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	1. 
	PART ONE – Introduction 


	
	1.1
	Purpose
A new pay progression system will come in to effect from 1st April 2019 for new starters and those promoted to a new role on or after 1st April 2019. Promotion means moving to a higher banded role. For existing staff in post up to 31st March 2019 the current CCG pay progression procedures will continue to apply until 31st March 2021 after which time they will also be subject to the new provisions.

Nationally agreed changes to NHS Terms and Conditions were agreed by the NHS Staff Council in 2018 clarifying new arrangements for employees progressing through pay bands (incremental / pay step / pay progression). This procedure applies to all Barnsley Clinical Commissioning Group’s (BCCG) employees employed under NHS Terms and Conditions of service and describes the approach to be followed concerning pay progression. 

Pay progression should not be seen as an automatic right by employees but rather is something to be earned and is a reward that is dependent on satisfactory performance, conduct and demonstration of meeting all statutory and mandatory training requirements relevant to their role. 

Barnsley CCG has a duty to provide high quality services to our stakeholders and partners, and strives to be a high performing organisation that continuously improves quality, safety and the patient experience.  It is a key part of Barnsley CCG strategy to achieve its goals through maximising the contribution of each employee. 

In support of this aim, and in accordance with NHS Terms and Conditions, this policy sets out the basis upon which an individual’s performance drives pay progression.  It is expected that employees who can demonstrate the required level of performance and conduct, who have met their objectives and are compliant as regards their statutory and mandatory training will progress annually through the increment / pay steps in their salary band. 

For existing employees in pay bands 8C, 8D and 9, pay progression into the last two points in the pay band are earned on an annual basis. There is also the scope within the nationally agreed changes to remove earned increment / pay steps in the last two points of the pay band. The reasons for any removal would be made clear. From 1st April 2019 for new and promoted staff in Pay Bands 8c, 8d and 9 up to 10 per cent of basic salary will become re-earnable subject to performance.


	
	1.2
	Scope

This policy applies to all employees on NHS Terms and Conditions of Employment (including those on permanent and temporary contracts).  Secondees from NHS organisations will be subject to the policy of their employing organisation.  

Barnsley CCG will establish a fair and consistent approach to applying the Pay Progression Policy and will give due consideration to employee’s bespoke circumstances when considering a request for pay progression.
 
Line Manager - For the purpose of the policy Managers are defined as the senior person responsible for the employee’s management



	
	1.3
	Equality Statement
In applying this policy, the organisation will have due regard for the need to eliminate unlawful discrimination, promote equality of opportunity, and provide for good relations between people of diverse groups, in particular on the grounds of the following characteristics protected by the Equality Act (2010); age, disability, gender, gender reassignment, marriage and civil partnership, pregnancy and maternity, race, religion or belief, and sexual orientation, in addition to offending background, trade union membership, or any other personal characteristic. A single Equality Impact Assessment is used for all policies and procedures.


	
	1.4
	Implementation

Barnsley CCG will continue to work in partnership with staff side and Trade Unions to develop a consistent approach to the assessment of employees in respect to incremental / pay step progression.



	2.
	Roles and Responsibilities



	
	2.1
	Employees

· To initiate the process by completing and submitting the Pay Progression Proforma to their line manager in line with the specified timescale. 

· To actively participate in the annual appraisal process and jointly agree and work towards their objectives. 

· To make their line manager aware of any organisational constraints that are preventing them from achieving their objectives. 
· To demonstrate that they have reached a satisfactory level of performance and achievement of objectives in line with the Appraisal Policy and process within the previous 12 months.

· Ensure that all statutory and mandatory training relevant to the individual’s post is up to date and recorded as compliant. 
· To make their line manager aware of any organisational constraints that are preventing them from being compliant in statutory and mandatory training. 
· To have a good level of conduct in the 12 months prior to their incremental / pay step date.


	
	2.2
	Line Manager

· To ensure that they have discussed with the employee their incremental / pay step date and have scheduled the appraisal to meet the timescale required.

· To undertake annual appraisals for all members of their team, prioritising appraisals in line with incremental / pay step dates.

· To contact Payroll via email at the beginning of the month prior to the incremental / pay step date to approve pay progression on the receipt of a completed proforma evidencing compliance with the criteria in Section 2.1.

· To discuss pay progression with the employee prior to any deferment of pay and the rationale for deferment.
· To conduct an objective review of the individual’s work based on feedback, examples and previous informal discussions.

· To ascertain that performance that falls below the accepted levels is managed effectively in line with the Performance Management Policy and that appropriate support is provided to address the concerns.

· To ascertain the employee is encouraged and given the opportunity to undertake statutory and mandatory training.

· To demonstrate they have encouraged and supported the employee to achieve the criteria for pay progression.
· To make the employee aware of the right of review.


	
	2.3
	Human Resources

· To advise line Managers and Employees on the application of this Policy.


	
	
	· To make managers aware of their team’s statutory and mandatory training compliance.


	
	2.4
	Trade Union/Staff Representatives

· To offer support and advice to employees as required.



	
	2.5
	Role of Payroll

· To ascertain that pay progression requests are processed in the specified timescale to initiate pay progression.


	3.
	PART TWO - Procedure for Requesting Pay Progression



	
	3.1
	Making a request for pay progression 

Pay progression is the joint responsibility of the employee and the line manager. The employee’s incremental / pay step date should be discussed during 1:1 meetings, so that both the employee and the line manager agree when they need to schedule the appraisal / review.

The employee needs to initiate the process two months prior to the month that their incremental / pay step date is due and to submit a completed proforma to their line manager requesting pay progression (Appendix 1). This timescale is to ensure that the line manager has the opportunity to review the employee against the criteria below and that Payroll can action the pay progression. For example, for an incremental / pay step date of 16th December 2019 the employee would submit their request to their line manager on the 1st October 2019. Any late submissions without good reason would not be accepted.

It is the employee’s responsibility to make a request for pay progression in the specified timescale. The employee will receive an ESR system generated notification of their pending incremental / pay step date which can also be found on the employee’s pay slip. 

Pay progression will be conditional upon:

· Individuals demonstrating that they have achieved the required level of performance.  This is measured by the following two factors:
· The achievement of agreed objectives through the Position Results Description (PRD) Appraisal system agreed by Barnsley CCG;

· Satisfactory rating against the values and behaviours of the organisation with no areas rating below the level of outlined in Barnsley CCG Appraisal documentation.
Both these factors are measured in accordance with Barnsley CCG’s Performance Development Review & Appraisal Guidance and process within the previous 12 months.  

· All statutory and mandatory training relevant to the employee’s role is up-to-date and recorded as compliant.

· No disciplinary warnings issued within the last rolling year.

· The employee is not on a formal stage of the CCG’s performance management process
· For line managers only – appraisals have been competed for line reports as required. 

If the employee has failed to meet the pay progression criteria as a consequence of organisational constraints, beyond their control, they must evidence this on the Pay Progression Proforma (Appendix 1). The line manager will consider this when making a decision about pay progression. 



	
	3.2
	Pay progression that falls within a prolonged period of agreed or recognised leave

For employees whose Incremental / pay step date falls within a period of long term sickness, maternity, paternity, adoption leave or during a secondment, the line manager would consider the 12 month period prior to the commencement of the current episode of leave to make a decision on pay progression.

In line with the Employment Break Policy, the incremental / pay step of any employees on an employment break would be frozen until they return to work. If the incremental / pay step date is imminent on their return then they will progress as normal to the next incremental / pay step point within their pay band to ensure they are not penalised. However, it is recommended that a review takes place to ensure that their statutory and mandatory training is up-to-date and recorded as compliant. 

If the incremental / pay step date is 3 months or more in advance of their return the normal process set out in Section 2.0 would apply. 



	
	3.3
	Employees on pay bands 8C, 8D and 9

The same process will apply for employees on pay bands 8C, 8D and 9 until they reach the last two pay points on their incremental /pay step scale.  For existing staff progression through the last two pay points will be annually earned in the same way. However failure to meet the accepted criteria set out in paragraph 2.1 may result in losing an earned increment / pay step. There is no protection of increment / pay steps at the last two points of the pay band. 
From 1st April 2019 for new and promoted staff in Pay Bands 8c, 8d and 9 up to 10 per cent of basic salary will become re-earnable subject to performance.


	
	3.4
	Employees on Very Senior Manager (VSM) contracts

The performance of employees on Very Senior Manager (VSM) contracts will be assessed in the same way as employees on NHS Terms and Conditions as outlined in this policy. However, cost of living pay awards for VSM employees will be subject to approval at Barnsley CCG’s Remuneration Committee.


	4.
	APPROVING THE REQUEST FOR PAY PROGRESSION

Pay progression will be conditional upon individuals demonstrating that they have achieved the requisite criteria in Section 3.1. The line manager will review the employee’s performance against the criteria for pay progression in conjunction with Section A of the Proforma (Appendix 1). 

The line manager will need to be assured that the employee has not been issued with a disciplinary warning in that rolling 12 month period at the time of the application date and is not being managed at a formal stage of Performance Management. If a disciplinary sanction is issued to an employee between their application for pay progression and their incremental / pay step date the line manager will decline the request and contact Payroll to stop the progression. 

If the employee has not actively participated in an appraisal, has failed to meet the agreed objectives or is not compliant with statutory and mandatory training applicable to their role, pay progression will not be approved. However, if the employee has failed to meet the criteria due to valid organisational constraints beyond their control pay progression will be approved. 

If the employee has met the criteria for pay progression their request will be approved. 

When approving a request the line manager must complete Section B of the Proforma to confirm that they have made the employee and Payroll aware of the pay progression. It is imperative that the line manager notifies Payroll via email at the beginning of the month prior to the date to ensure that the timescale is met to achieve the increase for the specified date. 

For example, for an incremental / pay step date of 16th December 2019, the line manager would notify Payroll on the 1st November 2019. 



	5.
	Declining the Request for Pay Progression



	
	5.1
	Deferment of pay progression

At the incremental / pay step date, any employee remaining non-compliant in any of the areas identified in section 3.1 or who fails to complete and submit the proforma in line with the associated timescales will not receive their pay progression. It is the employee’s responsibility to submit their proforma in a timely manner. 

Pay progression will subsequently be deferred until the next incremental / pay step pay progression date. If at this stage the employee’s request for pay progression is approved, it will be paid from this date, no retrospective payments would be due. 

The decision to defer pay progression must have been discussed with the employee prior to any deferment being instigated. The line manager will complete Section B of the proforma submitted by the employee to record that the incremental / pay step pay progression has been deferred. 

Any individual for whom a pay progression has been deferred must be offered the appropriate support in order that they have the fairest opportunity to meet the performance requirements in future.


	6.
	The Right of Review
Where an employee disagrees with the decision made to defer pay progression, the employee has the right to request a review of the decision. To do so, they must write to their line manager within 7 calendar days of the notification of the manager’s decision. They must set out the grounds on which they are requesting the review. The employee has the right to be accompanied at the meeting by a work colleague or trade union representative, provided they are not acting in a legal capacity. The review will be undertaken by a senior manager and a HR representative. The employee’s manager will also attend the appeal to explain why they believe the request cannot be agreed. 

It will be up to the review panel to decide, on the basis of the evidence provided by both the employee and the line manager, whether or not pay progression is approved. 

Where a review panel considers that pay progression has been inappropriately deferred, the pay progression will be reinstated from the incremental / pay step date and retrospective payments made from that date. 

The employee must be informed of the outcome of their review in writing within 7 calendar days of the date of the meeting. This is the final decision and the end of the formal procedure. 



	7.
	Policy Development and Equality

This policy has been developed in line with the policy development process of Barnsley CCG.


	8
	Consultation, Approval and Ratification



	
	8.1
	Consultation

During their development, and subsequent review, policies are discussed with the Head of HR, Staff Side representatives, CCG staff, and the Local Counter Fraud Specialist. Comments and suggestions are debated, agreed, and incorporated into the Policy.


	
	8.2
	Approval
Once discussions on all HR policies and guidance have been concluded and amendments made they are submitted to Barnsley CCG’s Governing Body for initial approval then Equality and Engagement Committee for subsequent revision except where any changes are fundamental in which case Governing Body would be the approving body. 


	
	8.3
	Review
All HR policies are reviewed every three years. Changes are approved by the Equality and Engagement Committee or (where significant) the Governing Body.


	9.
	Document Control



	
	9.1
	Publication
The policy will be published on the Barnsley CCG website. Details of the issue of the document will be communicated to all staff via email and through the Senior Managers and staff briefing mechanisms. 



	10.
	Dissemination and Implementation



	
	10.1
	Dissemination and Communication
The policy will be published on the Barnsley CCG website.


	
	10.1
	Implementation
Managers will have responsibility for the ensuring that their employees are aware of the new policy. The policy will be sent to all members of the HR team and to ensure all members of the team are fully aware of the new policy and its application. 



	
	10.3
	Training and Support
Any relevant training or advice in relation to the implementation of the policy will be specified and provided by the Head of HR and / or the HR Shared Service where appropriate.



	11.
	Associated documentation
· Performance Development Review guidance

· Disciplinary Policy
· Managing Poor Performance Policy
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Putting Barnsley People First
Appendix 1 

Pay Progression Proforma

​Section A – Employee Declaration

To be completed for all pay progression applications

Name:

Job Title:






Band:

Incremental / pay step Date:

Next Incremental / pay step Point:

	I can confirm that:
	Yes / No / comments

	All statutory and mandatory training is up-to-date & recorded as compliant
	

	Achieved satisfactory appraisal &
         

associated objectives 
	

	Live formal disciplinary warnings
	

	Formal stage of the capability process     
	

	For line managers only – appraisals have been competed for all my staff as required
	


	Please note any mitigation 




Signed

Dated

Please ensure that you submit this to your line manager two months prior to the month that your incremental / pay step date is due.

Section B - Line Manager Declaration

	Confirmation
	Yes / No / Comments

	The employee has met the pay progression criteria and should progress to the next incremental / pay step point.

	

	The employee has failed to meet the required criteria for Pay Progression but that there are organisational constraints beyond their control that have prevented the achievement of this and will therefore progress to the next incremental / pay step point.

	Please detail reasons for non-compliance



	The employee is on maternity / adoption leave, on a     secondment or on long term sickness absence* and they have been assessed on their performance over the 12 months prior to their current period of leave and will progress to the next incremental / pay step point.


	Please delete not applicable statements

	The employee has failed to meet the criteria for pay progression and that there are no valid organisational constraints that have prevented this therefore pay progression is declined.


	

	Pay Bands 8c, 8d and 9 on last two points of the pay band ONLY

The request for pay progression has been declined and the employee will reduce to the previous pay point / will not re-earn up to 10 per cent of basic salary. Payroll has been notified.


	


By signing I confirm that the employee has been made aware of the outcome of the review, and where appropriate they have been made aware of their right to appeal to their line manager and payroll have been advised of any necessary actions.

Name:




Position:





Signature:




Date:

Please place a copy on the employees file. Please ensure you notify Payroll via email at the beginning of the month prior to the incremental / pay step date whether or not the incremental/pay step has been approved. 

Putting Barnsley People First
Appendix 2

Equality Impact Assessment 

	Title of policy or service:
	Pay Progression Policy

	Name and role of officer/s completing 

the assessment:
	Richard Walker, Head of Assurance; Peter Smith (Head of HR)

	Date of assessment:
	February 2019

	Type of EIA completed:       
	Initial EIA ‘Screening’  ☒   or    ‘Full’ EIA process  ☐           
	(select one option - 
see page 4 for guidance)


	1. Outline

	Give a brief summary of your policy or service

· Aims

· Objectives

· Links to other policies, including partners, national or regional

	A new pay progression system will come in to place from 1st April 2019 for new starters and those promoted to a new role on or after 1st April 2019. Promotion means moving to a higher banded role. For existing staff in post-up to 31st March 2019 the current CCG pay progression procedures will continue to apply until 31st March 2021 after which time they will also be subject to the new provisions. This policy offers a framework for the implementation of this change. CCGs have the freedom to locally decide the measures that they put in place to determine satisfactory performance.

This policy has been drafted to ensure an agreed and standardised process for measuring satisfactory performance amongst staff on NHS Terms and Conditions of Service in CCGs. The Pay Progression process is designed to reward good performance and make individual employees accountable for their own performance and behaviour. It meets the needs of small organisations, ensuring that the skills of all employees are utilised to maximum benefit.

It is potentially motivational for employees as incremental /pay step progression is regarded as a reward for good performance rather than an automatic right irrespective of performance. Employees not able to demonstrate compliance in statutory and mandatory training or employees who have been issued with formal warnings for conduct or placed on a formal stage of the Performance Management process may not qualify for incremental /pay step progression. Similarly employees who don’t achieve set objectives or meet the agreed behaviours at appraisal (where CCGs have chosen to incorporate values and behaviours into their appraisal process) may not progress through their increment/pay step. Linking pay progression to short term sickness is a potentially contentious issue. 


Identifying impact:

· Positive Impact: 
will actively promote or improve equality of opportunity;

· Neutral Impact:  
where there are no notable consequences for any group;

· Negative Impact:
negative or adverse impact causes disadvantage or exclusion. If such an impact is identified, the EIA should ensure, that as far as 




possible, it is either justified, eliminated, minimised or counter balanced by other measures. This may result in a ‘full’ EIA process.
	2. Gathering of Information 

This is the core of the analysis; what information do you have that might impact on protected groups, with consideration of the General Equality Duty. 

	(Please complete

each area)
	What key impact have you identified?
	For impact identified (either positive 

or negative) give details below: 

	
	Positive

Impact 
	Neutral

impact
	Negative

impact
	How does this impact and what action, if any, do you need to take to address these issues?
	What difference will this make?

	Human rights
	☐
	☒
	☐
	
	

	Age
	☐
	☒
	☐
	
	

	Carers
	☐
	☒
	☐
	
	

	Disability
	☐
	☒
	☐
	
	

	Sex
	☐
	☒
	☐
	
	

	Race
	☐
	☒
	☐
	
	

	Religion or belief
	☐
	☒
	☐
	
	

	Sexual orientation
	☐
	☒
	☐
	
	

	Gender reassignment
	☐
	☒
	☐
	
	

	Pregnancy and maternity
	☐
	
	x
	Possible negative impact.
	May be on parental leave in 12 months prior to increment / pay step date. The 12 months prior to their leave commencing would be used to assess their eligibility for the increment/pay step.

	Marriage and civil partnership (only eliminating discrimination)
	☐
	☒
	☐
	
	

	Other relevant groups
	☐
	☒
	☐
	
	

	HR Policies only:

Part or Fixed term staff 
	☐
	☒
	☐
	
	


IMPORTANT NOTE:  If any of the above results in ‘negative’ impact, a ‘full’ EIA which covers a more in depth analysis on areas/groups impacted must be considered and may need to be carried out. 

Having detailed the actions you need to take please transfer them to onto the action plan below.
	3. Action plan

	Issues/impact identified
	Actions required
	How will you measure impact/progress
	Timescale
	Officer responsible

	
	
	
	
	


	4. Monitoring, Review and Publication

	When will the proposal be reviewed and by whom?
	Lead / Reviewing  Officer:
	Head of HR / Head of Governance and Assurance
	Date of next Review:
	February 2021


Once completed, this form must be emailed to the equality lead for sign off.

	Equality Lead signature:
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