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POLICY

1. The University will not discriminate in pay systems arising for reasons relating to a member of staff's gender, race, disability, age, religion, sexual orientation or contractual status. (See Appendix 1)

2. University staff will therefore receive equal pay for the same or broadly similar work and for work rated as equivalent. (See Appendix 1)

3. The University will achieve this by;

· Applying an analytical job evaluation scheme to objectively assess the basic pay value of posts; and by

· Awarding contribution increments, bonuses and additional benefits in line with University policy.

4. In order to ensure that equal pay is achieved and maintained the University will: 
· Provide training for managers involved in making decisions affecting individual staff’s earnings, and 
· Undertake equal pay reviews every 2 years to ascertain if unfair differences in pay are occurring and will institute any necessary remedial action.

· Publish the outcomes of equal pay reviews.

5. Also, a member of staff who considers their pay and that of a comparator to be unequal can raise the matter using the Application for Consideration of Equal Pay Claim form (See Appendix 2) in the first instance.

EQUAL PAY REVIEWS

6. An Equal Pay Review (EPR) will be undertaken every 2 years by the HR Department.

7. The EPR will essentially comprise:

· Checking that staff are receiving the same pay for work rated as equivalent through the University's job evaluation scheme and performance assessment schemes.

· Use of Attraction and Retention Awards.

·  Identifying any equal pay gaps.

· Formulating an action plan to eliminate those pay gaps that cannot be objectively justified.

8. Each EPR will cover the whole of the University's workforce and will analyse pay differences on the basis of;

· Gender.

· Race.

· Age.

· Disability.

· Contractual status.

Owing to the sensitivity that can surround the collection of data on the religion or sexual orientation of staff these factors will not be included as part of an EPR.

9. Each EPR will be undertaken in partnership with the recognised trade unions within the University.

INDIVIDUAL GRIEVANCES

10. A member of staff who considers that they are receiving less favourable pay and contractual terms compared to others by reason of their gender, race, disability, age, religion, sexual orientation or contractual status should raise the matter with their manager (See Appendix 3) using the Application for Consideration of Equal Pay Claim form (See Appendix 2) in the first instance.

11. In order to pursue this issue the member of staff will need to identify a comparator (See Appendix 2, Guidance Note 2).

12. A member of staff is entitled to receive information to enable them to establish whether or not they are receiving equal pay with their comparator. (See Appendix 2, Guidance Note 4).
13. Such information will, however, be provided subject to application of Data Protection principles in respect of personal data on comparators.
APPENDIX 1

DEFINITIONS OF TERMINOLOGY

 PAY

For the purposes of this Policy pay is defined as including:

· Basic pay.

· Accelerated increments

· Contribution increments

· Overtime rates and allowances.

· Performance related benefits.

· Severance and redundancy pay.

· Access to pension schemes.

· Benefits under pension schemes.

· Hours of work.

· Occupational sick pay.

· Special leave payments and allowances, e.g. maternity pay.
· Non - financial benefits.

(More detailed information on each of these will be available in Staff Handbooks and on the HR Department web site)

EQUAL WORK

Like work - means the member of staff and a comparator are undertaking the same or broadly similar work albeit that job titles are different.

Work rated as equivalent - means that the job undertaken by the member of staff and a comparator have been assessed under the University's job evaluation scheme as being equivalent, i.e. they have been assessed as falling within the same job evaluation grade.
APPENDIX 2
NORTHUMBRIA UNIVERSITY

APPLICATION FOR CONSIDERATION OF EQUAL PAY CLAIM

	NAME
	JOB TITLE


	SCHOOL/DEPARTMENT/SERVICE
	LOCATION




	I believe I may not have been receiving equal pay in accordance with the University’s Equal Pay Policy for the following reasons:

(See Guidance Note 1)



	I am claiming equal pay with the following comparator(s):

(See Guidance Note 2)



	The elements of pay and benefits I feel are not equal with the above 
comparators are as follows:

(See Guidance Note 3)
Continue on separte sheet if required.


	I would like further information on the following aspects of pay and benefits:

(See Guidance Note 4)



	Signed:

Date:


When you have completed the Application please send the form to your Dean/Director.

GUIDANCE NOTES FOR THE COMPLETION OF AN APPLICATION FOR EQUAL PAY

Guidance Note 1

You should give a short summary of the reason(s) that cause you to believe that you may not have been receiving equal pay. (It may be helpful to complete this section after completing the other sections of the Application form).

The summary of reasons must include a statement to indicate whether you consider the inequality in pay is based on gender, race, disability, sexual orientation, religious belief, age, contractual status, or combination of one or more of these.

Guidance Note 2

Give the names, if known, the job titles and work locations of the person or persons with whom you are claiming equal pay.

These are referred to as your “comparators”.

Guidance Note 3

List the specific elements of your pay and benefits which you consider are not equal to that of you comparators. These elements could include:

· Basic pay

· Accelerated increments

· Contributory increments

· Overtime rates and allowances

· Performance related benefits

· Severance and redundancy pay

· Pension arrangements and benefits

· Hours of work

· Occupational sick pay

· Special Leave payments and allowance

· Non – financial benefits.

You should also indicate over what period of time you consider that your comparator has received more favourable terms than yourself.

Guidance Note 4

Here you have the opportunity to request information on the pay and benefits position of yourself and your comparators.

Such information could include, for example, details of

· Pay schemes.

· Job grading system.

· Current grade of yourself and comparators.

· Benefits received by yourself and comparators.

· Job descriptions and person specifications for yourself and comparators.

Such information will, however, be provided subject to application of Data Protection principles in respect of personal data on comparators.

APPENDIX 3

PROCEDURE FOR APPLYING FOR AND RESPONDING TO CLAIMS FOR EQUAL PAY
1.  A member of staff who considers that they are, or have been,  receiving different levels of pay and benefits, as provided under the contract of employment, for reasons relating to their :
· Gender,

· Race,

· Age,

· Disability,

· Sexual orientation,

· Religious beliefs, or

· Contractual status,
should complete an Application for consideration of Equal Pay Claim. (See Appendix 2 above)
2.  The completed form must be sent to their respective Dean/Director, who will acknowledge receipt in writing within 5 working days.

3. Within 8 weeks following receipt of the application the Dean/Director, in liaison with an HR Adviser, will provide a written response to the applicant. (See Appendix 4)

4. Where the response from the Dean/Director acknowledges that the claim is justified, arrangements will be made to back date the required adjustment in pay and/or benefits with effect from either:

· a date that can be identified as when the inequality began, or 
· a date not more than 6 years before the date the application was received by the Dean/Director, 
whichever is the shorter.

5. Where the Dean/Director responds in a manner which does not acknowledge the claim is justified, the member of staff can raise the matter by lodging a formal Grievance.

6.  Thereafter the normal Grievance Procedure will apply.

APPENDIX 4
NORTHUMBRIA UNIVERSITY
RESPONSE TO AN APPLICATION FOR EQUAL PAY
TO: (applicant)
	NAME


	JOB TITLE

	SCHOOL/DEPARTMENT/SERVICE
	LOCATION




FROM: (Dean/Director)
	NAME
	JOB TITLE


	SCHOOL/DEPARTMENT/SERVICE
	LOCATION




	THE ELEMENTS OF PAY THAT THE APPLICANT FEELS ARE UNEQUAL ARE:
	RESPONSE TO THE CLAIM OF UNEQUAL PAY IN RESPECT OF EACH ELEMENT LISTED:

	(See Guidance Note 1)
Continue on separate sheet if required.
	Yes, I agree this element is unequal.
(indicate with a tick any with which you agree)
	No, I do not agree that this element is unequal. (indicate with a tick any with which you disagree)




	The reasons for the responses given in the previous section are as follows:

(See Guidance Note 2)
Continue on separate sheet if required


	Further information requested by the applicant.
(See Guidance Note 3)
	Information given in response to this request.




	CONCLUSION:

(delete as appropriate)

I agree that there are inequalities in pay which are not justified and the necessary action will be taken to rectify the position.

I agree that there are inequalities in pay, but these are justified and therefore no further action needs to be taken.

I do not agree that there are any inequalities in pay.




If you are dissatisfied with this conclusion you still have the right to pursue the matter by lodging a formal grievance as per the University’s Grievance Procedure.

	Signed:

Date:


GUIDANCE NOTES FOR RESPONDING TO AN APPLICATION FOR EQUAL PAY

Guidance Note 1
List in the left hand column all the elements identified by the applicant on their application form.

Indicate, in the appropriate right-hand side column, whether or not you agree or disagree with their assertion of unequal pay in respect of each.

Guidance Note 2

For each of the elements listed in the previous section give the reasons for your response.

That is:

Where there is an inequality in pay explain why/how that has come about.

Or

Where you do not agree there is an inequality state why you consider that is the case.

Guidance Note 3

List, in the left hand column. all the further information requested by the applicant on their application form. 
Give the necessary information in the right hand column. Where such information is contained in other documents simply state “see attached” and enclose these documents.
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