
SALARY PLACEMENT – MANAGERS GUIDELINES 

Please read before completing the Salary Placement Form. 

1.0 Introduction 

In the majority of recruitment, individuals will be placed on the lowest point of the relevant salary 
band. However, in some instances there may be cause to place them on an alternative salary 
point. 

2.0 Current Scottish Ambulance and NHS Staff 

All staff either currently employed by either the Scottish Ambulance or another NHS Board are 
subject to the same rules and protocols under Agenda for Change terms and conditions. 

2.1 Existing band role to existing band role 

Employees moving to a role of the same band will be placed on the salary band as a direct read 
across from the current salary. 

2.2 Promotion or temporary move to higher banded post 

On promotion to a higher band role, employees will either go to the minimum of the new pay 
band or, if this would result in no pay increase, the first point in the band which would deliver an 
increase in pay. (See section 6.35 of AfC Handbook). 

In cases where employees are moving to a band where there is a percentage reduction in the 
unsocial hours payment (e.g. band 3 to band 4) but the working pattern remains substantially the 
same, employees will move to the first point which produces an increase when the unsocial 
payment is taken into account. (See section 2.13 of AfC Handbook). 

2.3 Moving to a lower band role 

Where an employee voluntarily applies for, and accepts, a lower banded post, the individual will be 
placed on the advertised posts relevant salary scale in accordance with the number of completed 
previous year’s service at the higher band. - E.g. An individual who accepts a Band 4 role, who was 
previously on point 3 of Band 5 salary scale, will move to point 3 of the Band 4 salary scale. 

Where an employee is moved to a lower banded role as an outcome of a conduct or capability 
investigation, the above will also apply. 

Where an employee is moved to a lower band as a result of organisational change, the SAS 
Organisational change policy will apply.



2.4 Training salary roles 

For external recruits joining SAS on a period of formal training with an associated training salary, 
Annex U of AfC terms will apply. – For example, VQ technician students, this is 70% of the top of 
Band 4 for the first 12 months, increasing to 75% for the remainder of the training period. 

Internal transfers on a lower graded post, but who are already on a higher salary than the training 
salary, will maintain their current salary throughout the training period. Internal transfers on higher 
graded post will be placed on the top of the associated pay band for the training post. 

2.4 Assimilation on completion of training period 

Once an employee has successfully completed their training period, they will be placed on the 
salary scale at the first point which produces an increase taking into account any previous year’s 
experiences, either with SAS or the wider NHS 

E.g. – A Band 4 employee employed by SAS for 10 years, and who goes onto successfully 
complete the Ambulance Technician course will assimilate to the top of the Band 4 salary scale. 
Similarly, a Band 5 nurse who was employed by another NHS health board for 10 years will 
assimilate to the top of the band 4 salary scale. 

3.0 Non NHS External Recruits (including those rejoining the NHS) 

In the majority of cases, new starters from outside the NHS should be placed on the minimum 
point of the relevant salary scale. However, in some circumstances, the recruiting manger may 
consider recognising previous skills and experience in determining the starting salary. 

Note – A decision to place an individual up the salary scale can ONLY be made at the point of 
appointment and cannot be backdated at a later date. 

Note - No commitments should be made to the individual until salary placing has been fully 
authorised. 

3.1 Crediting previous experience 

Recruiting managers are responsible for determining if the individual’s previous level of experience 
warrants a higher starting salary. 

To be taken into account experience must be: 

 At the same, or higher, level as the post being applied for 
 Currently relevant to the post being applied for 
 Number of completed years experience 
 Assessed for the resultant impact on other staff within the team and the Service 
 Be consistent in its application



Range of evidence which can be used to support accreditation of experience for the purposes of 
salary placing (use a sufficient number of these to justify your recommendation) 

 Information on application form which must be demonstrated to have been explored at 
interview 

 Copy of job description of post/s for which experience is relevant 
 Information from previous employer 
 Further documented discussion with the candidate 
 Qualifications and continuous professional development documentation 

Recruiting manager should also take into account: 

 Others already in post (bearing in mind equality issues) 
 Others outside the immediate department 
 Consistency 

3.2 Salary Placement Process 

Where an individual is being considered for a placing on the scale due to previous skills and 
experience, the recruiting manager should complete a Salary Placement Form (available on 
@SAS). This should be approved by the Head of Department, Divisional HR Representative who 
will ensure that the evidence is validated and passed to the Deputy Director of Workforce for final 
authorisation. 

4.0 Salary Increment Dates

Salary increment dates will be applied in accordance with section 1.0 of AfC Handbook: 

Newly appointed employees Start date with the service will have an increment date 
Permanently promoted staff Date they take up their post. 
Employees on a training salary  Assimilation date to the salary band 

Employees joining from another NHS board, on the same salary band, will retain their current 
increment date 

All other staff will retain their current incremental date. 
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