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1. Purpose
The purpose of these guidelines is to establish clear guidelines and procedures for the identification, notification, and recovery of overpayments or underpayments made to employees. This policy aims to ensure fairness and transparency in handling overpayments, while complying with legal requirements and maintaining accurate financial records. 
2. Scope
These guidelines apply to all Colart employees based in the UK including full-time, part-time, and temporary staff. It covers all forms of overpayments and underpayments, including but not limited to salary, wages, bonuses, and other forms of remuneration. The policy outlines the responsibilities of both the employer and employees in the event of an overpayment and provides a framework for resolving such issues in a fair and efficient manner.
3. Overpayments – Employer responsibility

When an employee has been overpaid, they will be contacted as soon as the error has been identified by HR or Payroll and informed of the mistake and the amount to be repaid. If possible, the amount owed will be deducted in full, out of the next available salary payment. Where this is not financially viable the employee will be given the opportunity to propose a reasonable repayment schedule on a monthly instalment basis, dependent on circumstances and in agreement with the HR Team.

No instalment schedule for repayment should exceed more than six months.  Failure to agree to a repayment schedule will result in the amount being deducted according to Colart’s rights under Section 14 of the Employment Rights Act (1996).

In the event that the employee leaves Colart before the full amount has been re-paid, the remaining amount will be deducted from the employee’s final salary If the overpayment is identified after the employee’s final salary has been paid, or if the final salary amount is not sufficient to cover the amount owing, then Colart will write to the former employee to ask them to repay the overpayment.  If the former employee refuses to repay the overpayment, after appropriate warning, Colart may reclaim this via the County Courts.

4. Overpayments – Employees responsibility

Employees must regularly review their pay statements and promptly report any overpayments to HR or Payroll. If an overpayment occurs, employees are expected to cooperate in resolving the issue, including agreeing to any reasonable repayment plans, typically through future payslip deductions. All actions should comply with applicable laws and company policies. Employees should also help prevent overpayments by keeping personal information updated and verifying timesheets and payment details.

5. Under-Payment

Underpayments will be corrected immediately they are discovered, and the employee will be informed. The payment will be made as soon as a BACS payment can be made.
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