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	1
	Purpose

	
	To inform re payment of salaries.

	2
	Scope

	
	All Family Placement staff.

	3
	References

	
	None

	4
	Definitions

	
	None

	5
	Action

	
	
	
	
	Person Responsible

	
	5.1 
	Staff
All salaries are paid on or about 22nd of each month.  Should the 22nd fall on a Saturday, pay day will be 21st and should the 22nd fall on a Sunday, pay day will be on 23rd, for all employees who have successfully completed 6 months or more service.  All employees who are in their probationary period will be paid on the last week day of each month.
	
	

	
	5.2 
	All staff will be paid directly into their bank accounts.  
	
	

	
	5.3 
	Staff are paid for the actual month being worked plus any overtime and on call from the previous month.  In addition, any expenses may be paid via payroll.
	
	

	
	5.4 
	Any staff personal detail amendments must be notified to the Human Resources Department by 10th of the month in order for the changes to be processed by the payroll department.
	
	

	
	
	Pensions
	
	

	
	5.5 
	The Company’s designated pension scheme is the People’s Pension.  The Company  makes a contribution in accordance with Pensions legislation.
	
	

	
	5.6 
	
	
	

	
	5.7 
	
	
	



	6
	Documentation

	
	None




This procedure/guidance/policy is reviewed by the Management Team or their delegate in consultation with staff, where appropriate, following changes in legislation, good practice guidelines or as is deemed appropriate.

Staff are invited to comment and any recommendations for change/improvement should be in writing to the Senior Admin Officer at the Business Centre who will liaise with the Senior Manager who has authorised release of this document – see control box, front sheet.
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