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1. WHAT’S THIS?

This guide shows process and procedures branches need to follow when
requesting honoraria payments.

It includes advice on:

How to request honoraria payments
Rules around honoraria

How honoraria payments are processed
How honoraria payments are paid

The role of the region

AN NI N NN
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2. RULES AND PROCEDURES

1.

10.

11.

12.

13.

14.

15.

2

There is no obligation on a branch to pay honoraria as they are entirely discretionary and there
IS no contract of employment — written, oral or implied.

To pay honoraria a branch must make a general provision to do so in its model rules.
The amendment to branch rules must be agreed by a quorate general meeting of the branch.

The branch must register its amended rules, as approved by a quorate general meeting, with
the region.

Each year the branch committee must ensure their honoraria proposals are discussed as part
of their joint branch assessment.

Any activist holding more than one post can only receive an honorarium for one post. In reality
this will usually be the post with the highest payment.

Honoraria payments should be reasonable and commensurate with other activity within the
branch.

In cases where honoraria proposals exceed 10% or produce a deficit budget they would be
referred to the appropriate regional committee group with delegated responsibility for
discussion and decision.

Branches must be given the opportunity to present their reasons why the intervention level
has been exceeded.

Regional committees will be advised that they will need to make a decision so that all
references are decided before the Branch AGM is held.

Each year the branch committee must submit full details of their honoraria proposals to the
annual meeting of the branch. This must include the name of post holder, their post and the
amount that is proposed.

The branch proposals can only be approved if the annual meeting is quorate.

If the proposals are approved by the annual meeting, the branch will submit details as advised
by head office.

If the annual meeting rejects the branch committee proposals this decision binds the branch
and no honoraria payments can be made.

In exceptional circumstances and where there is a fundamental disagreement between the
branch, region and /or regional committee the matter can be escalated to FRMC.

.1 The Regional Committee

Under rule G3.3.4 the annual meeting of the branch must agree any proposals for branch
honoraria in line with the National scheme. Should the meeting be inquorate then these
proposals should be considered by the Regional Council or the relevant delegated Lay body
in the region.

If a branch does not hold a general meeting, the branch may refer its proposals to its regional
committee whose decision will be binding
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e |f appropriate, the branch can be represented when its proposals are being considered under
arrangements issued by the regional committee.

e The regional committee will be responsible for forwarding such approved branch proposals to
head office, which will process payment.

ment of tax and National Insurance

All approved honoraria will be paid by UNISON Centre. The data contained within the
branch's approved submission will be used to calculate any tax and National
Insurance contributions (NIC) due to HMRC. Under our current agreement with HMRC
only tax will be deducted and there is no NIC due. UNISON Centre will pay all tax to
HMRC and so discharge UNISON's liability on approved honoraria.

Where a payment is made on or before 15 March 2024, a branch officer will
receive a P60 from UNISON Centre by the end of May of that tax year showing
the amount agreed by the branch, the net amount paid and tax deducted.

All payments will be recovered by deduction from the branch's funding entitlement.
The branch's annual return (G9.1) will be updated by head office to reflect the
recovery made against funding and the payments made to officers and HMRC.

2.3 Further Information

All queries relating to the Honoraria process - other than WARMS functionality - need
to be directed to your region.

PLEASE NOTE - Branches must provide their regional membership team with the date
of the 2024 AGM and whether it was quorate. the region will need to update this
information within RMS.

RMS Operations 2023 | File Name: Honorarium_Branches_v8 | Date: 31.01.2023



&

3. BUSINESS PROCESS FOR BRANCH HONORARIA

Below you can find steps to record Honoraria on WARMS. Honoraria guidance is
also available in your WARMS Help documents — search for Processing
Honoraria on WARMS.

If you need further assistance using the Honoraria functionality in WARMS, contact
WARMS Support via the WARMS call logging system.

This section also contains a guide to recording Honoraria on RMS. Please note that
RMS screens are available for the last time this year.

3.1 Processing Honoraria on WARMS

The ability to enter honoraria payments to WARMS has now been developed. This function
can be accessed within the Branch Menu. Only WARMS users who have completed the
WARMS on line training can input honoraria via WARMS.

Expand the Branch Menu and click Honoraria as highlighted below

Branch v

=  Branch Overview

%  Honoraria

This will populate a summary screen as shown below.
For regional policy on honoraria please contact your relevant regional officer.

The region is responsible for ensuring that all the criteria for payment of Honoraria is
met before approving the payment.

To enter payments expand the Honorarium portal by clicking the Plus sign
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Date AGM Held Funding Appr.

%

Honoraria Rule = Branch No AFR/Funding Formula
Suspension

AGM C
Funding

RC Approval [ .
AFR To Be Sent [

RC Approval

Date

OLBA Branch 17

™

—r— Honoraria

The Year will automatically default to the current year of payment (you can change this if
you wish to look at payments for a previous year).

You will need to enter the Agreed amount in the box highlighted below

NOTE - Agreed amount is the overall total to be paid to all activists
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WIrms ==
fe4 Honoraria - =
Vear 2013 [+ ]

Date AGM Held AGM Quorate No

Approved By Email Address d.blakemore@unison.co.uk

Date Entered 5 Oct 2014 Last Changed Support, Warms

By (9116104)
’ Agreed 0.10 ;

Amount Total Details 0.00

Funding 0.00 Paid to Date 0.00

Amount

j 0
Honor % 0.00 g:l(‘:’;ted by
Save [
i 5
Search:
MShip No B Full Name + Position + Amount £ Date Paid Payment Details
Batch
No data available in table
0 entries
New sja

NOTE - The member’s record must contain NI Number, Date of Birth and a valid
home address where mail has not been returned. If any of these fields are missing
you will get the following error message and WARMS will not allow you to save the

honoraria payment until these fields are updated first.
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Add New Honoraria Detail

0 Please correct the errors below:

Membership Number

" Position

y Honorarium Amount
" Sort Code

i Account No.

Agreed Amount
Total Details

Difference

1. Click

Membershp detais requre

Brth, NI Number, vald

Stewards (9)

0.10

address)

1 res nav hanarar

to start adding the member’s details

Save |y Close £3

2. WARMS will allow you to type either the membership number or the surname in the
membership number field.
3. Select the required person
4. The system will populate the relevant activist positions that the member holds and
these will be available in the drop down list — honoraria can only be paid to one
position so if a member holds more than one you need to select the eligible position.
5. Enter the amount to be paid to the member along with the sort code and account
number (if the member has been paid honoraria before the system will generate the
sort code and account number — please ensure these bank details are the same as
the member has provided).

6. Press

Save [
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Please Note: If the bank details have been stored previously and are closed you will
be prevented from adding them again. You will see the following error message

o Please correct the errors below:

Membership Number A
Position ERA Accredited (50) hd
Honorarium Amount 10

Sort Code -

Account No. L ]

This bank detai cannot be used for honoraria as it
was closed by IMPS/Finance. Please contact the
region.

Roll Reference Number

Agreed Amount 0.00

Total Details 20.00

Branches will be liable for any payments made to an incorrect bank account where
the above guidance has not been followed

Once details have been saved you will see the members listed in the grid - an example is
shown below.

Search

Full Name PosRON - i ate Pzl ety o3
ull Name 0SBOr ou Bare Cetats

Heath &
E— | ] Salety Rep.  100.00 I'_i
(10)

Branch

=] - Treasurer  250.00 10a2014 137614 |

(2)

You will have the ability to view the details for the member by clicking the button
in the required row.
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If the payment hasn’t already been paid (Date paid is blank) you will also have the
function within Details to delete it by clicking

Delete 3¢

Ideally branches will use the WARMS system to add honoraria

details. However, for this year only RMS screens are still
available. See below.

3.2 Processing Honoraria On RMS

Branches can start to fill in the HONOO2 form on RMS, accessed from the tree menu on
the left, called: Branch Honorarium, as shown below in Fig. 2.

s

UNISON Membor ship System vi 11 158 (20JAN2015) i
Others Membership
’ Pecegty B e
_—lmm ol | ooves
A= | actvet 6 serts Trang g Pre——
5| s ]| ceres

ki o | et~ = e

Currect FrréariCancn Asywers DY ¢n ACKARET (Nom LOIN 1011 vettkon 5 d |

Server Kame WS U You Rave Jeggad wiTh wers marme Bl (Bvuccn 129650 Dte of Last tpdste 20 ING 2D
Wrnrme LAARL ] e corw ol Ecaldion ploswe Conluct Uty Speort ot T Datadane Mume e
Fig. 2
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|
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Fig.3.
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To enter an honoraria payment record, enter the branch code and the current year will
be automatically populated as long as the branch rules apply, i.e. the branch entered
provides for honoraria payments. If not then the user will be presented with an error
message, as shown in Fig. 4.

Fig. 4

Branch Code a1 fcoses mm:
mﬁs—:m [T acmourse I~
reproved Oy [ [ om) i [Gt]
Emad Ad¥ess | ]
Ageedtspay Amcurt Cwecttwn [T Nwmew [T
Meormber b Mororwum Poymert
[ Nace  Fosecn Asort  SoACose AccoutNo  OstePed  Dutch  Faected
_ | £
}
' Ywmnumoon::'mhm:m S r']
| f—rr=1 ey . e
I_I._ your Region |~
Date Ertered | @
uwul Rejected by BACS
Monber Reect |
| — :

A branch user will need to add the total amount of honoraria payments in the Total Amt
Agreed to Pay field before specifying an amount per member, otherwise the following
error message will be displayed: NOTE: where honoraria exceeds 10% of branch
funding entitlement the text in the Honor% box will be displayed in red)
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™ Granch Honorarum input (HONOCG2) 1 l—ll
o S5 (O 28 o = # 4
Honorarium |
Bronch Code 340 Fokirk Councl oed :
Year [013 :W [ AGM Quorste
Acproved By | [ Jown Courty |
Emad Address fresorts sdeunongiticonnect com e
Total Ant [ Fundng | Horor |
Agreedo pay Amcurt Oate of Buth | N Number [
Marmbar thp Honoraum Paymect
Num Name  Poston Name Amout  SoiCode AccourtNo  DetePed  Baich  Rejected
1 I | | F12)
r
- Y r
‘ Please Enter the Expected amount ;
Dste Ertered | -lm B
Last Chariged By [ Rejected by BACS
Member Reyoct |
Reason
Sn\-hn?_ 1 1|

Fig. 4.1

Then enter the information for the new record by typing in the membership number and
then press the tab key. The RMS record must contain a National Insurance number, Date
of Birth and a home address where mail has not been returned. If any of the above pieces
of information are missing you will get the following error message and will not be allowed
to enter honoraria for this member until RMS has been updated.

CEE———  x]

Values are required for Date of Birth, National Insurance
’ Number and 3 valid address is required.

Please amend member info using MB100

If all required data is present on the RMS record the member name will display and if
there is only one eligible position code the position will be populated. Where the
member holds more than one position, then a box will appear asking the user to
confirm which eligible position the honoraria applies.
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Note: honoraria can only be paid for one position code
(At this point, a variety of error messages have been built into RMS and must be

followed. To see possible error messages, please see Appendix A).

If there are no bank details stored on the system users will be presented with the
following message:

|

Fig.6
If bank details have been entered previously a box will appear asking if the bank
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details are correct. If they are correct, the user will need to click ‘Yes’ or if not, ‘No’.
(By clicking ‘No’, the Direct Credit Bank Details screen DC840 will appear. To enter new details, add
a Date Closed and then click on New Bank Details).

Note: If the bank details have been stored previously and are closed you will be prevented from
adding them again. You will see the following error message.

Forms i|

These account details have been used before and
cannot be re-entered

You must confirm the account details to be credited with the member before proceeding. Where
you have confirmed the old bank details are to be re-used please contact RMS Operations.

Insert the bank details for the member and once the user navigates to the final field in this
screen they will be prompted to save the changes, (Fig.7). Once saved the Direct Credit
Bank Details screen will close and the newly saved information will display on the Branch

Honoraria Input screen.
1Y Direct Credit Bank details (DCE2D

FeEEQrdeds 2 o 2 F A

Bank Detads |
Bark Scet Code Accourt No Type Start Dato Ceate Date
o~ | fioror miam F1aaN-2013
Memoership No_ 102 pess, .. X |
‘MIH\'")unn 'I
Rol Reforence _!S Do you wash to Save the Changes
Bark Sort Code £ 2l HSHC BANK |
o T FRST DRECT .
Yes I No I Cancel |
Date Opened ~3AN. 2013 -
Date Closed |
S"WW 1 ‘
Fig.7

PLEASE ENSURE CURRENT BANK DETAILS ARE ENTERED FOR ALL
MEMBERS TO BE PAID HONORARIA. If bank details are not entered for any
member, payment of Honoraria cannot be approved by the region and
therefore cannot be made to any members of the branch.

Branches will be liable for any payments made to an incorrect bank account

where the above guidance has not been followed.

A new field has also been introduced for Building Society Roll References on the Direct
Credit Bank Details (DC840) screen.
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Once all the honoraria payment records for a branch have been entered the
branch needs to then notify the region the date their AGM was held, whether it

was quorate and provide a list of elected Branch Officers. Payments will then be

made as per Section 4. If there are any issues about the payments to be made

these will be raised directly with the branch.

PLEASE NOTE

Branches will need to make sure the total honorarium amount to be made tallies
with the honorarium amounts input for each member, as shown below.

Pc

Etnail Address |

l Total Arrftl £240.00 unding| £3,20112 Honor%

Agreed to pay m

I 7.50
—

Izl Ry

Membership Honorarium
Mum Name Position MName Amount
|T Sl M’s J Lyman fl4 Franch Auditor [ £40.00
F MrsDLPaul  [B8  |Contact | £100.00
r: i rs &Woods 14 Pranch Auditor [ £100.00
I |
l | l [
Fig. 8

Otherwise RMS will not allow the inputted information to be saved
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4. WHEN WILL HONORARIA PAYMENTS BE MADE?

Payments will be made monthly on 15" of each month. If the 15t falls on a
weekend or bank holiday Honoraria will be paid on the last working day before. For
2023 claims, the first payment will be made on 15th March 2024 then 15" April. 15®
May,14™ June and so on. Please note it takes 2-3 working days after the payment
date for the payment to reach the recipients bank account.

Honoraria payments processed on 15" March will be included in the 2023/2024 tax
year. In order to be paid in the 2023/2024 tax year approved submissions must be
with IMPS before 3pm on 15" March 2024.

Honoraria payments will be reclaimed from monthly branch funding. UNISON will
attempt to reclaim the total amount of Honoraria paid, in its entirety, from the
following months branch funding. However, if the total Honoraria amount exceeds
the branch funding due that month, the remaining amount owed will carry over to
the following month and so on until it has been fully recovered. Branches will need
to make sure they have enough funds available from their allocation to make the
Honoraria payments. In other words the total amount to be paid should not be any
more than the surplus the branch made for the year.

The rationale for doing this is that all branches must hold their AGM in January to

March in accordance with rule and thus should be able to organise payments with
IMPS by the end of April.

5 REGIONAL ROLE IN PROCESSING BRANCH HONORARIA
5.1 Next Steps

For regional policy on honoraria please contact your relevant regional officer.

The region is responsible for ensuring that all criteria for payment of Honoraria is
met before approving the payment.

When payments are made the date payment and payment batch fields will
be updated in the Branch Honoraria Input screen in WARMS and RMS.

In some cases between recording details to pay and Finance making the payment,
a member closes their bank account. If this is the case the rejected field will be
ticked and the branch must contact the IMPS Honoraria team in Manchester at
impshonoraria@unison.co.uk
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I6 APPENDIX A — Honoraria Error Messages

] Member was lapsed on 01-JUN-11. Do you wish to make
-

paymant Y/N?
(=] |

_ X1 | Invalid membership number.
Please note, do NOT use the
s Membership Number does NOT exist, backspace key to remove the
membership number, but click
oK on the waste bin icon to start
over.
Forms %] | Member is not in an
Honorarium Branch, i.e. the
s Member is not in Honorarium Branch - Please refer to Region branch does not currently
make honoraria payments.
Branch users will need to
contact their region.
forms ]| | If a branch user believes the
member is not deceased,
oo inc B PR then amend the member’s
record. This should only be
done if absolutely sure the
member has been wrongly
categorised
frems ]
Member was lapsed on 30-APR-06 and cannct be paid If a branch user believes the
honorarium member should not be
lapsed, then update the
member’s record.
froms x|

Branch users can still request
payment to be made if the

member was lapsed part way
through the honorarium year.
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Forms x|

Honoraria can only be paid to activists. Thes member does not
hold an activist position on RMS, Pleass contact your ragion.

Honoraria can only be paid to
activists. If the member was
an activist or officer during
the relevant honoraria year.
However if the branch
believes the member is
eligible, then the branch will
need to contact their region.

Walues are required for Date of Birth, Mational Insurance
Murnber and a walid address is required.

Please amend mermber info using KB100

Please update the member’s
date of birth and/or NI
Number and/or Address and
then try inputting again

g Not & vaid positions for mamber.

(o]

Invalid activist position for an
honorarium payment.

froms ]

Dupbcate entries entered, Pleasa ra-enter a differant positson
code or cear the record,

3

You cannot enter the same
member and same position
more than once.

x|

Duplicate member id entered, Please enter 3 different
member id or clear the record.

You cannot enter more than
one position code for the
same member.

 EIEEEE— x|

The total amount agreed to pay does not match with the total
ontered,

The total amount entered
does not match the sum of
payments to members.
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ot Code and Account Mumber are either not waild ar
not suitable for payrment

If the account number or sort
code entered are invalid, this
error message will be

displayed and you will not be
able to save the bank details.
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6. APPENDIX B Payment of Honoraria

Payment of Honoraria
Approval Rejected Payment Branch funding
Payment
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k=]
[=2]
[
o Is Honoraria to Yes
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o
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o
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- @
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5 £ pay
2 E
9]
@
O
¥
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(7]
a
=
Payments
Saved| to
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c
<
i
i
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Honoraria Q and A

Summary

Under HMRC rules honoraria is taxable and we were instructed that we could no longer continue
under previous dispensations (circa 2008). Non compliance is not an option and failure to comply
will expose the union to very costly fines and penalties.

See also HMRC - http://www.hmrc.gov.uk/manuals/nimmanual/nim02205.htm

The new Honoraria scheme became effective on 1% January 2009. In operation it applies to
officers that hold office in the administrative year 1% January to 31 December each year that are
nominated to receive an honorarium by their branch and approved at the annual meeting of the
branch as set out in rule G3.2 (between January and March.)

Question — What does this mean for branches?

If a branch wants to pay honoraria to its officers that held office in the Honoraria year it must
adhere to the provisions of the scheme as agreed with HMRC.

Question —Is there any right of appeal against HMRC decision?
No, nor can your branch vary any of the conditions required.

Question —what do branches have to do?

Firstly read and understand the scheme. Input the branch honoraria request onto the WARMS
System while adhering to the Branch Honoraria Guidance notes issued each January. If further
assistance is required please contact the Region or WARMS Support.

Question — What happens after a branch has submitted their honoraria request?

Region will confirm that the request meets UNISON Honoraria criteria. If the request does not
comply the region should request that payments are withheld pending investigation or until such
a time that UNISON Honoraria criteria has been met.

If the branch request meets UNISON Honoraria criteria and all relevant forms have been
completed the requests will be paid in accordance with the dates advised in the Honoraria
guidance notes issued each January and should arrive into the member’s designated bank
accounts three to four working days thereatfter.

Question — What about payments branches may have made in previous years?
The agreement reached between UNISON and HMRC covers any Income Tax and Class 1

National Insurance Contributions that was due on any payments declared on branch returns and
made for officer posts held in all years up to and including 2008.



http://www.hmrc.gov.uk/manuals/nimmanual/nim02205.htm
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Question — What if a branch is contacted by their local tax office?

Many local offices will be completely unaware of this arrangement and may request that a return
is submitted (or continue submit) to them. If this is the case please write as,

“All matters in respect of honoraria are to be dealt with by UNISON Head Office in conjunction
with HMRC Local Compliance, Individuals & Public Bodies, Weardale House, Washington, NE37
1LW - reference PBG/EC/905/U387/MWB.”

Question — What if my branch wants to return details to their local tax office?
The only way we can be certain that all payments have had tax deducted is in the way prescribed

and our agreement is for us to return this centrally. Therefore branches must adhere to the
scheme.

Question — What should the region do if it is unable to deal with a branch’s enquiry?

Email question to_R.Operations@unison.co.uk or WARMS Support where assistance with
using the WARMS system is required

Question —Why can | not continue to declare honoraria on my self-assessment?

Please also read the next answer.

The scheme is the only way we can be certain that all payments made to all officers have been
declared and the correct tax applied and paid to HMRC.

Question — What should | do if | receive a self-assessment form?

It has always been an individual officer’s responsibility to disclose honoraria payments to HMRC.
UNISON has now agreed with HMRC to deal with all relevant matters in respect of honoraria and
make the necessary returns. As such, should you receive a self assessment tax return from HMRC
you should enter the following in the "Any other information” box on the form;

| have received an honorarium from UNISON. Following an agreement with HMRC all tax matters
in connection with this payment have been dealt with directly by UNISON. [Relevant tax office
details]

You do not need to send in your P60, but should retain this form as HMRC might ask to see it
should they make enquiries regarding your tax return.

Question —What if | am a higher rate or lower tax payer.

If you do not complete a tax return you should only request a form if you think you are not liable
to tax, and wish to reclaim any overpaid tax, or you are liable to tax at the higher rate as tax is
only deducted from the honoraria payment at basic rate. You can now register for self-assessment
by following the “register for self-assessment on-line” links @ http://www.hmrc.gov.uk/sa/file-
online.html.
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