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Policy 

Pay 

Payment 

The methods of pay and payment intervals are set out in your Statement.   

An itemised pay statement will be issued to you at each pay period.  If at any time you have any queries 
you should raise them with the Finance Department. 

On termination of employment, your final payment may be made in a different form to that stated 

in your Statement.  

Pay Review 
Any change in your pay will be notified to you; the Company cannot guarantee that there will be an 
annual pay increase. 

Deductions from Pay 

The Company will make deductions from your pay in certain circumstances, for example, where a 
deduction is legally required such as income tax and National Insurance. You will receive a form P60 
on an annual basis explaining deductions made for income tax and National Insurance. Where you 
receive non-salary benefits from us, you will also receive a form P11D. 

If you are overpaid for any reason, we will normally seek to deduct the amount of overpayment at 
your next payday. However, if the amount to be deducted would cause hardship, we may arrange for 
repayment over a longer period.  

We may also make other deductions from pay as permitted by relevant sections in this Handbook and 
our other policies. 

The right to deduct wages, either as a result of this clause or any other clause within your Statement 

or this Handbook is an express term of your contract of employment. 

Expenses 
The Company will reimburse you for approved expenses wholly and necessarily incurred in the 

course of your work. 

It is not the purpose of the payment for expenses to provide you with an incentive or reward for 

non-standard duties. The amount of any payment for expenses will be the additional costs incurred 

as a result of you undertaking a work assignment. 

Expenses will be paid in accordance with the regulations and interpretation of HM Revenue & 

Customs or suspended, if necessary, at its instruction. 

Any special ad hoc arrangements made to suit particular circumstances will not be considered to set 

any form of precedent. 

You are expected to use the most cost effective transport, methods, and routes when travelling to 

carry out your duties. 

You will be entitled to claim the following providing they are reasonable, the appropriate 

documentation has been completed, and supporting receipts (including VAT receipts) have been 

submitted: 
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• cars - mileage at the rate notified and all necessary parking charges and unavoidable tolls - 
you are responsible for any fines or penalties incurred; 

• trains - standard class fare; 

• accommodation - cost of room and all necessary meals and reasonable drinks; 

• meals - as necessary and to a reasonable standard whilst on authorised business. 

Payment of your expense claims will be delayed or withheld if you are unable to provide appropriate 

evidence of the cost incurred. Fraudulent claims may result in your dismissal. 

Expense claims must be submitted in a timely manner. Payment will not be made for any expense 

claim submitted more than 3 months after the cost was incurred unless there are exceptional 

circumstances. In these circumstances, payment will be at the discretion of the company Directors. 

Decisions will be made on a case-by-case basis and will not set a precedent. 

Shortage of Work 
In the event that the Company is faced with a shortage of work, or is unable to provide you with 

work for any other reason, then you agree that the Company may temporarily: 

• place you on short-time working, in which case you will be paid for those hours worked; or 

• lay you off from work, in which case you will be paid in accordance with the statutory 
guarantee pay provisions in place at that time; or 

• designate you as a furloughed (or similar) worker, in accordance with the terms of any 
Government furlough (or similar) scheme in place from time to time, in which case during such 
period, if required, you agree to a reduction in your hours or will cease to carry out any work 
for the Company. (For this purpose you agree that the Company may adjust your hours, salary 
and benefits by an appropriate amount to reflect the needs of the business at that time and 
ensure that it receives reimbursement of salary and benefits under the said scheme to the 
fullest extent possible) 

The entirety of this section entitled “Shortage of work” forms part of your contractual terms and 

conditions. 


