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1.0 Introduction
1.1 Why we need this policy
1.1.1 Patients are at the centre of everything the trust does and this requires us to
have the workforce with the right skills, knowledge and competence to carry
out roles in order to have the best outcome for the patient. Changes
introduced in 2018 to the pay system for those employees employed under
Agenda for Change introduced a process for assessing the standards
required of employees for progression through the pay bands. The purpose of
this policy is to outline the process by which these changes will be
implemented within Sussex Partnership Foundation Trust (SPFT), thus
ensuring that staff have the appropriate knowledge and skills they need to
carry out their roles.
1.2 What the policy is trying to do
1.2.1 Pay progression for pay affecting points within each pay band will be
conditional upon individuals demonstrating they have the requisite
knowledge and skills/competencies for their role and they have
demonstrated the required level of performance and delivery during the
review period.
1.2.2 Provided the appropriate level of performance and delivery has been
achieved during the review period, individuals will progress to their next
pay point on their pay step date.
1.2.3 This policy details the standards that are required to enable pay progression
and the procedure that needs to be followed to enable or defer progression
through the pay bands.
1.3 Scope
1.3.1 This policy will apply to new substantive and fixed term contract staff
employed on or after 1 April 2019 who will progress through the pay structure
according to the pay progression process detailed in this policy. Staff
employed before 1 April 2019 will continue to receive incremental
progression according to the transitional arrangements as detailed in the
Framework Agreement on the Reform of Agenda for Change (2018) and
follow the individual pay journeys described in this agreement, until the 1st
April 2021, at which time this pay progression policy will apply to all staff.
However, if an employee employed before the 1 April 2019 is promoted to a
higher band, they will become subject to the pay progression process from
the date of their promotion.
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1.4 Other NHS Service
1.4.1 Continuous service with any NHS employer counts in respect to reckonable
service for pay step eligibility. Therefore staff transferring directly from an NHS
employer to SPFT, with no break in service, and who are transferring into a post
at the same band as their previous post will have their previous length of service
at this band taken into account for pay progression purposes (i.e. their pay step
date and point will remain the same). They will come under the transitional
arrangements until 1st April 2021.
https://policies.sussexpartnership.nhs.uk/workforce/537-starting-salary-non-medicalpolicy

1.5 Any required definitions/explanations
SPFT

Sussex Partnership NHS Foundation Trust

NHS Terms and
Conditions of Service

Formerly referred to as Agenda for Change this was renamed
following the negotiated changes in 2018.

Pay progression

The term to describe the movement of staff from one pay step
point to the next pay step point in the pay band.

Pay Step date

This is the date on which a member of staff is eligible to be
considered for pay progression to the next pay step point in their
pay band.

2.0 Key duties
Director of HR & OD

Lead Director for this policy.

HR Department
Line Managers

To provide support and guidance on the application of this policy
To be fully conversant with the terms of this policy and to seek
HR advice as necessary for situations when deferral is being
considered.

Staff on NHS
Terms &
Conditions (AfC)

All staff responsible for complying with this policy and supporting
its implementation of,
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2.1 Policy detail
2.1.1 Pay progression performance requirements and eligibility
Pay progression for pay affecting points, within each pay band, will be
conditional upon individuals demonstrating that they have the requisite
knowledge and skills/competencies for their role and that they have
demonstrated the required level of performance and delivery during the
review period.
2.1.2

The requirements that need to be met to progress are:
•

Completed an individual appraisal that is current and valid at the pay step
date in line with the Appraisal Policy.
https://policies.sussexpartnership.nhs.uk/workforce/536-appraisal-policy

•
•

All of their Statutory and Mandatory Training is to be completed or
booked (as per Trust publicised requirements)
No live final written warning disciplinary sanction as at pay step date.
https://policies.sussexpartnership.nhs.uk/workforce/disciplinary-policy-procedure

•

No formal capability warnings/process in place as at pay step date.

2.1.3

Please see 2.4.1 for more information where an individual has not been able to
meet the requirements due to circumstances outside of their control.

2.1.4

Line Managers only
All staff they line manage have current and valid appraisals in place as at the pay
step date in line with the Appraisal Policy.
https://policies.sussexpartnership.nhs.uk/workforce/536-appraisal-policy

2.2 Pay progression process
2.2.1

The line manager and staff member will receive notification prior to an
individual’s next pay-step date from the HR Performance Team. This will
prompt the line manager to review the individual’s eligibility for pay
progression. The line manager should, as part of regular supervision, review
whether the pay progression requirements are being met.

2.2.2

The annual appraisal process will provide evidence to support the pay
progression decision and therefore this should involve regular conversations
as part of supervision meetings between staff and their line manager, prior to
the appraisal meeting, to ensure the required standards for pay progression
are understood and additional support identified in good time. The line
manager should ensure, through supervision and appraisal reviews, the
individual is aware of how they are performing. There should be no surprises
at the pay step review stage. The expectation is all staff will meet the required
standards and therefore be able to progress.

2.2.3

Although staff must have successfully completed the appraisal process to
move to their next pay step point, the date of appraisal is not linked to the
pay-step point. The pay-step point is set in relation to the member of
staff’s start date in their pay band. Eligibility for a pay affecting pay step
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point can require multiple years in the pay band and so the pay step
review should involve a review of the time period since the last pay step
was awarded and not just the last 12 months prior to the pay step.
2.2.4

Once the review has been conducted and assuming the requirements have
been met, the line manager will need to complete the pay progression review
form HR2 (see appendix 1), which should be signed by both the manager
and the staff member. It will be filed on the staff member’s personal file, with
their supervision and appraisal documents. The line manager then needs to
scan the completed HR2 form and email to the ESR Admin Team via
ESR.Inbox@sussexpartnership.nhs.uk.

2.2.5

Failure to submit the HR2 will result in the staff member not receiving their
pay step increase on time. Managers therefore need to ensure prompt
processing. In cases when HR2 forms are submitted late through no fault of
the employee, appropriate back dating arrangements will be implemented.

2.2.6

Pay progression should not be deferred on performance grounds unless
there has been a prior documented discussion between the individual and
the person undertaking their review, regarding failure to meet the required
level of performance, as part of a formal capability process in line with the
Trust Policy, https://policies.sussexpartnership.nhs.uk/workforce/capability-policy
and the employee has been given a reasonable opportunity to demonstrate
the required improvement before the decision on pay progression is taken.
There should be no surprises at the pay step review stage, as appropriate
supervision discussions should have taken place between the employee and
line manager to highlight any concerns. These discussions should have
identified areas for improvement and any reasonable developmental support
the necessary for the individual to operate at the required local level of
performance.

2.2.7

If a decision to defer is taken where no mitigating factors were identified, it
should be confirmed in writing (see appendix 2 for the letter template which
includes the right of appeal) and an action plan created in line with the Trust
Capability procedure (see appendix 3 - action plan template), identifying the
reasons, the action required to address the performance issues, the target
date for achievement, the date for these to be reviewed, and the expected
outcome. This may take the form of an existing action plan developed as part
of the Capability Procedure.

2.2.8

If, at the review stage, the member of staff has completed all the actions and
now meets the performance requirements, they will be awarded the pay step
increase; however this will not be backdated. The employee's next pay step
date will not be affected by this delay and any future pay step review will take
place at the normal planned time.

2.2.9

In situations where a pay step has been deferred due to a live final written
warning disciplinary sanction being in place, the review should be scheduled
before this sanction lapses. If, at the review, all other eligibility criteria are
met then the pay should be awarded as soon as the sanction times out.
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2.3 Absence from work when pay step is due
2.3.1

If a staff member is absent from work for authorised reasons when a pay-step is
due, the principle of equal and fair treatment will be followed so that no detriment
is suffered due to the authorised absence.

2.3.2

In the case of planned long-term paid absence such as maternity, adoption or
shared parental leave, the pay-step review can be conducted early if appropriate
allowing the pay-step to be applied on their pay-step date in their absence.

2.3.3

If an individual is on long-term paid absence and a pay-step review cannot be
conducted prior to the pay-step date, the pay-step point should be applied in the
individual’s absence, subject to section 2.2.

2.3.4

If there is a live final written warning disciplinary sanction in place at the point the
individual goes on leave, the pay-step point should be applied in their absence if
appropriate, effective the day after the sanction expires.

2.3.5

If there is an active formal capability warning/process underway at the point they
go on leave, the pay-step point can be delayed. The improvement process must
be resumed immediately upon their return. On satisfactory completion, the period
of their absence must be set aside and the pay-step point, backdated to an
agreed date as if they had completed the improvement process without being
absent.

2.3.6

In the event of suspension from work on full pay, for example in the event of an
investigation, the pay-step review will be completed based on performance up to
the point of suspension in order to ensure that suspension remains a neutral act.

2.4

Inability to incrementally progress due to circumstances beyond the
individual's control

2.4.1

The individual may be unable to meet the pay progression requirements due
to issues outside of their contract e.g. inadequate provision of training. In
such situations, the individual should progress through the incremental pay
point as normal.

2.5

Appeal Process

2.5.1

If an employee is unhappy with the decision to withhold pay progression, they can
submit a written appeal letter along with any supporting evidence to the line
manager’s manager within 10 working days of receiving written notice of the
decision being made.

2.5.2

If an appeal has been lodged, the manager should not submit the HR2 Pay
Progression Review form until the outcome of the appeal has been
communicated.
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2.5.3

The appeal documentation and any supporting evidence should be forwarded to
the HR Business Partner for the service/CDS. This documentation will be
reviewed by a panel consisting of a senior manager, (a manager that is
independent of the employee’s line management structure), supported by an HR
representative, within 15 working days, where possible. The panel’s decision will
be confirmed in writing within 10 working days, or as soon after as possible.

2.5.4

Where the panel upholds the employee’s appeal, pay will be backdated to the
date at which pay progression should have occurred.

2.5.4i

If the decision is not to uphold the appeal, deferment will remain.

2.5.4ii If an employee is unhappy with the decision of the panel, there is no further appeal
after this stage, however the employee may consider using the Trust’s grievance
procedure.
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2.6 Reporting
The data associated with pay step progression will be collected, audited,
monitored and published locally in partnership with staff side. In addition,
data will be provided to National Staff Council as requested to support
national monitoring.
2.7 How this Policy will be monitored for compliance and effectiveness

Minimum
Requirements

Evidence for
Self- assessment

Policy applied
equitably to all
staff

ESR reports
deferrals

Number of
appeals against
the deferral

HR records

Process for
Monitoring

Responsible
Individual/
Group

HR and Staff HR
side to review
number of
deferrals by
protected
characteristics
and contract
status information to
be published
locally.
HR and Staff HR
side to review
number of
successful
appeals and
ascertain
reasons.
Information to
be published
locally.

Frequency
of
monitoring

Annually

Annually

Information relating to referrals will be reported annually to the Staff Partnership
Forum and the Executive Management Committee (EMC). In addition regular
updates will be provided at management / staff side forums.
2.8 For further information
Advice and guidance on the application of this procedure is available from HR.
2.9 Equality considerations
The Trust has a duty under the Equality Act and the Public Sector Equality
Duty to assess the impact of Policy changes for different groups within the
community. In particular, the Trust is required to assess the impact (both
positive and negative) for a number of ‘protected characteristics’ including:
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•
•
•
•
•
•
•
•
•

Age;
Disability;
Gender reassignment;
Marriage and civil partnership;
Race;
Religion or belief;
Sexual orientation;
Pregnancy and maternity; and
Other excluded groups and/or those with multiple and social deprivation (for
example carers, transient communities, ex-offenders, asylum seekers, sex workers
and homeless people)
The author has considered the impact on these groups of the adoption of this
Policy and the Equality Impact Assessment indicates that there should be no
adverse impact on any protected group.

2.10 Reference Guide
NHS Terms and Conditions of Service Handbook (2018)
Appraisal Policy
Disciplinary Policy & Procedure
Managing Performance & Capability Policy
Grievance Policy & Procedure
Starting Salaries Policy (non-medical)
2.11 Document control details
Author:
Approved by and date:
Any other linked
Policies:

Policy number:
Version control:

Version
No.

HR

Date
Ratified/
Amended

Matt Green
Trust Partnership Forum 12.02.20
Appraisal Policy
Disciplinary Policy
Managing Performance Policy
Grievance Policy
Starting Salaries Policy
HR
1

Date
of
Implementation

Next
Review
Date

Reason for Change (e.g. full
rewrite, amendment to reflect new
legislation, updated flowchart,
minor amendments, etc.)

New Policy
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Appendix 1
HR2 Pay Progression
Review Form
Employee Name ………………………………

Date of review meeting: ………………..

Employee Number ……………………

Pay Step date: ……………………

Date of last appraisal: ………………………….
Requirement
Completed an individual appraisal that is current and
valid at the pay step date in line with the Appraisal
Policy.
All of their statutory and mandatory training is
to be completed or booked (as per Trust
publicised requirements).
No live final written warning disciplinary sanction in
place as at the pay step date
No formal capability sanctions/ process in place as
at the pay step date.
Line Managers only
All staff they line manage have live appraisals in
place as at the pay step date.
Is the pay progression approved?
If No, has the employee been advised of the
reasons why the pay progression has been
deferred (see Appendix 2 - template letter)

Name (Line Manager)

Signed

Name (Employee)

Signed

Yes/No

Yes / No
Delete as appropriate
Yes / No
Delete as appropriate
Date deferral is to be reviewed:
………………………………..
Date

Date

Scan the completed HR2 form and email to the ESR Admin Team via
ESR.Inbox@sussexpartnership.nhs.uk
Note: Failure to submit this form will result in the staff member not receiving
their pay progression increase on time
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Appendix 2
DEFERAL OF PAY PROGRESSION LETTER FOR PERSONAL FILE
Date
""AddressBlock"
" Dear
""GreetingLine""
Re: Deferral of pay step progression
As we discussed, your pay step date which falls due on (Date) will be deferred as a result
of
(Select appropriate options)
•
•
•
•

Failure to complete an individual appraisal that is current and valid at your pay step
date
Failure to complete or have booked all your statutory and mandatory training
Having a live final written warning disciplinary sanction in place at the pay step date
Having a live formal capability sanction/process in place as at the pay step date

Line Managers only
• Failure to ensure that all staff you line manage have live appraisals in
place as at your pay step date
Your eligibility for progression to the next pay step point will be reviewed once you
have met the necessary requirements, as detailed in the action plan – enclosed for
information. Your next review date is xx xxxxxx xxxx, at which we will consider your
progress towards meeting the pay progression requirements.
You have the right to appeal this decision. If you wish to appeal you should write to
xxxxxxx, within 10 working days of the decision to defer the pay progression
detailing why you believe the decision is incorrect.
Yours sincerely

Manager
Cc

Senior Manager
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Action Plan

Appendix 3
If the Appraisee has not met the requirements to be able to progress through the pay affecting step point, an action plan needs
to be created. You will need to identify the reason for the deferral. Please state the action that is required, the timeframe to
complete, a review date and whether the action has happened. If after they have completed all necessary actions, please decide
if they can now progress through the pay step and if so complete the appropriate pay progression review form HR2 (Appendix
1), scan it and email to the ESR Admin Team via ESR.Inbox@sussexpartnership.nhs.uk .
Reason for not meeting
requirements

Action plan & evaluation
process (How will
you achieve this and evaluate
success?)

Target date
for
completion

Review date

Action Plan Review

Has this action been achieved? Comments…..

Name (Appraiser)
Name (Appraisee)

Signed
Signed

Date
Date
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