SALARIES AND WAGES
2Introduction


2Salary grades


4Pay, allowances and conditions for teachers in residential special schools


4Allowances


4Extraneous Duties Allowance


5Sleeping-in-Duty Allowance


5London allowance


5Heads and Deputies Allowances


5Council Tax Allowance


5Provision of Residential Accommodation


5Meals


6Emoluments


6Holiday arrangements


6Income Tax - Self Assessment


6Records


7Completion of Income Tax Return Forms


7Payment of Arrears of Tax


8Information to be provided by the Council


8Benefits and Expenses Information - Form PllD


8Car Allowances


8Beneficial Loans


9Mobile Phones


9Protective Clothing or Uniforms


9Subsidised Accommodation (Rent, Lighting, Heating etc.)


9Council Tax Payment


9Sale to the employee of assets at less than their market value


10Vans available for employees private use


10Dispensations


10Penalties


11New starters tax


11Leavers


11Adjustments to tax codes during the year


11How tax is calculated




Introduction

Employees are paid by credit transfer normally on the 18th of the month except where the the 18th falls on a Saturday, Sunday or Bank Holiday, where payment will be made on the previous Friday. 

A range of payments due to the London Borough of Lewisham such as council housing rent, employee loans and trade union subscriptions can be deducted direct from salary. 

The Council subscribes to the national pay framework for Local Government Services employees; following are the grades and the corresponding spinal column points. Provisions for teachers pay are contained in the School Teachers Pay & Conditions Document. 
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Payment for notional terms 

Teachers who start work on the first day of term and continue working until the end of term shall be paid for each term's work as follows: 

  

	Autumn term: 
	1 September to 31 December 

	Spring term: 
	1 January to 30 April (or end of the Easter holidays, whichever is the earliest) 

	Summer term:
	1 May (or beginning of the Summer term, whichever is the earliest to 31 August. 


Teachers who do not commence on the first day of term will be paid from the first day of starting work. 

Where a teacher has been paid by a previous employer until the end of the notional term and the first day of term commences before this, the first day of pay will be the first day within the term following the last day of payment by the previous employer. 
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For further advice please speak to your directorate HR section in the first instance. 

Salary grades
	Grade 
	Spinal column points 

	SC1/2
	4-13 

	SC2
	10-13 

	SC3 
	14-17 

	SC4 
	18-21 

	SC5 
	22-25 

	SC6 
	26-28

	SC6/SO1 
	26-31 

	SO1 
	29-31 

	SO2 
	32-34 

	PO1 
	33-36 

	PO2 
	35-38 

	PO3 
	38-41 

	PO4 
	41-44 

	PO5 
	44-47 

	PO6 
	46-49 

	PO7
	49-52 

	PO8
	50-53 

	PO9 
	51-54 

	SPO 
	61-65 

	Unqualified social workers 
	24-27 

	Qualified social workers
	27-36 

	Day centre officers 1 
	16-23 

	Day centre officers 2
	20-26 

	REO 2 Unqualified 
	16-19 

	REO 2 Qualified
	18-21 

	REO 3 Unqualified 
	20-23 

	REO 3 Qualified 
	22-25

	REO 3 Qualified
	22-25

	REO 4 Unqualified
	24-27

	REO 4 Qualified
	26-29

	REO 5 Unqualified
	27-30

	REO 5 Qualified
	29-32

	REO 6
	30-33

	REO 6+1
	31-34

	REO 7
	33-36

	REO 7+1
	34-37

	REO 8
	36-39

	DN1/2
	4-15

	DN2/3
	14-21

	DN4
	22-25

	DN5
	25-28

	DN6
	26-29

	DN7
	29-32

	DN8
	32-35

	DN9
	35-38

	Former manual grade 1
	4

	Former manual grade 2
	5

	Former manual grade 3 
	6

	Former manual grade 4
	7 

	Former manual grade 5
	8 

	Former manual grade 6
	9 

	
	



Pay, allowances and conditions for teachers in residential special schools 

Allowances 

Allowances payable to teachers working in residential special schools are set out in the national agreements made by the Joint Negotiating Committee for Teachers in Residential Establishments. The principal allowances payable are as follows: 

Extraneous Duties Allowance 

This allowance is payable to teachers at the discretion of the governing body. Existing teachers will retain these allowances where they are currently being paid whilst they remain in their current post. The Governing Body may decide to apply this allowance to new teachers. It is not payable to either Headteachers nor to their Deputies. 

The allowance is a fixed annual sum of money (£5,952 per year as at 1 December 1991) payable to teachers who have additional duties to the order of an average of 15 hours per week. It is updated nationally by the appropriate national negotiating body. 

Sleeping-in-Duty Allowance 

Again, rates are determined nationally and are reviewed on an annual basis. The allowance is not payable to Headteachers or resident deputy headteachers. The rate as at 1 December 1999 is £24.79 per night with £14.00 disturbance element per hour. Teachers are required to accept the reasonable request of the Headteacher to undertake sleeping in duties. 

London allowance 

This is as specified in the School Teachers Pay and Conditions Document. For staff at Anerley Special School the rate is that of outer London Allowance (£1,524 as at 1 April 2000). 

Heads and Deputies Allowances 

These rates are nationally agreed and the rates payable are dependent upon the group size of the school and whether the Headteacher and Deputy are resident or non-resident. 

Council Tax Allowance 

Payment of Council Tax is made to residential staff in post as at 1 April 1990. 

Provision of Residential Accommodation 

The Governing body has discretion in determining which posts are to be resident and which are to be non-resident. Each time a vacancy arises, the position in relation to that particular post should be reviewed. 

Accommodation is provided to staff purely for the better performance of their duties. They will be required to vacate the properties on relinquishing their posts or where otherwise required to do so by the Authority. 

Resident teaching staff are not permitted to sublet or to assign the property to a third party. Neither is it permitted to take in paying guests (i.e. lodgers or other licensees). 

Staff occupying residential accommodation are required to take on extraneous duties and this is one of the conditions upon which provision of accommodation is based. 

Meals 

Teachers in residential establishments who are not entitled to free meals or who are receiving an allowance in lieu of this will not be required to pay for meals taken on the premises if required to undertake duties requiring their presence at the meal. 

Emoluments 

Resident Teachers are required to pay the Authority in respect of emoluments received and this will be at rates to be determined by the Authority, Such rates will be reviewed on a regular basis. 

Resident teachers will also be required to meet appropriate charges, as determined by the Authority, in respect of services such as laundry, heating, light, water where these are provided. 

Holiday arrangements 

The holidays of teachers at residential special schools and rural centres will be as follows: 
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Residential Special Schools 

The teachers will be entitled to a period equal to the whole of the school holidays in a year. The governing body, in consultation with the Headteacher, shall have the power to decide when such leave will be taken. 
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Rural Centres 

Teachers will be entitled to a period equal to the whole of the school holidays approved for the year, but no more than two days leave may be taken during a week in which the centre is open. Leave cannot be accumulated from year to year. 

Income Tax - Self Assessment 

Self Assessment is a major reform of tax administration. It comes into effect for the tax year 1996-97 onwards. While this new system will only directly affect those employees who receive income tax return forms from the Inland Revenue, all employees are required to keep records for income tax purposes from April 1996. 

The Council will provide details of income and benefits to employees within prescribed timescales to enable them to complete their tax returns. 

Self Assessment will not affect the normal collection of income tax and the Council will continue to automatically deduct tax at source from employees in the usual way through the PAYE system. Collection of any arrears of tax may however be affected (see below). 

Records 

With effect from 1 April 1996 all employees will be required to keep records to support personal income or expenditure such as: 
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weekly/monthly payslips, 
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P60 (details of pay and tax paid, see below), 
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copy of PllD (benefits in kind/expenses payments, see below), 
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interest statements from a bank, building society or trust, 
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dividend certificates, 
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capital gains or losses (e.g. contracts for sale, lease or exchange of assets received as gifts or from an inheritance) 
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receipts for expenses claimed 
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Claims to personal allowances, other deductions or reliefs (e.g. membership of professional institutes, personal pension plan certificates, Child Support Agency Assessments), 
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record of any business mileage (e.g. log showing dates, trips made, miles travelled and details of any motoring costs incurred), 
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any covenants to charity. 
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UK pension or taxable social security benefits (State or Occupational Pension, SSP, SMP, Job Seekers Allowance). 
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Other income in the UK or foreign income or gains (e.g. evidence of alimony or maintenance) 

The records must be adequate to enable the employee to complete their tax return or claim accurately. Records must be retained for a period of at least 22 months after the end of the tax year to which they relate. 

Completion of Income Tax Return Forms 

If the employee receives an Income Tax Return and wishes the Tax Office to continue to calculate the tax to be paid, then completed forms must be returned to the Inland Revenue by 30 September. Employees who wish to calculate their own tax must submit their returns by 31 January with their calculation of the amount due. Failure to return completed tax returns by 31 January will result in an automatic penalty of £100. Additional charges will be made if the return is still outstanding after six months. Furthermore if tax is paid late, interest and surcharge will be payable. 

Payment of Arrears of Tax 

If the income tax return is submitted by 30 September, the Inland Revenue will collect any tax owing at the end of the year through PAYE in the coming year. Otherwise the employee will be required to pay the balance due on 31 January following the end of the tax year. 

Information to be provided by the Council 

The Council will be responsible for providing employees with the following information to enable them to complete their tax returns. Such information will be issued either by Resources Directorate, System Control Section, or by directorate payroll or personnel sections (as determined locally). 

Certificate of Pay and Tax Deductions (Form P60 - Form P60 will be issued by the Resources Directorate by 31 May after the end of the tax year. 

Tax details at end of employment (Form P45) - Employees will be required to enter figures for pay and tax from each employment. To assist this changes have been made to Form P45 which is issued to employees on leaving the service by directorate payroll sections. Employees will retain part la of the P45 to give them the information needed to complete future tax returns. 

Benefits and Expenses Information - Form PllD 

Form PIID will be issued to employees by 6 July following the end of the tax year. This form will list the taxable benefits received by employees or their cash equivalent. As copies of the forms are automatically sent to the Inland Revenue, employees are advised to declare all taxable benefits listed. Failure to do so could result in claims for unpaid tax. Form PllD covers the following: 

Car Allowances 

The Council is currently applying to the Inland Revenue for dispensation for car allowances (see below). If this is granted then details of such allowances will not appear on form PllD and will not have to be declared. If dispensation is not received then details will be given on the PllD. The taxable element will automatically be calculated for the employee and this should be declared on the tax return. 

As indicated above employees should retain mileage records and evidence of other car expenses if they wish to claim business use. 

A leaflet on this issue "Using your own car for work" - IR125 is available from local Tax Offices. 

Beneficial Loans 

Car Loans (the difference between the interest rate charged and the market rate), Season Ticket Loans or Computer Loans where the balance outstanding exceeds £5,000 at any one time. Employees with existing Council loans, particularly car loans, are advised to check their outstanding balance with directorate payroll sections, before applying for further loans. 

Mobile Phones 

Employees who are supplied with mobile phones will be taxed at a standard rate of £200 and this must be reported on the PllD. 

There will be no charge if there is no private use, or the employee is required to and does make good the full cost of any private use. 

Full cost means the cost of all private calls, plus 20% of the market value of the telephone and equipment rental costs. 

If an employee opts to pay the full cost of private use, then directorates must keep complete records of telephone bills and amounts reimbursed to the authority. 

Protective Clothing or Uniforms 

Protective clothing or uniforms are not classed as benefits for income tax purposes provided the clothing is specifically required for business purposes. Details will not therefore be included on form PllD. 

Subsidised Accommodation (Rent, Lighting, Heating etc.)
If accommodation is supplied to an employee, it will not be classed as a taxable benefit if it is solely for the performance of the employees duties. In other cases details will appear as a taxable benefit on form PllD. 

Council Tax Payment 

If a Council tax payment is made to an employee, this should be classed as a benefit and paid to the employee through the payroll system. If payment is made this way it will not be necessary to include it on the PllD. Otherwise details will appear on the PllD which must be declared on the tax return. 

Sale to the employee of assets at less than their market value 

Assets sold to employees below the market value, such as computers, furniture etc., are classed as taxable benefits and should therefore be included on the PllD statements. 

Directorates should therefore ensure that full records are kept of all transactions made. 

Relocation Expenses in excess of £8,000. Directorate HR Managers are required to ensure that details of relocation expenses in excess of £8,000 are logged, with payroll sections, for self assessment purposes 

Vans available for employees private use 

Employees who pay for private use of vans will be exempt from income tax and details will not appear on Form PllD. Those employees who do not pay for private usage will be required to pay income tax on the taxable element which appears on Form PllD. 

Dispensations 

Employers can ask the Inland Revenue for a dispensation where expenses/benefits are made to employees but no tax is payable by the employee because he/she can claim a matching tax deduction. Where a dispensation has been given no details will be given on the PllD and employees will not be required to enter details on their tax returns. The Council has applied to the Inland Revenue for the renewal of dispensations for subsistence allowances and travelling expenses. Dispensation for car allowances is also being sought. 

Employees will be notified of the dispensations in force at the time the PIID forms are issued. 

Penalties 

The Council is required to provide accurate information to the Inland Revenue and to employees and it is therefore essential that the payroll sections are informed of any changes to any employees income or benefits which will affect Self Assessment. 

Failure to provide correct PllD information to either the Inland Revenue or the employee, by the 6th July will incur a penalty of up to £300 per form and a further £60 per form for each day that the failure continues. The cost of these penalties would have to be met by the directorate concerned. 
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Further information or advice on Self Assessment or taxable benefits may be obtained from Systems Support, Directorate of Resources. 

  

	New starters who do not receive their payment on the normal pay day will receive an emergency payment for monies due provided the number of days to be paid is 10 or more. Otherwise payment will be paid the following month. 

If the employee leaves the Council whilst the salary payable is under review, they must subsequently apply in writing to their chief officer to claim any arrears which have become due for the period when they were working for the Council. 

New starters tax 

If a P45 is sent in, the tax code on the P45 will apply and any currently applicable previous pay and tax details will be taken into account. 

If the P45 is not received a P46 will be given to the employee for completion, which will ensure that the coding assessment can proceed. The P46 also enables the Council to put the employee on to emergency code 438LW until the assessment has been processed by the Tax Office. 

Leavers 

The leaver should ensure that the Council is advised of an address to which the P45 should be sent. This can then be provided to their new employer, or to the Department of Social Security (DSS) if they wish to claim benefits. 

Adjustments to tax codes during the year 

When the Tax Office alters a coding it will normally notify the employee (form P2) before the employer. 

How tax is calculated 

The vast majority of employees will have one of the following codings: 

[image: image18.png]


BR (basic rate). This means tax is paid at a rate of 22p in every £. 
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438LW (emergency tax code). This code gives the normal single person's tax allowance but on a non-cumulative basis, that is, calculated on current earnings, and takes no account of any previous payments. 
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438L (single person's/married woman's coding). Unlike 419LW this is cumulative, that is, any allowances not used during a week are carried forward to the following week. 

Your annual tax free allowance is derived by adding a 9 to the code number. 

  

  e.g. 

Tax code

= 

Tax free allowance + 9 

 

209 

= 

£2099 per annum 

 

438 

= 

£4389 per annum 

In tax calculation the amount of tax-free pay is deducted from the gross pay, and the balance is taxed. When superannuation is paid, the contribution must also be taken from the gross pay before deducting the basic rate. 

If earnings are under £1,500 per annum the basic rate drops to 20%; if over £28,400 it increases to 40%. 

For further information please contact: 

The Inspector of Taxes LP6 
Rede House 
71 Corporation Road 
Middlesbrough 
Cleveland 
TS1 1TW 

Reference 966 B7 
Telephone 01642 795000 

For individual queries the reference, employee and national insurance number should be quoted. 
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For further advice on tax queries please contact your central payroll services. 

  


