J.2
HONORARIUM PAYMENTS

GENERAL

1.
The honorarium scheme exists to reward staff who carry out additional duties outside the scope of their own post: honoraria may be paid, for example, when additional duties are undertaken as a result of new legislation; special projects or when another postholder is on long term sick leave or maternity leave.  Employees, however, have the right to decline a request to carry out additional duties which are clearly outside the scope of the duties of their post.

2.
It is the responsibility of individual departments to notify the MDs Department (Payroll Section) of their requests for honorarium payments without prior reference to the CHRD and on a monthly basis.

3.
Honorarium payments are approved by Directors.  The CHRD will advise Chief Admin. Officers on the honorarium scheme procedure and monitor its application but will not authorise individual payments.

ACTION BY LINE MANAGERS

4.
Honorarium request forms are completed by line management in respect of staff who undertake additional duties for which an honorarium is considered appropriate.

5.
It is fundamental to the scheme that the additional work and any consequential rearrangement of the postholder's duties should be agreed by the postholder and line manager in advance.

6.
It is not recommended that an honorarium should be paid for duties undertaken for a period of less than four weeks.

ACTION BY CHIEF ADMINISTRATIVE OFFICERS
7.
Chief Administrative Officers should send a monthly list of approved honorarium payments to the MD's Department (Payroll Section) with a copy to CHRD.

The list should be submitted by the 20th of the month for which honoraria are being paid, payment will then be made with the succeeding month's salary.  It will not be necessary to indicate whether such payments are either new, continuing or the last in a sequence.

8.
Copies of originating request forms should be sent to CHRD where they will be audited to ensure that the guidelines for the honorarium scheme continue to be adhered to.

9.
In order to streamline administrative arrangements, honorarium payments should replace paragraph 35(a) acting‑up allowances save in circumstances where the latter would be more advantageous to the postholders.

ENQUIRIES
10.
Enquiries arising from this procedure, and requests for advice on honoraria/ acting‑up allowances generally, should be referred via Chief Administrative Officers to CHRD.

J.3  
ACTING ALLOWANCES

Under paragraph 35(a) of the NJC (Purple Book) conditions of service, an officer who, for any reason other than the annual leave of another officer, is requested by his/her Director to undertake the full duties and responsibilities of a higher graded post for a continuous period in excess of four weeks, is entitled to receive a salary in accordance with the grade of the post temporarily occupied.

The salary to be paid in such circumstances is the salary that would apply if the officer were to be promoted to the higher graded post.  However, in order to streamline administrative arrangements, an honorarium payment should replace the paragraph 35(a) acting‑up allowance save in circumstances where the latter would be more advantageous to the postholder.  Where a postholder would receive other benefits under paragraph 35(a) these will continue to apply and postholders undertaking 100% of the duties of a higher graded post will still be formally regarded as "acting up".

Once the four week qualifying period has passed, the offer will receive the (honorarium) payment back‑dated to the date he/she first undertook the responsibilities and duties of the higher graded post.

Departmental Chief Administrative officers should inform CHRD when an acting allowance is due to start and cease with reasons why the vacant post should be covered.

It is essential that acting‑up arrangements should be agreed by the postholder and line manager in advance.

