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EXECUTIVE SUMMARY:
This policy is to provide guidance to managers to ensure that there is a consistent
approach to the starting salary offered to new starters and internal promotes within the
Trust.
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audio or other community language please contact the Corporate
Governance Office on 01903 843041 or email
policies@sussexpartnership.nhs.uk
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1

Introduction
Agenda for Change provides 9 pay bands with pay points. Pay progression for
existing staff is documented in Section 6 of the Agenda for Change Terms and
Conditions Handbook. However, the detailed policy on salaries for those joining the
Trust has been agreed locally.
This policy has been introduced to ensure a consistent approach is adopted when
establishing the starting salaries of new staff to the Trust and existing staff moving
within the organisation, including promotion and acting-up.
Unsocial hour’s payments, overtime or other payments and allowances, currently
received in addition to basic pay, will not be taken into account when determining
starting salaries in a new position.

1.1

Purpose of Policy
The aim of the policy is to provide guidance to managers to ensure that there is a
consistent approach to the starting salary offered to new starters and staff moving
internally within the Trust.

1.2

Definitions
Pay Point – set in relation to start date in pay band and years of experience in
grade
Pay Step Date (formally known as an increment) - anniversary of the date
commenced employment in current band.
Years of Experience – number of years on a pay point required before being
eligible to move to the next available point.
Reckonable service – previous NHS service which can be taken into account
when calculating starting salary (see section 4.4 below)
IAT validation – Inter Authority Transfers is an electronic method used to confirm
previous NHS salaries and service.

1.3

Scope of Policy
The Policy applies to all new employees, or existing staff who change roles, whether
permanent or on a fixed term contract (except for Trust Bank workers, Medical staff
and Directors), employed on Agenda for Change terms and conditions.

1.4

Principles
This Policy has been jointly agreed by Management and Trade Unions in
Partnership and in accordance with the NHS Agenda for Change Terms and
Conditions.
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Policy Statement
Sussex Partnership NHS Foundation Trust (the Trust) recognises the importance of
rewarding staff in a fair, transparent and consistent manner. This policy has been
introduced to ensure that a consistent approach is adopted to newly appointed staff,
and staff moving internally within the Trust, to ensure that relevant equivalent
knowledge and skills (both NHS and non NHS) is acknowledged and treated the
same.
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Duties
This section outlines the roles and responsibilities for the main parties involved in
the starting salary policy. These lists are not exhaustive.
Chief Executive
The Chief Executive has the overall responsibly for all matters of Human Resources
and ensuring all mechanisms are in place for the overall implementation, monitoring
and revision of this policy. The Chief Executive has nominated the Director of HR
and OD as lead for all Human Resources matters.
Human Resources
It is the role of Human Resources to:
 ensure that all those involved in recruitment and selection are aware of the
procedures for newly appointed staff;
 provide advice and guidance in the implementation of this policy, including
procedural matters;
 ensure that a consistent approach is adopted to staff changing roles internally
within the Trust, including promotion and acting-up;
 provide assurance that this policy is being adhered to.
Line Managers
The responsibilities of line managers are to: communicate effectively with candidates and staff and manage expectations
around salary levels;
 ensuring that the procedure for agreeing starting salaries is adhered to at all
times;
 follow good practice in terms of ensuring equality of pay.
 must NOT agree starting salaries at interview
Employees
Employees are responsible for complying with this Trust policy and procedure and
raising any concerns they may have in a timely manner.
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Procedure

4.1

New Starters joining from outside the Trust

4.2

4.3



Newly appointed staff for whom commencement with the Trust represents their
first paid employment within the NHS will start on the bottom of the pay band for
their post unless they have or experience outside the NHS which is
considered ‘highly relevant’ non-NHS organisation service (as defined in
section 4.4 below).



New starters who are moving from another NHS organisation to a post on a
higher pay band will be paid at the minimum of the new pay band or, where this
does not represent an increase in pay, the next highest pay point in the band that
delivers an increase in pay. They will be allocated a new pay step date.



New starters joining the Trust from another NHS employer in a post on the same
pay band should remain on the same pay point with the same pay step date.
They do not receive an uplift in pay. If there has been a break in service the pay
step date will be adjusted accordingly.



New starters who move from another NHS employer to the Trust on a post on a
lower pay band will have their starting salary determined after consideration of the
relevant skills and experience they bring to the role (i.e. years of relevant
experience at the higher pay band). They will be allocated a new pay step date.

Existing Staff


Staff that choose to move within the Trust to another post on the same pay band
will remain on the same pay point with the same pay step date. They do not
receive an uplift in pay.



Staff who move within the Trust to a post on a higher pay band (i.e. promotion or
acting up) will be paid at the minimum of the new pay band or, where this does
not represent an increase in pay, the next highest pay point in the band that
delivers an increase in pay. They will be allocated a new pay step date.



Staff who voluntarily move within the Trust to a post on a lower pay band will have
their starting salary determined after consideration of the relevant skills and
experience they bring to the role (i.e. years of relevant experience at the higher
pay band). They will be allocated a new pay step date.

Pay Progression


Within each pay band there are a number of pay points to allow pay progression.
Staff will progress to the next pay point on their pay step date on the provisio that
certain criteria are meet including:


the appraisal process has been completed within the last 12 months and
outcomes are in line with the Trust standards;
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4.4

there is no formal capability in place;
there is no formal disciplinary sanction live on the staff member’s record;
all statutory and mandatory training has been completed; and
for line managers only – appraisals have been completed for all their staff as
required.

Reckonable Service


Any previous relevant service (i.e. experience in the same or a similar role) with
an NHS employer at the same grade or above will be taken into consideration for
the purposes of reckonable service in respect of determining a starting salary.



Confirmation of previous reckonable service shall be sought by the
Resourcing Team within the Human Resources Department who shall request
an electronic IAT (Inter Authority Transfer) through ESR to the Payroll
Department of their most recent NHS employer in accordance with the
Recruitment & Selection Procedure.



On receipt of a completed IAT, the Resourcing Team within the Human
Resources Department will then confirm with the appointee their Pay Point and
Pay Step Date.



If the IAT validation is not received by the date that the appointee
commences employment, the Resourcing Team may, at its discretion, accept
the appointee’s last payslip from their previous NHS employer for purpose of
confirming their starting salary with the Trust. Please note that the onus to
validate previous NHS service is on the appointee and if there are any difficulties
in obtaining validation from the previous Trust/s, the Resourcing Team will pass
the matter back to the appointee if initial attempts to chase gain no response.



Notwithstanding the other paragraphs in section 4.3, the appointee will
commence on the bottom pay point of the pay band until the IAT form is
received. The correct Pay Point and Pay Step Date will then be implemented
and backdated to the appointee’s start date.



If appointed at a higher pay band, pay will either remain at the minimum of the
new pay band or, if this would result in no pay increase, the first pay point in the
band which would deliver an increase in pay (by reference to basic pay plus any
recruitment and retention premium if applicable).



For purposes of calculating starting salaries only, time spent in a highly
relevant role in organisations other than the NHS, may be counted as
aggregated service (see section 4.4). Locum agency service will not count
towards calculating starting salary.
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4.5

Determining ‘highly relevant’ roles in counting non NHS organisation
service when determining starting salary.
In order to determine whether previous non NHS organisation service is ‘highly
relevant’ so as to count towards calculating starting salary; the manager should
ensure that each of the following criteria is met:




“Highly Relevant Experience” is defined as completed years paid
employment in a non-NHS role of equivalent responsibility, using
equivalent knowledge and skills required for the role to which
appointed; and
similar profession or transferable skills.

Before making their application, the manager must be able to justify his/her
request, including the impact upon:




others already in post;
others outside the immediate department/ward; and
consistency locally

Any decision likely to have an impact across a profession may only be taken by the
professional lead.
To ensure consistency, before an offer is confirmed to a candidate, the manager
must contact the Resourcing department, to discuss the request. In support of their
application, managers are required to provide formal documentary evidence of any
relevant reckonable service (for example, references or official letters of
confirmation of periods of relevant service as set out in Appendix 1
The Resourcing Team will confirm by email to the manager concerned whether or
not the application has been approved. In fairness to existing staff, or staff who may
be internally promoted, care must be taken that recognition of experience only
recognises completed years of experience at the level of the pay band in question.
Advice should be sought from the Resourcing Team, as necessary.
In the interests of equity, only highly relevant experience can be taken into account
when determining starting salaries. For instance, it will not be given due to market
forces.
If approved, the reckonable service will count towards the length of service for
purposes of determining starting salary only and will not define continuous service
dates or any other benefit relating to service length (i.e. sick pay or leave
entitlement).
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Development, Consultation and Ratification
Staff side have been consulted in the development of this policy. This policy has
been benchmarked with other NHS Trusts. It has been ratified through the
appropriate Trust approval processes.
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Equality and Human Rights Impact Assessment (EHRIA)
An Equality and Human Rights Impact Analysis has been completed which
recorded that this policy will have a neutral impact.
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Monitoring Compliance
Approval/authorisation processes for starting salaries will be monitored as well as an
annual pay audit as part of the equality and diversity data collection process.

8

Dissemination and Implementation of Policy
This policy is available to all staff on the Trust intranet. New staff will be made aware
of all the Trust’s policies as part of their Induction. Paper copies will be made available
by line managers for those without access to the intranet. This policy will be brought to
the attention of staff who are directly involved in recruiting staff.
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Document Control Including Archive Arrangements
This policy will be managed in accordance with the policy for procedural documents.
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Cross Reference
This policy is to be read in conjunction with the following policies:







Recruitment and Selection Policy
Employment Checks Policy
Redeployment Policy
Protection of Pay and Conditions of Service Policy
Retirement Policy
Protocol for Recruitment Incentives
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Appendix 1
APPLICATION TO APPOINT STAFF ABOVE THE MINIMUM POINT OF THE BAND
This form is to be completed by managers who wish consideration to be given to appointing staff
above the minimum point in the Band

Name of Manager Making Application
Job Title
Service / Department
Name of Candidate / Employee
Job Title
Post Pay Band
TRAC Vacancy No.
Reason for Application
In this section you should set out how the skills and experience of the individual gained outside the
NHS, or in another role within the NHS, are relevant to the post and can be counted as equivalent
experience, together with any other factors justifying a starting salary above the minimum of the Band.
In order to determine whether previous non-NHS organisation service is ‘highly relevant’ so as to
count in determining the starting pay point, you should ensure that each of the following criteria is met:




relevant experience at the level of responsibility required for the role to which appointed;
similar profession;
transferable skills and abilities (as per person specification of the post to which appointed).

HR USE ONLY
Approved by the HR Department:
Name:

………………………………..

Designation:

………………………………….

Signature:

………………………………..

Date:

………………………………….
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