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GROSS TOTAL PAY

The total gross pay for the employees pay period (not the annual salary) should be entered here. Thus, this figure will be the sum off
the Basic pay, Continual Professional Development payments, Additional Responsibility Allowance plus any other additional
payments received during the survey pay period. Please see below for inclusions and exclusions.

Include: pay before deductions for PAYE, National Insurance, pension schemes and voluntary deductions. All basic pay relating to
the pay period. London and other area or fringe allowances. Any overtime, flexible duty system supplement, bonus or incentive pay;
and any other pay relating to the pay period.

Exclude: any payments for travel, subsistence or other expenses and all pay that relates to a different pay period.

Abnormal payments such as advances or arrears of pay, additional pay for statutory holidays, holiday pay for holidays outside the pay
period and reimbursement of travelling, subsistence or similar expenses incurred in carrying out employers’ business should be|
excluded. Therefore, if an employee is in receipt of back-pay these payments should be excluded from the form.

This should be a number greater than 0 to two decimal places. Please ensure the number is entered as a figure and not as text.
5% DAY- CREWING ANNUAL RETAINER

Please enter a 1 in this column for if the employee is in receipt of a 5% annual retainer for undertaking retained duties as part of the
day crewing duty system.

Common Issues

Issue: Gross Total Pay is not available for the pay period specified by the survey.

Solution: If you are not able to get Gross Total Pay figures for the period specified by the survey then please leave the Gross Total
Pay field blank.

Issue: Basic hours are recorded as weekly but the pay period and pay is monthly.

Solution: Please check that the basic hours, basic pay and gross total pay all relate to the pay period specified. If all basic hours are!
recorded as weekly please use the recalculation tool provided in the toolbar to recalculate the basic hours into the relevant pay:
period.

Issue: Inclusion of staff with no Basic Hours and no Gross Total Pay for the period included in return.

Solution: If an employee did not receive any pay during the pay period and has no recorded basic pay please exclude them from this!
return. Any records that have nil or blank values for both basic and gross pay will be removed by the cleaning process.

Issue: Pay of part-time employees entered as if working whole-time (pro rata).

Solution: Please ensure that the basic pay relates directly to the basic hours worked and is not a whole-time equivalent.

Issue: Basic Pay is only available as an annual figure.
Solution: If all basic pay is only available as an annual figure please use the validation tool provided to recalculate based on the payj
period.

Issue: Employees with multiple posts — a break down of the the hours worked and/or pay is not available for each post. All hours
worked and/or pay is shown under one of their posts only.

Solution: If the data is not available for multiple posts then please enter the total hours worked and pay under the post for which the!
work the most.

Issue: Overtime can be claimed for multiple pay periods thus the pay and hours shown in the survey may relate to more than one payj
period

Solution: It most likely that all outstanding overtime pay will have been claimed prior to Christmas therefore it is unlikely that claims|
made in January will relate to more than one pay period.

Issue: Backdated pay and one-off payments cause inflated gross total pay figures.

Solution: Please exclude any pay that relates to work undertaken at any time other than the specified pay period. If you are not able!
to extract the additional pay please leave the gross pay for these individuals blank.
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AGE

Please provide the employee's age as at 1st October 2008. If you only have the employee's date of birth then please enter it in
the format dd/mm/yyyy and use the recalculate age function in the toolbar. Age should be a whole number.

PAY PERIOD

Please indicate the pay period covering each employee. This pay period should then be used in reference to all hours
and pay data provided. Thus for weekly paid personnel all earnings and hours should relate to a week, for monthly paid all|
earnings and hours should relate to a month, etc. The pay periods are listed below; please use the codings provided below.

ONE - One weekly

TWO - Two weekly

FOUR - Four weekly
MONTH - Calendar monthly
HOURS WORKED

The total number of hours for which payment for work activity has been made during the survey pay period. Work activity|
should include call outs, drill nights and attendance at training centres. Please do not show the hours of availability, therefore a|

retained firefighter who was not called out or attend any training during the survey period would have '0' in the worked column,
The hours should be shown as decimals and not actual hours and actual minutes, e.g. 36 hours and 45 minutes should be
shown as 36.75 and not as 36.45.

OVERTIME HOURS

Enter the actual number of hours of overtime worked. For example, for 4 hours paid at time and a half, enter 4 not 6. Please
include both pre-arranged and casual overtime. The hours should be shown as decimals and not actual hours and actual|
minutes, e.g. 2 hours and 45 minutes should be shown as 2.75 and not as 2.45.
BASIC PAY

Please enter the employees pay before deductions for PAYE, National Insurance, pension schemes and voluntary deductions,
for the pay period.

Include: Annual retainer, disturbance payments, payment for work activity, compensation for remuneration lost and pay for
attendance at training centres.

Exclude: Continual Professional Development Payments and Additional Responsibilty Allowance which should be listed
separately. All pay that relates to a different pay period, travel and subsistence expenses.

CONTINUAL PROFESSIONAL DEVELOPMENT PAYMENTS

Enter the amount paid to the employee in the pay period.

ADDITIONAL RESPONSIBILITY ALLOWANCE
Enter the amount paid to the employee in the pay period.
OVERTIME PAY

Enter the amount paid to the employee in the pay period. Please include payments for both pre-arranged and casual overtime.
Please exclude payments for recall to duty or any pay for other reasons.

GROSS TOTAL PAY

The total gross pay for the employees pay period (not the annual salary) should be entered here. Please see below for
inclusions and exclusions.

Include: pay before deductions for PAYE, National Insurance, pension schemes and voluntary deductions. All basic pay
relating to the pay period. London and other area or fringe allowances. Any overtime, bonus or incentive pay and any other payj
relating to the pay period.

Exclude: any payments for travel, subsistence or other expenses and all pay that relates to a different pay period.

Abnormal payments such as advances or arrears of pay, additional pay for statutory holidays, holiday pay for holidays outside
the pay period and reimbursement of travelling, subsistence or similar expenses incurred in carrying out employers’ business,
should be excluded. Therefore, if an employee is in receipt of back-pay these payments should be excluded from the
form.

This should be a number greater than 0 to two decimal places. Please ensure the number is entered as a figure and not as|
text.
LESS THAN 100% RETAINER

Please enter a Y in this column if the employee is receiving a less than 100% annual retainer, or if they are paid on a locally;
agreed rate and work restricted hours
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