs”. Job evaluation schemes are used as the basis for fair pay systems.

3.9
The Council uses the following two job evaluation schemes, both of which have been designed to incorporate the principle of equal pay for work of equal value:

· HAY scheme – for senior management posts; Chief Officer and HMG positions

· Greater London Provincial Council  (GLPC) Job  Evaluation Scheme 2000 - for most other posts, including clerical, administrative, manual, professional, technical

3.10
A number of jobs within social work and education services have separate grading structures which are outside the remit of the above two schemes. 

3.11 
To ensure fair grading and pay equality, posts must be evaluated in using one of the above job evaluation scheme, there is no scope for management discretion on evaluated grades.

3.12
Requests for job evaluation must satisfy the criteria for evaluation as set out in the Job Evaluation procedure.  
3.13
Jobs will be evaluated and moderated by trained Human Resources (HR) staff. A Staff Side representative will be invited to observe the panel for GLPC job evaluations. 

3.14
Any upgrading that arises from a job evaluation will be backdated to the date of the evaluation panel. Full details of the process for job evaluation can be found in the Job Evaluation Procedure on the Council’s intranet.
Pay Progression

3.15
The evaluated grade determines the salary to be paid. Each grade has a salary band comprising a range of spinal column points. Progression through the pay range is by annual increments. For some staff groups progression is related to satisfactory performance, or attainment of higher level responsibility or experience. In addition increments may be withheld where action has been taken under the Capability Policy (see 5.7.
3.16 Arrangements for progression within the grade(s) will be set out in
individual contracts of employment. All staff will have an annual performance appraisal.

3.17
Career graded posts should set out the progression/attainment levels in the job description. This would involve an objective assessment of performance, taking account of qualifications gained (or exams passed), experience, or level of responsibility etc.   
4
Pay Arrangements 

Payment of salary
4.1
Salaries for employees are paid monthly by BACS transfer directly into each individual’s bank or building society account.  Payments are made on the last banking day each month. 
4.2
The pay day in December is normally brought forward to before Christmas; details of the exact pay day are provided nearer the time each year.  
4.3
Employees will have an itemised pay statement of their earnings and deductions on the date on which they are paid.  Employees can access their payslips via self service. Staff that do not have access to self service will be provided with a paper copy.
4.4
It is the responsibility of each employee to ensure that HR and Payroll has current details of their bank/building society account number and sort code. Changes should be notified via self service or by completion of Bank Details Form (available on intranet under HR Forms). 

Payroll Deadlines

4.5
The payroll deadline for submission of claims (e.g. overtime, expenses) is the 10th of each month. This deadline is brought forward for the December pay run and managers should check exact dates with Payroll. Payroll data should be emailed to payroll@hounslow.gov.uk
4.6
Submissions received by payroll after the monthly deadline will be processed for the following month. An exception is made for new starters (or employees returning after long term absence) provided the start date is 5 days or more before the end of the month; otherwise the salary will be paid in the following month.

4.7
Information on leavers may be submitted to Payroll at any time. Managers are asked however, to progress expediently any resignations from their staff to ensure that no overpayments are made.

Special Advance

4.8
An advance payment of salary may be sought in cases of financial hardship due to late submissions to payroll by management or personal circumstances. The “Request for a special advance payment of salary form”, available on the intranet, should be used.  
4.9
Employees will need to demonstrate a genuine financial need and/or hardship and provide appropriate evidence. Requests made by reason of personal circumstances will only be approved in exceptional cases. 
4.10
On receipt of a request the manager will establish that there is a genuine financial need; consider the case presented and record their decision on the form. The approval of Director of Transformation is required; their decision is final and there is no right of appeal.

4.11
If agreed the form will be emailed to payroll@hounslow.gov.uk, who will arrange for payment. Payroll will only process an advance for salary already earned to date.  In cases of late submission of payroll data, Payroll may levy a charge of £50 per payment to cover administration charges. This will be at the discretion of the Director, Transformation.
4.12
Any advance payments made will be automatically deducted from the next salary payment.

5
Salary 

Salary on appointment
5.1
Salary on appointment will be at the lowest spinal column point for the grade. Managers should avoid allowing new recruits to negotiate higher starting salaries as this may give rise to equal pay claims of unequal pay for equal work. If a higher starting salary is being considered, recruiting managers must seek the approval of the Director, Transformation before the higher salary is offered. 
5.2
For appointments being made following a reorganisation please see section on pay in the Organisational Change Policy.

Payment of Increments
5.3
Annual increments are payable, subject to satisfactory performance, until the maximum of the grade is reached (whether that grade has been attained by appointment, promotion or re-grading). Once the maximum of the grade is reached, employees will only receive any nationally agreed increase to the pay scale
5.4
The normal incremental date is 1 April each year. For staff appointed between 1 October and 31 March in any year the first incremental date will be after six months in post. Thereafter, increments will be due on 1 April each year up to the maximum in the scale. 

5.5
For some staff groups the annual increment may be payable at a different time of the year e.g. increments for those on Soulbury grades are payable on 1 September.

5.6
Employees in receipt of an acting up payment will receive increments due in their acting up role.
Withholding Increments

5.7
Where formal action has been invoked under the Capability Policy, or misconduct found under the Disciplinary Policy, an annual increment may be withheld.  Such decisions must fully comply with the requirements of the appropriate policy.
Pay Protection
5.8
An employee who is permanently redeployed into a new job, which is of up to two grades lower, will receive pay protection on the following basis:

· their contractual salary will be frozen at current levels and preserved for one year. 

· any other non-contractual elements of pay (e.g. overtime, allowances) will not be preserved.  

5.9
At the end of the year, pay preservation will cease. The employee will revert to the contractual terms and conditions (including pay) of the post into which they were redeployed.  Their pay will be at the top spinal column point of the new grade. A revised contract of employment will be issued.  

Unpaid leave

5.10
Deductions for unpaid leave will based on the month that the leave is taken using the following formula:


1/number of days in month x full time monthly salary 
If part time at .5 FTE, the calculation is:


.5/number of days in month x full time monthly salary 

5.11 
Unpaid leave will result in loss of pension contributions. In these cases employees may choose to purchase lost pension. Further information is published on the A-Z of the Council’s intranet under “Pensions”.   

Pension

5.12
In most cases new employees will automatically be entered into the Local Government Pension Scheme (LGPS). The Hounslow LGPS is administered by Capita Employee Benefits. Employees who wish to opt out from the pension scheme will need to contact Capita for an “Opt out Form”.

5.13
The contribution rate paid by employees is dependent on their actual pensionable pay, including any non-contractual overtime, and the corresponding contribution pension pay band. Further details are available on the intranet under “Pensions”.

Allowances
5.14
The Council pays allowances for various duties and responsibilities that employees are required to undertake. These payments are not contractual unless specified as such in an employee’s individual contract of employment.

5.15
The allowances payable are set out in the Allowances Policy which can be accessed on the intranet under HR Policies.  The rates at which the allowances are payable is published on the A-Z of the Council’s intranet under ‘Allowances’. 

6
Acting up Payments 

6.1
An employee who, for any reason other than the annual leave of another employee, is asked to take on the full duties and responsibilities, of a higher graded post for a continuous period of at least four weeks, is entitled to receive payment commensurate with the higher graded post.  

6.2
During this time employees’ retain the rights and conditions of service associated with their substantive post apart from pay. See 5.6 and 6.5 on how pay will be calculated. Payment will be in the form of an acting up allowance.
6.3
These payments are temporary and must not exceed 12 months. A letter, temporarily varying the contract of employment, and confirming the arrangements must be issued to the employee.  
Payments 

6.4
Payments will be made once the qualifying period of four weeks has been satisfied; backdated to the date of commencement. 

6.5
The employee will receive payment at the lowest spinal column point (scp) of the acting up position.  If the existing salary is already equal to or higher than the lowest scp of the new role, payment will be at one or two scps (dependent on the salary range for the grade) above the current salary. 
Authorisation 

6.6
Acting up payments require the approval of the Budget holder and the HR Manager. Requests must be made on the “Request to Vary an Established HR process” Form, available on the Council’s intranet.


6.7
The form must indicate an end date for the acting up allowance and   payments will automatically cease at the end date, unless an extension has been authorised. 

Selection  
6.8
Where there is a deputy post, the post holder can be asked to act up into the higher graded post.  If not internal applications from within the team/service should be invited and a modified recruitment exercise held. Managers must act in accordance with the principles of the council’s Recruitment Policy.    
 

Employees on protected salaries

 

6.9
Employees, on protected salaries who undertake duties of a higher grade than their evaluated grade, but not higher than their protected salary, are not entitled to receive any additional remuneration.  

Ending acting up arrangements early
 

6.10
At least one week’s written notice to end the acting up arrangement must be given. The manager must immediately inform Payroll Services of the termination of the acting up payment. 

7
Extraordinary Payments for Additional Work

7.1
In certain circumstances it may be necessary to ask employees to undertake duties outside the scope of their contractual role over an extended period, or where the additional work is of a project nature or the duties involved are exceptionally onerous.   

7.2
This work would be in addition to an employee’s usual workload, be critical to the needs of the business and must have been carried out for a continuous period of at least four weeks.  

7.3
The decision to award an extraordinary payment is entirely at management discretion. It is not open to employees to apply for the payment. Chief Officers’ are excluded from this payment. 

7.4
Senior managers must submit a detailed business case setting out their rationale and seek approval for the payment. Their recommendation will require the approval of the Director, Transformation.  

7.5
The business case must be made on the Chief Officer Decision form, available on the intranet, and should set out the: 

· scope and objectives of the role

· links to the Corporate and Business Plans

· key deliverable outcomes

· performance indicators, clarifying each key measure

· specific timescales

· breakdown of the proposed payment 

7.6
An extraordinary one off payment, from between £500 to up to £5000, may be made in recognition of the successful completion of the work. Any proposed payment must be from within cash limited budgets. 
7.8
In determining the level of payment, consideration should be given to the:

· Proportion of time spent on the additional work

· input provided by manager and other colleagues
· period of time that the project was undertaken

· outputs arising from the employee’s additional effort

· value of the output to the Corporate or Business Plans 

8
Recovery of overpayments 

8.1
It is the responsibility of all employees to immediately report to Payroll or HR any situation where an overpayment (or underpayment) has occurred. The Council will arrange to recover overpayments as follows: 

Small Amounts (£100 or less) 

8.2
An adjustment for the whole amount will be made in the following month’s pay run. The employer will be advised that this deduction is being made from their next salary payment. 

Larger Amounts (more than £100)
8.3
Payroll will discuss with the employee arrangements to recover overpayments by instalments. The repayment period would normally be the same as the period in which it was overpaid. Wherever possible this will be in the current financial year to ensure tax, national insurance, and other deductions are calculated correctly. 

8.4
The employee will be advised in writing of the arrangements prior to the recovery commencing.  An employee may request a shorter repayment period.

Longer Repayment Period 
8.5
A longer repayment period will only be considered under exceptional circumstances of hardship. Such requests should be made in writing to either the Payroll Manager or the HR Manager.  

8.6
Details of any deductions for all overpayments will be included in the employee’s payslip for the relevant period(s). 

9
Salary on Leaving

Payment of Final salary

9.1
Employees leaving the Authority will receive their final salary on the last working day of the month in which they have left the Council’s employment. P45s will be sent at the end of the month in which the employee has left. 


Retirements
9.2
An employee who is retiring will receive their final salary on the last working day of the month in which they left the Council’s employment. They will receive their first pension payment on the 25th day of the following month.  
Redundancy Payments

9.3
Redundancy compensations will be considered and calculated in accordance with the Council’s Severance Policy. Redundancy payments would be processed following receipt of the signed COT3 and normally paid either in the final available payroll run or by BACS transfer within 14 days of the termination date.  

9.4
Employees who are not willing to sign a COT3 (or other similar legally binding agreement) will not be eligible for the enhanced payments under the Council’s Severance Policy and instead will receive only the statutory redundancy pay to which they are entitled.    

Payment of Outstanding Annual Leave 

9.5
All outstanding annual leave should be taken in the notice period. Where it has not been possible to take this leave due to service reasons, any outstanding accrued annual leave will be paid for completed month’s service in the final salary payment.  Further details are available in Leaving the Authority Policy.

Deductions from Final Salary

9.6
The Council will seek to recover any outstanding debts from an employee’s final salary e.g. loans, overpayment of salary, additional leave taken.  

9.7
Employees participating in any of the benefits schemes (salary sacrifice schemes e.g. Cycle to Work, cars, purchasing of additional annual leave, interest free ticket loan) operated by the Council; will be expected to settle any sums which are outstanding. If this has not occurred before the contract of employment terminates, the outstanding sum will be deducted from the final salary

9.8
In some cases employees receive funding for training which is conditional on them continuing to work for the Council for a specified period of time once the training is completed.  In these circumstances, should the employee leave before the expiry of that agreed period, the Council will deduct a proportion of the funding from the final salary payment.  

9.9
If it is not possible to recover any of the debts from final salary payments, arrangements will be made for the sum to be repaid or recovered. This may ultimately involve action through the courts.  A record of any unpaid debts will be included in the ex-employee’s personal file.

Former Employees

9.10
Where an employee has been overpaid and has left the Council’s employment, then an invoice will be raised and issued to the 
ex-employee with a covering letter explaining how the overpayment occurred.  
9.11
The information will then be passed to the Income & Debt Management Team to ensure payment is received. If the ex-employee fails to co-operate with the process of recovery, a record will be placed on their personal file. 

9.12
If an employee does not agree with the arrangements for recovery they may write to the Director of Transformation, setting out their reasons. The Director will consider the request and make the final decision.  

Pay Policy





Transformation & Human Resources








Issued by HR Policy Team


Effective from 9 February 2016








	Effective from
	Replaces
	Originator
	Page of Total Pages

	9 February 2016
	13 May 2014
	HR Policy Team
	Page 12 of 12



