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Paying Staff

( Charity Number 522769)

Purpose
This policy outlines how staff are paid, ensuring fair, accurate, and timely compensation in
compliance with applicable employment legislation.

Scope
This policy applies to all employees of Florence Colliery Sports and Social Club, including
full-time, part-time, casual, and temporary staff.

Pay Structure

Employees are paid according to their agreed contract of employment. Pay rates are
determined by role, experience, qualifications, and budgetary considerations. Any changes
to pay must be approved by management and confirmed in writing.

Pay Periods
Staff are paid on a monthly basis. Pay dates will be communicated in advance and adjusted
if they fall on a weekend or public holiday.

Method of Payment
Payment is made via bank transfer. Employees must ensure accurate bank details are
provided.

Overtime and Additional Payments

Overtime must be authorised in advance unless in exceptional circumstances. Any
additional payments will be processed in accordance with contractual terms and legal
requirements.
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Deductions
Statutory deductions such as tax and National Insurance will be made. Any other deductions
will only be applied with legal authority or written consent.

Payslips
Payslips will be provided for each pay period and will detail gross pay, deductions, and net
pay.

Payroll Errors
Any pay discrepancies should be reported as soon as possible. Confirmed errors will be
corrected promptly. Overpayments may be recovered lawfully.

Leave and Absence
Pay during periods of leave will be managed in line with employment contracts and
statutory requirements.

Termination and Final Pay
Final pay will include all outstanding wages and accrued holiday pay, subject to deductions,
and will be processed in accordance with legal requirements.



