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Letter to Branches
	No: 757/08 
	Ref: 301
	Date:  8th September 2009 


To All Postal Branches with Quadrant Members
Dear Colleague

Quadrant Pay Agreement 2009 Pay Arrangements
You will be aware that LTB 722/09 advised members that a yes vote had been returned by the Quadrant membership in regard to the Pay Agreement 2009.

We have now received the attached information from the business outlining the pay process and providing information regarding the loan facility for those members who wish to utilise it.  

Colleagues may be aware that the business issued information last week on their intranet but there was an error in the date that was given in regard to the first repayment date for the loan where it was stated that ‘the first payment will be taken on the second monthly pay date’. 

You are therefore requested to ensure that the attached information is circulated to your Quadrant representatives and members and that they are made aware that the first repayment for the loan is on 1st February 2010.
Any enquiries should be addressed to Terry Pullinger, Assistant Secretary, email dwyatt@cwu.org, quoting reference 301.
Terry Pullinger

Assistant Secretary
Private & Confidential
«Name»
«House_number_and_street»
«M_2nd_address_line»
«City»
«District»
«Postal_code»
7th September 2009

Dear «First_name»
I trust you have recently had a meeting with your manager regarding the proposal to move all employees who are currently paid weekly, to a monthly pay cycle.

This is one of a number of changes we are making to simplify our activities and do things in a more economic and uniform way. Clearly the tough current economic climate has meant that Compass, like many other organisations, needs to be as efficient as possible.  The change will also have a very positive impact on the Company’s carbon footprint in that we will be producing fewer payslips across the Company as a whole. 

The purpose of this letter is to explain the way this change will be implemented. Your last weekly pay date will be 2nd October 2009.  Your first monthly pay will be credited to your account on 30th October 2009. Thereafter, your monthly pay will be credited to your account on the 1st of every month.  Please note that December pay is normally processed and paid a little earlier due to the Christmas period, therefore December payment is likely to be around 18th December, however for confirmation of the actual date of payment in December please speak to your line manager nearer the time.

The recently negotiated 2% pay award, backdated to 1st April 2009, will also be paid to you in your final weekly payment on 2nd October 2009.

We recognise that this change might create some difficulties and have therefore provided help and advice.  With this letter you will find information which contains everything you need to know, including:

· Dates of the changes, including when you will be paid and for what period of time,

· Details on changing direct debits for all major banks and building societies,

· Useful contact numbers for advice and support,

· An example of your last weekly and first monthly wage slip, which if a wage advance is agreed will show how it is calculated and paid back,

· Frequently asked questions and answers.

We anticipate that this move may present you with serious financial challenges, and therefore we have attached a wage advance loan form which has been pre-populated with a net pay figure of 3 weeks money. If you require a wage advance loan please sign the form and return to the HR Support Centre in the envelope provided, this should reach us by Friday 18th September at the latest. The loan amount will be paid to you in your final weekly payment on 2nd October.  There is a requirement for it to be repaid in full within six months, the first deduction being taken on 1st February 2010.

If you require any further information regarding this change, please speak with your manager.

Thank you for your co-operation.

Yours sincerely
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Robin Mills

HR Director - UK & Ireland 

Information for amending Direct Debits

A Direct Debit is an instruction authorising an organisation or person to collect money from your bank or building society account (usually for things like mortgage, rent, utility bills etc)

Different types of Direct Debit

There are 2 types of Direct Debits, a fixed Direct Debit and a variable Direct Debit. If there is an option, a fixed Direct Debit allows you to budget easier because the same amount is taken out of your account every month. Other Direct Debits are known as variable Direct Debits, credit card bills are usually paid in this way, with the company taking the minimum payment on a Direct Debit from your account each month. 

How to amend/change a Direct Debit

You cannot amend / change a Direct Debit by contacting your own bank or building society. If you want to make any changes, such as the payment date, you'll need to contact the company you dealt with to set up the Direct Debit originally (the people who are deducting money from your account). You can contact them by phone or by letter. [see the reverse of this, for a letter template that you could use to advise them of any changes you would like to make – this is a guide only]

If you are unable to locate a statement detailing your account information from your bank or building society, this information can be found on a cheque.
The name and address of your  


       The name of the account holder (your name bank or building society



       as it appears on your statement / cheque book) 
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Your branch sort code     


Your bank or building society account number  


To cancel a Direct Debit
To cancel a Direct Debit, inform your bank or building society that you wish to cancel the direct debit and from what date. You should always inform the organisation (the people who are receiving the payments) if you cancel a Direct Debit before your final payment has been made.
[ IF  <> "" "1 Microsoft Way

Redmond, WA
" "Type your return address here" 
insert your address here
]

[Insert the date]

[Insert company’s address - The people you pay money to]

Reference number: [insert your customer account number here - this can be found on a written documentation that you have received from the organisation / people you pay money to]

Dear Sir or Madam,
This is to inform you that my pay periods have changed and from 1st November 2009 I will move from being paid on a weekly basis to a monthly basis. 

My monthly salary will be paid into the bank on the 1st working day of the month; therefore I would like to amend my direct debit date as a result. I would like my direct debit to be taken out of my account on the [insert date] of the month with effect from [insert month].
Please can you confirm to me in writing that this request has been actioned.

If you have any questions, please contact me on [Insert your contact telephone number].
Yours sincerely,
[Insert your name]

For instant updates: http//:www.cwu.org      email: info@cwu.org


150 The Broadway, Wimbledon, London, SW19 1RX  Tel: 020 8971 7200 Fax: 020 8971 7300


General Secretary:  Billy Hayes (www.billyhayes.co.uk)





Compass Group, UK and Ireland Limited


Human Resources


Limes 1, Parklands Way, Birmingham Great Park, Rubery, Birmingham B45 9PZ


Telephone 0121 457 5747   Facsimile 0121 457 5996


Registered Number: 2272248 VAT Number 466/4777/01





This information is for guidance only. There maybe situations where the information in this document is not relevant to your personal circumstances.  We would however encourage you to read this information and take action where it is required.













