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Preamble.  There are a number of very different ways to in which to manage pay and remuneration.  This pay policy is fairly simple and lays out aims, principles and processes that can be adopted and amended by any charity.  You should include your agreed rates of other types of pay within the relevant section below.  For example, sick, holiday, maternity and paternity pay.     
Aims
The aims of this policy are to:

· Attract and retain high calibre staff. 
· Pay staff a fair wage in recognition of the work that they do in supporting our work. 
· Ensure transparency and fairness in salary setting.  
Principles
We will aim to always deliver value for money for our donors who fund our work and any increase will be subject to an affordability test to ensure the ongoing financial viability of our charity. In order to achieve this, we will seek to:

· Pay staff at competitive rates comparable with similar appointments, taking into account the value of our wider benefits package. 
· Treat staff equitably, so that staff who have equal responsibilities generally receive similar remuneration.

In setting pay levels, we do not discriminate against any individual on the basis of their sex, sexual orientation, disability, ethnicity, age or religion.  

Fixed term contract staff are paid on the same basis as permanent staff and part time staff on a pro rata basis, except in exceptional circumstances where this cannot reasonably be achieved.
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Annual Cost of Living Pay Increase

On an annual basis, as part of the budget exercise, the Board may approve a Cost of Living (Inflationary) pay increase.
Other Pay Increases
There may be a requirement to review individual salaries throughout the year as a result of a promotion, role changes or any other reason deemed appropriate.  Such a review will be in accordance with the factors outlined in below. 

· External Comparators.  In order to compete effectively for high calibre people, we seek to offer a competitive remuneration package compared to similar appointments in a particular locality.      
· Internal Comparators.  We will ensure that:
· Any salary proposed for a role is reasonable in relation to other comparable roles within our charity.  
· However, where a staff member in a comparable role is overpaid and action is being taken to address this, the salary for that particular role would not be used as a comparator.
· We maintain appropriate salary differentials.  For example, directors would normally be paid more than managers, because of their greater responsibility.  
· Responsibilities.  We take into account the level and breadth of responsibility a post has, including in terms of staff line managed and budget held. 
· Competencies.  We also take into account the range and nature of skills, experience and any technical/professional expertise or qualifications required for the role.  For example, roles that require high level, complex or demanding competencies would be assessed more highly than those that do not. 
Salary will be assessed by comparing the salaries advertised for a range of broadly comparable roles in the locality with similar responsibilities and skills, as outlined above.   This will usually be by means of an internet search and/or pay benchmarking data, if available.  

The salary or salary range identified will then be refined to a specific salary through comparison with other internal posts.   

Other Types of Pay

We always pay at least the statutory minimum applicable for any type of pay, but the Board may authorise higher rates or periods, where it would be in the best interests of the charity to do so and be affordable. 

Pay Gap Reporting

It is good practice to report pay gaps but only organisations with more than 250 staff must report their gender pay gap.  It is optional for those with fewer staff and both ethnicity and disability pay gap reporting are optional for all organisations.

Applicability
This policy applies to staff and should be reflected in other policies and procedures, agreements and contracts, as necessary.  Trustees are only very rarely members of staff and there is a range of separate regulatory guidelines published on making payments to trustees. 
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[bookmark: _Hlk131316199]Regulatory Guidance

Gov.UK – Statutory pay and leave.
Gov.UK – National Living Wage & National Minimum Wage.
Gov.UK – Gender pay gap reporting.
Gov.UK – Ethnicity pay gap reporting.

Resources

CIPD: Rewards.
ACAS: Pay and Hours.
ACAS: Minimum Wage.
ACAS: Equal Pay.

Disclaimer & Legal

This document may be used by non-profits and may not be used on a commercial basis, without our prior written approval.  Copyright and all other intellectual property rights of this and any derivatives of this document are retained by Alumna to the fullest extent possible in law.  

We are neither lawyers nor accountants, so are unable to offer professional advice.  Even if we were, we could not offer advice that would adequately cover all charities or all circumstances.  This draft policy is an example only and not intended to be taken into use as is. If you have a regulator other than the Charity Commission, there may be other requirements that are not necessarily included in this example policy. 

In using this draft policy, you are accepting that you will take all necessary steps, including seeking professional advice, to ensure the policy approved meets fully your charity’s needs and complies with all regulatory and legal guidance and that we have no responsibility whatsoever for any loss or detriment that may arise from using it.  I have included links to regulatory guidance, and you can find pro bono support using the Charity Excellence Help Finder. 

Ian 

Ian McLintock ½ Founder

ian@charityexcellence.co.uk
www.charityexcellence.co.uk  
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