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Pay & Grading Policy










	Responsible Manager
	Chief Operating Officer

	Next Review Date
	April 2026; then every year

	Last Review Date
	April 2025 

	Version
	12.0

	This Policy document is available in Welsh and English and in alternative formats upon request. 
Documents and meetings supporting the delivery of this policy are also available through the medium of Welsh and English (where necessary this may require the use of an interpreter). Reasonable adjustments, such as alternative formats, can also be made available upon request.



1. 
Overarching aims and principles

The Commissioner’s aim is to have in place pay, performance and reward arrangements that support her in:

· being an employer of choice;
· recruiting and retaining staff with the skills and behaviours we require to deliver the best possible outcomes for older people in Wales;
· being an equal opportunities employer; and
· demonstrating value for money in the use of resources available to the Commissioner.

A set of principles underpin these aims. These are the:

· achievement of the Commissioner’s objectives as set out in the Strategic Plan;
· engagement with all staff who will have the opportunity to influence and contribute to decisions which affect their working lives and environment;
· continuous improvement in organisational performance; and
· support self-development in order to maximise personal contribution, learning and potential.

2. Arrangements

The purpose of this document is to:

· set out the pay and reward arrangement that the Older People’s Commissioner for Wales will operate for her staff; 
· to explain how individual staff will progress through the pay structure and how this is linked to individual performance; and
· to explain the job evaluation and grading process

The Commissioner will: ‎

· provide a pay and reward structure that supports organisational objectives;
· ensure that the pay and reward structure continues to meet both the Commissioner’s ‎need for flexibility and staff needs for career development;
· provide a challenging work environment, where staff are encouraged to demonstrate high levels of performance and contribution;
· set pay rates fairly and in a manner which does not discriminate;
· offer/provide staff with a contributory pension scheme;
· provide a range of opportunities for staff to develop ‎and acquire new skills and experience; and
· allow flexibility in working patterns to accommodate individual staff ‎circumstances consistent with business needs.‎ 

3. Application

This policy applies to all staff directly employed by the Commissioner except for: 

· staff engaged on a secondment basis, agency basis or via a contract for services. The terms and conditions of such staff will be reviewed on a case by case basis.
· the Commissioner - who is excluded from this policy as her terms and conditions are determined by Welsh Government Ministers. 
· Audit and Risk Assurance Committee members - their terms and conditions also sit outside this policy and will be reviewed as per terms of office, in discussion with the Commissioner and the current Audit and Risk Assurance Committee members. 

4. Pay 

The Commissioner’s pay spine is based on the following structure (Appendix 1):

· a spinal column of 20 points;
· six pay grades or bandings; and
· incremental points within each grade known as the pay range.

5. Assimilation

New staff will be assimilated onto the bottom of the pay spine for the pay range for their role, unless otherwise agreed with the Chief Operating Officer. 

6. Pay review

The annual pay review will take effect from 1 April of each year, or after a year in post for new starters.  

Staff will progress to the next incremental point on their pay range subject to the recommendation of their line manager and following completion of a performance review, and where applicable the completion of a probation period. 

The Commissioner will forward plan and budget with this intention however staff should note that funding parameters are set by the Welsh Government and affordability will be a consideration every year.

The performance review process is set out in the performance management policy.
Only in exceptional circumstances would staff move more than one incremental point year on year. This would need the approval of the Commissioner and be based on submission of a business case prepared by the line manager.

7. Cost of living increase

A cost-of-living increase will be agreed by the Commissioner as part of the annual budget setting process. 

The Commissioner is able to set her own cost of living increase but will consider inflation and look to the Welsh Government and other publicly funded bodies as a benchmark for consistency and reasonableness. The Commissioner will forward plan and budget with this intention however staff should note that funding parameters are set by the Welsh Government and affordability will be a consideration every year.

Once agreed, the cost-of-living increase will be notified to all staff. 

8. Temporary Additional Responsibility Allowance 
[bookmark: _Hlk94182795]A temporary additional responsibilities allowance may be paid in circumstances when staff are formally engaged to undertake duties of a higher grade for a specified period. 

Circumstances where a temporary additional responsibilities allowance may be considered usually include situations where business continuity would otherwise be adversely impacted, such as short-term unplanned absence or covering a temporary piece of work.

Undertaking temporary additional responsibilities can take the form of:

· temporarily undertaking the full duties of a higher grade post; or
· temporarily undertaking partial duties of a higher grade post.

The temporary additional responsibilities should be carried out for a continuous period of at least four weeks and should not normally exceed six months. 

A temporary additional responsibilities allowance should only be offered to suitable individuals in terms of band, skills, experience and/or qualifications. The staff member must either: 

· possess skills/experience and/or qualifications consistent with the duties required; or
· demonstrate the potential to undertake the duties required.
Level of allowance:

· Higher grade working: paid at the minimum of the relevant higher pay band (where the full duties of a post are being undertaken).
· In-grade working: 5% of the basic salary of the staff member’s substantive grade (where partial duties of a higher-graded post are being undertaken).

Requests for a temporary additional responsibility allowance should be made using the form at Appendix 2. Where relevant, a JEGS assessment may also be required.

Where temporary additional responsibilities are evaluated as being the same grade as the employee’s substantive post, no allowance payment will be made. Instead, it is the line manager’s responsibility to ensure that the additional workload is manageable. 

9. Appeals relating to pay

Employees should aim to settle most queries informally with their line managers.  However, where this is not possible, an employee can raise the matter formally and expect this to be dealt with fairly and without unreasonable delay. 

Employees can appeal against their starting salary when in post, as well as their progress along the incremental scale where the guidance set out in this policy has not been appropriately applied to their post.


The appeal will aim to be a quick resolution process that can, if required, make immediate corrections and if necessary will review whether factors identified by the employee have been wrongly applied.

To submit an appeal, employees should put their concerns in writing to the Chief Operating Officer and attach relevant evidence to support the request for an appeal. The deadline for appeal will be four weeks from the date of notification of the pay award. The employee will receive acknowledgement of receipt of the appeal.

The written appeal submission will be considered by a senior member of staff not responsible for the line management of the employee and an independent person e.g., an Audit and Risk Assurance Committee member or external HR professional.

After the panel, the results of the appeal and the reasons for the decisions will be notified to the Commissioner. The employee will then be informed in writing. This decision will be final. This does not however affect the employee’s right to consider a grievance under the Grievance Policy.

10. Job Evaluation & Grading
JEGS  (job evaluation and grading support) is a job evaluation methodology which is used to underpin grading structures across the UK civil service and public sector. The Commissioner has adopted JEGS as the organisation’s job evaluation and grading framework.
10.1	Achieving fairness and consistency
[bookmark: _DV_M86]Good practice in job evaluation is about building protection against possible bias throughout the job evaluation process. Good practice includes:
· involving post-holders in completing relevant job information documents when roles are evaluated
· using trained evaluators to assist post-holders to complete job information documents
· ensuring that evaluators and panel members are trained in equality issues
· to ensure transparency, keeping records for each role evaluated including the reason for each factor assessment
· ignoring the characteristics and qualities of the post-holder (for example gender, age and experience) and focusing on the role.

10.2 JEGS Factors
JEGS measures the job weight of roles against seven criteria or factors:
· Knowledge & Skills
· Contacts & Communications
· Problem Solving
· Decision Making
· Autonomy
· Management of Resources
· Impact

JEGS looks at and measures the demands and accountabilities of jobs. It does not look at:
· Loading – ie. how much work there is.
· Performance – how well individuals are performing.
· Organisation – whether work should or shouldn’t be carried out.

10.3 Evaluation Process
The Commissioner has two members of staff trained as JEGS evaluators. The Commissioner may also use an external licensed provider of JEGS job evaluation services to support the evaluation process.
A formal JEGS evaluation may be undertaken where:
· a new post is created and the grade is not obvious
· an existing post changes significantly, raising doubt about the grade (members of staff can request a JEGS evaluation, which will be considered by the Chief Operating Officer.) 
· posts are on the boundary of different grades
· posts are subject to a grading review
· a grading decision is disputed.

There are two approaches to undertake a JEGS evaluation:

Paper-based evaluation
· The role-holder and line manager formally agree the content of the job description or Job Analysis Form (JAF)
· Trained evaluators score the anonymised job description or JAF. The score indicates which grade or band range a role will fall.

Full evaluation

· The completion of a JAF and an interview with the role-holder by a trained evaluator in order to compile a JEGS profile. 
· The JEGS profile sets out the key elements of the role against each of the JEGS factors.
· The role-holder and line manager formally agree the content of the JEGS profile in collaboration with evaluator.
· An evaluation panel scores the agreed JEGS profile. The score indicates which grade or band range a role will fall.
Paper-based evaluations should only be undertaken where the issues raised are likely to be straightforward. Where posts are likely to raise complex or disputed issues, a full evaluation should be undertaken.
[bookmark: _Toc355882726]10.4 Requests to Review Evaluation Decisions
Where an evaluation decision has been taken on a post by a job evaluation panel, it is unlikely that there will be a case for reviewing that decision. The post-holder should be informed about the decision. However, there may be a need to review a full or paper-based evaluation where it appears that:
· there has been a failure of process, for example, the relevant guidance has not been properly followed
· significant new information or significant aspects of the post have not been taken into account when arriving at the evaluation outcome, or
· some form of discrimination (unfair, biased or inconsistent treatment) has occurred in the way the evaluation was carried out.

It may be possible to resolve some issues through informal discussion, but where this does not resolve the situation, a more formal process may need to be followed. This might then involve:
· carrying out a full evaluation if the role has not already been fully evaluated
· where the post has been fully evaluated, convening a further evaluation panel to review the scoring outcomes. This panel could include members of the original panel alongside new, independent members.

10.5 Future assurance
In many cases, the characteristics of posts will change over a period of time. Minor changes are unlikely to result in a grade change, however where there has been substantial change, line managers have a responsibility for monitoring changes and referring the role to the Chief Operating Officer for job evaluation where necessary. 
11. Pension 

The Commissioner has selected the Principal Civil Service Pension Scheme as its pension provider. The scheme offers a choice of pensions; an average salary scheme and/or a stakeholder’s pension for new starters.

Supporting policies and procedures:

· Performance Management Policy
· Grievance Policy
· Raising Concerns Policy
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Appendix 1
Pay spine and pay range
	Pay Spine
	Pay Bandings

	
	Band 
A
	Band 
B
	Band  
C
	Band 
D
	Band 
E
	Band 
F

	
	£
	£
	£
	£
	£
	£

	1
	24,437*
	
	
	
	
	

	2
	26,341
	
	
	
	
	

	3
	27,947
	
	
	
	
	

	4
	
	29,668*
	
	
	
	

	5
	
	31,182
	
	
	
	

	6
	
	32,697
	
	
	
	

	7
	
	
	35,806*
	
	
	

	8
	
	
	37,638
	
	
	

	9
	
	
	39,469
	
	
	

	10
	
	
	41,301
	
	
	

	11
	
	
	
	46,005*
	
	

	12
	
	
	
	48,262
	
	

	13
	
	
	
	50,517
	
	

	14
	
	
	
	52,774
	
	

	15
	
	
	
	
	58,946*
	

	16
	
	
	
	
	61,596
	

	17
	
	
	
	
	64,246
	

	18
	
	
	
	
	
	65,967

	19
	
	
	
	
	
	69,150

	20
	
	
	
	
	
	72,332


*To ensure continued pay parity with the Welsh Government’s pay point minima










Appendix 2

Business Case for Temporary Additional Responsibilities Allowance

	Employee
	

	Current post and grade
	

	Post / duties to be covered
	

	Grade of post / duties to be covered
	


	Start Date
	

	[bookmark: _Hlk183090562]Duration
	

	Reasons for the application 
	






	Approved
	If not approved, please note why

	Yes / No
	


	[bookmark: _Hlk183090572]Line Manager 
	Name
	Date

	Chief Operating Officer
	Name
	Date
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