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1. [bookmark: _Toc116579340]Purpose and scope of this policy
1.1. This policy sets a framework for remuneration and rewarding of Disability Sport Wales staff. 
1.2. As a small employer and charity with limited resources it is very important that we use the money we have available for remuneration effectively.  This policy describes the broad principles which we will follow when setting and reviewing pay.   
1.3. We will work to the following principles:
1.3.1. Our minimum salary will not be less than the National Living wage
1.3.2. We will ensure our pay system is transparent, equitable, fair and consistent; and is reflective of other comparable charity remuneration standards.
1.3.3. We will ensure that remuneration within DSW assists the attracting and retaining of a team who effectively achieve our charitable objectives whilst protecting their health and wellbeing.
1.3.4. We will look to use a combination of consolidated and unconsolidated pay, and paid CPD support to incentivise and reward staff. 
1.3.5. Pay and benefits are set at levels which are competitive for the sector and which recognise individual’s abilities, responsibilities and experience.  In most cases however this is lower than would be possible within the commercial sector.
1.4. This policy applies to all contracted staff working for us either on a casual, fixed term or permanent basis.

2. [bookmark: _Toc116579341]Basic pay
2.1. Disability Sport Wales has its own salary definitions associated with specific types of role. Which are identified as below:

Table 1:  Pay Bands

	 Bottom of range 
	 Top of Range 
	Job Titles

	£                 7.55/hr[footnoteRef:1] [1:  The bottom of the range amount is for someone who is U18 an/or an apprentice.  The top of the range is for someone who is 21 or over.  If someone is aged 18 – 20 they will be paid for an internship or apprenticeship at £8.60/hr.] 

	£              12.21/hr
	Internship, Apprenticeship

	 £         20,820.80[footnoteRef:2]  [2:  This is the bottom of the range if the employee is 35hrs/week (full time) and on the National Living Wage (£11.44/hr).  ] 

	 £         24,000.00 
	 Coordinator, Assistant

	 £         24,500.00 
	 £         30,00.00 
	 Officer 

	 £         31,200.00 
	 £         34,500.00 
	 Senior Officer

	 £         35,000.00 
	 £         39,500.00 
	Manager 

	£          40,000.00
	£          44,500.00
	Head of

	£          45,000.00
	£          50,000.00
	Director

	£ Bespoke
	
	Chief Executive



2.2. Roles which exist below the role of Senior Officer are remunerated individually based on comparable charity rates of pay for similar roles
2.3. Increments above the defined salary may be agreed through the Continuing Professional Review (CPR) process, and will be agreed by the Nominations and Remuneration group made up of the Chair of the Governance Committee, the Chair of the Finance and Assurance Committee, the Financial Consultant and the CEO.
2.4. Basic pay rates are based on financial years, so each 1st April a revised list of pay bands will be issued to staff following the implementation of a cost-of-living increase.  On occasion, pay bands will remain unchanged for longer than one year.
2.5. Cost of Living is identified by DSW using the Consumer Prices Index (CPI).

3. [bookmark: _Toc116579342]Pay method
3.1. All staff will be paid their annual salary in arrears and equal monthly instalments by BACS transfer on the 25th of each month.  If the 25th falls on a non-working day, then payment will be made on the last working day prior to this.  
3.2. All staff will receive payment advice information each month on or before the date that payment is to be made to you.  This will be sent via the post in writing.
3.3. Under specific circumstances and where the employee is on a part time contract it may be that over time is paid.  This should be approved by the CEO in advance of the hours being worked, and a justification for additional hours being required should be made.  In circumstances where over time is paid it will be monthly in arrears.
3.4. Other overtime hours are normally covered by Time Off In Lieu.  This should be agreed with the Line Manager, rather than assuming and hours for hours replacement.  Our contracts identify that is an expectation that there would be a willingness to work a reasonable number of hours beyond those contracted.  The definition of reasonable should be agreed with the line manager, who will be accountable for their decisions to the CEO.  DSW have a Wellbeing Framework and reasonable expectations should always be considered within that framework.
3.5. Pay slips are provided by post on a monthly basis in advance of BACS transfer.  

4. [bookmark: _Toc116579343]Pay upon recruitment
4.1. The salary of each employee will be based on current market conditions.  When new posts are advertised the salary will be compared to other members of the DSW team and by looking at similar positions within Welsh sport and the charity sector in Wales.
4.2. No pay review will take place during the probationary period. Any Cost-of-living increase is applied to all staff who have accrued 12 months of service.
4.3. Through check-ins with line managers and an on-boarding process all new employees will be supported to reach good performance levels as quickly as possible.

5. [bookmark: _Toc116579344]Pay for performance
5.1. All employees will benefit from 6-monthly one-to-one meetings, where progress against work programme will be reviewed.
5.2. Professional Development Reviews will be based upon the achievement of work programme outcomes and behaviours.  A copy of the Continuing Professional Review documents which capture the conversations and actions taking place within these meetings will be available through each team members Monday.com Work Programme board. 
5.3. Each year, a total budget for team and individual development will be put in place based on the development needs identified within the CPR process. This will cover: 
5.3.1. Funding for external training courses for individuals that support specific career development linked to work programme
5.3.2. Funding for external training courses for the whole team based on shared professional development requirements
5.4. Disability Sport Wales do not, under normal circumstances, make pay related performance awards.  Any discussion of this would be initiated by DSW Board and decision making delegated to the Governance Committee.
5.5. Line Managers may make a recommendation to the Nominations and Remuneration group annually after the CPD Review with their directs.  These recommendations should be made in writing and should be made if:
5.5.1. Their direct has been asked to take on more responsibility within their role which has resulted in a role description review.
5.5.2. There is a need to move from a lower fractional contract to a higher fractional or full time contract and pay would therefore needs adjusting.
5.5.3. If the line manage has calculated that their directs hourly rate is less than the National Living Wage.

6. [bookmark: _Toc116579345]Payment errors and overpayments 
6.1. Occasionally errors may occur regarding the amount paid to you. 
6.2. If you have been underpaid, the correct payment will be made to you, together with any arrears due, in the next available salary payment. 
6.3. In exceptional circumstances an interim payment may be made to you via payroll. You should discuss this arrangement with our HR partners (Ashton People Solutions (APS)) if necessary. 
6.4. The Finance and Charity Officer and APS will advise you if it is discovered that you have been overpaid. All overpayments will be recovered by Disability Sport Wales.
6.5. APS will agree the means for recovering the overpayment with you. This may, for example, be via BACS payment or by deductions from subsequent salary payments. 
6.6. Where an overpayment is to be recovered by deductions to salary payments it should be paid back in a single sum to the company the following pay month.  If this is not possible it may be varied under exceptional circumstances as agreed with the CEO and APS. 

7. [bookmark: _Toc116579346]Sick Pay
7.1. Disability Sport Wales have a clear and supportive enhanced sick pay scheme which is detailed in our Sickness Leave policy.

8. [bookmark: _Toc116579347]Expenses
8.1. Please refer to the DSW Expenses Policy. 
8.2. All expenses are paid separately to salaries.

9. Pension
9.1. DSW provide a workplace pension scheme.  This is through Scottish Widows.  You will be automatically enrolled in the workplace pension scheme if:
9.1.1. You are classed as a worker
9.1.2. You are aged between 22 and State pension age
9.1.3. You earn over £10,000 per annum; this can also equate to £192 per week or £833 per month.
9.1.4. You ordinarily work within the UK
9.2. DSW will contribute to your pension and expect you to contribute to your pension in accordance with the terms identified in your contract.  This will mean at least the following:
9.2.1. DSW will pay at least 5% of your salary into your workplace or private pension
9.2.2. You will pay at least 3% of your salary into your workplace or private pension
9.2.3. A total minimum of 8% of your salary is paid into your workplace or private pension on a monthly basis.
9.3. Exceptions apply to the above if you are on maternity or other parental leave.  Please see the DSW Maternity Leave Policy (or other Parental Leave Policies where pension contributions may be affected) for further details on this.

10. [bookmark: _Toc116579348]Promotions/job changes
10.1. When staff are promoted, they will move on to the salary appropriate to their new role.  The adjustment to salary will commence on the start date agreed on which the promotion/job change takes place.
10.2. Where a line manager proposes to change to an individual’s role description, an appropriate job evaluation exercise should be carried out by that line manager, the CEO and APS.

11. [bookmark: _Toc116579349]Acting up
11.1. Members of staff may be asked to act up into more senior roles during a secondment or for a fixed period.  In this circumstance, and where the role change is for longer than 3 months, they would receive the salary which is associated with that role.
11.2. An employee may also undertake specific project work of a high level than their substantive role, and in this scenario a temporary responsibility allowance arrangement will be discussed with the Line Manager and CEO.   
11.3. Final sign off for decisions and disputes in these matters rest with the CEO.

12. [bookmark: _Toc116579350]Cost of Living increases
12.1. Cost of living increases will be discussed with reference to Consumer Price Inflation (CPI) and reviewed annually by the Finance and Assurance Committee from recommendations from the Nominations and Remunerations group and considered by the Board. 
12.2. To receive a cost-of-living award, an employee would have had to have a minimum of 12 months service with Disability Sport Wales and have met the minimum requirements identified within their Continuing Professional Review from the previous year.
12.3. Disability Sport Wales is not obliged to provide an annual cost-of-living increase, and it will be dependent on the organisations being able to afford full implementation of any increase across all individuals. It should therefore not be assumed that an increase will be automatically applied each year.

13. [bookmark: _Toc116579351]Incremental increases
13.1. Incremental pay increases will be discussed and agreed individually and applied accordingly. In order to move up to secure a pay increase the employee would have to achieve the objectives and KPI targets agreed in their performance review at the start of the year.
13.2. Unconsolidated awards if provided, will be at the discretion of the Board, and go through a process of recommendation within the Governance Committee andthe Finance and Assurance Committee prior to decision at Board. 

14. [bookmark: _Toc116579352]County court orders, attachment to earnings and student loan repayments 
14.1. If you are subject to a county court judgement order or an attachment to earnings order the information will be forwarded to payroll and the appropriate deductions will be taken from your monthly salary. The deduction will be indicated on your pay slip. 
14.2. If you have a student loan you may be required to make repayments direct from your salary. This will depend on your rate of salary. If deductions are required, they will be indicated on your pay slip.

15. [bookmark: _Toc116579353]Equity and diversity
15.1. Disability Sport Wales will always ensure that staff receive equal pay for the same or similar work, work rated as equivalent under job evaluation, or work of equal value.
15.2. To support the above, Disability Sport Wales will conduct an Equal Pay Audit every two years.  This will be conducted by APS and presented to the Governance committee and the CEO.  
15.3. The findings from this audit will be presented by the Governance Committee to Board and will be made available on the DSW website with a narrative explaining the findings.

16. [bookmark: _Toc116579354]Review of Policy
16.1. This Policy will be reviewed every 2 years first by the Governance Committee in terms of people, then by the DSW Finance and Assurance Committee in terms of financial affordability, and then finally signed off by DSW board.
16.2. All aspects of nomination and remuneration will be recommended by the Governance Committee in accordance with this Policy to the Finance and Assurance Committee.
16.3. Board will make final approvals of all decisions
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