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1.  Introduction 
 
1.1  Shropshire Community Health NHS Trust (the Trust) has a duty to ensure that all 

employees are paid the correct salary, allowances and benefits. 
 
1.2 The Trust acknowledges that occasionally errors occur and employees are either 

under or overpaid salary, allowances or benefits. As public monies are involved, the 
Trust has a responsibility to ensure that all overpayments are recovered.  A clause is 
included within the Statement of Employment Particulars advising that all 
overpayments will be recovered by the Trust. 
 

1.3  This policy is intended to promote equity and fairness in ensuring that the error is 
corrected and any under or overpayments are recovered or repaid appropriately. 

 
2. Responsibilities of Employees 
 
2.1  All employees are responsible for regularly checking that they are receiving the 

correct salary and benefits, and must bring any anomalies to the attention of their 
Line Manager and the Payroll Department as a matter of urgency. 

 
3. Responsibilities of Managers 
 
3.1  It is the Line Manager’s responsibility to ensure that when an anomaly is brought to  

their attention they make Payroll aware as a matter of urgency.  
 

3.2    Line Managers are responsible for ensuring that any under or overpayments are  
dealt with promptly and any repayment terms are agreed with the employee. 

 
3.3 Line Managers are responsible for ensuring that they enter terminations and 

reduction in hours on ESR self service and relevant ESR forms are authorised, 
completed and sent to Human Resources by the 10th of the relevant month for all 
changes in circumstances, starters and leavers. Managers will be notified of any 
temporary variations to this deadline. Only in exceptional circumstances will forms 
received after the deadline be processed by Payroll.  

 
4.  Scope of the Policy 
 
4.1  This policy applies to all employees of Shropshire Community Health NHS Trust. 

 
5.  Overpayment of Salary, Allowances and Benefits 
 
5.1  The Payroll Department will notify the employee and their Line Manager that they 

have been overpaid as soon as they become aware of it. Alternatively, the employee 
must promptly inform their Line Manager and the Payroll Department as soon as they 
realise they have been overpaid. 
 

5.2  All cases of overpayment will be dealt with on an individual basis in consultation with 
the employee to ensure minimum hardship. 
 

5.3  The Payroll Department will agree repayment terms in writing with the employee.  
Repayment will normally take place over the same period as the overpayment or 
ideally with a repayment period of 12 months. 
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5.4 In the event that agreement cannot be reached deductions will be made in such a 
manner and over such a period of time the Line Manager in consultation with Human 
Resources considers fit. 

 
5.5   If the employee ceases employment with the Trust prior to funds being repaid the 

outstanding balance owed will be deducted from their final salary. 
 
5.6 If the employee has ceased employment with the Trust when an overpayment comes 

to light Payroll will contact the individual with the details of the overpayment and from 
this Finance will send an invoice and letter to the individual.  It is expected that the 
invoice will be paid in full, however, in exceptional circumstances, and in agreement 
with the Assistant Director of Finance (Financial Accounting), repayment by 
instalments may be agreed.  
 

6.  Underpayment of Salary, Allowances and Benefits 
 
6.1  The Payroll Department will notify the employee and their Line Manager that they 

have been underpaid as soon as they become aware of it.  Alternatively the 
employee must promptly inform their Line Manager and the Payroll Department as 
soon as they realise they have been underpaid. 
 

6.2  Underpayments will normally be repaid to the employee through the next available 
payroll run or an urgent manual payment can be processed through the Finance 
Department.  If the employee incurs a bank charge as a result of an underpayment 
error made by the Trust and the underpayment is of a material amount (i.e. above 
£50), the Trust will reimburse the bank charges incurred subject to proof being 
received. 

 
7.  Appeal Process 
 
7.1       If the employee is not satisfied with the repayment schedule they should refer to the      

Grievance Policy. 
 
8. Review 
 
8.1  This policy will be kept under regular review. 

 
9. Monitoring  
 
9.1 The implementation of this policy will be monitored through the statistics gathered by 

Human Resources on the use of the Policy. 
 


