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PAY POLICY STATEMENT 2024/2025 
 
 

Summary: 
 
 
 
 
 
 
 
 
Options considered: 

Section 38 of the Localism Act 2011 (“the Act”) requires 
the Council to produce an annual pay policy statement 
(“the statement”) for the start of each financial year. The 
attached statement is drawn up in compliance with the 
Act to cover the period 2024/2025. It is a legal 
requirement that Full Council formally signs off this 
statement and the responsibility cannot be devolved to 
any other person or committee. 
 
There are no options to consider as part of this paper. 
 

Conclusions: 
 

The attached statement sets out current remuneration 
arrangements for officers. 
 
 

Recommendations: 
 
 
 
Reasons for  
Recommendations: 
 

To adopt the attached Pay Policy Statement and to 
publish the statement for 2024/2025 on the 
Council’s website. 
 
 
To comply with the requirements of the Localism Act. 
  

 
  

Cabinet Member(s) 
Cllr Tim Adams 

Ward(s) affected 

Contact Officer, telephone number and email: 
James Claxton, Human Resources Manager 
james.claxton@north-norfolk.gov.uk  
(01263) 516352 

 
1. Introduction 

 
1.1 Section 38 (1) of the Localism Act 2011 (“the Act”) requires English and 

Welsh local authorities to produce a pay policy statement (“the statement”) for 
each financial year. The statement is signed off by Full Council immediately 
before the commencement of the year to which it relates. 

  

 
2. The Statement (Appendix A) 
 
2.1 The statement must set out: 

 

 A local authority’s policy on the level and elements of remuneration for 
each Chief Officer 

 A local authority’s policy on the remuneration of its lowest-paid employees 
(together with its definition of “lowest-paid employees” and its reasons for 
adopting that definition) 

 A local authority’s policy on the relationship between the remuneration of 
its chief officers and other officers 
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 A local authority’s policy on other specific aspects of chief officers’ 
remuneration: remuneration on recruitment, increases and additions to 
remuneration, use of performance related pay and bonuses, termination 
payments, and transparency. 

 
2.2 With regard to the process for approving the statement, it must: 

 

 Be approved formally by Full Council and cannot be delegated to any sub- 
committee. This includes any amendments in each financial year 

 Be approved by the end of March each year 

 Be published on the authority’s website and in any other manner that the 
Council thinks appropriate as soon as it is reasonably practicable after it is 
approved or amended 

 Be complied with when the authority sets the terms and conditions for a 
Chief Officer. 

 
2.3 For the purpose of the statement the term ‘Chief Officer’ in a local authority 

context is defined as set out in the Local Government and Housing Act 1989 
as: 
 

 The Head of Paid Service (Chief Executive Officer) 

 The Monitoring Officer 

 A statutory Chief Officer and non-statutory Chief Officer (section 2 of 

 that Act) 

 A deputy Chief Officer (section 2 of that Act) 
 
2.4 This definition of Chief Officer is wider than that contained within the 

Constitution where the term ‘chief officer’ indicates the senior posts which sit 
on Corporate Leadership Team i.e. the Director of Resources (S151), Director 
for Place and Climate change, and Director for Communities. 
 

3. Living Wage Supplement  

3.1 The Council has paid a Living Wage as a supplement to affected posts since 
1st January 2015 and the Joint Staff Consultative Committee recommended 
reviewing this payment on an annual basis. The supplement currently paid 
reflects the latest published rate for the ‘real’ living wage. 

 

4. Travel Policy  

4.1. The Travel Policy is attached at Appendix A. No permanent changes have 

been made since the last update, which was reviewed in August 2023.  

 

5. Conclusion 

The statement meets the statutory requirements of the Localism Act and it is 
therefore recommended that the statement be approved. 
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6. Financial Implications and Risks  

6.1. There are no increased risks as a result of setting and publishing the Pay 

Policy Statement. The report and the statement outline arrangements for 

2024/2025, subject to any national pay award.  

7. Sustainability 

There are no environmental sustainability implications arising from the report. 

 

8. Equality and Diversity 

 
The Equality act 2010 places requirements upon all public sector bodies to ensure 
that its policies and procedures promote equality, this document supports that 
requirement. 
 

9. Section 17 Crime and Disorder considerations 

There are no Section 17 implications arising from the report. 
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Appendix A 

TRAVEL POLICY 

INTRODUCTION 

The purpose of this policy is to set out North Norfolk District Council’s (NNDC) policy 
on travel arrangements that employees are eligible to claim in reimbursement for 
journeys made in carrying out their duties. 

 

GENERAL TRAVEL PRINCIPLES 

Employees will be required to ensure that: 

- the choice of travel mode should always be the most cost effective to the 
Authority, taking into account both claim costs and staff time 

- they ensure that journeys are planned to do the least number of miles 
possible, through good route planning and car sharing 

- a full record of their journey is kept including the reason for travelling and 
the names of official passengers carried 

- they do not use their own vehicle on journeys where there is room in the 
car of another officer making the same journey on the same business. In 
this situation, an essential car user should drive in preference to a casual 
user, if possible 

- they have included and maintain in their policy of insurance a clause 
indemnifying the Authority against all third party claims (including those 
concerning passengers) arising out of the use of the vehicle on official 
business 

- all claims must be submitted electronically through MyView within 3 
months of the journey 

- VAT receipts are should be obtained and scanned to file for the line 
manager to review 

- they are familiar with and comply with the Driver Policy. 

  

Mobile workers can claim from their first and last visits in both mileage and time.  In 
addition if their first/last journey exceeds normal home to work mileage, the excess 
mileage can be claimed. 
 
Examples: 

 Sandy lives in North Walsham and is based at Cromer which is 10 miles from her 
home, she is asked to visit a site in Hickling on her way to work.  North Walsham 
to Hickling is 14 miles and Hickling to Cromer 22 miles total journey 36 miles. Her 
claim will be from her first visit in Hickling to Cromer – 22 miles - plus 4 excess 
miles – total 26 miles. 

 

 Ken lives in Roughton which is 4 miles from his base at Cromer. He has to travel 
to a meeting in Cambridge. The total return journey from his home to Cambridge 
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is 175 miles.  His claim will be for 167 miles (Total miles 175 less normal 
commuting 8). 
 

 Jim lives in Norwich and is based in Cromer and normally has a journey of 25 
miles to work.  He is required to visit Fakenham area office for a meeting on his 
way into work before continuing his journey to Cromer later in the day.  His total 
journey is 47 miles. 
His claim will be for 22 miles (first visit in Fakenham to Cromer). 

 Jane lives in Gresham and is based in Cromer, which is 5 miles from her home. 
She has to visit a site in Felbrigg one morning and travels direct from home to 
Felbrigg 3 miles away before continuing to the Cromer Office a journey of 2 
miles. Her claim will be from her first visit in Felbrigg to Cromer, 2 miles.  

CAR ALLOWANCES 

NNDC recognises that employees will be required to use their own motor vehicle for 
the efficient performance of their duties and that it is appropriate to reimburse for 
additional authorised expenditure. All employees are designated as casual users 
unless their post attracts an essential car user allowance. 

ESSENTIAL USER ALLOWANCES 
 
Essential users are those whose duties are of such a nature that it is essential for 
them to have a motor car at their disposal whenever required. If the employee uses a 
private car in carrying out those official duties then they shall be entitled to receive the 
lump sum allowance and mileage rates set out in this policy. 

 Heads of Service may, in consultation with HR, offer post holders (upon 
appointment to role) an essential car user allowance dependent on the 
following criteria: 
 

o Where the role is customer facing and demands the use of a vehicle 
and demands regular, short notice, reactive response to deliver to 
customers the standard of service expected; or 

o Where inadequate or no public transport is available and the 
employee frequently and regularly has no option but to use their car 
and it is not reasonably practicable to use a pool or hire car/van; or 

o Where there is a demonstrable and serious risk to personal safety if 
the employee’s car is not available as part of their normal duties; or 

o A vehicle will need to be always available; or 

o The employee is required to carry heavy equipment on a frequent and 
regular basis and it is not reasonably practicable to cycle, use public 
transport or a pool car. 

 

 Essential car user eligibility will be reviewed annually by HR in liaison with 
Heads of Service. UNISON will be consulted if it is proposed that an essential 
car user allowance is withdrawn.  
 

 Employees not fitting the criteria in that period will be issued with one 
calendar month’s notice of the allowance ceasing. 
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 If an employee wishes to appeal against the decision to withdraw their 
allowance they must do so in writing to the Corporate Directors/Head of Paid 
Service within 10 days of their notice being issued. The eligibility will be 
reviewed and the decision will be confirmed by the Director in consultation 
with HR and UNISON. The Director’s decision will be final. 

 

 The Essential Car User Allowance is set at £963 per annum.  This will be paid 
monthly and is subject to tax and national insurance deductions.  

 

 Staff on maternity leave will continue to receive the essential car user 
allowance.  

 

 For staff on long term sickness absence, the essential car user lump sum 
payments will be paid at 100% for the remainder of the month in which the 
absence commenced, and for a further 3 months thereafter. For the following 
three months, payment will reduced to 50%. The payments will cease after 
the 3 months at 50%. This is in line with the Green Book provisions.  The 
payments will be reinstated upon the return to work. 

 Where a role has changed and no longer requires an essential user 
allowance, one calendar month’s notice will be given to the post-holder, at 
which point the allowance will cease.  

 In cases of secondment, any essential car user allowance will cease where 
the new role does not qualify for the allowance. The allowance will normally 
be re-instated once the employee returns to their substantive role. 

 In cases of extended absence such as career breaks or sabbaticals, the 
essential car user allowance will cease for the period of absence. 

 Drivers are able to claim for additional business passengers at the rate 
detailed in the Travel Policy. 

 Staff who are not designated as essential users will automatically be 
considered as casual users. 

 
CASUAL USER ALLOWANCES 
Casual users are those for whom it is desirable that a car should be made available 
when required and as such are eligible to receive the appropriate mileage rate set out 
in this policy. 

 
ALLOWANCES AND MILEAGE RATES  (Essential and Casual User) 
 

Casual User Rate  
 
Mileage:-  
Per mile first 10,000 52.2p  
Per mile after 10,000 25p  
 
Essential User  
 
Lump sum £963 per annum (paid pro-rata on a monthly basis)  
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Mileage:-  
Per mile first 10,000 45p  

  Per mile after 10,000 25p 
 
 
Other rates (per mile) 
 
Motorcycle     24p 
Cycle      20p 
Car sharing     5p (per mile not per passenger) 
 
 
CAR LOAN SCHEME 
Employees may apply to the Authority for a loan to purchase a vehicle. 
Details of the scheme can be obtained from the Payroll Officer. 
 
MILEAGE CLAIMS 
 
All claims must be submitted via My View within 3 months of undertaking the 
journey/expenditure. All claims are to be authorised by the appropriate authorised line 
manager.  VAT receipts should be obtained and scanned to file for the line manager to 
review. 
 

Failure to submit a claim within 3 months of undertaking the journey would 
mean that, except under exceptional circumstances, the claim would not be met. 

OTHER 

ALLOWANCES 

SUBSISTENCE 

Subsistence will be paid to employees who necessarily incur additional expense in the 
course of their work. Reimbursement will be on the actual cost incurred up to the 
maximum amount shown below. This is subject to producing a receipt which shows 
the actual cost of the meal. Maximums are:- 

Breakfast - £6.88 (Where work/travel commences before 7.30 am) 
Lunch - £9.50 (When away for entire lunch period 12.00 - 14.00) 
Tea - £3.76 
Evening meal - £11.77 (When work/absence extends beyond 7.30 pm) 

 
OVERNIGHT ALLOWANCES 
Overnight - £3.63 
Max per week - £14.55 

Any exceptions to the above (subsistence and overnight allowances) would need to be 
agreed in advance with the HR Manager. 

 

RELEVANT POLICIES 

Driver Policy and Handbook - employees are required to comply with the 
requirements of this policy. 
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MONITORING 

This policy, allowances and rates will be reviewed, updated if appropriate and 
published on an annual basis by the HR Manager in line with the national agreement 
or as required by the Authority. 
 
 
Last reviewed: August 2023 

 


