[bookmark: _Toc284256853][bookmark: _Toc286919724][bookmark: _Toc289343112]Pay Equality Toolkit:
Equal pay action plan template
This template will help you to create an action plan for achieving equal pay for your organisation. 
You will need to refer to Create an equal pay action plan for further details about the purpose of each section, examples and wording.
Read the instructions below to create your own document and delete this page from your final version.
[bookmark: _Toc155787095][bookmark: _Toc155789800][bookmark: _Toc156916363]Instructions:
Where you see <Business name> replace it with your business’s legal trading name. The quickest way to do this is to use the Edit > Replace function.
Yellow boxes throughout this template are guidance notes to help you complete your action plan. Where you have read the information and completed the actions, select and delete the box. They are not intended to be part of your final version.
You may wish to print your final version on letterhead and/or add your logo.
[bookmark: _Toc155787096][bookmark: _Toc155789801][bookmark: _Toc156916364]Need more information?
Take a look at our equal pay research and education resources. 
Disclaimer This information is intended as a guide only. It is not a substitute for legal advice.
Note: Delete this page once you are happy with the structure of your action plan.
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Pay equality action plan
for <Business name>
Purpose:Write a statement of why pay equality is important to your business and why this action plan will assist in delivering that vision. For example:
<Business name> believes all staff, regardless of age, disability, gender, race, religion or belief, sexual orientation and care-giving status should receive equal pay for work of equal or comparable value. This action plan details how we will achieve specific targets to accomplish our goals towards equal pay.   

Goal statement(s): Write a statement of why pay equality is important to your business and why this action plan will assist in delivering that vision. For example: 
Our recruitment processes eliminate biases from job advertisements, selection processes and interviews through to the onboarding process.



How we will get there:
Here is an example of a completed table for one target. This target is related to the ‘Transparency and accessibility’ domain of the Pay equality framework, You can choose to use the strategy of linking the targets to domains if this works for your organisation. For further explanations of each section in the table, see Create an equal pay action plan.
Target 1
What do you need to do to achieve your goal that moves you towards equal pay?
Potential risks or barriers
Is there anything that may impact the achievement of this target?
Timeline
When will this target be achieved?

Create a capability matrix that we can use to eliminate bias from job descriptions.
Not all of our roles are covered under an award which might make it difficult to create a capability matrix.
Need to account for our own biases when developing the matrix.
July 2024
Strategies
What actions do you need to take to achieve the target? Use one row for each action. Add more as needed.
Resources
What people, processes and time do you need to allocate for this action to be completed?

Person(s) responsible
Who is responsible for completing this action?
1.1 Determine how to create a capability matrix.
Capability matrix
Current position descriptions.
Executive assistant
1.2 Create pay levels to establish comparable work.
Do this as a team. Allocate 2-hour workshop with managers.
HR manager
1.3 Determine common competencies across the business.
Create a team that will collaborate with each section in the business.
Senior management
1.4 Use the criteria to describe each the requirements of each role against the competencies.
Line managers to draft, senior management team to review. 
HR manager



Each of the following tables apply to one target. To create more tables, copy a blank table by hovering your mouse over the top left of the table and click on the box with crossed arrows appear. Right click this with your mouse and choose ‘copy’. Click on the blank space under all the tables (where you would like to put the new one), right click and choose ‘paste’. Repeat this process until you have spaces for all your targets. Update the Target and strategy numbers accordingly.




	Target 1
What do you need to do to achieve your goal that moves you towards equal pay?
	Potential risks or barriers
Is there anything that may impact the achievement of this target?
	Timeline
When will this target be achieved?

	
	
	

	Strategies
What actions do you need to take to achieve the target? Use one row for each action. Add more as needed.
	Resources
What people, processes and time do you need to allocate for this action to be completed?
	Person(s) responsible
Who is responsible for completing this action?

	1.1
	
	

	1.2
	
	

	1.3
	
	

	1.4
	
	



	Target 2
What do you need to do to achieve your goal that moves you towards equal pay?
	Potential risks or barriers
Is there anything that may impact the achievement of this target?
	Timeline
When will this target be achieved?

	
	
	

	Strategies
What actions do you need to take to achieve the target? Use one row for each action. Add more as needed.
	Resources
What people, processes and time do you need to allocate for this action to be completed?
	Person(s) responsible
Who is responsible for completing this action?

	2.1
	
	

	2.2
	
	

	2.3
	
	

	2.4
	
	




Review and learnings
Note the dates you review this plan and any learnings you can take away. 
For example: 
15/03/2024 – Strategy 1.3: need to book a learning session to explain this so everyone is on the same page. 
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