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SALARY ON APPOINTMENT POLICY GUIDELINES

Introduction

Staff joining the NHS should under most circumstances commence on the bottom of the pay band, and work their way up according to the Knowledge, Skills framework for career progression.

The awarding of incremental credit without good reason is contrary to the

principles of fair pay, both within national equal pay legislation and within the

Agenda For Change agreement (AfC).

1) 
Staff moving from a banded post within the Trust or from elsewhere

in the NHS, into another banded post.

1.1 
Staff transferring from one post to another on the same pay band within the NHS will enter the band at the same incremental point that they were previously on and retain their incremental date providing there is no break in service. Where a break in service has occurred that is less than 12 months, the incremental date shall be deferred by the length of the break. Initially staff will be paid on the minimum of the band until confirmation of previous salary has been received. However, as it can take some time to confirm past employment the new employee may provide an original copy of their last pay slip from their previous NHS employer to confirm their previous pay scale and point. 
1.2 
Under Agenda for change, Staff are not entitled to any additional payment where the job title may change but the pay band does not (hierarchical promotion) i.e. promotion within a band. This is because both jobs have been evaluated on the same pay band and the different responsibilities of the jobs are rewarded equally under the job evaluation scheme.

1.3 
Staff appointed to a post in a lower pay band will enter the band at the point they would have reached if all their NHS service in equivalent or higher pay bands had been worked in the lower band. Typically, each year of this level of NHS service will equate to moving up one pay point from the minimum of the band. The previous incremental date will also be retained providing there is no break in service. Where a break in service has occurred that is less than 12 months, the incremental date will be deferred by the length of the break.

1.4 
Staff promoted to a higher band within the NHS will enter the new pay band at the minimum of the band or the first incremental point of the new pay band that gives them an increase in salary. Initially staff will be paid on the minimum of the band until confirmation of previous salary has been received as in paragraph 1.1.

a) If the individual promoted moves into a unit or work area, where existing staff in the same post are on the last transitional point, then the last transitional point must be used, if this provides that individual with an increase in salary. N.B.
b) Where promotion into a higher pay band results in only one extra pay point the increment date remains the same. Where promotion results in more than one extra pay point being awarded, the increment date becomes the date the promotion began.

1.5 External Staff who have protection of earnings and secure a post within the Trust on a higher band will lose their right to pay protected. Existing staff on pay protection that are promoted into a higher band will continue to receive protection where the pay on the new band remains less than their protected salary. Protection will continue until the AfC salary catches up, exceeds it or till 31st March 2011, whichever is the earliest.
1.6 For information on Recruitment & Retention premia, please see section 4.

2) 
Staff returning to the NHS

2.1 
Staff having had a break of more than one year from the NHS will normally enter the pay band at the minimum. However, managers may use their discretion to consider counting previous completed years of NHS service in an equivalent or higher band in full or in part. In doing so, managers will need to consider to what extent the previous service will be of relevance to their new post and to ensure that staff are not placed on a point on the band higher than that they would have reached, had they been in post when Agenda for Change was implemented. Prior to granting incremental credit under these circumstances managers must obtain the agreement of the Head of Human Resources. The date of appointment will become the new incremental date.

2.2
 The following breaks in NHS service are excluded for the purposes of

section 2
· Unpaid maternity pay.
· Leave taken under the Trust’s Employee friendly arrangements policy ‘career break’ section.
· Leave taken under section 26 (Employment Break Scheme) AfC terms and Conditions handbook
2.3 An employee’s continuous service with any NHS employer counts as reckonable service in respect of NHS agreements on redundancy, maternity, sick pay and annual leave.

2.4 On returning to NHS employment, a previous period or periods of NHS service will be counted towards the employee’s entitlement to annual leave.

2.5 On returning to NHS employment, a previous period or periods of NHS service will be counted towards the employee’s entitlement to sick leave where there has been a break or breaks in service of 12 months or less. 

2.6 Maternity leave, whether paid or unpaid, shall count as service for annual increments, so long as the employee has 12 months of continuous service with one or more NHS employers – a break in service of 3 months or less will be disregarded (though not count as service)

2.7 For the purposes of redundancy, ‘reckonable service’, which is calculated on the basis of the service up to the date of termination of the contract, means continuous full time or part time employment with the present or any previous NHS employer since age 18, subject to certain criteria.

2.8 During a career / employment break, staff will not progress up the pay band for the period identified as the break. On return from this type of break, staff will be placed on the same pay point and band they were on before the break. Their next increment will be paid after they have completed a total of 12 months work since the last increment (i.e. excluding the break)

3) 
New Staff without previous NHS Employment
3.1 
Staff will normally be appointed to the minimum of the pay band. 

3.2 
A new member of staff may wish to have taken into account any period or periods of employment with employers outside the NHS deemed to be relevant to the NHS and the post e.g. GP practices, Nursing homes, Civil Service, Social Services, Local government, industry, Voluntary and independent sector. In determining their starting salary, such experience may be taken into account fully or partially, based upon years of experience, which can be added to the minimum of the band (including transitional where currently in use). Typically, each year of relevant experience should warrant moving up an increment on the pay band. This should be done in such a way that they cannot be put in a better position than staff that have gained similar experience within the NHS. If a manager advises that this is an issue, then the pay band point of the existing NHS member of staff shall be the maximum point on which the new member of staff, without NHS experience, can start.

3.3 
Any exceptions to the above will be made only after careful consideration of the whole package of benefits below. Previous salary will always be subject to formal verification.
· The generous annual leave and sick leave entitlements available to staff under Agenda for Change that are not normally as generous outside the NHS
· The Occupational Pension Scheme that is available to all NHS workers and into which the NHS pays 11% of the employee’s salary. The benefits of this scheme are considerably greater than those generally available in private industry.
· Any additional allowances attached to the post e.g. working outside Normal Hours; on call; existing Recruitment and Retention etc. It must be remembered that out with the Health Service salary is often quoted as inclusive of these allowances.

3.4 
Where a member of staff ‘returns’ to the NHS having had a post out with the NHS, then section 2.1 and Section 3.2 apply.

3.5 
Managers must consider what effect paying a new employee above the minimum will have on other staff within the department or wider organisation, who have had to work through the incremental scale to get to that point.

3.6 
Any application for a salary higher than the minimum point on the band must be submitted in writing to the Manager, detailing why the application should be considered. A salary higher than the minimum must not be offered until the manager has the appropriate documentary evidence. This includes any evidence of a higher salary or evidence that is required for section 2.1 and section 3.2 being applied. A copy of this evidence must be forwarded to the Human Resources team with the Appointment form.

Any application to support an employee starting above the minimum point on the pay band must be submitted before the employee commences employment within the Trust. Applications received after this point will not be considered.

4) 
Recruitment and Retention

4.1 
In interests of equity, incremental credit will not be given for reasons other than years of experience. For instance it will not be given due to market forces. If there are difficulties in recruiting staff, a Recruitment and retention premium may be applied for. The Directorate HR team should be contacted in the first instance. Management will be required to submit a case of need, which requires formal submission to the Director of HR. The case of need may be required to be discussed with our colleagues in the Health Community and Strategic Health Authority. This is to ensure that a consistent approach is carried out as laid down in the AfC National agreement.

Upon promotion to another role, section 6.33 of the AfC Terms & Conditions Handbook applies. If the minimum of the new pay band does not deliver an increase in salary, then the first pay point which would deliver an increase in pay will be used (by reference to the total value of the salary plus R&R premia in their previous role within the Trust). 

5) 
Acting Up / temporary move to higher band

5.1 
Under Agenda for Change no payment can be given for staff acting up or temporarily moving to another post, if their existing post is in the same band as the one into which they are acting up or temporally moving into.

5.2 
Individuals may act up / move into a higher pay band where it is necessary to fill a post on a temporary basis when a vacancy is unfilled, but being advertised, or the post is being held open for someone who is due to return, e.g. from longterm sick leave, maternity leave, career break or from extended training.

5.3 
Payment for the period of acting shall be as detailed in paragraph 1.4

5.4 
Temporary movement into a new pay band should not normally last more than six months or less than one month except in instances of maternity leave, long-term sick leave or career break where a longer period may be known at the outset. In circumstances where the individual is not required to carry out the full responsibilities of the post, pay will be determined by job evaluation.

5.5 Where a member of staff is acting up in to a post in a higher pay band for 6 months or more and is subsequently appointed to the post then, for the purposes of 1.4 above, the date of promotion will be deemed to be the date that the acting up period started.

