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Summary

The Trust is committed to the principles of equal pay for work of equal value and
recognises the importance of rewarding staff in a fair, transparent and consistent manner.
Salary is a fundamental part of the employment contract and decisions on the starting
salaries of new staff and internal promotees must demonstrate fairness and equity.

This policy has been introduced to ensure a consistent approach is adopted when
establishing the starting salaries of new staff and internal promotees from within the Trust.
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Data Protection Act 2018 (General Data Protection Regulation — GDPR) Legislation

The Trust has a duty under the Data Protection Act 2018 and General Data Protection
Regulations 2016/679 to ensure that there is a valid legal basis to process personal and
sensitive data. The legal basis for processing must be identified and documented before
the processing begins. In many cases we may need consent; this must be explicit,
informed, and documented. We cannot rely on opt out, it must be opt in.

Data Protection Act 2018 and General Data Protection Regulations 2016/679 is applicable
to all staff; this includes those working as contractors and providers of services.

For more information about your obligations under the Data Protection Act 2018 and
General Data Protection Regulations 2016/679 please see the Information Use Framework
Policy or contact the Information Governance Team

Royal Cornwall Hospital Trust rch-tr.infogov@nhs.net
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Introduction

1.1

1.2.

1.3.

1.4.

1.5.

1.6.

1.7.

The Trust is committed to the principles of equal pay for work of equal value and
recognises the importance of rewarding staff in a fair, transparent and consistent
manner. Salary is a fundamental part of the employment contract and decisions
on the starting salaries of new staff and internal promotees must demonstrate
fairness and equity. This version supersedes any previous versions of this
document.

This policy has been introduced to ensure a consistent approach is adopted
when establishing the starting salaries of new staff and internal promotees from
within the Trust.

Giving incremental credit without good reason is contrary to the principle of fair
pay within national terms and conditions of service (Agenda for Change (AFC)).
Therefore, it is important to adopt a consistent approach to ensure that relevant
equivalent knowledge and skills are treated the same.

Following discussion with the relevant HR practitioner, the appointing manager
will need to consider if previous relevant experience can be rewarded. In such
circumstances the following guidance should be followed but with reference to
existing appointments in the same or similar roles to ensure equivalency of pay.

Unsocial hours’ 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.

When appointing RCHT staff in receipt of pay protection, advice should be
sought from the relevant HR practitioner.

This version supersedes any previous versions of this document.

Purpose of this Policy/Procedure

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 internal
promotees within the Trust.

Scope

This agreement will apply to all new appointees to the Trust and internal promotees
within the Trust employed on national terms and conditions of service (AFC).

Definitions / Glossary

Unsocial Hours - Hours worked any time on Saturdays, Sundays, Public
Holidays and any week day after 8 pm and before 6 am

Overtime - Authorised extra time worked in a week above standard hours (37.5
hours)

Break of service - A break of service of no more than three months would allow
entry to the same point on the salary scale as previously attained and the
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deferment of the incremental date by the period of the break, provided the return
is to the same role and band

5. Ownership and Responsibilities
5.1. Role of Chief People Officer

The Chief People Officer has overall responsibility for the implementation of this
policy.

5.2. Role of the Directors/Care Group General Managers/Heads of Service

Directors/Care Group General Managers/Heads of Service are responsible for
the day to day implementation of the policy, ensuring a consistent approach is
adopted when establishing the starting salaries of new staff and internal
promotees within their area of responsibility.

5.3. Role of Role of the Managers

e Appointing and line managers are responsible for ensuring they comply
with the conditions set out in this policy when establishing the starting
salary of all new staff or internal promotes

e Managers who do not follow this guidance may be considered to have
misused Trust monies and may face investigation and action under the
Trust Disciplinary Policy and Procedure. It is therefore important to
discuss any queries or concerns with the relevant HR practitioner, before
implementing any variation to the basic starting salary

5.4. Role of Individual Staff

New staff and internal promotees are expected to provide all relevant
information/evidence of previous service and salary details to establish the
correct starting salary.

6. Standards and Practice

6.1. Appointment of applicants joining the NHS for the first time or rejoining
the NHS

6.1.1.  Offers will normally be made at the minimum of the relevant pay band
for those who have had no or less than twelve months’ aggregated
previous relevant experience of the role to which they are recruited.

6.1.2.  Where an individual has relevant previous experience in or outside the
NHS in an equivalent or higher level post, the starting salary may be
set taking into consideration the completed years’ service providing it is
at an equivalent or higher level and the experience is ‘directly relevant’
to the role.
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6.2.

6.1.3. For example, a Finance Officer appointed to a Band 4 role with four
years five months’ experience gained at a senior finance officer level
in a private sector organisation (with similar duties and responsibilities)
can be taken into account. Only whole years can be credited. In this
example the appointee could be credited with four years’ experience.

6.1.4. Relevant service will need to be evidenced and agreed by the
manager appointing to the post who will need to sign that they accept
the application of knowledge and skills as at least equivalent to the
post to which they have recruited. This can be evidenced by reference
to application forms, job descriptions, references and knowledge, skills
and competencies as appropriate.

6.1.5. The appointing manager’s decision must then be approved by their
own line manager. Where a decision is likely to have an impact across
a profession, the professional head of that profession, or service lead,
must determine the equivalency of any service to ensure consistency
across the organisation.

6.1.6. The appointing manager must be able to justify their decision including
the impact on:

e Other staff already in post

e Staff with longer service in the same or comparable post
within the department

6.1.7.  Where the last payslip or previous NHS service is not confirmed by the
first day of appointment to the Trust, Payroll will pay at the minimum of
the pay band pending confirmation of previous service. Back pay will
be paid once confirmation of relevant previous service is received,
which must be within six months of the date of commencement.

6.1.8. Once completed an Authorisation of Previous Relevant Experience
Form (available from Recruitment Services) should be attached to the
Appointment Form for submission to Payroll in the normal way.

Appointment of applicants currently employed in the NHS (including
RCHT

6.2.1. In order to place new appointees on the correct pay scale, applicants
should be asked to bring their most recent NHS payslip with them on
their first day of service.

6.2.2. Payroll will refer to the pay step point on the payslip to establish the
correct starting pay point in accordance with the NHS national terms
and conditions of service. This will depend on whether the new role is:

e The same band and the same role - the starting salary will be
same pay point they were paid previously

Starting Salaries Policy V4.0
Page 7 of 17



6.3.

6.2.3.

6.2.4.

6.2.5.

6.2.6.

e At a higher band (i.e. promotion) - the starting salary will be
the minimum of the new pay band or, if this does not result in
a pay increase, the first pay point that would deliver an
increase to pay

e At a lower band within their former profession or job family:
the starting salary would be the point the individual would
have reached had time served in jobs at the same or a higher
band been served in the new, lower band job

Relevant service will need to be evidenced and agreed by the manager
appointing to the post who will need to sign that they accept the
application of knowledge and skills as at least equivalent to the post to
which they have recruited. This can be evidenced by reference to
application forms, job descriptions, references and knowledge, skills
and competencies as appropriate.

The appointing manager’s decision must then be approved by their
own line manager. Where a decision is likely to have an impact across
a profession, only the professional head of that profession can
determine the equivalency of any service.

Where the last payslip or previous NHS service is not confirmed by the
first day of appointment to the Trust, Payroll will pay at the minimum of
the grade pending confirmation of previous service. Back pay will be
paid once confirmation of relevant previous service is received, which
must be within six months of the date of commencement.

Once completed the Authorisation of Previous Relevant Experience
form (available from Recruitment Services) should be attached to the
Appointment Form (along with a copy of any recent NHS payslip) for
submission to Workforce Information/Payroll in the normal way.

Pay Step Dates

6.3.1

6.3.2

6.3.3

For newly appointed NHS staff, promoted staff and staff appointed
from other organisations to different roles, the pay step date for their
appointment shall be the date of appointment to the post.

Staff appointed from other NHS organisations to the same band
and role without a ‘break in service’ shall retain their existing pay
step date.

Staff returning to the same role and band after a period greater

than three months may be credited with their previous experience to
determine the point on the scale. However, the pay step date would be
the date of appointment to the post.
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6.4. Competitive Salaries and Recruitment and Retention Premia (RRP)

6.5.

6.6.

6.7.

6.4.1

6.4.2

6.4.3

6.4.4

The national application of job evaluation and banding means that
applying the Trust’s Starting Salaries Policy should allow managers to
offer competitive salaries to the majority of applicants. However, it is
recognised that market forces can apply to some jobs and
geographical areas.

The Agenda for Change pay system provides employers with local
flexibility to pay recruitment and retention supplements in response to
local market pressures. An RRP payment is an addition to the pay of
an individual post or groups of posts where local market pressures
would otherwise prevent the employer from being able to recruit and
retain staff in sufficient numbers for the posts concerned at the normal
salary for the job of that weight.

If, having taken account of previous experience, it is not possible to
match an applicant's current salary, appointing managers must not
simply offer a higher point on the band as this would undermine the
link between existing levels of pay and experience/skill within the team
or staff group and mask the fact that there may be a need for an RRP
payment to be considered.

In these circumstances guidance must always be sought from the
relevant HR practitioner.

Organisational Change

If the appointment is as a result of, for example, organisational change,
protection of salary may apply in accordance with the Trust’s Pay Protection
Policy. In this situation, managers should always seek advice from the
appropriate HR practitioner.

Newly qualified appointments

6.6.1

Newly qualified appointments awaiting admittance to the relevant
professional register and who have not received their registration from
the relevant professional body will be appointed in accordance with the
Trust’'s Professional Registration Policy until such time as evidence
of registration is provided.

Overseas appointments requiring professional registration

6.7.1

6.7.2

Overseas appointments awaiting admittance to the relevant
professional register and who have not received their registration from
the relevant professional body will be appointed in accordance with
the Trust’'s Professional Reqgistration Policy until such time as
evidence of registration is provided.

On receipt of the verified professional registration details previous
relevant experience overseas may be taken into consideration when
determining the starting salary as outlined in paragraph 6.1.2.
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7. Dissemination and Implementation

7.1. A copy of the policy will be stored electronically in the HR section of the Trust’'s
document library on the internet/intranet site.

7.2. A copy of the policy will be circulated to members of the HR practitioner teams
and Payroll Team to enable them to support the implementation of the policy.

7.3. The Chair of the JCNC will be advised of the issue of the reformatted policy.

8. Monitoring compliance and effectiveness

Information
Category

Detail of process and methodology for monitoring
compliance

Element to be

Correct application of the policy

recommendations
and Lead(s)

monitored
Lead Chief People Officer
Tool This will be tested through analysing the number of related

grievance cases raised and recorded on the HR Case Log
Frequency Annually

e The numbers will be reported to Senior HR Team
Reporting e The overall effectiveness of the policy will be considered,
arrangements and any remedial actions identified will be recorded in the
relevant meeting notes or minutes

Acting on

The Associate Director of People Experience will ensure any
subsequent recommendations are undertaken

Change in practice
and lessons to be
shared

Any policy/system improvements will be actioned in partnership
with Staff Side within six months and communicated to staff

9. Updating and Review

9.1. The policy will be reviewed every three years or earlier in view of any
developments which take place that may include legislative changes, national
policy instruction (NHS or Department of Health), Trust Board decision, or
request by either party.

9.2.

Where the revisions are minor, e.g. amended job titles or changes in the

organisational structure, approval can be sought from the Executive Director
responsible for signatory approval and can be re-published accordingly without
having gone through the full consultation and ratification process.
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10. Equality and Diversity

10.1. This document complies with the Royal Cornwall Hospitals NHS Trust service
Equality and Diversity statement which can be found in the 'Equality, Diversity
and Inclusion Policy or the Equality and Diversity website.

10.2. The Royal Cornwall Hospitals NHS Trust is committed to a policy of equal
opportunities in employment. The aim of this policy is to ensure that no job
applicant or employee receives less favourable treatment because of their race,
colour, nationality, ethnic or national origin, or on the grounds of their age,
gender, gender reassignment, marital status, domestic circumstances, disability,
HIV status, sexual orientation, religion, belief, political affiliation or trade union
membership, social or employment status or is disadvantaged by conditions or
requirements which are not justified by the job to be done. This policy concerns
all aspects of employment for existing staff and potential employees.

10.3. Equality Impact Assessment

The Initial Equality Impact Assessment Screening Form is at Appendix 2.
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Appendix 1. Governance Information

Information Category

Detailed Information

Document Title:

Starting Salaries Policy V4.0

This document replaces (exact
title of previous version):

Starting Salaries Policy V3.0

Date Issued/Approved: January 2023
Date Valid From: February 2023
Date Valid To: February 2026

Directorate / Department
responsible (author/owner):

Human Resources

Contact details:

rch-tr.humanresources@nhs.net

Brief summary of contents:

To provide clarification and guidance for managers
and staff on the application of national terms and
conditions of service in respect of starting salaries

Suggested Keywords:

Starting pay, pay

Target Audience:

RCHT: Yes
CFT: No
CIOS ICB: No

Executive Director responsible
for Policy:

Chief People Officer

Approval route for consultation
and ratification:

JCNC - Joint Consultation and Negotiation
Committee

General Manager confirming
approval processes:

Associate Director of People Experience

Name of Governance Lead
confirming approval by
specialty and care group
management meetings:

Nicole Steinkruger, People, Risk, Policy and
Governance Manager

Links to key external standards:

None Required
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Information Category

Detailed Information

Related Documents:

Job Matching Policy

e Recruitment Policy

e Equality Impact Assessment Policy

e National Terms and Conditions of Service

e Disciplinary Policy and Procedure
e Professional Registration Policy

e The Bribery Act 2010 (as amended)

Training Need Identified? No

Publication Location (refer to
Policy on Policies — Approvals
and Ratification):

Internet and Intranet

Folder:

Document Library Folder/Sub

Human Resources

Version Control Table

¢ Commitment to equal pay for
equal work

e Clarification re recognition of
previous reckonable service

Version Changes Made
Date Number Summary of Changes by
o Helen Strickland
Sept 2007 | V1.0 General Principles.
HR Manager
Helen Strickland
May 2012 | V2.0 Policy review Human Resources
Business Partner
l\/;inor u_pdate and. remo;/al of(authoris:_;}tigln Helen Strickland
of previous experience form (now available _
July 2017 V2.1 from Recruitment Services) pending full HR Business
review of policy Partner
Policy reformatted to comply with current
Trust policy template
Minor amendments only including:
A ; Tit dat Helen Strickland
ugus e Title updates
019 V3.0 P HR Business

Partner
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Date

Version

Summary of Changes

Changes Made

Number by
Policy reformatted to comply with current
Trust policy template
Minor amendments only including:
e Title updates
e Added Professional Registration
Policy as relevant document with
reference to salaries for newly
gualified staff or overseas
registered staff awaiting their
registration details and Nicole
admitta_nce to re_levant Steinkruger,
January V4.0 professional register People, Risk,
2023 ' e Addition of paragraph 6.6 and Policy and
6.7 clarifying salary on Governance
appointment of newly qualified Manager

and overseas appointments
awaiting admittance to
professional register and
registration details.

Reviewed paragraph 1.4 to
delete reference to “exceptional
circumstances” as relevant
experience should always be
considered. Reference to
“should” changed to “can”

All or part of this document can be released under the Freedom of Information Act

2000

This document is to be retained for 10 years from the date of expiry.

This document is only valid on the day of printing

express permission of the author or their Line Manager.

Controlled Document
This document has been created following the Royal Cornwall Hospitals NHS Trust
Policy for the Development and Management of Knowledge, Procedural and Web
Documents (The Policy on Policies). It should not be altered in any way without the
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Appendix 2. Equality Impact Assessment

Section 1: Equality Impact Assessment (EIA) Form

The EIA process allows the Trust to identify where a policy or service may have a negative
impact on an individual or particular group of people.

For guidance please refer to the Equality Impact Assessment Policy (available from the
document library) or contact the Equality, Diversity and Inclusion Team
rcht.inclusion@nhs.net

Information Category

Detailed Information

Name of the strategy / policy / proposal /
service function to be assessed:

Starting Salaries V4.0

Directorate and service area:

Human Resources

Is this a new or existing Policy? Existing

Name of individual completing EIA
(Should be completed by an individual with | Nicole Steinkruger
a good understanding of the Service/Policy):

Contact details:

rch-tr.humanresources@nhs.net

Information Category

Detailed Information

1.

Policy Aim - Who is the
Policy aimed at?

(The Policy is the
Strategy, Policy,
Proposal or Service
Change to be assessed)

To ensure that there is a consistent approach to the salary
offered to new starters with the Trust and those being
promoted, this protocol sets out the approach agreed by the
Trust

Policy Objectives

To provide clarification and guidance for managers and staff
on the application of NHS national terms and conditions of
service in respect of starting salaries

Policy Intended
Outcomes

Consistent approach to starting salaries adopted across the
Trust

How will you measure
each outcome?

Please see Section 8, Monitoring

Who is intended to
benefit from the policy?

All staff, the Trust
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Information Category

Detailed Information

6a. Who did you consult
with?

(Please select Yes or No
for each category)

e Workforce: Yes
e Patients/ visitors: No
e Local groups/ system partners: No
e External organisations: No
e Other: No

6b. Please list the
individuals/groups who
have been consulted
about this policy.

Please record specific names of individuals/ groups:
JCNC — Joint Consultative Negotiation Committee

6c. What was the outcome
of the consultation?

Approved

6d. Have you used any of
the following to assist
your assessment?

National or local statistics, audits, activity reports,
process maps, complaints, staff or patient surveys:

No

7. The Impact

Following consultation with key groups, has a negative impact been identified for any
protected characteristic? Please note that a rationale is required for each one.

Where a negative impact is identified without rationale, the key groups will need to be

consulted again.

Protected Characteristic

(Yes or No) | Rationale

Age No
Sex (male or female) No
Gender reassignment

(Transgender, non-binary, No
gender fluid etc.)

Race No

Disability (e.g. physical or
cognitive impairment, mental
health, long term conditions
etc.)

The policy and guidance should ensure
that the Trust, through its managers,
adopts a consistent approach to dealing
No with the starting salary for all staff including
individuals from within the protected
equality groups, ensuring equal pay for
equal work.

Religion or belief

No
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Protected Characteristic (Yes or No) | Rationale

Marriage and civil

partnership No
Pregnancy and maternity No
Sexual orientation (e.g. gay, No

straight, bisexual, lesbian etc.)

A robust rationale must be in place for all protected characteristics. If a negative
impact has been identified, please complete section 2. If no negative impact has been
identified and if this is not a major service change, you can end the assessment here.

| am confident that section 2 of this EIA does not need completing as there are no
highlighted risks of negative impact occurring because of this policy.

Name of person confirming result of initial impact assessment: Nicole Steinkruger

If a negative impact has been identified above OR this is a major service change,
you will need to complete section 2 of the EIA form available here:
Section 2. Full Equality Analysis
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