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1.	INTRODUCTION





1.1	An acting�up arrangement occurs where an employee covers the FULL duties of a higher graded post.  The employee is then eligible to receive a payment for so doing.  A qualifying period of 4 weeks is required.





1.2	An Honoraria arrangement is applicable where an employee performs duties outside the scope of their post over an extended period or where the additional duties or responsibilities involved are exceptionally onerous.





	There are two basic types of Honoraria:�





	(a)	Where an employee undertakes a proportion of the duties of a 	higher�graded post.





	(b)	Where an employee undertakes additional or exceptional duties which do not necessarily relate to a specific post e.g. a one�off short�term project.





2.	ACTING-UP





2.1	An acting�up opportunity will arise for a number of reasons, the following are the most common:�





	(a)	Normal vacancy where recruitment is planned, although not yet achieved.





	(b)	Budgeting reductions where post(s) are being held vacant.





	(c)	Long term sickness.





	(d)	Maternity leave.





	(e)	Anticipated/planned re�organisations.





�
2.2	In all cases, Managers are responsible for determining whether they wish to fill the post by formally appointing one employee to undertake the full duties of the vacant post, or whether those duties will be shared between several employees (see section on Honoraria) or whether some duties will remain not covered.





2.3	Following determination, an assessment should be made by the Manager, of the length of time anticipated for the acting�up arrangement to be in place.  This period must not exceed 6 months except in cases of maternity cover which will normally be 40 weeks, and will normally be much shorter.  Applications to extend beyond six months, or maternity cover, must be authorised by the Director or designated deputy.





2.4	The Manager must first consider whether there is one existing job holder in the section, who already has a specified "deputising" responsibility in their job description.  In such cases that job holder should be invited to act�up for the period specified.





2.5	In cases where there is no formal deputy to act�up, the opportunity should be made available to staff of the Borough only, stating the timescale for acting�up.  In such cases the Group Personnel Officer will arrange for this to be actioned.





2.6	All selection for acting�up opportunities must follow the Council's Code of Practice on Recruitment and Selection.  It will however be necessary to give a priority to this process in order to minimise the possibility of operational difficulties arising from delay.





2.7	The Group Personnel Manager will undertake the administration for the recruitment process.





2.8	The Group Personnel Manager will also undertake the salary calculation and arrange the salary payment once selection has occurred.





3.	HONORARIA





3.1	Honoraria payments arise from a variety of situations, some of which are the same as for Acting�up:�





	(a)	 Long term sickness.





	(b)	Unusually lengthy annual leave.





	(c)	Vacancies.





�
	In addition the following are only applicable to Honoraria situations:�





	(a)	'One�off' projects





	(b)	Equalising payments (where duties are equally shared but payments 	between individuals would vary).





	(c)	Exceptional work arising from a re�organisation.





	(d)	Additional work involving two or more Departments.





3.2	It will be for the Manager to determine, based on operational needs, which duties are to be undertaken and by whom.  In cases of partial cover of the post or sharing of duties between more than one existing jobholder, such opportunities can only be available to staff in the relevant group/section.  The Manager will determine the percentages of duties involved.  Care must be exercised to ensure application of the Council's Equal Opportunities Policy.





3.3	In all cases of additional duties the Manager must determine the anticipated length of time involved. The period must not exceed 6 months without special permission (unless a maternity cover of up to 40 weeks) from the Director or designated deputy.





3.4	In cases where the duties covered are those of an existing post, then the four week qualifying period applies (Para. 35(a) Purple Book).





3.5	Honoraria can be problematic in their application and Managers should seek guidance and advice from their Group Personnel Managers if the arrangements are especially complex.





3.6	Managers should not discuss actual cash amounts without first discussing the arrangements with their Group Personnel Manager.





4.	ADMINISTRATION





4.1	Managers are responsible for notifying the Group Personnel Manager of their determination in both acting�up and honoraria cases.  This should be done in writing to avoid error.





�
4.2	The Group Personnel Manager is responsible for dealing with any financial calculations arising from either acting�up or honoraria, including the formal notification of the job holder(s) and payroll.





4.3	All arrangements need to take account of the availability of funding.
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