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Bradley Stoke Town Council
Guide to Acting Up and Honorarium
No changes required

There are differences between Acting Up and Honorarium situations/payments, which are explained within this guide.

This guide covers all staff employed by Bradley Stoke Town Council. The guide will be kept under review by the Town Council.

Definitions
1	Acting Up: an employee temporarily undertakes the full duties and responsibilities of a higher graded post.

2	Honorarium: a payment for an employee undertaking significant additional duties and responsibilities (e.g. may be some duties of another role but not the full duties), or a project or specific task which are outside of the scope of their substantive post.

Before applying Acting Up or Honorarium arrangements, the line manager should carefully consider the right approach to take.

Acting Up Details

1	What is Acting Up?

1.1 An employee (or two employees on a job-share basis) temporarily undertake the full duties and responsibilities of an established higher-graded post for a period of four weeks or more.

1.2 Examples of this include:
· Covering the long term absence of a substantive post holder e.g. due to long term sickness, extended period of unpaid leave or a secondment;
· Covering a vacant post.

Please note: If staff undertake some duties and responsibilities of a higher graded post or the full duties but for a period of less than four weeks, this would be an Honorarium situation.

2	How long do Acting Up Arrangements Last For?

2.1	Acting up arrangements are expected to last for a minimum of four weeks and a maximum of six months.

2.2	Acting up arrangements can be extended for longer than six months, providing the approval process has been followed.	

3	Acting Up Approval

3.1	Acting up arrangements are subject to approval of the Town Clerk and the Town Council Staffing Committee will be advised of the change.


4	Appointing to an Acting Up Opportunity

4.1	Line managers must ensure that recruitment processes are followed when an acting up opportunity arises. This could consist of relevant staff being given the opportunity to express an interest in the acting up role followed by an interview.
4.2 As the employee will be carrying out the full duties of the role and paid at the higher grade, they must be able to demonstrate that they have the knowledge and skills to undertake that role.

4.3	Further advice and guidance can be provided by external HR company.

5	Acting Up Payments

5.1	The employee will be temporarily appointed to the higher graded post and paid at the bottom of the grade for that post.

5.2	The employee continues to receive incremental progression, in both their substantive post and the higher graded post, subject to the maximum of the individual grades not being exceeded.

5.3	Payments are pensionable.

5.4	In order for the employee to be paid at the correct level for the acting up role, the line manager must send formal notification to RFO/Finance Manager.

6	When will the Acting Up Period End

6.1	The acting up arrangements will come to an end as agreed with the line manager at the start of the acting up period, e.g. when the substantive post holder returns.

6.2	If the acting up employee is subject to actions related to unsatisfactory performance, the acting up period will end with immediate effect.

7	What happens at the end of the Acting Up Period

7.1	The employee will return to their substantive post on the salary scale point they would have received had they not been acting up i.e. any incremental progression due will be applied.

7.2	If the employee is permanently appointed to the higher graded post, the salary point reached during the acting up period will remain.

Honorarium Details
8	What is honorarium

8.1 An honorarium is a payment made to an employee who undertakes significant additional duties and responsibilities, a project or specific task which are clearly outside the scope of their substantive post.

8.2 Examples of this include:
· Undertaking some significant additional duties or responsibilities of a higher graded post, e.g. to cover the extended absence of a colleague (except for absence due to annual leave) or a vacancy;
· Undertaking the full duties or responsibilities of a higher graded post for a period of less than four weeks;
· Undertaking or significantly contributing to major project work that is outside the normal scope of their substantive post and at a level above the existing role’s duties and responsibilities.
8.3 Please note: 
	If staff undertake the full duties and responsibilities of a higher graded post for a period of four weeks or more, this would be an Acting Up situation. Overtime payments, where applicable, should be used where pre-arranged additional hours are being worked to meet the demands of significant workload issues, and where Time Off in Lieu is not appropriate.

9	How long do honorarium arrangements last for?

9.1	Honorarium arrangements are expected to last for a maximum of six months.

9.2	Honorarium arrangements can be extended for longer than six months, providing the approval process has been followed

10	Honorarium approval

10.1	Honorarium arrangements are subject to the final approval of Staffing Committee on the recommendation from Town Clerk

11	Honorarium payments

11.1		The honorarium payment amount should be calculated by assessing the level and volume of the significant additional duties and responsibilities or project work being undertaken.

11.2	In many situations it will be appropriate to make a one-off lump sum honorarium payment. However, honorarium payments that are paid on a monthly basis are paid a month in arears and are not affected by incremental progression or cost of living pay rises. With effect from 1 April 2014, all honorarium payments are pensionable.

11.3	Where significant additional duties and/or responsibilities are to be added into an existing substantive role profile on a permanent basis, an honorarium payment should not be made. In this situation the role profile should be re-evaluated.

11.4	In order for the employee to be paid an honorarium payment, the line manager must submit details to Town Clerk and RFO/Finance Manager

12	When will honorarium end?

12.1	The honorarium payments will end on the date agreed with the line manager, i.e. when the additional duties and responsibilities or the project end.

12.2	If the employee receiving an honorarium payment is subject to actions related to unsatisfactory performance, the honorarium payment will end with immediate effect.

13	What happens at the end of the honorarium?

13.1	The employee will remain in their substantive post on the same salary scale point but without the additional honorarium payment.

13.2	Where a monthly honorarium amount is being paid, the RFO/Finance Manager will contact the line manager prior to the end date to confirm the date the honorarium payment will end.





Frequently asked questions

1.	I am splitting the full duties and responsibilities of an established higher graded post to share amongst existing team members, how do I pay them for the additional duties they are undertaking?

You will pay each individual employee an honorarium payment which would normally be based on the proportion of the role they are covering in accordance with the principles set out above.
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