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1. Introduction

The London Borough of Waltham Forest Council aspires to be an employer of choice for skilled and experienced workers in order to meet our strategic goals and the needs of our community.
The Council’s Management Board has authorised certain Retention Bonus schemes as part of the Council’s recruitment and retention strategy. These along with any new schemes are subject to authorisation by the Management Board as well as appropriate reviews and aims to address recruitment and retention challenges in certain areas or roles.
The above aims will be achieved by tackling the shortage in new or qualified staff as well as encouraging employees to remain in the Council’s employment so that the Council can retain their valuable skills. Additionally, management have a significant role to play in developing a reciprocal commitment between the Council and its employees working within some of the most challenging areas. The Council’s approach will be holistic and include sustainable approaches which combine ‘growing our own staff’ with attracting the best candidates that are available within the open recruitment market.

The scheme operates on the following understanding and is dependent on service delivery requirements being maintained, in relation to satisfactory performance, conduct, attendance and any other factors outlined below.

The Council reserves the right to terminate or review the provisions and criteria of any Retention Bonus scheme at any time with one month’s notice of any change being given to the applicable employees.
Management are responsible for ensuring that employees meet all qualifying criteria as set out in section 4 ‘Retention bonus scheme qualifying criteria’, section 5 ‘Payment exemptions’ and the respective Appendix outlining each area’s terms and conditions.
2. Types of schemes, process arrangements and timelines

Service areas can choose amongst or combine the following options:

· payment upon joining the Council as an employee or the eligible job role;

· payment upon successful completion of probation; and

· annual or bi-annual Retention Bonus.

Retention bonuses can be one-off payments or long-term bonuses paid in a single payment or two payments. If a long-term bonus is paid in two payments, this will be split into two arrangements as follows:

· one payment made for June’s payroll and

· one payment made for December’s payroll.

Where the Retention Bonus is paid in two installments, employee reviews will be undertaken in May and November of each year.
Please refer to ‘Appendix 1 Families Directorate retention bonus schemes’ and ‘Appendix 2 Educational Psychologist service retention bonus scheme’ for more information.  
2.1. New starters

For new starters within an eligible job role, where the service area operates a payment upon starting or upon successful probation, the first payment will be paid upon commencement or within the first payroll following the final probation review, while the first normal annual cycle of payments would commence in the following year. Please refer to ‘Appendix 1 Families Directorate retention bonus schemes’ and ‘Appendix 2 Educational Psychologist service retention bonus scheme’ for more information.
For example, an employee starting in February 2020 within an eligible job role, with a 6-month probationary period, where the service area pays upon successful completion of probation, will be paid as follows:

· they will not receive the retention bonus in June 2020;

· their first regular ongoing bi-annual payment would commence in December 2020, assuming that they meet all other relevant criteria.

Management must make the necessary arrangements for these payments to be processed by raising a self-service transaction request with HR Admin in good time.
3. Details of Council schemes
The rationale {business case} along with the particulars of each scheme will be included in an Appendix to this guidance, which is published on the council’s ForestHub page on Additional payments.

Amongst other details, each service area will be transparent about the amounts payable {£} to eligible employees, the payment timings, the criteria defining the eligible groups of employees {for example job title, specific qualifications required, professional body registration}.

4. Retention bonus scheme qualifying criteria
The following section outlines the qualifying criteria for the scheme.
4.1. Eligibility criteria: employment service
To be eligible for the payment, employees must have been continuously employed within the applicable role for the 6 months prior to and be in service on 31 May or 30 November of each year. Payment will then be made in the following month (June and December) via the normal pay mechanisms. No payment will be made to employees who have left the applicable role or the Council’s employment within the 6 months prior to 31 May or 30 November of each year respectively.

4.2. Probationary Period consideration
Unless the respective area pays their Retention Bonus upon joining, new entrants to the Council’s service within appropriate roles will normally qualify for the payments after they have successfully completed their probationary period (normally 6 or 12 months). An employee who successfully passed their probation will be paid at the next scheduled bonus pay date, either June or December as applicable. For example, an employee who starts work in May will become eligible in December the same year for a payment, subject to successful completion of the probation period. 

If the same employee’s probation was extended, for example, until February, the following year then they would not receive the bonus until the following June.  

4.3. Professional body registration
Where there is a requirement for continuous professional body registration, the post holder must be registered and retain their relevant professional body status. Employees must not allow their registration to lapse at any time during the course of their relevant employment with the Council, as this will affect their ability to practice and will affect service delivery. It is the responsibility of each employee to ensure that their registration is current and renewed in a timely manner. It is the manager’s responsibility to ensure that employees comply with this duty.
4.4. Transfers and secondments
Employees who are seconded to or transferred to a post that is not paid the Retention Bonus would not be entitled to continue to receive this payment. However, in some exceptional circumstances as decided by the Head of Service or above, if the transfer or secondment is at the request of the Council, then the Council may decide to pay the bonus on a pro rata/ reduced basis for the period/ duration of the secondment that the employee was in the alternative role/ post.

Where an employee is transferring from one role to another role, where the Retention Bonus continues to be applicable, but the rate differs, the employee will be paid on a pro rata basis based on the eligible amount applicable for each reference period. This is on the understanding that they continue to meet all eligible criteria.
For example, for a full-time employee, meeting all the necessary set criteria, who, for the relevant 6 month reference period, has been employed within Adult Social Care for 3 months in receipt of an annual Retention Bonus of £2,000, and within a eligible role within Corporate Parenting for 3 months in receipt of an annual Retention Bonus of £3,000, this would be calculated and pro rata’d based on the following:
· 3 months as Adults Social Worker: 3 months / 12 months x yearly payment of £2,000 = £500 for the 3-month period; and
· 3 months as Social Worker within Corporate Parenting: 3 months / 12 months x yearly payment of £3,000 = £750 for the 3-month period.
Therefore, the total payment for this employee would equate to £1,166.67 for the full six-month reference period.
4.5. Leavers
In the event that an employee leaves the Council’s employment, in order to be eligible to receive the payment in either June or December, they must be in service on 31 May or 30 November before the respective payment month.
Therefore, if an employee leaves the Council’s service on 30 May, they would forfeit their right to receive the retention payment, which would have been due for payment in June.

4.6. Additional information
The following additional information needs to be considered under this scheme:
· Part-time workers: Part time workers will receive a pro-rata amount of any Retention Bonus based on their contractual hours.

· Career breaks: Employees on career break will not receive the Retention Bonus whilst they are on their break due to this being an unpaid period of leave. They will receive a pro rata’d Retention Bonus for the complete months they worked, before and after their career break as long as they continue to meet all eligible criteria. That is, if a 12-month career break starts on 10 September 2020, Retention Bonus will be payable for June, July, and August 2020 prior to the career break, and October and November 2021 after the career break.
· Maternity, adoption, paternity or shared parental leave: Employees on any of the afore-mentioned leave will continue to receive the payment in the normal manner whilst on leave.
5. Payment exemptions
The following section outlines the exemptions to the scheme:

5.1. Capability considerations
Employees subject to action under the formal stages of the Council’s Capability Procedure, will not retain their entitlement to the bonus from the date on which formal processes commenced. The employee will become eligible once their Line Manager has confirmed that they have met their targets for improvement as outlined within the employee’s Capability Action Plan. This date will be deemed as the date that the formal capability process has ended. Where applicable, a pro rata amount will be made for satisfactory periods of performance. No payment will be made for periods of unsatisfactory performance under the Council’s formal Capability Procedure.

5.2. Conduct and Discipline considerations
Employees subject to action under the Council’s Conduct and Discipline Policy and Procedure will have their bonus held in abeyance from the commencement of the disciplinary investigation and/ or any subsequent disciplinary hearing whilst the outcome is being determined. If it is found that there is no case to answer or the case is dismissed, any backdated bonuses will be paid with immediate effect to the employee. However, if a disciplinary sanction is imposed then the following timescales for non-payment will apply:

· Informal warning (12 months) the bonus will be withheld during the period of the sanction 

· Written Warning (18 months) the bonus will be withheld during the period of the sanction 

· Final Written Warning (24 months) the bonus will be withheld during the period of the sanction

5.3. Sickness absence considerations
Employees who have passed a sickness trigger point as outlined within the Council’s Managing Sickness Procedure on 31 May or 30 November {or on one of these dates where the Retention Bonus is paid in a single instalment} will not be entitled to receive their Retention Bonus. Where management have implemented deferred action then the bonus will normally be applied.

Where the Retention Bonus is paid in two instalments, if an employee had passed a sickness trigger in the previous 6-month period but complied with targets that were set, they will not be penalised twice for the same absence events. That is, for example, if an employee had exceeded a sickness trigger between June 2020 and November 2020 but met their targets and have not progressed to a different/ further stage under the Council’s Managing Sickness Procedure between December 2020 and May 2021, they will receive the bonus in June 2021.
If the reason for the absence is disability-related, then it may be a reasonable adjustment to continue to pay the bonus. Managers must take into account illness or absences that are covered by the Equality Act 2010 and their obligation to make reasonable adjustments, where needed, and consult with Human Resources, where required.

Employees who are absent due to pregnancy-related illness/ sickness will continue to be entitled to receive their Retention Bonus.
Appendix 1: Families Directorate retention bonus schemes
	Children’s Services
	Adults’ Social Work
	Early Help Qualified Social Workers


	Business case

	Recruitment and retention of social workers Children’s Service, Adult’s Social Work, and Early Help Qualified Social Workers is a challenge, both nationally and locally.

This Retention Bonus scheme is part of the Council’s recruitment and retention strategy and aims to assist in tackling the current national shortage of social care posts within the above services. The purpose of the scheme is to encourage employees to remain in the Council’s employment so that the Council can retain their valuable skills. Please refer to the Retention Bonus scheme guidance main body for full details.


Newly qualified Social Workers on the ASYE programme {ASYE: Assessed and Supported Year in Employment}

	Amount payable {£} and timings

	· NQSWs joining the Council will receive £1,000 upon joining the Council and £1,000 upon probationary confirmation
· Thereafter, an annual Retention bonus as described below, in the respective table that applies on each group of Social Worker.


Qualified Social Workers

	Amount payable {£} and timings

	An annual Retention bonus of £2,000 will be made on the following pay arrangements, to those meeting eligibility requirements: 

· June of each year £1,000 retention bonus

· December of each year £1,000 retention bonus


Social Worker: Safeguarding and Corporate Parenting {Children Services}, who case hold or supervise children’s cases

	Amount payable {£} and timings

	An annual Retention bonus of £3,000 will be made to those Social Workers working within these specialisms meeting eligibility requirements on the following pay arrangements:

· June of each year £1,500 retention bonus

· December of each year £1,500 retention bonus


	Eligible area(s) and job title(s)

	Children Services
	Adults’ Social Work
	Early Help

	Social Workers, Senior Practitioners, Advanced Social Work Practitioners, Heads of Service, Assistant Team Managers, Team Managers, Independent Reviewing Officers or Child Protection Coordinators 
	Adults’ Social Workers, Occupational Therapists including Senior practitioners, Practice Managers, Deputy Team Managers and Team Managers
	Social Workers, Senior Practitioners, Advanced Social Work Practitioners, within the Early Help Service within the following services:

· Early Help 0-18 Service including Youth Offending


	Eligibility criteria

	· Length of service: Unless paid upon joining, to be eligible for the payment employees must have been employed within the eligible role for the 6 months prior to and be in service on 31 May or 30 November of each year.
· Successful probation: 6 months {or 12 months for NQSWs on ASYE}.

· Exception: NQSWs on ASYE are entitled to a payment of £1,000 upon joining as outlined above.

· Qualifications: Employees must work within the Children and Families Service and must have a Diploma in Social Work (DipSW), Certificate in Social Service (CSS), the Certificate of Qualification in Social Work (CQSW) social work degree or equivalent social work qualification that requires registration with the Health and Care Professionals Council (HCPC) as an essential requirement on the Job Role Profile.

· Professional body status: The post holder must be registered and retain their relevant professional body status, in the case of Social Workers with Health and Care Professionals Council (HCPC).

· All other eligibility criteria outlined in the guidance main body.


Appendix 2: Educational Psychologist Service retention bonus scheme
	Business case

	Recruitment and retention of Educational Psychologists is a challenge, both nationally and locally. Recent attempts at recruitment have been unsuccessful so the Council have had to employ locum staff to meet our Service Level Agreements for traded work with schools and to support the statutory responsibilities of the Council.

This Retention Bonus scheme is part of the Council’s recruitment and retention strategy and aims to assist in tackling the current national shortage of qualified Educational Psychologists working within local authorities. The purpose of the scheme is to encourage employees to remain in the Council’s employment so that the Council can retain their valuable skills. This will enable us to have the required number of highly qualified staff to meet the needs of our growing Traded and Statutory service. Please refer to the Retention Bonus scheme guidance main body for full details.


	Amount payable {£} and timings

	Newly appointed Educational Psychologist
	All other qualified Educational Psychologists

	· Newly appointed Educational Psychologists will receive £1,000 upon joining the Council and £1,000 upon completion of a satisfactory probationary period 

· Thereafter, an annual Retention bonus of £2,000 as described in the table titled ‘All other qualified Educational Psychologists’.
	An annual Retention bonus of £2,000 will be made on the following pay arrangements, if meeting eligibility criteria: 

· June of each year £1,000 retention bonus

· December of each year £1,000 retention bonus


	Eligible area(s) and job title(s)

	Educational Psychologists


	Eligibility criteria

	· Length of service: To be eligible for the payment employees must have been confirmed to post and be in service on 31 May or 30 November of each year.

· Qualifications: Employees must work within Educational Psychology Service and must have a postgraduate Qualification as a Practicing Educational Psychologist recognised by the British Psychological Society and be registered with the Health and Care Professionals Council (HCPC) as an essential requirement on the Job Role Profile. They must hold a satisfactory enhanced DBS disclosure.

· Professional body status: The post holder must be registered and retain their relevant professional body status, with Health and Care Professionals Council (HCPC).
· All other eligibility criteria outlined in the guidance main body.
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