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1
INTRODUCTION

Heathfield Primary School is committed to the provision of high quality public services.  To enable us to respond flexibly to changing circumstances it is recognised that from time to time it may be necessary for employees to undertake additional, higher level duties for a temporary period.  This policy provides the protocols to be followed to initiate honoraria and acting up payments to remunerate additional temporary responsibilities.


The principal objectives in making honoraria payments are to:

a) Support specific service development and delivery by helping to facilitate the flexible deployment of employees in response to changing organisational circumstances;

b) Recognise and reward employees who make an additional contribution and/or perform to a standard beyond the normal expectations of their post.


Honoraria and acting up payments cover temporary issues and are not a long term solution to the realignment of duties within a team.  

2.
DEFINITION
The Head Teacher have the option to apply the following temporary additional payments to employees who are asked to undertake additional work outside the scope of their substantive post:

· Acting up payments

· Short term honoraria payments

· Medium term honoraria payments

2.1
Acting Up Payments


Acting up payments are made when an individual is required to cover a higher graded post for a temporary period, for example to cover absence, maternity leave or a vacancy.  The value of the payment is determined through evaluation of the higher post which the individual covering.

Acting up payments for staff paid at scp 28 or below, where it is usually essential for a higher level role to be covered with immediate effect, are made from the first day that the higher level duties are covered.  Payment is made at the next planned pay date.  

The Head Teacher will determine, in consultation with HR, whether acting up payments are appropriate for those at senior levels in the school, where undertaking duties at a higher level may legitimately be regarded as part of professional development.  

Acting up payments for staff paid at scp 29 or above are not normally made for the first 4 weeks although the Head Teacher has the discretion to make the payment sooner, subject to the exigencies of the service.  Once the qualifying period of four weeks has been satisfied, the higher salary will be paid with effect from the first day on which the higher duties were effective.  
Acting up payments may be made monthly or in arrears and should not normally be paid beyond a 12 month period.  If the duties and responsibilities of a higher graded post are shared between more than one employee or only part of the duties of the higher graded post is undertaken, the payment made will reflect the appropriate proportion and relative importance of the duties undertaken.  In such circumstances the additional payments should not normally exceed the total amount payable if one employee undertook the full duties.

2.2
Short term Honoraria Payments


Short term honoraria payments are made when an individual is asked to undertake temporary additional duties or responsibilities for a maximum of a 3 month period.
The value of any short term honoraria payments must be proportionate to the circumstances and consistent with the Council’s pay and grading framework.  Payments should not normally be greater than 10% of salary.

Short term honoraria payments may be paid monthly or in arrears but must be separate from substantive salary and not be incorporated into the base grade. The payment will be subject to tax and national insurance and is pensionable.

2.3
Medium Term Honoraria Payments

If an individual is required to take on additional temporary responsibility for longer than 3 months, a temporary job description and person specification should be produced and referred to the corporate Pay and Reward Lead for evaluation, to determine the value of any additional payment.


Medium term honoraria payments may be made monthly or in arrears and should not normally be paid beyond a 12 month period.  Should additional responsibilities continue beyond a 12 month period, the HR and line manager should work together to consider whether the duties should be incorporated within the substantive role. 

3.
PROCESS AND CRITERIA FOR PAYMENT OF AN HONORARIUM PAYMENT
The school operates a clear process and stringent criteria for the determination of honorarium payments.  The process can be summarised as:


Stage One  
Objective justification for Honorarium Payment 


Stage Two
Determination of an appropriate value for the payment via Corporate HR validation. 


Stage Three  
Approval for the Honorarium payment. 


Stage Four  
Monthly review of the ongoing requirement for a payment (all honorarium payments will expire after 3 months, acting up payments after a period of 12 months).


Each stage is described in more detail below.

3.1
Stage One - Objective justification of an acting up / honorarium payment

To comply with equal opportunities guidance the requirement for an additional payment must be objectively justified with appropriate evidence.  Head Teachers should, in consultation with their Schools HR advisor, complete the honoraria/acting up request form provided at Appendix 2 with details of, for example:

· a vacancy or reason for which a higher graded post needs to be covered. (Acting Up)

· an addendum to the substantive job description which details additional duties and responsibilities which are assigned to the post for a temporary period
· a specific project or enhanced set of responsibilities which are assigned to the post holder for a finite period.


Head Teachers must ensure that budgetary provision has been made to cover the cost of the payment.


Head Teachers must also have evidence available to support the decision about which individual has been allocated additional responsibility and the associated payment, with reference to their skills set and experience.  If there is more than one person with the skills and expertise to undertake the additional responsibilities an appropriate selection process should be applied.

3.2
Stage Two – Determining the Value of the Honorarium payment

To comply with our obligations under equal pay legislation, the value of any additional payments should be determined with reference to the relevant analytical job evaluation scheme as far as possible.  In the first instance, therefore, Head Teachers should pass the completed request form for an honoraria / acting up payment to the Corporate Pay and Reward lead for evaluation.  


If it is not possible to quantify the value of the additional responsibility through job evaluation the Corporate Pay and Reward Lead will advise on the appropriate value of any additional payment, in consultation with Schools HR and with reference to relativities of payment for other similar posts and types of work.  Honoraria payments should not normally exceed 10% of current substantive salary. 

3.3
Stage Three – Approval of a request to pay an Honorarium payment

Once a request for an additional payment has been appropriately justified and the value determined, authorisation to make the payment must be given by the Chair of Governors and confirmed on the form provided at Appendix 2.


Once approved, the request will be referred to payroll who will administer the appropriate correspondence and administer the payment.  A copy of the standard letter that will be issued is provided in the Appendix 1.  

3.4
Stage Four – Monthly review


All additional payments will be reviewed monthly by the Corporate Pay and Reward lead, using data held on Oracle, to validate the ongoing requirement for the temporary payment or determine whether to withdraw or reduce the amount paid.


3.4.1
Withdrawal of the payment

All temporary payments will cease at the agreed date.  Should circumstances change before the previously agreed end date the payment may be withdrawn earlier.  In these circumstances the value of the honorarium will not be protected.

Appendix 1

Standard letter confirming approval of an honorarium payment

	Date:
	
	

	Your Ref:
	
	

	Our Ref:
	
	

	
	
	

	

	STRICTLY PRIVATE & CONFIDENTIAL

	Name of Recipient (Title, 1st Initial, Surname)

Address Line 1

Address Line 2

Address Line 3

Town or City

Postcode

	

	

	

	

	

	

	
	

	Dear <<First Name>>
	

	Honorarium Payment: <<Job Title>>
	


I am pleased to confirm we have received and processed details of the above payment, effective from <<date>>.

The payment is for undertaking extra duties/responsibilities during this period, as agreed with your Head Teacher> or << Specified reason>> 

You will be paid << a one-off payment of / the enhanced rate of scp >> until being reviewed on << date>>.  Your additional payment will be paid on the next available pay date.

You should understand that this payment is completely separate from your basic rate of pay and that this will be subject to monthly review to determine if it is to continue.  This payment may be removed or adjusted if circumstances change and will not be subject to protection.  More information can be found within the Honorarium Policy 2009. All other terms and conditions of your employment remain the same.

I would like to take this opportunity to thank you for your support to the school during this period.
Should you have any queries, please do not hesitate to contact me.

Yours sincerely

	<<First Name Surname>>

	Payroll Administrator

	Direct Line:
	

	E-mail:
	


Appendix 2
Standard pro forma to obtain approval of honorarium payment
To be completed by HR and Head Teacher concerned.  Temporary JD/PS or summary to be attached.
	Honorarium request form

	School
	

	Head Teacher
	

	Senior HR Advisor
	

	Job holders affected
	Name  
	Assignment number
	Job Title


	
	
	
	

	
	
	
	

	Reasons for Honorarium 
	Acting Up 
	Additional Duties
	Special Projects

	Details:

(Please attach relevant documentation e.g. relevant job description/person specification)



	Start Date
	
	End Date
	

	Grade of substantive post
	
	JE Score
	

	Grade of temporary post
	
	JE Score
	

	PAGT validation
	Name
	

	
	Date
	

	Proposed Value of Payment
	(
	To be evaluated

	
	(
	Flat payment up to 10% (N.B. – 3 month period only)

	Details as to payment value determination (if not by JE score and capped at 10% of base salary)
	

	Approved 
	Head Teacher
	HR
	Chair of Governors

	Signed
	
	
	

	Name
	
	
	

	Date
	
	
	

	Additional Comments

	



