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1 INTRODUCTION

1.1 This policy sets out the conditions and guidelines under which staff may become eligible to receive acting allowances or honorarium payments and has been revised in line with recommendations from the Audit Commission.

1.2 If you have any questions or wish to seek clarification about this procedure or its application, you should contact HR Operations.

2
ACTING ALLOWANCES

2.1 Should a vacancy arise and management consider it would not be advantageous to fill the post on a permanent basis e.g. due to impending restructuring within the department, or where a post is temporarily vacant (e.g. maternity cover), then an existing employee can ’act up’ to the higher graded post. The following conditions must be fully satisfied before an acting allowance can be paid:

· The employee is not paid on the Chief Officer pay scale.



· There is a funded post temporarily vacant within the structure with a current job description for an employee to “act up” into.

· The period for which the acting allowance will be paid is at least four weeks in duration. 

· The acting up allowance is not being paid for purposes of covering annual leave.

If all the above criteria are met then consideration should be given to payment of an honorarium instead.

2.2 Managers should consider advertising the vacancy internally if there is more than one employee who could ‘act up’ and to ensure all relevant members of staff are made aware of the vacancy. A manager can ask an employee to undertake acting duties without advertising when there is only one person of sufficient seniority within the department who would possess the relevant knowledge, skills and experience to undertake the higher graded duties. If only one member of staff expresses an interest and the manager is satisfied they are capable of fulfilling the higher graded post, then they will be automatically offered the acting allowance.

2.3 Should more than one employee wish to be considered for the post, or a manager has concerns about an employee’s ability to satisfactorily carry out the higher graded duties, an interview should take place. In exceptional circumstances, acting allowances can be split.  You should contact HR Operations for further information. 

2.4 The rationale for payments must be clearly documented on the pro forma ~ Acting Allowances with a clear and full explanation as to how the payment has been calculated. The pro forma must be submitted to the Assistant Director (Corporate Resources) ~ Human Resources or their representative and the appropriate Director or Assistant Director for authorisation. This must be retained on the personal file for audit purposes. HR will confirm full details of the payment in writing.

2.5 The acting allowance will normally be paid at the minimum spinal column point of the grade range of the higher graded post. In all cases the acting allowance must be at least one spinal column point higher than the employee's substantive salary.

2.6 All acting allowances should have an end date.  Where there is not a specific end date, they cannot remain open ended. Entitlements must be reviewed every 3 months by the appropriate manager and be reauthorised to ensure that the original reason for the allowance is still valid. HR unit will advise whether the allowance should be adjusted due to the payment of any increments. These details will be confirmed in a letter from HR.

2.7 However long the acting arrangements are in place for, there is no automatic right for the employee to be offered the post on a permanent basis. 

2.8 All acting allowances are subject to income tax, National Insurance and pension deductions. 

2.9 Acting allowances will be monitored by HR to ensure that when an individual's entitlement ceases, the acting allowance is stopped at the same time. 

2.10 If a Benefits Package is attached to the substantive post (e.g. Market Factor Salary Supplement) you should seek advice from HR Operations before you determine the salary details of the acting job.

2.11 When an employee ends the period of acting up, they will normally return to their substantive post. If their substantive post ceases to exist, e.g. because of a reorganisation, they will be placed into a comparable post.

3.
HONORARIUM PAYMENTS

3.1 Honorarium payments can be made to reward:

i. a one-off piece of work outside the normal scope of an employee’s duties

ii. an on-going piece of work or additional responsibility, which falls short of taking on the full duties of a higher graded job

iii. undertaking some of the duties and responsibilities of a higher graded post, which is temporarily vacant


iv. temporarily carrying out some, but not all, of the duties normally carried out by an officer on a higher grade


v. carrying out additional duties and responsibilities outside the scope of their normal job for an extended period

vi. temporarily taking on additional duties pending a formal reallocation of work or a re-organisation.


3.2 All payments are subject to income tax, NI and pension deductions.


3.3 When deciding what level of payment should be made in cases where additional responsibilities have been undertaken, the manager will need to make an assessment of what percentage of duties of the higher level of post are being undertaken and recommend an appropriate payment 
.

3.3.1 This may be the difference between the substantive grade of the postholder and the grade of the post for which they are undertaking the additional duties and how much they are undertaking. For example, if an individual is undertaking half of the duties of a post two grades above their substantive grade, you would calculate the value of this difference and pay them 50% of the difference. 

3.3.2 It may also be a set amount that the manager feels is reasonable after considering the duties, which the individual is undertaking. HR can advise on the actual amount to be paid.

3.3.3 Honorariums can be either paid monthly or in a one off lump sum.  

3.4 The rationale for payments should be clearly documented on the pro forma ~ Honorarium Payment with a clear and full explanation as to how the payment has been calculated. The pro forma must be submitted to the Assistant Director (Corporate Resources) ~ Human Resources or their representative and the appropriate Director or Assistant Director for authorisation. This must be retained on the personal file for audit purposes. HR will write to confirm full details of the payment.

3.5 All honoraria payments should have an end date. Where no end date is specified at the outset, the appropriate manager to establish that the original reason for the honorarium payment is still valid should review the payment every three months. 

Honoraria payments will be monitored by HR to ensure that when an employee’s entitlement ceases, the payment is stopped at the same time.  
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