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1.0 
Introduction

1.1
Background

The original Pay & Rewards Strategy was developed over several years in response to the national ‘Single Status’ agreement which encouraged local authorities to develop modernised local pay structures tailored to meet individual local needs. In embracing the Single Status Agreement we recognised there was a wider opportunity to achieve a local rewards framework which would reflect the changes in local government, and, more generally, in the world of work and society.  The drive to modernisation and improvement demands higher performance and greater capacity in local government.  A key aspect of high performance is a total reward system, which enables staff to fulfil their potential.

We were aware from staff surveys in previous years that pay can be an area of dissatisfaction for staff and we need to ensure that we are in a position to make optimum use of the financial resources we have available to reward them.  Having pay and rewards structures which attract, retain and develop a skilled and flexible workforce while achieving value of money is service delivery was a key driver in framing a new strategy.

An independent and comprehensive review of RBK’s pay structure was carried out with the objective of developing a framework which would be more responsive to the organisation’s needs, and address the anomalies and inconsistencies which had developed in existing pay structures as well as responding to the essential issue of implementing single status.   
It was the intention to carry out an independent Equal Pay Review after a suitable ‘bedding-in’ period.   This took place in Autumn 2006 and gave the Strategy a clean bill of health although minor changes were recommended to grade boundaries to protect against potential future problems.   It was also the intention to then review the operation of the original Strategy and this has now been done (March 2008).  The Strategy retains its relevance and effectiveness but have some minor improvements have been identified which will further increase the flexibility of reward.
1.2 
Overview

Key features of the Pay & Rewards Strategy, and main differences from previous terms and conditions are as follows:

· Retains link to NJC/GLPC pay spine (maintains annual local government pay award)

· Uses NJC/GLPC job evaluation scheme to cover both manual and non-manual jobs

· All staff can now progress through their grades in annual steps until top point of grade is reached (‘Progression Increments’) 

· For new staff, progression increments due each year on anniversary of start date in current job (‘Anniversary Date’), breaking link with 1 April

· For new staff, the leave year will also begin on the anniversary date, but for this purpose only, it will always remain the original start date

· Two progression increments can be given in special circumstances or up to three in the case of ‘fast-track’ posts

· All progression increments are ‘signed off’ by the line manager of the member of staff concerned (‘Manager’) to confirm progress has been as expected

· Scope and flexibility to reward extra individual contribution will be increased by
· 

- Special Awards (replace previous honorarium payments) 



- Contribution Scale (replace previous accelerated increments)

· Regular checks to ensure equality of opportunity in pay

· Emphasis on a ‘rate for the job’ with simplification of allowances and additional payments

1.3 
Guiding Principles

The Council believes its staff are its most important resource, and it is committed to enabling them to reach their full potential.   This principle extends to pay and rewards.

Application of the Pay & Rewards Strategy to individuals will be on the basis of proven achievement and ability alone.    

Operation of all aspects will be fully documented and monitored to ensure adherence to these principles.

The Pay and Rewards Strategy provides a transparent pay system which takes full account of equality issues.  To ensure that the Strategy is delivering equal pay, equal pay reviews will be undertaken regularly.

1.4
Monitoring & Review 

In order to ensure a consistency of approach across the Council regular audits will be undertaken by Human Resources on a six monthly basis.  This will include monitoring by gender, age, ethnicity and disability.
This will ensure the Pay and Rewards Strategy continues to operate in accordance with our Equal Opportunities policy.

1.5 Authorities for Action

Head of Human Resources

· Set and amend grades

· Confirm moves to contribution scale

· Confirm and review limits on special awards

Head of Service

· Confirm decisions regarding single progression increments

· Confirm recommendations for two progression increments of for postponement of increments
· Confirm special award payments

· Endorse recommendations for application of contribution scale

· Confirm recommendations for overtime payments at enhanced rates

Manager

· Assess and recommend confirmation of single progression increments

· Recommend award of two progression increments

· Recommend postponement of progression increments

· Decide when postponed progression increments can be reconsidered

· Assess and recommend special award payments

· Recommend application of contribution scale

· Recommend overtime payments at enhanced rates

 (This relates to non-schools based staff only – the position in individual schools is for the governing body to determine)

1.6 Scope

New Staff

The Pay & Rewards Strategy applies, in full, to staff, in jobs covered by the local government ‘single status’ agreement, who begin their employment with the Council on or after 1 October 2004 

Existing Staff

Staff who were in employment with Council at 30 September 2004 transferred to Pay & Rewards Strategy terms and conditions on a modified basis as explained in Appendix 2.   ‘Existing staff’ means these staff.   ‘Current conditions’ means the relevant terms conditions of employment of these staff at 30 September 2004.

When existing staff in post since 30 September 2004 change jobs for the first time, whether through promotion, transfer, or redeployment they will then become subject to Pay & Rewards Strategy terms and conditions in full.   

A member of staff in post since 30 September 2004, who takes up an additional post after that date, will then become subject to Pay & Rewards Strategy terms and conditions in full, from that time, but in the new appointment only.    

Part-time staff in post since 30 September 2004 who increase or decrease their hours after this date will stay on modified Pay & Rewards Strategy terms and conditions while they remain in their current post.   This extends to learning support assistants who accept any additional contracts or pupils supported, or variations, or changes of pupils supported, providing these are in the role of learning support assistant.

Temporary and casual staff

Pay & Rewards terms and conditions apply in full to temporary staff who begin on or after 1 October 2004.   For temporary staff in post on 30 September 2004, the same modified Pay & Rewards terms and conditions will apply as apply to permanent staff in post before this date, except that this does not imply entitlement to any terms and conditions not previously applicable.    On transfer to the permanent staff on or after 1 October 2004, full Pay & Rewards terms and conditions will apply.

Staff registered with the Council for casual work are outside Pay & Rewards terms and conditions but the same grading levels will apply.

2.0 
Pay Scales and Related Matters

Scales and grades

Appendix 1 shows the grades and their relationship to spinal column points and their current pay values.   

The pay scales will be updated annually if and as recommended by the National Joint Council for Local Government Services (NJC)/Greater London Provincial Council (GLPC).   The spinal column point values shown in the chart are those in force at the time of going to print.   Revised values effective 1 April 2008 will be substituted once agreed by the GLPC.
The scales include progression increments at all grades, but with slightly more scope in the higher grades.  This reflects the time taken necessary to become fully proficient in different types of job. 

Pay frequency

All staff are paid monthly, in arrears, on the 29th of each month, or the latest working day before.

Notice periods

For all staff on grades below Grade H (i.e. before Scp 34 is attained, maximum point of grade G excepted unless contribution scale applies)

The minimum period of notice of termination of employment which staff are required to give, in writing, is not less than one calendar month.

The minimum periods of notice to which staff are entitled are:

Up to 5 years’ continuous service: one month; after 5 years’ service: one week for each year of continuous service: 12 years’ continuous service or more: 12 weeks

For all staff on grades above Grade H (i.e. after Scp 34 is attained, maximum point of grade G excepted unless contribution scale applies)

The minimum period of notice of termination of your employment which staff are required to give, in writing, is not less than two calendar months.

The minimum periods of notice to which you staff are entitled are:

Up to 9 years’ continuous service: 2 months;

after 9 years’ service: one week for each year of continuous service;

12 years continuous service or more:  12 weeks.

2.1 
Hours of Work and Basis of Payment

Standard hours

For new staff the full standard working week is 36 hours (these are full time hours).    
Working year and calculation of annual leave entitlements

The standard working year for annual leave purposes is defined as 52 weeks.   For staff not contracted to work the full year (eg term-time only), salary will not be allowed for non-working periods except for annual leave entitlement and bank holidays.   Notwithstanding this, total salary payment due for the full year will be calculated and one twelfth will be paid each month (equated pay).    

Individual hours

Normal hours and times of work for any member of staff are as specified in their statement of particulars.   Where the flexitime scheme applies, further details, including core working times, can be found in the Human Resources Intranet pages.  

3.0 
Progression Increments

Application – These terms and conditions apply in full to new staff, and to staff in post at 30 September 2004 staff who change jobs after this date.

For staff in post at 30 September, modified terms and conditions apply while they remain in their current job – see also Appendix 2.

Subject to meeting the conditions, all staff are eligible for progression increments annually until they reach the top point of their grade.  Progression increments are intended to recognise and reward expected growth in the job.   So that this can be measured, for new staff, job descriptions will include ‘milestones’ as a simple guide to the level and type of tasks which are expected at different stages of development within a role.

3.1 
Timing and Number of Progression Increments

New staff, and staff in post at 30 September 2004 who change job or whose post is beneficially regraded after 1 March 2007*:

· If the conditions are met, the first progression increment will be signed off twelve months after starting (anniversary date), provided the member of staff remains in post.   

· If the conditions are met, subsequent progression increments will be signed off annually, on the anniversary date (and payment will be due from that date) until the top of the grade is reached.

Staff in post at 30 September 2004 while they remain in post:

· If the conditions are met (milestones do not apply), progression increments will be due each 1 April until the top of the grade is reached (See Appendix 2) 

Normally, one progression increment will be given each year, if the conditions are met.  
If there has been exceptional growth beyond profile, two progression increments may be recommended, but not beyond the top point of the grade.   A second increment may be awarded between anniversary dates, and may be backdated, providing only one was awarded at the start of the period.
In the case of designated ‘trainee’ or ‘fast-track’ posts paid on a linked grade, up to three increments can be given if there has been exceptional growth.  Additional increments may be awarded between anniversary dates, and may be backdated, providing the total given in any year does not exceed three.
3.2 
Procedure for Progression Increments

At the anniversary date, progression increments will be ‘signed off’ by the manager by RBK11 e-form, using the milestones or expected growth, as applicable, simply to confirm that growth in the job is ‘on track’.

Before this can take place, the following basic conditions (‘triggers’) must be met:

· Annual appraisal has taken place in past 12 months or induction appraisal has been completed, as applicable

· All training objectives agreed at last appraisal have been achieved or else arrangements have been made to complete them

· Attendance in the past 12 months has been good

· There has been no disciplinary or capability action in the past 12 months

Joint responsibility

It is a key principle that the manager and member of staff share the responsibility to work together to facilitate the process of confirming progression increments, and to anticipate and avoid situations where unnecessary obstacles would otherwise prevent their confirmation.    

Good Attendance

This means levels of sickness absence and/or punctuality have been satisfactory over the period as a whole and that there has been no unauthorised absence.   Absence through injuries at work will not be taken into account if they have been reported using the correct procedure.   Absences owing to declared disabilities will be disregarded.
*NOTE – For staff who started in post in the twelve months ending 29 February 2008, the provisions in the Pay and Rewards Strategy document dated July 2004 continue to apply (ie first increment backdated for six months if appointment was at the minimum of the grade)
Authorised absences, whether paid or unpaid (such as banked leave, dependency leave or special leave) are not to be taken into account, nor are any variations to working times which have been requested and agreed.   A reasonable view is to be taken by the manager, and good attendance over most of the period will outweigh short-term, isolated problems.   It is unlikely that sickness absence of ten working days or less in twelve months would be seen as unsatisfactory, but this does not imply that a higher level would be seen as unacceptable, and individual circumstances must always be carefully considered in reaching this decision.

Punctuality refers to compliance with starting and/or finishing times, including rotas, where these are specified, or else, where flexible hours apply, to attendance between core hours.   Again, a reasonable view is to be taken by the manager and it is consistent failure to attend punctually, rather than minor, short-term, isolated incidents, which are to be taken into account.

Decision of manager

For new staff, and for staff in post at 30 September 2004 after they change job, if the ‘triggers’ are met, the manager will make an objective and simple assessment of the growth in the job made by the member of staff since the last review by checking against the milestones.

For existing staff in post at 30 September 2004, while they remain in post, the manager will decide if the triggers have been met, and, without reference to milestones, simply confirm that growth in the job has been as expected.

For new staff, and staff in post at 30 September 2004 who change job after 1 March 2007*:

· If the next milestones have been met, a progression increment will be confirmed.

· In very exceptional circumstances if growth far exceeds the next milestones, two progression increments may be recommended, but not beyond the grade maximum. 

· If the next milestones have not been met, confirmation of progression increments will be postponed and the employee will remain on their current salary point.

For staff in post at 30 September 2004 while they remain in post:

· If the manager confirms growth has been as expected, a progression increment will be confirmed.

· In very exceptional circumstances if growth far exceeds expected levels, two progression increments may be recommended, but not beyond the grade maximum. 

· If the next milestones have not been met, confirmation of progression increments will be postponed and the employee will remain on their current salary point.

If a member of staff has been away from work for a long period (for any reason including long-term sickness) since the last review, the manager must decide whether or not they have enough information to confirm the next milestones have been met.  

Milestones

Milestones only apply to new staff, and staff in post at 30 September 2004 who change jobs.   They will only be used to confirm progression increments and have no relevance once the top of the grade is reached.   Milestones will be made available to staff, in job descriptions, at the time of appointment.   In the event that milestones have not made available to a member of staff at the time they accept a post, they cannot subsequently be introduced.   Separate guidance and advice is available for managers on framing milestones and they will be centrally monitored to ensure consistency.

*NOTE – For staff who started in post in the twelve months ending 29 February 2008, the provisions in the Strategy document dated July 2004 continue to apply (ie first increment backdated for six months if appointment was at the minimum of the grade)
3.3 
Postponement of Progression Increments

Postponement

If, in the view of the manager

· growth in the job has not met the next milestones (or, for existing staff, expected growth cannot be confirmed), or 

· any of the triggers have not been met, or 

· there is not enough information to make a judgement because the member of staff has been away from work for a long period 

then signing off of the progression increment will be postponed until the manager decides there has been sufficient change.    

Postponed progression increments – procedure once criteria met

Once the manager decides the conditions for postponed progression increments have been met, the progression increment will be confirmed from that date.   Backdating to the anniversary date will not apply (but see 3.4 for circumstances where progression increments have not been postponed but cannot take effect through no fault of the member of staff).  However, future progression increments will still be due and assessed with reference to original anniversary date.

Role of manager

If it is necessary to postpone a progression increment, it is the responsibility of the manager to work with the member of staff to help them reach the stage where the progression increment can be signed off.

Review of postponement

If a progression increment is postponed, the member of staff may ask for written confirmation of this and the reasons for the postponement.   They may also ask the manager to reconsider the decision, not less than three months following the original decision to postpone, and subsequently at intervals of not less than three months, and the manager must respond within 10 working days.   At each stage, if the manager again decides to continue to postpone, the member of staff may again request written confirmation of the decision and the reasons for it

In the event that a member of staff is dissatisfied with:

· the decision to postpone a progression increment or

· refusal by manager to reconsider award at a later date or

· compliance by manager with formal requirements (eg provide written confirmation, meet deadlines, comply with requests), 

then they may request a review by writing to Human Resources (see Appendix 3 ‘Review of Decisions’).

Link with other Pay & Rewards provisions

While a progression increment is postponed, neither special awards, nor contribution scale can be applied.    For staff on the contribution scale, for progression increments to be confirmed, the triggers must be met, and satisfactory growth must be confirmed by the manager, but milestones will not apply.

Capability procedure

If a member of staff has not been away from work for a substantial time since the last review, and has not met the next milestones, or growth has not been as expected, their manager has a responsibility to discuss the matter with them, to explore the reasons for underlying any problems and to encourage and assist them to achieve the necessary level. The manager may need to follow the capability procedure and take the necessary action as set out in the managers’ handbook.  

3.4 
Other

Oversight of decisions
Signing off all progression increments will be independently overseen by a senior manager in the same department as the manager (normally, their own manager).    Where a member of staff reports to a director, or in other circumstances where this is not possible, oversight will be by the Head of Human Resources.

It is the responsibility of the manager to maintain full written records of all their decisions and the justifications for them, both to confirm and to postpone.

A sample of decisions will be centrally audited to ensure consistency of approach across the Council.

Guarantee of good faith

As a failsafe, in the unlikely event that a progression increment cannot be signed off at the due date through no fault of the member of staff concerned, it will, once signed off, be backdated to the anniversary date when it was originally due. 

4.0 Recognising Additional Contribution 

Application - Special awards and contribution scale can be applied to all staff from 1 October 2004.

Guiding principles

To make the Council’s pay structure more flexible and better able to reward individual contribution, special awards and contribution scale have been introduced.   These are in addition to any progression increments which may be due.

At the time of signing off progression increments, the manager will also consider whether there has been any special contribution, in addition to expected growth in the core role, which deserves additional recognition.

A key principle is that, wherever possible, the manager will consider the member of staff’s reward package as a whole, looking back at the contribution they have made over the past year, rather than awarding small payments piecemeal over time.  

However, subject to overall limits, both special awards and contribution scale may also be awarded at any other time between anniversary dates to recognise a particularly significant contribution

Once the member of staff has reached the top point of their grade and no further progression increments are due, they may be considered at any time for special awards or contribution scale.   However, the annual limit on special awards will still apply.

Special awards and contribution scale are recommended at the discretion of the manager and are not entitlements of right.   There will be no right of review in the event of a disagreement between a manager and a member of staff as to eligibility for them or level of payment of special awards, or withdrawal of contribution scale.

4.1.1
Special Awards - Overview

Special awards will recognise and reward, looking back, special achievements or contributions of a ‘single event’ nature.    They cannot be given in anticipation of events which have not yet taken place. 

Special awards replace in full and expand on honorarium payments which applied under previous terms and conditions

Special awards will be recommended by the manager and confirmed by the appropriate head of service.

Examples of application 

· Examination success in a job related subject

· Contribution to the completion of a new project

· A genuinely innovatory idea such as money saving scheme, improvement to a service, or measure to combat fraud

· Leading a successful bid to win grant funding for a special new project or service 

· Limited additional responsibilities during the absence of a manager or

· Any combination of these

However, special awards are not intended to recognise situations where a member of staff is formally requested by their manager to take on, in full, on a temporary basis, the responsibilities of a higher graded post - this should be viewed as secondment to the higher graded post and treated as a temporary transfer.

4.1.2
Special Awards - Detailed Arrangements

Value

Special awards will be a ‘one-off’, lump sum payment.   

Their cash value will be calculated as the value of between half and three increments counting from the member of staff’s current spinal point.   The manager will assess the level of payment according to separate guidance.

Special awards can apply to a member of staff paid on contribution scale providing the separate criteria are met.

Overall Limits

Special awards will normally be given at the anniversary date, but may be given at other times if justified.   However, not more than the equivalent of three increments in total may awarded at any time, and special awards may not be recommended where progression increments have been postponed, or would have been postponed but for the grade maximum.

4.2.1
Contribution Scale - Overview

Contribution scale recognises and rewards special achievements or extra contribution of an ongoing nature which is beyond the scope of special awards and not part of the core role as defined by the current job description.

However, it assumes underlying and continuing growth on the part of the member of staff in their core role, so cannot be recommended where progression increments have or would have been postponed.    

The extra contribution will be of a nature not likely to be recognised by re-evaluation under the job evaluation scheme, or else specific to a particular situation or member of staff and so unlikely to be reflected in a revised job description. 

In contrast to special awards, the contribution rewarded will be of a long-term or indefinite nature.

Contribution scale replaces in full and expands on accelerated increments which applied under previous terms and conditions.

Examples of application

· An inter- or intra-organisational, ‘cross-cutting’ role such as sitting on or chairing a working party, co-ordinating and providing expertise on achievement of a key corporate objective, neighbourhood committees etc  

· An informal mentoring role

· A cascade training role

· NVQ training or assessing where not a requirement of the job

· A special skill (such as a second language, or signing ability) not a specific requirement of the post but of value in it, or in the department as a whole

· An evidenced, ongoing increase in level of contribution generally, and/or ongoing meritorious performance

4.2.2
Contribution Scale - Detailed Arrangements

Value

Contribution scale extends any member of staff's grade from its maximum point grade by the same number of points as the original grade itself.   Move to the contribution scale will result in an automatic increase of one increment from that date in addition to any progression increment which may be due.    In exceptional circumstances, an increase of up to two further incremental points may be recommended on transfer to contribution scale.

Timing

The move to contribution scale can be recommended at any time after completion of the first year in a job.     However, if this does not coincide with the anniversary date, the date of the move will be taken as the new anniversary date for any future progression increments (if applicable – see below).

Re-confirmation

In all cases contribution scale is subject to annual review by the manager.   It will be withdrawn if the circumstances which led to its award cease to apply on permanent basis.    .

Progression

Moving to the Contribution Scale supersedes any progression increments which would have fallen due in the substantive grade.   
Normally, a member of staff will remain on their initial salary point on the Contribution Scale without further progression.   However, their manager may recommend progression through the Contribution Scale by progression increments (first increment due after 12 months on the contribution scale).  
Limits

Contribution Scale may be applied only once while a member of staff remains in post, but can be re-applied if, say, they are promoted to another post.    

A move to contribution scale cannot be recommended if progression increments have been, or would have been postponed.
Once on progression scale, if, at any time, a progression increment cannot be signed off, contribution scale itself will be withdrawn and the member of staff will revert to the point on their original grade which they would, by then, have attained, and to their original anniversary date.

Special awards can apply to a member of staff paid on contribution scale providing the separate criteria are met.

4.3.0
Recognising Additional Contribution - Safeguards

All recommendations concerning special awards and contribution scale will be overseen by the senior manager.  

In addition the head of service and Head of Human Resources will need to confirm the decision to move a member of staff to the contribution scale.

A sample of decisions will be cross-checked to ensure consistency of approach across the council.

5.0 
Additional Payments and Benefits 

5.1 Additional Payments and Benefits – Overview

The additional payments and non-pay benefits available to members of staff are set out below.

Unless specifically explained or adapted in the paragraphs below, these payments and benefits exist separately to the Pay & Rewards Strategy, and full details and criteria are set out in the Human Resources intranet pages.

The underlying principle of the Pay & Rewards Strategy is that pay itself is fair, transparent, and consistent.   This means, wherever possible, paying an inclusive ‘rate for the job’ rather than supplementing basic pay with a confusing range of allowances and additions.   

For the purpose of calculating annual leave entitlements, the base grade will be used, and incremental supplements will not be taken into account.
5.2
Additional Payments and Benefits - Application

The payments and benefits listed below apply to all staff (subject to eligibility criteria).

With the exception of overtime, these are unchanged from terms and conditions before 1 October 2004.

	· Adoption leave

	· Annual leave and long service supplements#

	· Banked annual leave

	· Child care vouchers

	· Dependency leave

	· Disturbance allowance/excess travel

	· Enhancements and time off in lieu for Bank Holiday working as part of basic working week*

	· Ex gratia payments

	· Eye tests

	· First aid allowance*

	· Free meal if taken while caring for service users*

	· Frozen annual leave*

	· Home telephone allowance

	· Issue of mobile phone*

	· Leisure centre discounts

	· Long service awards

	· Maternity leave

	· Overtime* - see explanatory paragraph below

	· Paid time off for election duties

	· Pension scheme membership

	· Personal injury allowance

	· School caretakers’ letting payments

	· Sick pay

· Sleeping-in payments

	· Special leave

	· Staff tenancy arrangements* (except for resident school caretakers)

	· Staff travel scheme (Essential* and Occasional User Car Allowances; Car Parking Permits, Assisted Car Purchase Scheme*; Cycle Allowance; Cycle Loan Scheme; Season Ticket Loans) 

	· Time off for, and assistance with costs of training and development*

	· Uniform*


· * - Payments and benefits marked with an asterisk are related to individual jobs/circumstances and are not available to all members of staff.

· # - The leave year for new staff will run from their starting date (anniversary date), not 1 April.    For the purposes of annul leave only, the anniversary date will always remain the original date of start, and will not vary with any change in job

Explanatory Paragraphs

Overtime

The sprit of the Pay and Rewards Strategy is to minimise the need for staff to work outside their normal working pattern and consequently, to reduce the need for overtime, which benefits neither the employer nor the member of staff.  

Wherever possible, flexitime or time off in lieu will therefore normally give full recompense and also ensure compliance with the requirements of the Working Time Regulations.    

Where a member of staff is regularly required to work additional hours in the evenings or at weekends, consideration may be given to making a special award payment to recognise the inconvenience, or a supplement of up to two increments in recognition. 

Circumstances where overtime may be payable

Where overtime is essential to maintain essential service provision, and subject to the approval of the head of service, payment can be considered.   Appendix 4 details the circumstances where overtime payments may be authorised, and whether these will be at plain or enhanced rates.

Overtime payments

Where the criteria are met and payments are authorised, overtime will normally be calculated at the full hourly rate of pay applicable to the member of staff concerned (full time annual basic salary divided by 365/7 weeks x 36 hours).   Exceptionally, where the special criteria are met and enhanced payments are authorised (time and a half or double time), the same hourly rate will be used.

The payments and benefits listed below apply have changed from previous terms and conditions in force before 1 October 2004, and apply to new staff, and to staff in post at 30 September 2004 staff who change jobs after this date.

For existing staff in post at 30 September 2004, who do not change job, modified arrangements apply while they remain in post.   Appendix 2 sets out these special arrangements which will apply unless it would be more favourable for the member of staff to transfer to Pay & Rewards conditions.
· Market Factor Pay* - see explanatory paragraph below

· Supplement for unsocial/irregular hours as part of basic week* - see explanatory paragraph below 

· Supplement for Standby/Call Out/Sleeping In Duty* - see explanatory paragraph below
· Staff Tenancy Arrangements – School Caretakers* - - see explanatory paragraph below
· * Payments and benefits marked with an asterisk are related to individual jobs/circumstances and are not available to all members of staff.

Explanatory Paragraphs

Market Factor Pay

The Council’s criteria for applying market factor pay are set out in detail elsewhere.   Market factor pay applies only in specialist occupations where there are chronic staff shortages, and is intended to maintain the Council’s competitiveness in these labour markets and improve recruitment and retention.

If found to be justified, market factor pay will be calculated as a money supplement (the £ difference between the member of staff’s current grade point (excluding additions) and the assessed ‘market rate’).   

Each market factor pay scheme will be subject to re-approval and recalculation every two years, or at any time if market conditions change materially.   

If ended, market factor pay will be protected at the current level for two years then withdrawn.

Existing staff in receipt of current market factor pay at 30 September 2004 retain the current conditions applying to it while they remain in post, except that, in the event of a grading increase on implementation of Pay & Rewards grades, the amount of any market factor pay was offset by the net increase. 

For treatment of market factor pay previously withdrawn and ‘frozen’ at 30 September 2004, see Appendix 2.

Supplement For Unsocial/Irregular Hours Worked As Part Of Basic Week

Where a member of staff is required, on a permanent basis and as part of their basic working week, to work, on average

· 8.5% or more of their weekly basic hours at any time between midnight Friday/Saturday night and midnight Sunday/Monday night or

· 8.5% of their hours of their weekly basic hours between 20.00 hrs any evening and 07.00 hrs the following morning or

· If the starting and finishing times of 50% or more of their basic week vary by more than two hours each from week to week according to a rota 

then a supplement of two increments (pro rata if part time) will be added to the evaluated grade at all points.

If working arrangements change and these conditions no longer apply, the supplement will be withdrawn.    Although a member of staff may meet more than one condition for payment, the supplement will be given only once. 

A supplement for standby/on call can be given in addition to a supplement for unsocial/irregular hours or sleeping-in duty.

Existing staff in post at 30 September 2004 moved to the new basis of payment on implementation of the new grades.   Where previous total pay exceeded new total pay, whether wholly or partly because of a change in this payment, then assimilation was at the next highest point within the grade (plus supplement) which would exceed this amount.  If there was still a shortfall, the difference was protected as a money amount.

Bank Holiday working - For time worked during normal working hours on a Bank Holiday (i.e. not overtime), normal pay for that time will be enhanced to double time (as defined by NJC/GPLC), and time-off-in-lieu will be given according to NJC provisions.    If any work is done during normal working hours on what would otherwise have been a discretionary holiday, the discretionary holiday will be deemed to have been postponed to be rearranged within the next month.

Standby/On Call

The total annual time on standby/on call out/ for a particular scheme will be calculated from the rota.

· If it is more than 0% but less than 10% of full time basic hours, a supplement of one increment will be added to the evaluated grade at all points or

· If 10% or more, two increments will be given.

The supplement is to compensate in full for personal disruption and inconvenience, telephone and travel costs, and actual call outs without limit in number but up to and including one hour in total on each session of duty, after which payment may be made for additional hours.

If working arrangements change and the conditions are no longer met, the supplement will be withdrawn or varied.    

For standby/on call, existing staff will move to the new basis of payment on implementation of the new grades.   If previous total pay exceeds new total pay, whether wholly or partly because of a change in this payment, then assimilation will be at the next highest point within the grade (plus supplement) which would exceed this amount.  If there is still a shortfall, the difference will be protected as a money amount.

For sleeping-in duty, the basis of payment which applied at 30 September 2004 (fixed payment per session as per ‘Green Book’ will continue.

Staff Tenancy Arrangements (Residential School Caretakers)

(NOTE – ‘School caretakers’ includes other school-based posts of a similar nature such as premises managers and site managers).

Residential status is not essential to the core role of school caretaker although it is recognised it may improve efficiency and convenience, and some schools may seek a presence on site outside core hours.

Where a new residential school caretaking appointment is made, the post will be assessed in accordance with the Council’s service tenancy arrangements to set the level of rent abatement.   Existing staff will retain current conditions at 30 September 2004 while they remain in post.

The member of staff’s responsibility for council tax and utility charges for the property will be set according to the Council’s policy on staff tenancies.

Appendix 1 – New Grades
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Important note

The spinal column point values shown in the chart are those in force at the time of going to print.   Revised values effective 1 April 2004 will be substituted once agreed by the GLPC.
Appendix 2

Implementation Arrangements for Existing Staff

EXPLANATORY NOTE – On review of the Pay & Rewards Strategy at March 2008 this Appendix is retained as it remains relevant to staff in post at 30 September 2004 while they remain in the same post.   However, it would not be appropriate to update the wording of the Appendix as it relates in part to a historical process.
Introduction & Guiding Principles 

It is intended that staff in post before 1 October 2004 will benefit as much as possible from Pay & Rewards Strategy terms and conditions from the time they are introduced, but there are safeguards to prevent any short-term detriment.

Extent of Transitional Arrangements
· If an existing member of staff changes job, whether through promotion, transfer, or redeployment, any salary safeguarding or modification of other Pay & Rewards terms and conditions will end and they will move to full Pay & Rewards terms and conditions on transfer.

· If an existing part-time member of staff takes up an additional part-time post on or after 1 October 2004, they will be subject to the full Pay & Rewards Strategy terms conditions in the new job but any salary safeguarding or modification of other Pay & Rewards Strategy terms and conditions will continue to apply to their original post.

· If an existing part-time member of staff increases or decreases their hours of work in their current post, any salary safeguarding or modification of other Pay & Rewards terms and conditions will continue to apply.   This is deemed to include learning support assistants who accept new, or additional contracts or variations in contract providing these are in the role of learning support assistant.

· All modifications to Pay & Rewards conditions for existing staff will be indefinite while they remain in their current job.

Transfer of Existing Staff to New Grades

Overview of process

The process for moving staff from their current grades to Pay & Rewards grades is as follows:

All job descriptions reviewed 

(
Sample of about 100 key jobs at all levels and of all types evaluated in detail by external consultants (Link Group) using GLPC job evaluation scheme

(
New grades of individual jobs set

(
Transfer point on new grade for individual members of staff set according to rules taking into account previous basic salary level

(
Cross-check of total new and old earnings to decide if salary safeguarding required

(
Individual members of staff notified in writing of outcome

(
Right of review of job evaluation outcome if appropriate

Rules for transfer to new grade following job evaluation

· If the minimum point of the new grade exceeds the maximum point of the previous grade, transfer will be normally at the minimum point of the new grade 

· Where, by assimilating at a higher point within the new grade, the new basic salary would equal or exceed old grade plus allowances which would otherwise be foregone or reduced in value, the higher transfer point may be used (any remaining difference will be safeguarded as a cash amount)

· If the current point exceeds the maximum point of the new grade, transfer will be at the maximum point of the new grade (salary safeguarding will apply if total earnings would decrease) 

· In all other cases, transfer to the new grade will normally be at the current point as at 1 October 2004

Notes on transfer of existing staff to new grade

· The salary point (‘current point’) used to set the transfer point on the new grade will take into account any annual increments due between 1 April 2004 and 30 September 2004 under previous conditions.   

· Accelerated increments awarded under previous terms and conditions, including those awarded above the maximum of the previous scale, will also be taken into account for this purpose.  

· A separate calculation will be made for each member of staff, and after allowing for assimilation at the highest possible point in the new grade, if it is found there would be a reduction in total earnings, as a result of any combination of grading change, change in full time hours, withdrawal or change to allowances and additions etc, salary safeguarding will be applied, as explained below.

· Any pay award due from 1 April 2004 or later is to be reflected fully in both sides of this calculation.

· Safeguarding will also apply if there would be curtailment or reduction of future incremental progression on transfer to the new grade, but such protected increments will be subject to the procedure for confirmation of increments for existing staff (see 3.2)

Transfer of Existing Staff’ to New Terms and Conditions

Some Pay & Rewards terms and conditions will take immediate effect for all staff, whether new or existing.   Some will be modified in scope for existing staff in post at 30 September 2004, while they remain in that job.

Terms and conditions taking immediate effect

These changes in terms and conditions will take effect immediately on introduction of the Pay & Rewards Strategy:   

· Transfer to Pay & Rewards grades and additions and allowances (indefinite salary safeguarding will apply if necessary – see below, and loss or reduction in future incremental progression will also be taken into account)

· Reduction of full-time hours to 36 per week for staff with longer full-time hours (37 per week) (effective 1 April 2004)

· Move from weekly to monthly pay for former manual worker grade staff (effective 1 April 2004)

· Standard minimum notice periods of one month on either side

· Consistent basis of overtime payments (where permissible) for all staff, and criteria for payment of overtime at plain and enhanced rates

· No further accelerated increments may be given but accelerated increments already awarded take into account in setting assimilation point on new grade (may exceed new grade maximum point for this purpose) 

· No new honorarium payments may be given.   Ongoing honorarium payments allowed under previous terms and conditions will continue unchanged until their scheduled review date when they will cease.   If the situation which led to the honorarium being given still continues, it must then be decided by the manager whether and how it should be recognised under Pay & Rewards terms and conditions.

Notes on transfer of existing staff to new terms and conditions

· Change in standard working week - Staff in former manual worker grades are net gainers under the Pay & Rewards Strategy through changes such as introduction of incremental scales.    They, as well as other care workers are expected to gain under the new GLPC job evaluation scheme.      It is therefore accepted and agreed, by both management and staff side, that they must work together to ensure that the reduction in the working week from 37 to 36 hours, especially in the case of full time staff, is achieved without imposing any additional cost burdens on services, which could only be counter-productive and cast into doubt the ongoing viability of in-house provision. 

Pay & Rewards Terms and conditions modified for existing staff in post at 30 September 2004 while they remain in their current job

· Full-time hours of less than 36 per week - Existing staff with lower full time hours at 30 September 2004 will retain these while they remain in post.

· Payment for non-working periods in addition to annual leave and bank holidays - Existing staff who, as at 30 September 2004, received payment or part-payment for non-working periods in addition to annual leave and bank holiday entitlements will retain this entitlement while they remain in post, providing that new total earnings would be less than total earnings at 30 September 2004.

· Pro-rata leave entitlements for staff working less than full year -  Existing staff will retain the current basis of calculation of annual leave entitlement at 30 September 2004, if different from that under Pay & Rewards conditions, while they remain in post

· Progression increments - To ease the transition to the new terms and conditions, simplified requirements concerning progression increments will apply for existing staff for as long as they remain in their current job:   

· No milestones - As long as the trigger criteria for a progression increment are met, and the manager confirms growth in the job has been as expected, progression increments for existing staff in post at 30 September 2004 will be confirmed, without using milestones, unless they change post.

· Different anniversary date - Once assimilated to Pay & Rewards grades, and subject to grade maximum, the first progression increment for existing staff in post at 30 September 2004 will be signed off on 1 April 2005 using the simplified process above (any annual increment due under previous terms and conditions will have been taken into account in setting the increment due on in the transfer point on the new grade).   The anniversary date for existing staff will remain 1 April each year, while they remain in post.

· Annual leave – Unless they request a change, the leave year for existing staff will continue to run from 1 April, as under previous terms and conditions, while they remain in post.    However, an existing member of staff may request a change to their leave year to coincide with their anniversary date (this does not apply to staff paid on an equated basis).   If agreed, this change would take effect from the next anniversary date after 1 April following the request, subject to a minimum of three months written notice.
Market factor pay

· Any market factor payments in force on 30 September 2004 will continue on the current conditions

· An exception will be if, on transfer to the new grade, new basic salary plus market factor supplement exceeds old basic salary plus market factor supplement.   In this case, the market factor payment will be reduced by the difference (but not by more than the full amount) and this will be deemed to be the new market factor payment set under Pay & Rewards terms and conditions.

· Other payments and allowances are not to be taken into account in this calculation.

· Where salary safeguarding is necessary, existing market factor payments will be treated separately.

· Where market factor pay was withdrawn and ‘frozen’ as a protected amount before 1 October 2004, it will be taken into account for calculating salary safeguarding but not eligible for future uprating.

Staff tenancy arrangements for school caretakers

· Current conditions will be retained for existing school caretaking staff in post at 30 September 2004 while they remain in post

Salary safeguarding

Salary safeguarding will modify Pay & Rewards terms and conditions by protecting a higher total earnings level under previous terms and conditions while the member of staff remains in post.

Rules for salary safeguarding

· If total earnings, as specified, under previous terms and conditions exceed total earnings under Pay & Rewards terms and conditions, allowing for assimilation at the maximum of the new grade, then any remaining shortfall will be safeguarded as a cash amount while the member of staff remains in post.

· Salary safeguarding will not be given if there is a reduction in either basic pay or additions and allowances which does not result in a reduction in total earnings as defined

· Any pay award due from 1 April 2004 will be taken into account in calculation of both new and old total pay

· All allowances and additions, except overtime, which applied at 30 September 2004, will be used in the calculation of total earnings under previous terms and conditions if they are altered or withdrawn

· Any allowances and additions which continue unchanged will not be included 

· Any other changes to terms and conditions, allowances or payments (as explained in ‘Immediate Changes to Terms and Conditions’ above) will not be used or allowed for in this calculation

· Safeguarding amounts will be increased annually by the same percentage as any agreed pay awards (except amounts previously frozen as at 30 September 2004, which will remain at that level)

Review of safeguarding

· Any safeguarded amount will be increased by the amount of any subsequent pay award.  If progression increments fall due while a salary is safeguarded, they will be payable, if confirmed in the normal way, in addition to the previous safeguarded amount.   

· Where contribution scale is applied to an existing member of staff, it will be on the basis of the Pay & Rewards grade, and will not relate to safeguarded increments at a higher level

· Notwithstanding this, on transfer to contribution scale, an existing member of staff who is safeguarded will move to the next highest point within the contribution scale which would exceed previous basic pay

· In the event that basic pay under Pay & Rewards terms and conditions, plus any allowances and additions due under Pay & Rewards terms and conditions, would exceed the total earnings level at 1 October 2004, salary safeguarding will end, and the member of staff will move to the higher salary point.

Miscellaneous

Staff approaching Retirement Age

· Staff who will have their 65th birthday between 1 October 2004 and 30 September 2006 and who are eligible for salary safeguarding will automatically have their pension entitlements calculated based on their earnings including safeguarding.

· Since any higher previous total earnings level prior to Pay & Rewards will be protected in full, further pension protection should not be necessary.   However, in the unlikely event that it should become necessary, staff can be issued with a pension scheme Certificate of Protection valid for up to 10 years.  

Pension contribution rate for staff previously employed in former manual worker grade posts

· Staff employed in former Manual Worker Grade posts since before 1 April 1998 will continue to have their pension contribution rate of 5% protected

· Staff employed in former Manual Worker Grade posts who have started since 1 April 1998 will continue pay a pension contribution rate of 6% as at present 

Appendix 3

Review of Decisions Made under Pay & Rewards Strategy

Introduction & Guiding Principles 

The operation of Pay & Rewards Strategy terms and conditions is intended, wherever possible, to relate to factual matters.   Some other provisions, by their nature, are at the discretion of management.

The circumstances in which an external review could be appropriate are therefore very limited and as set out below.

Review of Decisions Made in Routine Operation of Pay & Rewards Strategy Subsequent to Implementation

Application

· These provisions apply to both new and existing staff 

Discretionary decisions and other areas where review will not be appropriate

· Eligibility and level of special awards

· Eligibility for and review of contribution scale

· Eligibility for other additional payments and benefits including market factor pay

Circumstances where review can be requested

· Postponement of progression increments

· Failure of manager to respond to requests/meet timescales regarding postponement of progression increments and review of postponed progression increments 

· Failure of manager to reconsider postponement when requested

Review mechanism

· If a member of staff believes a progression increment has been unreasonably withheld, and/or that specified procedures/timescales have not been adhered to, then they may request, by writing to the head of human resources, a review

· They must specify why they believe grounds for postponement are unjustified, and/or which aspects of the procedure they believe have not been followed

· A review panel (see below) will review the matter

· The member of staff and their representative must attend the review, and present their case in person (but this will not dispense with the requirement for a detailed written submission)

· The manager must normally be present and will be invited to comment on the submission by the member of staff

· The possible outcomes are to confirm or amend the decision of the manager, or to require that procedures are immediately followed

· If it is found a progression increment has been unreasonably withheld, or review of postponement has been delayed, then the panel may recommend an effective date for backdating

· If the review panel fails to reach agreement, the matter will be referred to the joint secretaries of staff side and management side for their further consideration within the terms of reference above

· There is no further appeal of decisions not related to job evaluation

· The scope of the review panel is limited to the circumstances described above and other factors cannot be taken into account

Job evaluation

· Where the member of staff believes they can specify permanent and material changes to their job since grade setting/last evaluation, but the manager has declined to initiate a re-evaluation, the member of staff can request the senior manager to reconsider the matter.   Their decision will be final.

· Where a job re-evaluation has taken place and the member of staff believes it to be incorrect, and specifies, in a written submission to the head of human resources, the detailed aspects of the evaluation with which they are dissatisfied, then a review panel will consider the matter using the same procedure as explained below 

· A review is not possible where an increase in grade has already been recommended.

Review of Decisions Made in Implementation of Pay & Rewards Strategy

Application

· These provisions apply only to existing staff

Discretionary decisions and other areas where review will not be appropriate

· Setting of starting point on transfer

· Eligibility for/level of salary safeguarding

· Changes to terms and conditions not safeguarded

· Ending/replacement of allowances and additions made under previous terms and conditions

· Changes to market factor pay

· Changes to overtime arrangements

Areas where review can be requested

· Grade setting outcome (in specified circumstances)

Review mechanism

· When notified of their new grade, a member of staff will be able to request further details of the assimilation

· They may then request, in writing to the head of human resources, a review of the decision, but they must specify in detail, in a written submission, the aspects of the decision they believe to be incorrect, and justify this

· A review panel (see below) will review the evaluation outcome

· The member of staff and their representative may attend the review meeting, and, in addition, if they wish, present their case in person (but this will not dispense with the requirement for a detailed written submission)

· No review will be possible in the case of benchmarked posts which have been externally evaluated 

· No review will be possible if the maximum point of the new grade equals or exceeds the maximum point of the previous substantive grade

· The possible outcomes are either confirmation of the original decision, or substitution of a new grade, which may be lower or higher than the original outcome

· The role of the review panel is to confirm or modify the grade setting outcome only and extraneous factors or personal circumstances specific to the member of staff cannot be taken into account

· If the review panel fails to reach agreement, the matter will be referred to the joint secretaries of staff side and management side for their further consideration within the terms of reference above

· Where there is still failure to agree (on grade setting matters only), either party may approach the joint secretaries of the GLPC.

· During the appeals process, the notified grading outcome will be applied on a provisional basis.

Review Panel

· The review panel which will hear reviews of both types will comprise 

· One trade union representative, and 

· One management side representative (wherever possible, from the directorate concerned, but not the manager or senior manager of the member of staff), who will be advised a member of staff from human resources 

· Members of any review panel considering grade setting matters must have had training in the GLPC job evaluation scheme which will be arranged

Appendix 4

Criteria for Payment of Overtime

	
	Plain time at full hourly rate
	Time and a half at full hourly rate


	Double time at full hourly rate
	Time off in lieu

(see note)
	Notes

	Additional work done on Bank Holidays



	Work done at any time on a Bank Holiday, for any reason, except where this is a normal working day 
	No
	No
	Yes


	Option
	Employees contracted to work on Bank Holidays already have an enhancement built into their basic hourly rate for this.



	Work done on a Bank Holiday, for any reason, where this is a normal working day, but outside normal working hours for that day


	Yes
	No
	No
	Option
	Employees contracted to work on Bank Holidays already have an enhancement built into their basic hourly rate for this.

For shift workers, work on rest days will attract enhancements



	Additional work done on Sundays



	Work done at any time on a Sunday, for any reason, except where this is a normal working day


	No
	No
	Yes


	Option
	Employees contracted to work at weekends already have an enhancement built into their basic hourly rate for this



	Work done on a Sunday, for any reason, where this is a normal working day, but outside normal working hours for that day


	Yes


	No
	No
	Option
	Employees contracted to work at weekends already have an enhancement built into their basic hourly rate for this.

For shift workers, work on rest days will attract enhancements



	Additional work done on Saturdays



	Work done at any time on a Saturday, for any reason, except where this is a normal working day


	No
	Yes


	No
	Option
	Employees contracted to work at weekends already have an enhancement built into their basic hourly rate for this



	Work done on a Saturday, for any reason, where this is a normal working day, but outside normal working hours for that day


	Yes


	No
	No
	Option
	Employees contracted to work at weekends already have an enhancement built into their basic hourly rate for this

For shift workers, work on rest days will attract enhancements



	Additional work done on any rest day for staff on a five day shift rota



	Work done on any rest day, for any reason, for staff on a five day rota


	No
	Option
	Option
	Option
	

	Additional work done on weekdays



	Work done on a weekday, undertaken early in the morning or late in the evening, that is not integral to the normal duties of the postholder,  where it would be difficult to secure volunteers to work these hours. E.g. for opening up buildings


	Yes
	Yes
	No
	Option
	In these circumstances, it must be demonstrated that it would not be possible to secure staff to work these hours if plain/enhanced rates were not offered.

	Work involving an unplanned recall from home to duty, for any reason, on Monday to Friday, outside normal working hours.


	No
	Yes
	No
	Option
	Will not apply to any planned attendance at work, for instance, for an evening meeting.

Will not apply where the overtime period is contiguous with the normal working period –a return from home to work must be involved.

Any separate standby/callout arrangements have precedence



	Planned work undertaken outside  normal working hours on a normal working day which is integral to the normal duties of the postholder (for instance, evening meetings) 
	No
	Option
	No
	Yes
	Time off in lieu to be given in full recompense, or, preferably, annualised hours should apply

Consideration may also be given to awarding additional increments.  Enhanced rates can be paid where there is a seasonal peak in hours that cannot be covered by TOIL eg end of financial year.



	Planned additional work done outside normal working hours on any normal working day which is not integral to the normal duties of the postholder (for instance, an unanticipated or unscheduled task, or changed deadline, cover for staff shortages etc)


	No
	Yes


	No
	Option
	This would be strictly in response to a ‘one-off’ situation only but might be short or medium term, but never long-term.   It would have to be agreed by the manager before the work began and they would have to justify by a business case, that payment of overtime at an enhanced rate presented the most effective way of achieving the outcome.   An individual staff member could not be paid overtime for more than three consecutive months for this reason without review by the head of service



	Note – Time off in lieu

A member of staff always retains the option, in any situation described above, to take time off in lieu in preference to payment.



	Note – Normal office hours

Normal office hours means 08.00 to 18.00 Monday to Friday and applies to any staff whose normal working day falls within this period
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