	[image: image1.jpg]



	Commission for Ethical Standards

in Public Life in Scotland



GUIDANCE FOR PUBLIC APPOINTMENTS ASSESSORS

CHARGING AND TRAVELLING TIME POLICY
Date policy adopted: 12/10/2011
Review frequency: 1 year

Date of last review: 12/10/2011
Date policy must be reviewed by: 31/10/2012
Introduction

Public Appointments Assessors are paid for the work they undertake on behalf of the Public Appointments Commissioner for Scotland (PACS). The agreed rates of remuneration are

· £275 per full day, inclusive of VAT, payable to the nearest half day, for work on appointment rounds

· £34.40 per hour, inclusive of VAT, payable to the nearest 15 minutes, for work on reappointments.

Agreed out of pocket expenses are chargeable (see the Commission for Ethical Standards’ Out Of Pocket Expenses Policy). The remuneration of Assessors will be reviewed annually in August as part of our budget bid preparations. The Assessor is responsible for the payment of his / her own tax and national insurance. Fees are paid on the submission of an invoice. 

Invoicing

Invoices for work on appointment rounds must be submitted within one month of signing the Compliance Opinion.  The invoice should be accompanied by an expenses claim form (with supporting receipts) and copy of the Compliance Opinion. 
The Commission for Ethical Standards in Public Life in Scotland (CFES) will make payment to the Assessor within 21 days of receipt of the invoice. Payments will be made electronically direct to the Assessor’s nominated bank account.
Compensation for late cancellation

Assessors will be paid for activity which is cancelled or postponed by the Scottish Government within 48 hours of the activity. When an Assessor incurs expenses as a result of that postponement or cancellation these will be re-imbursed. The Assessor should issue a standalone invoice for the element of the appointment round which was postponed or cancelled by the Scottish Government. CFES will make payment within 21 days of receipt of the invoice. 

The Assessor should report a delay or cancellation to CFES as soon as he or she is advised of it.

Chargeable days
PACS distinguishes between preparation days and attendance days. Preparation days are days on which the Assessor is not required to attend an interview or meeting at a particular venue but works for PACS from their own office base. Attendance days are days on which the Assessor is required to attend an interview or meeting at a particular venue. 

Charging for preparation days

A preparation day is over four and up to eight hours; half a preparation day is up to four hours. Preparation time should be calculated cumulatively. For example, if an Assessor reviews documents for two hours one day, then reviews more documentation for the same round for two hours on another day, these hours should be added and the Assessor should charge for a half day’s preparation. 

No travel is involved in preparation days.

Charging for attendance days

An attendance day is over five and up to ten hours; half an attendance day is up to five hours. As travel is involved in attendance days, travelling time may be counted towards working time and included in the Assessor’s invoice. 

Charging for travelling time

When travel to and from a meeting on the same day is not practical or advisable, Assessors may count travelling time that takes place on either side of an attendance day towards their total working time for that attendance day. 

Example 1: An Assessor travels for two hours on a Monday, attends a three hour meeting on the Tuesday and then travels for two hours to get home that day. Work and travel time equals 7 hours. The Assessor charges for one day at £275.

Example 2: An Assessor travels for two hours on a Tuesday morning, attends a 1.5 hour meeting, then travels for two hours to get home. Work and travel time equals 5.5 hours. The Assessor charges for one day at £275.

Example 3: An Assessor travels for three hours on a Wednesday evening, attends a 5.5 hour meeting on the Thursday, then travels for three hours to get home. Work and travel time equals 11.5 The Assessor charges for 1.5 days at £275.

As with preparation days CFES asks Assessors to act reasonably in calculating working time for attendance days.

Any questions about the calculation of working time should be referred to the Business Manager. 
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