
Page 1 of 14 
Overpayments UHL Policy 
V5 approved by Policy and Guideline Committee on 17.12.21 (review date extension) 
Trust Ref: B43/2008 Next Review June 2023 

NB: Paper copies of this document may not be most recent version. The definitive version is held on Insite Documents 

 

UNIVERSITY HOSPITALS OF LEICESTER NHS TRUST 

 
 
 
 
 
 
 
 
 
 
 

Overpayments UHL Policy 
 
 
 
 
 
 
 

Approved By: Policy and Guideline Committee 

Date Approved: 6 October 2008 

Trust Reference: B43/2008 

Version: 5 

Supersedes: V4 (January 2020 – Policy and Guideline Committee review date extension) 

Author / Originator(s): 
Gurprit Supra, HR Business Partner 

Lead Executive 
Director 

Hazel Wyton, Director of People and Organisational Development 

Name of Responsible 
Committee/Individual: 

Gurprit Supra, HR Business Partner 

Most recent review: 
17 July 2020 – Policy and Guideline Committee (review date 
extension agreed) 

Review Date: June 2023 6 Months Review Date Extension approved at PGC on 18.11.2022 



Page 2 of 14 
Overpayments UHL Policy 
V5 approved by Policy and Guideline Committee on 17.12.21 (review date extension) 
Trust Ref: B43/2008 Next Review June 2023 

NB: Paper copies of this document may not be most recent version. The definitive version is held on Insite Documents 

 

 

 

Contents 

 

Section Page 

1. Introduction 3 

2. Policy Aims 3 

3. Policy Scope 3 

4. Key Definitions 3 

5. Roles and Responsibilities 3 - 4 

6. Recovery of Overpayment of salary, wages or expenses 5 – 9 

7. Monitoring and Compliance 10 

8. Education and Training Requirements 11 

9. Equality Impact Assessment 11 

10. Legal Liability 11 

11. Supporting References, Evidence Base and Related Policies 11 

12. Document Control, Archiving and Review 11 

 Appendices  

 Formal Review Form 12 

 Process Flowchart 13 

 

Review dates and details of changes made during the review 

Reviewed November 2016 with procedural changes implemented - 

• Clarification of employee responsibilities 

• Policy now states that if overpayment results from a change in hours or banding then 
deduction can be made from the next available payment to employee. See section 6.6.7. 

• Process for departmental payback has been added. ‘Individuals may discuss and agree with 
their line manager if it is possible to agree paying back overpayments through working 
‘additional hours’. See section 6.6.12 

• Clarification of the Review and Appeals process. 
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1. Introduction 
 

1.1 This document sets out the University Hospitals of Leicester NHS Trust’s 
(UHL) policy for the recovery of overpayments of salary and any other 
payments. Any money owed is public money and the Trust has a public 
responsibility to recover overpaid money. 

 
 

2. Policy Aims 
 

2.1 To ensure all overpayments are recovered in a consistent and timelymanner. 
 

2.2 To ensure all staff are informed of the process for recovery of incorrectly 
paid salary/wages/expenses or allowances should be administered. 

 
 

3. Policy Scope 
 

3.1 This policy applies to all UHL  staff whether substantively employed 
(permanent or fixed term) or working through an ad-hoc arrangement as a 
bank or temporary worker. 

 
3.2 Under payments by the Trust are not included in the scope of this policy. 

Where an under payment occurs, the Trust is committed to correcting the 
payment promptly and disputes arising should be raised under the Trust 
Grievance and Disputes Procedure; with relevant timescales complied with 
where possible. 

 
3.3 Where there is dispute relating to an under payment and overpayment, the 

Trust will look at both matters together in order to resolve the pay issue. 

 
 

4. Key Definitions 
 

4.1 Wages / Salary / Expenses / Allowances - any sums payable to the 
employee in connection with their employment including any allowance, 
holiday pay or other amount referable to the employee’s employment, whether 
payable under their contract or otherwise. 

 
 

5. Roles and Responsibilities 
 

5.1 Trust Board - has a legal responsibility for ensuring that all overpayments are 
addressed appropriately. 

 
 

5.2 The Director of Finance and Business Services and the Director of 
Workforce and Organisational Development have the following 
responsibilities: 
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5.2.1 Ensure that this policy and procedure is consistently applied. 
 

5.2.2 Monitoring the operation of this policy and procedure. 
 

5.2.3 The writing off of debts as appropriate. 

 

5.3 Managers 
 

5.3.1 Ensure that changes to contracts, terminations and claim forms are submitted 
to ESR Administration (all changes, terminations and claim forms)  and  
Human Resources Shared Services (maternity and medical  staff  
changes), as soon as a change occurs. 

 
5.3.2 Bring the relevant information regarding a suspected incorrect payment to the 

individual’s and UHL Payroll Assistance’s attention immediately. A case 
reference number will be issued to the individual for each matter raised. 

 
 

5.4 Employees 
 

5.4.1 Ensure the timely and accurate submission of claims for payment using the 
correct forms, following local submission timelines. 

 

5.4.2 Should check all relevant payroll forms and their pay slip(s) and bank or 
building society account(s) for accurate payments and deductions on a regular 
basis. 

 

5.4.3 Bring any suspected discrepancies and / or concerns to the attention of 
their manager and ”UHL Payroll Assistance” upon receipt of their payslip or 
becoming aware of the issue whichever is the earlier. A case reference 
number will be issued to the individual for each matter raised. 

 
 

5.5 Generalist Human Resources Team 
 

5.5.1 To provide advice, assistance and training to ensure robust and consistent 
implementation of this policy and procedure. 

 
 

5.6 UHL Payroll Assistance and HR Systems and Payroll, Operations 
and Project Team 

 
5.6.1 Have a responsibility to act on correctly authorised instructions from the Trust 

received through the agreed methods and ensure that the Electronic Staff 
Record (‘ESR’) is updated and amended accordingly to ensure correct 
payment. 

 
5.6.2 To monitor overpayments of salary and liaise with the relevant HR team to 

ensure that overpayments are consistently managed. 
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5.7 Finance 
 

5.7.1 Responsible for providing advice and administering the debt recovery process. 

 

 
6. Recovery of Overpayment of salary, wages or expenses 

 

6.1 The Employment Rights Act 1996 (section 14) provides that it is legal to   
make deductions from wages to recover an overpayment of salary with mutual 
agreement of the amount. 

 
6.2 Employees have a responsibility to check their pay is accurate and report any 

potential overpayments so that a repayment plan can be set. Employees 
should not assume that they have received an increase in pay 
( temporary or reoccurring) unless there is some reason to believe that 
this is the case. Any employee who suspects that he or she has received 
an overpayment should contact UHL Payroll Assistance in the first instance 
with a view to repay the amount overpaid as soon aspossible. 

 

6.3 Staff should report to their line manager/ management if they expected a 
decrease in their salary/pay and this has not been reflected in their pay. 

 
6.4 When an overpayment has been identified, UHL Payroll Assistance will write  

to the individual concerned with details of the overpayment, including  the 
period covered, the amount in total, and an explanation for the reason  for  
the overpayment and a proposed recovery plan. 

 
6.5 The Trust will make reasonable efforts to agree a fair repayment plan, which 

will be communicated to the person concerned. 

 
 

6.6 Standard Arrangements for Recovering Overpayment 
 

The following processes will apply when correcting an overpayment:- 

 

Where the staff member no longer works for the Trust or 
where an overpayment occurred when the staff member 
undertook employment under a non- substantive contract: 

 
6.6.1 UHL Payroll Assistance will write to the individual at the last  known  

forwarding address held on ESR advising them that an overpayment has 
occurred. The letter will state the cause of the overpayment, the value of the 
overpayment, an explanation of how the value was calculated and timescale 
for providing a response. Any query must be raised with UHL Payroll 
Assistance within the stated timescale. The Trust’s Finance Department will 
then manage the recovery of the overpayment as a debt. 
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6.6.2 UHL Payroll Assistance will write to the individual at the last known  address.  
If an individual has not provided the forwarding details, every effort will be 
made to obtain a contact address, including where appropriate, through the 
contact with professional bodies. 

 
6.6.3 The former / non-substantively contracted member of staff will be given a 

contact telephone number within the Trust’s Finance Department (Income and 
Debtors) on the invoice to discuss the repayment. 

6.6.4 All amounts invoiced to be payable in full within thirty days of the invoice 
being issued. Where recovery of the overpayment within thirty days of the 
invoice would cause genuine hardship, the former / non substantively 
contracted member of staff should contact the finance department to discuss 
a repayment plan. 

 
If no response is received from the individual, despite a concerted effort to 
make contact, the Trust have the ability to sell the debt to an approved debt 
collection agency for collection. 

 

6.6.5 The Trust’s UHL Payroll Assistance will ensure appropriate adjustments and 
recovery of the employee’s Tax, Pension and National Insurance  records.  
The Trust’s Finance team will inform HM Revenue and Customs. 

 

For Staff continuing to work for the Trust: 
 

6.6.7 Where an overpayment has occurred the following arrangements willapply: 
 

Where there is a change to an individual’s banding level or late notification 
of a reduction in hours, as the individual will have agreed to this change and 
already be aware of this change, an automatic deduction will be made from 
the next available payment. 

 
6.6.8 UHL Payroll Assistance will send a letter to the individual at the home address 

held on ESR advising them that an overpayment has occurred. The letter will 
state the cause of the overpayment, the value of any overpayment and an 
explanation of how the value was calculated. 

 
6.6.9 Where an overpayment occurs in a single  pay  period  it  is  expected   that 

this will be recovered from the next available pay period. Examples could 
include late notification to end a regular payment or a duplicated claim form. 

 
6.6.10 Where an overpayment occurs over a period of time it is expected that the 

overpayment will be recovered at the maximum of the same rate at which it 
accrued. Examples could include errors in changes relating to contracted 
hours; pay protection; a regular allowance etc. There may be circumstances 
where an individual wishes to agree a shorter repayment plan. 

 

6.6.11 Where recovery of the overpayment over a short period of time would cause 
genuine hardship, th  e  staff member should  contact UHL Payroll Assistance 
to discuss a repayment plan. Where the UHL Payroll Assistance and the 
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individual are unable to agree a revised repayment plan this will be referred to 
the Trust Payroll Contract Manager for a decision. 

 
6.6.12 Individuals may discuss and agree with their line manager if it is possible to 

agree paying back overpayments through working additional hours. 

 
6.6.13 In order to ensure prompt management of overpayments, if the employee  

does not respond by the stated response date this may,  except  in  
exceptional circumstances, result in automatic recovery commencing if the 
employee has not reasonably engaged in the process. 

 
6.6.14 Should the member of staff leave the Trust during a repayment period any 

outstanding amounts will be deducted from their final payroll payment and / or 
subsequent payments due to them. If after deduction, money remains 
outstanding individuals will be invoiced by the Trust for the outstanding 
balance, and the process as stated under section 6.6 will apply. 

 
 

6.7 Disputes about the Repayment of an Overpayment 
 

6.7.1 Resolution of disputes  or disagreements  regarding  the  repayment  period 
will initially be via an informal discussion between the member of staff and 
UHL Payroll Assistance, usually through a telephone call. 

 
6.7.2 If it is not possible to reach resolution informally through initial discussion then 

UHL Payroll Assistance will formally refer the case back to the Trust’s Payroll 
Contract Manager for additional guidance. If it has not been possible to reach 
a resolution, the individual may request a meeting with their line manager and 
a member of the HR team to discuss the situation and reach a resolution. 

 

6.7.3 Where a person receives and retains an overpayment, even if this is through 
the fault of the Trust, that person is under obligation to make  restoration  of 
the full amount. If there is reasonable belief that fraudulent acts may have 
occurred, the matter may be reported to the Local Counter Fraud Specialist 
(LCFS) for further investigation. In this situation if the matter is taken forward 
the employee will be given a full opportunity to respond. 

 
6.7.4 Irrespective of the cause of an overpayment, members of staff have a duty to 

repay in full, any money they have received  to which  they are not entitled. It  
is only in exceptional circumstances that an overpayment may be deemed to 
be reduced or non-recoverable and therefore written off. 

 

6.7.5 The Director of Finance is the only person able to authorise a change to the 
value of an overpayment to be repaid or to agree that an overpayment is not  
to be recovered. 

 

6.7.6 Should an individual feel  that an  overpayment  should  not  be  recovered 
they should complete a  “Formal   Review   Form” within 14 days of   receipt 
of the overpayments letter and forward the review form to UHL Payroll 
Assistance. The individual must be able to comprehensively demonstrate all  
of the following: 



Page 8 of 14 
Overpayments UHL Policy 
V5 approved by Policy and Guideline Committee on 17.12.21 (review date extension) 
Trust Ref: B43/2008 Next Review June 2023 

NB: Paper copies of this document may not be most recent version. The definitive version is held on Insite Documents 

 

o It must be shown that the overpayment was the fault of the Trust and not 
the individual. 

o It must have been reasonable for the employee not to know that they were 
being overpaid. 

o The individual must have acted to their disadvantage on the assumption 
that the payment of salary was correct. 

 
6.7.7 Upon receipt of a fully completed “Formal Review Form” UHL Payroll 

Assistance will contact the Payroll Contract Manager who will inform the 
relevant member of the Generalist HR Team and inform them of the review. 
Any repayment scheduled will be suspended from the next available payroll. 

 
6.7.8 If the individual believes they can comprehensively demonstrate all three of 

the criteria they must contact a member of the Generalist HR team and their 
line manager to arrange an appointment to discuss the case within fourteen 
calendar days of receipt of the overpayment letter. The employee may, if they 
wish, be represented by a Trade Union representative. The purpose of this 
meeting is for the line manager and a member of the Generalist HR team to 
clarify the information relating to the case, review the individual’s Formal 
Review form and identify any supporting documentation and to add any 
management information available relating to the situation. The Payroll 
Services manager will provide a copy of all correspondence between the 
individual and payroll team on the matter. This is also an opportunity to 
seek agreement on repayment timescales. 

 
 

6.8 Review Procedure 
 

6.8.1 Where mutual agreement for a repayment plan cannot be achieved, the 
member of the Generalist HR team will provide an outcome of the discussion 
with the employee to the Payroll Contract Manager. 

 
6.8.2 The individual will have the right to appeal against the outcome of this  

process. Should they wish to do so they will need  to submit a formal appeal  
to the Director of Workforce and Organisational Development within fifteen 
calendar days of the outcome being notified to them, stating the grounds for 
their appeal. 

 
6.8.3 The information and paperwork will be reviewed by the Director of Finance  

and Director of Workforce and Organisational Development  or  their 
nominated deputies, where possible within one month  of  the  paperwork 
being received and the investigation completed. The staff member can  
request to attend a review meeting  in  order  to  make  a representation  of 
their case. The staff member may be accompanied by a  Union  
Representative. 

 

6.8.4 The panel can decide that the Overpayment should be paid in full, agree a 
reduction in the overpayment amount or written off in full, if appropriate with 
the authorisation from the Director of Finance. However, this will be in the 
context that the money owed is public money and the Trust has a 
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responsibility to recover overpaid money. The outcome will be notified to 
the individual in writing with an explanation of the decision within seven 
working days of the decision of the panel. 

 
6.8.5 Where the decision is to continue to recover an overpayment or part thereof 

UHL Payroll Assistance will then write to the individual confirming the 
repayment schedule and dates. 
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7 Monitoring and Compliance 
 

The audit criteria for this policy and the process to be used for monitoring compliance are given in 
the table below: 

 

Element to be 
monitored 

Lead Tool Frequency Reporting arrangements 

Levels of 

overpayments 

Payroll Contract 

Manager 

Logging 

spreadsheet 

Monthly Reported to Assistant 

Director of HR 

Consistency of 
decisions about 
overpayments 

Payroll Contract 
Manager 

Logging 
spreadsheet 

Monthly Reported to Assistant 
Director of HR 

Timeframes Payroll Contract 
Manager 

Logging 
spreadsheet 

Monthly Reported to Assistant 
Director of HR 



 

8. Education and Training Requirements 
 

8.1 This policy and procedure will be made available to managers and staff. 

Managers will be supported by Human resources in dealing with any cases. 

 
9. Equality Impact Assessment 

 

9.1 The Trust recognises the diversity of the local community it serves. Our aim 

therefore is to provide a safe environment free from discrimination and treat 

all individuals fairly with dignity and appropriately according to their needs. 

 
9.2 As part of its development, this policy and its impact on equality have been 

reviewed and no detriment was identified. 

 
 
 

10. Supporting References, Evidence Base and Related Policies 

Trust Staff Grievance and Disputes Procedure and Policy (A7/2004) 

 
 

11. Document Control, Archiving and Review 
 

11.1 This document replaces the previous Overpayments Policy April 2014. 
This policy will be reviewed in November 2019 or sooner should significant 
changes be required. 

 

11.2 This document will be uploaded onto SharePoint and available for access by 
staff through Insite. It will be stored and archived through this system. 
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Appendix 1 - FORMAL REVIEW FORM  
SALARY OVERPAYMENT 

 
FORMAL REVIEW REQUEST 

 
SPF-SO-FRR1 

Version 1.0 
August 2013 

 

VPD : 358 - UHL 

PLEASE COMPLETE IN BLACK INK USING CAPITAL LETTERS OR TYPED 
 

This form must be completed fully to request the Trust to review a case of overpayment of salary where you 

strongly believe there should either be no repayment or a reduced repayment made. 

Please include any documentation from Payroll with this form. 

Your Full Name 
 

Employee Number (8 Digits) 
 Value of 

Overpayment £ 

 

Full Reference from letter received from 
Payroll Service 

 

Payroll Case Reference given when 
calling 

 

Name of union representative (if 
applicable) 

 

Name of HR contact dealing with case 
 

Your Job Title 
 

CMG / Directorate 
 

Email address 
 

Full Telephone Number 
 

In line with the Trust’s policy for overpayments, repayments must be made unless all of the following 3 criteria apply:- 
 

8.1.1.1 It must be shown that the overpayment was 
the fault of the Trust and not the 
individual. 

8.1.1.2 It must have been reasonable for the employee 
not to know that they were being 

Detail below the full reasons why, in your view, the overpayment should not be repaid in full ensuring 
you meet the three criteria detailed above (please continue on separate sheet if required) 

 

Declaration : By signing this document I herby confirm that everything within it is factually correct to the 
best of my knowledge and that I have sought any guidance I think is necessary in completing the form 

Signed  Date  

Return completed form including any relevant documentation to McKesson Payroll 
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Signature: ………………………………… 
 

Louise Tibbert 
Director of Workforce and Organisational Development 

 

 

Signature:………………………………….. 
 

David Morgan 
Staff Side Chair UHL 
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