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GUIDANCE ON RECOVERING OVERPAYMENTS OF SALARY
1. Introduction

This guidance outlines the way in which overpayments of salaries will be recovered.  To minimise the impact of possible overpayments staff are reminded that they have a responsibility to check their payslips and advise Payroll of any anomalies as soon as possible.

2. Legal Position

Section 14 of the Employment Rights Act 1996 gives an employer the right to make a deduction from salary where the purpose of the deduction is the reimbursement of an overpayment of salary.

3. Principles and good practice

Although we have the absolute right to recover overpayments it is sensible to have guidelines on how overpayments will be recovered so there is consistency University wide.  In any proposals for seeking recovery, the manager is expected to act reasonably.

Where an overpayment occurs, a recovery will normally be sought irrespective of the circumstances in which it arose.  The recovery period will normally be the same as the period over which the overpayment occurred.  This is consistent with the advice of the relevant professional body, the Institute of Payroll and Pensions Management.  As an example, an overpayment for two months will normally be recovered over a two-month period.  In deciding the appropriate repayment period we will consider:
· The length of time since the overpayment was made

· Any relevant or exceptional circumstances against recovery

· The need to deal equitably with overpayments

· The cost-effectiveness of any recovery action

There would be only very exceptional reasons for not seeking recovery.  The Director of Human Resources would decide this, in consultation with the relevant budget holder.  Income Tax, National Insurance and pension contributions will automatically reduce during the period in which the repayments are made.

4. Process

If an overpayment occurs the employee will be notified in writing of the amount and the suggested repayment arrangements.  The employee will always be notified before any deduction is made.
5. Overpayments occurring in one month

When an overpayment is discovered in the actual month of payment and where it is less than 50% of the member of staff’s monthly gross pay, the recovery will be made in full the following month.

If the overpayment exceeds 50% of the member of staff’s monthly gross pay, Payroll will calculate the net overpayment and ask the member of staff for immediate repayment in the form of a cheque, or other form of payment.  If the member of staff presents a reasonable case as to why this will cause difficulties, the HR Department may, at their discretion, agree to adjust the recovery period.  In the event that this happens, HR will write to the member of staff confirming the repayment arrangements and ask them to sign an agreement form.  If the member of staff leaves the University before the repayment is complete, the outstanding balance will be deducted from the member of staff’s final salary.

6. Overpayments occurring over a period of more than one month

When an overpayment occurs over more than one month, the employee may not earn enough salary to repay the overpayment in one instalment.  The Dean of School or Director of Service will be informed and HR will calculate the gross and net overpayment and discuss with the employee terms of recovery, suggesting a reasonable instalment amount and recovery period.  The general principles about recovery periods as outlined in section 3 will apply.

7. Offsetting overpayments

The University reserves the right to offset an overpayment in full, or the maximum amount possible against any arrears which may be due to the employee, as a result of pay awards, re-grading etc.

8. Recovery from ex-members of staff

If an employee has left the University since an overpayment was made, HR will notify them in writing and request repayment.  If there is no response, they refuse to repay the amount, or if they agree a repayment scheme and default on payments, the matter will be referred to our legal advisers.

Any queries about this guidance should be referred to Payroll staff in the HR team – Extension 3528.
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