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SCHOOL PAY POLICY .

Tutshill C of E Primary School
1. 
Introduction
This policy has been produced by the Governing Body and is intended to ensure that all groups of staff in the school are fairly and consistently treated in relation to pay and pay related issues. Although the Governors, as the Relevant Body, are the authors of this document and have the responsibility for its implementation on a day to day basis, it is intended that staff in the school should be fully informed and consulted on its contents and on any future amendments. 

This policy will be subject to annual review to reflect changes in the Governors policy, amendments to the Law and to national and local agreements. There will also be opportunities for staff to raise issues where it is felt that the policy needs to be reviewed and amended to meet local needs. Such changes will be the subject of consultation with staff and/or their representatives prior to inclusion in this document.
A copy of the current document will be made available to staff.

2. 
Background
The purpose and aims of this policy are:

· To enhance the effectiveness of the school by ensuring that all staff are treated fairly and consistently in all matters relating to pay. This policy is compliant with all discrimination legislation

· To support the School Improvement Plan and to supplement other staff related policies relating to equal treatment, appointment and selection, work life balance and staff development

· To guide and assist the Head Teacher and Governors in the day-to-day management of the school and its staff.

· To ensure that all staff are aware of the Governors policies in relation to pay and to encourage their participation in developing these policies through consultation.

· To ensure that the school meets its legal responsibilities under the Pay and Conditions of Service documents, local and national agreements, Legislation and Regulation.

· To ensure that the school remains within its budget for salaries and staffing

3. 
The Pay Panel
The Governing Body will select a number of governors to administer and manage the Pay Policy on its behalf on a day-to-day basis. The composition and role of this Panel is: 

Composition

The School Pay Panel is made up of 3 governors one of whom will act as Chair. None of the governors serving on the Panel will be employed within the school. 

Terms of Reference

· To apply the School Pay Policy on behalf of the Governing Body fairly and equitably.

· To ensure that the Governing Body meets its legal and contractual obligations in relation to pay and related conditions of service.

· To ensure that this policy links effectively with the Schools Performance Management Policy for teachers and support staff

· To ensure that staff new to the school are correctly paid 

· To ensure that all members of staff have a current and accurate job description and that this document is regularly reviewed.

· To make appropriate arrangements for the Head teacher’s, performance management, including planning statement, moderation and review as laid down in the schools Performance Management Policy for Teachers

· To undertake appropriate annual reviews of salary for:

Teachers on the Main Scale 

Teachers on the Upper Pay Scale

Advanced Skills Teachers (where appropriate)
Head Teacher and other members of the Leadership Group

Support Staff

· To receive recommendations from Reviewers regarding the performance and pay progression of teachers following moderation as laid down in the School’s Performance Management Policy.

· To determine entitlements and approve or withhold annual progression where appropriate whether based on experience or performance using the criteria laid down in this document.

· To make appropriate arrangements for representations from members of staff to be heard on pay related matters including: performance management statements or reviews, salary, grading or annual pay decisions prior to a formal appeal and to seek whatever additional evidence, information or advice is necessary to respond to this request. 

· To arrange for each teacher in post at the beginning of the Academic year to receive a written statement of salary in, or as soon as possible after, September each year. Any teachers appointed after this date will receive a statement within one month of the start of their employment.

· To exercise the Governors discretionary powers as specified in this document

· To periodically undertake a review of the Individual School Range and to report findings and/or make recommendations for change to the Governing Body in relation to the grading of members of the Leadership Group.

· To periodically review the job descriptions for support staff and teachers holding Teaching and Learning Responsibility allowances to ensure that changes are identified and appropriate action is taken in relation to pay and grading.

· To undertake an annual review of the Pay Policy to ensure that it reflects changes in legislation, Pay and conditions of Service Documents, and national and local agreements. Recommendations for change will be made to the Governing Body for consideration, consultation and formal adoption where appropriate. 

The Pay Panel will keep its work and the results of individual reviews and decisions confidential. The Chair of the Panel will report to the whole Governing Body periodically regarding progress and the work of the Panel but will not report on the details of decisions reached to ensure that sufficient Governors remain available to hear appeals should this be necessary . Where this work indicates that changes will have significant implications for the school budget an urgent report will be made direct to the Chair of Governors. 

It is acknowledged that the revised performance management arrangements associated with The Education (School Teachers Performance Management)(England) Regulations 2006 will only affect pay decisions implemented after 1st September 2008 and that it will be necessary to revise this policy to more fully reflect these requirements 

Representations to the decision maker 

Please note : A summary of the full representations and appeals process is included as Annexe 2. A copy of this appendix should be made available to staff if they wish to lodge a pay related grievance.

The Pay Panel will be responsible for the annual pay and performance related reviews for teachers and for receiving and processing requests for the review of pay and grading based on changed duties and responsibilities during the course of the working year. The Panel will make appropriate arrangements for staff to be notified in writing of decisions relating to their pay as soon as possible after the decision has been made. 

Staff members who wish a decision in relation to the performance management process and /or their pay to be reconsidered may:

· Seek an informal discussion with the decision maker to resolve the issue. Requests for this informal discussion must be lodged within 10 working days of receiving notice of the pay decision. 

·  Where this is not possible, or where discussions fail to resolve the issue, the member of staff has the right to make formal written representations to the decision maker and to produce additional facts/evidence for reconsideration prior to submitting a formal appeal. Such representations must be made, in writing, to the Chair of the Pay Panel within 10 working days of the receipt of the salary statement or the date of the informal discussion where this has taken place. The decision maker should provide a hearing within 10 working days to consider the member of staff’s concerns. The member of staff will be given the opportunity to be accompanied at this meeting by a work colleague or trade union representative.
The result of this hearing will be given in writing along with a right of appeal and the name of the person nominated to receive pay appeals. Appeals should be lodged with the person nominated within 10 working days of the receipt of the written notification. Details of the appeals process are given below

4. The Pay Appeals Panel 

The Governing Body will select a number of governors to hear appeals relating to pay related decisions on its behalf. The composition and role of this Panel is: 

Composition

The Pay Appeals Panel is made up of 3 governors one of whom will act as Chair of the Panel. None of these governors are employed within the school and none will be a member of the Pay Panel or have been involved in any pay decisions.



Terms of Reference

· To hear formal appeals lodged by members of staff against decisions made by the Pay Panel in the event that the informal procedures mentioned above fail to produce an acceptable result.

· To ensure that the terms of the Pay Policy and related procedures have been correctly applied

· To acknowledge receipt of appeals lodged within 5 working days of receipt indicating the action to be taken

· To hear cases as soon as possible, normally within 20 working days of the appeal being lodged, taking into account the need to seek information, additional evidence and advice, and subject to the availability of Panel members, staff and their representative. 

· To give a written response to appeals within 5 working days of the hearing. The decision included in this response will be final and binding in terms of this policy. 

· To periodically report to the Governing Body to confirm progress. The workings of the Panel will however be confidential and no details of individual cases will be released. These progress reports will include recommendations for changes to the Pay Policy where this is felt to be necessary.

Appeals procedure

· Members of staff must lodge appeals against decisions reached by the Pay Panel within 10 working days of receiving their salary statement, or the results of separate representations, whichever is the later. 

· Appeals must be lodged in writing and state the basis on which the complaint /appeal has been lodged.
· The appellant will have the right to a hearing and may be accompanied by a Trade Union representative or a work colleague. 

· The hearing will normally be arranged to take place within 20 working days of the appeal being lodged to take into account the need to gather evidence and the availability of Panel members, staff and staff representatives

· The Pay Appeals Panel will use the arrangements laid down in the School’s Grievance Procedure as a basis for the process to be followed during the hearing and will ensure that evidence, witnesses and technical advice is available to allow a full consideration to be made. The Panel will reserve the right to further technical or legal advice where this is felt necessary to reach a correct judgement.

· The Appeal Panel will provide a written response to appeals within 5 working days of the hearing. The decision included in this response will be final and binding in terms of this policy. The pay hearing and appeals process performs the function of the grievance procedure in relation to pay and pay related issues and cannot be reopened under the general grievance procedures

5. 
Position and role of the Head Teacher
The role of the Headteacher in relation to this policy is critical and will include:

· Day to day administration of the Pay Policy and the Pay Panel’s decisions

· Collection and presentation of evidence required by Pay Panel and the Appeals Panel

· Professional Adviser to the Pay Panel in all matters relating to teaching and performance assessment of staff within the school 
· To set performance objectives for other members of the Leadership Group and to make   recommendations to the Pay Panel on pay progression based on an assessment of performance against these objectives.

6. 
The Pay Policy
a.    CLASSROOM TEACHERS

( i )      Determination of starting salary on initial appointment to the school

Classroom teachers will be issued with a statement of salary as soon as possible after their appointment has been confirmed. Salary will be determined under the provisions of the School Teachers Pay and Conditions Document in force at the time of their appointment as follows: 

· Method by which mandatory salary entitlements will be determined

School Teachers are entitled to receive salary points for previous teaching service in England and Wales and, in the case of teachers from other EU Countries and Switzerland, credit for qualified teaching in their own Country. The Governors have resolved to ask the County Council to undertake the process of obtaining details of such service, applying the mandatory provisions of the Pay and Conditions Document and preparing appropriate salary notifications on its behalf.

· Award of discretionary salary points


Additional salary points may be awarded at the Governors discretion for experience other than employment as a classroom teacher. For the purpose of salary assessment, this includes teaching in Countries other than the EU and relevant experience outside teaching. 

The Governors have resolved to consider awards of this type only when the teacher involved has experience as a qualified teacher in schools/subject areas that are judged to be of particular value to the school. When additional credit is given under this discretionary power, awards will be made on the basis of one point for every 3 completed years of service. 

( ii )      Review of salary during service in the school

Each teacher in the school is entitled to a review of their salary and a written salary statement each year throughout the period of their service. The review will take place on, or as soon as possible after, 1st September, each year. Salary changes resulting from this review will date from 1st September. 

Under the terms of the School Teacher’s Pay and Conditions Document the nature of this review will vary depending on whether the Teacher is paid on the Main Scale or the Upper Pay Scale. The school’s policy in each situation is as follows:

(iii)      Teachers on the Main scale (M1 to M6)

Annual progression (26 weeks rule)

Teachers on the Main Scale are normally entitled to progress to the next point on the scale on 1st September each year on the basis of sufficient service being accumulated during the course of the previous academic year. In this context it is necessary for the teacher to have to have taught in at least 26 weeks of the working year and for this service to have been judged to have been satisfactory. Periods of maternity and sick leave count as service in this context. The Governors have resolved to ask the County Council to maintain records, undertake the necessary calculations and to award a progression point where due unless specific instructions are given to the contrary under the circumstances mentioned below.

Additional points

The Governors have the discretion to award a second point to a teacher in recognition of their outstanding service during the previous year. The Governors will consider recommendations from the Head Teacher for such accelerated progression but will make awards of this type in only the most exceptional circumstances. The reasons for such exceptional awards will be minuted for future reference.

Circumstances in which points will be delayed or withheld 

The Governors have the power in exceptional circumstances to withhold or delay the award of an annual salary point in cases where a teacher’s service during the course of the previous year has been found to be unsatisfactory. This power will only be used as a last resort and as part of an on going support/capability procedure  following on from the failure of normal performance management arrangements where the teacher has been fully informed of the situation and the consequences but has failed to achieve the necessary improvements at the time of the salary review. The Governors will require that there is evidence to demonstrate a full and proper process before reaching a decision to with hold a salary point on this basis. The Governors will also be prepared to review this decision and to award the point during the course of a year if sufficient progress is judged to have been made.

(iv)        Threshold Assessments

It is the responsibility of individual eligible teachers to make decisions on when to make their application to be promoted to the Upper Pay Scale and for submitting appropriate applications and evidence to the Head Teacher for assessment within the timescale allowed. Details of the procedure and copies of application forms can be obtained via the DfES ‘teachernet’ website. 

Eligibility 

· Teacher must be qualified

· Have reached M6 on the Main salary scale

· Must be able to provide evidence to demonstrate that performance has achieved the required standard during the ‘relevant’ period i.e. a minimum of 2 years (maximum of 3 years) immediately prior to the date of the application. 

· Evidence must relate to the provision of education to children of school age 

Applications

· Eligible teachers may make their application at any time during the Academic year but, for practical purposes and to facilitate assessment, the Governors would request that completed applications are submitted to the Headteacher in the required form before 31st December.

Assessment

· Assessment will be undertaken by the Head Teacher using the assessment standards laid down in the School Teachers Pay and Conditions Document. The applicant will be informed of the results of this assessment as soon as possible and will be given the opportunity for feedback. 

· The Head Teacher will inform the Pay Panel of the results of this process

Date of award

· Under normal circumstances progression to the Upper Pay Scale for successful candidates who apply on first reaching M6 will be from the 1st September following assessment by the Head Teacher. In those cases where applications are submitted late, it will be necessary to seek advice in relation to the date of effect.

Appeals/complaints

· Appeals against the results of the assessment process should be addressed to the Appeals Panel using the procedure  laid down earlier in this document

(v)       Teachers paid on the Upper Pay Scale 

It is the responsibility of the Governing Body to review the position of each teacher promoted to the Upper Pay Scale as part of the annual salary review and to determine their eligibility for progression. Progression is based on the performance of a teacher throughout the relevant period specified below. The Pay and Conditions Document requires that such decisions are firmly based on evidence and indicates that it is the responsibility of the governing body to gather the evidence necessary to undertake this review. However, the Pay Panel will offer teachers the opportunity to provide additional evidence to support this review process on a voluntary basis.

The criteria and evidence to be used in this process are given below:

Eligibility for progression to UPS2 and UPS3

The Governors have resolved to consider progression to UPS2 or UPS3 on the basis of a relevant period of a minimum of 2 years service on the previous salary point in any but the most exceptional circumstances.
Criteria for progression to UPS2 and UPS3

The School Teachers Pay and conditions Document requires that, in order to progress the achievements of the post threshold teacher and his/her contribution to the school must have been sustained and substantial. The teacher must have continued to meet the threshold standards and to have grown professionally by continuing to develop their teaching expertise.

To progress to UPS3 the Document indicates that, in addition to the basic requirement mentioned above, teachers undertaking this critical role within the school must also be able to demonstrate that they are able to act as role models for teaching and learning, make a distinct contribution to the raising of pupil standards, contribute effectively to the work of the wider team, they take advantage of opportunities for professional development and use the results to improve pupils learning

In order to ensure that judgements regarding progression are made fairly and consistently the following evidence may be gathered from any of the following:

· Performance management records produced as a part from the Schools Performance Management Policy demonstrating the maintenance of threshold standards and the successful achievement of planned performance objectives throughout the relevant period

· Classroom observation records and evidence generated by the established school monitoring procedures e.g. planning, marking of work , feedback to pupils, development of classroom practice

· Other relevant evidence including LA and outside agency reports, pupil progress data, reports from line managers and other relevant senior staff and contacts.

· Records of training and development throughout the relevant period

· Evidence of significant contributions to achieving the priorities and targets of the school e.g. by the development of whole school policies, the development of other staff through mentoring and INSET, policy writing and policy development
Special circumstances

Periods of illness or maternity leave

The Governors are aware of the requirement, under normal circumstances, for a teacher to have had 2 successful and consecutive performance assessments before being considered for progression to either UPS2 or UPS3. However, in cases where this has been prevented by a long term illness or by maternity leave and where it is judged that the requirement for sustained service during the reference period has been met, special consideration will be given on a case by case basis.

Service on Leadership and AST scales

Service for one year as a Head, Deputy Head, or Assistant Head or passing the Advanced Skills teacher assessment automatically entitles a teacher who returns to the classroom scales to be placed on the Upper Pay Scale.  In such cases the governors will ensure that the teacher is placed on the Upper Pay Scale point that (s)he would have progressed to had (s)he remained in service as a classroom teacher
.

(vi)     Use of Additional Allowances within the school (including TLR Payments)

The School Teacher’s Pay and Conditions Document makes provision for Governing Bodies to award additional allowances to teachers under a number of circumstances. These are detailed below. The Governors are aware that the use of such allowances is potentially divisive and has therefore resolved to use them only under very specific circumstances where there is clear factual reason to justify the additional payment. This reason will be clearly identified in each case and will be reflected in job descriptions and/or appointment letters. Recruitment and retention incentives will, under any circumstances, be subject to a specified time limit. 

Management Allowances

Management Allowances ceased to exist from 1st January 2006. From that point staff receiving such allowances are entitled to receive safeguarding until 31st December 2008 or such time as the value these allowances are equalled or exceeded by Teaching and Learning Responsibility Allowances introduced following the review of the school structure and/or performance related pay progression. Teachers receiving cash protections that exceed £500 will be expected to undertake additional responsibilities commensurate with the level of protection received

      Teaching and Learning Responsibility (TLR) Payments

Following consultation with staff, the governors will establish a grading structure for the school based on the requirements of the School Teachers Pay and Conditions Document, the teaching and learning needs of the school and the principles established for fair and transparent recognition of additional responsibility already established within the school’s pay policy. Details of this structure and the value of the TLR payments to be used in this school will be added as an Annexe to this document .

Job Descriptions

Job Descriptions will specify the responsibilities required of all teachers in the school and, where Teaching and Learning Responsibility payments have been awarded, will also clearly indicate the additional duties and responsibilities required of the postholder. 

      Temporary and Acting TLR Payments

Temporary awards of TLR payments will only be made during the absence of permanent TLR post holders. Where temporary awards are made on a  the reason for the temporary award will be made clear in writing together with an indication of the duration of the temporary award and/or the event that will bring the additional duties and associated allowance to an end
Special educational needs (SEN) Allowances
A SEN allowance must be awarded when a teacher is wholly or mainly responsible for a group of pupils with statements of Special education Needs or may be awarded at the governors discretion where a teacher is required to make a significantly greater contribution to SEN than other teachers in the school. A SEN 2 allowance may be awarded in recognition of experience or qualification judged to be of particular relevance to SEN in the school.

As these conditions do not currently exist within the school, the governors have resolved to award no points on this basis. This decision will be reviewed periodically

Recruitment and Retention incentives

The governors have the discretion to award an allowance or other benefit to attract a suitable candidate to a post or to retain a teacher in a post. The amount and nature of this allowance or benefit is not specified in the document but such a benefit can only be awarded on a temporary basis of not more than 3 years. Retention allowances only can be renewed in exceptional circumstances.

· Circumstances in which an incentive will be used to recruit a classroom teacher

The governors have reservations over the use of benefits of this kind and would only consider an award when a number of attempts to recruit to a key post had failed and the use of this provision would secure a suitable candidate. The incentive, if used, would take the form of a salary allowance equivalent to the value of a Special Educational Needs Allowance 1(SEN 1). The award would be for a maximum of 3 years.
· Circumstances in which an incentive will be used to retain a classroom teacher

The governors regard awards of this nature to be divisive and have consequently resolved not to use their discretion in this area.
(vii).        Part time teachers

Teachers who are employed on less than a full time  basis will be treated identically to their full time colleagues in all respects relating to pay as listed above except that salary will be calculated on a pro rata basis. The method to be used to ensure that the proportion of pay is fairly calculated is stated below. No specific working time requirement is laid down in the School Teachers Pay and Conditions Document for part time teachers. However, in the interests of fairness and equal treatment, it is anticipated that part time teachers will work a similar proportion of ‘directed time’ as their full time colleagues based on the calculation given below.

· Calculation of part time proportion for Classroom Teachers

Timetabled hours  of pupil contact required of a part  time teacher

    Timetabled hours of pupil contact required of full time teacher
In this context ‘pupil contact’ means the period when the school is open and in session when pupils 

are present and under supervision. It includes all periods when the teacher is required to be present including registration, assembly, mid -morning and any afternoon breaks. It excludes the mandatory lunch break required under the Working Time Regulations when teachers are not required to be on 

duty.

· Variation to timetabled hours

In the event that a part time teacher is asked to attend work on a day outside their normal timetable, the school will compensate him/her for this additional work either by providing time off in lieu or by making an additional payment. Such a payment will be made at supply rates based on the additional time worked.

Variations to timetables or to hours of work will be made following discussion with the postholder and, wherever possible, by agreement. 

(viii).     Supply teachers

Supply teachers are defined in this policy as teachers who are engaged on a short notice basis without advertisement or competitive interview. A Supply teacher will only be used on those occasions when it is necessary to fill a short term and/or unexpected vacancy where it is impractical to recruit by normal methods or for the time  needed to undertake a recruitment and selection process. Annual salary entitlement is identical to that of other Classroom teachers and will be determined using the methods mentioned earlier in this document. The method of payment will depend on the anticipated duration of the appointment. The school’s policy for the payment of teachers employed on this basis is as follows:

· Supply teachers employed where appointment is anticipated to be for 6 weeks or more

Teachers will be employed on a temporary fixed term contract as regular full or part time teachers. Contracts will be short notice and linked to the specific reason for the appointment. Salary will be paid on a regular monthly basis and employment will be on a basis identical to  the conditions that apply to other regular staff. 

· Supply teachers employed where appointment is anticipated to be for less than 6 weeks

Teachers will be employed on a day to day basis and will be paid by claim. Salary will be calculated using the following formula:




   Hours worked                  x         Annual salary

         



 6.5
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Supply teachers will be paid for the hours that they are required to work including preparation, assessment and marking time where these activities are required by the school. Working requirements will be made clear and the hours to be claimed will be agreed with the supply teacher at the time the offer is made and before the commencement of their work.

It should be noted that the use of this calculation method enhances pay to include a ‘rolled up’ holiday entitlement to ensure that they receive a payment for periods when schools are not in session proportionate to colleagues employed on a regular basis. This fact should be made clear to supply teachers.

(ix)       Unqualified Teachers

The conditions relating to the use of unqualified teachers are laid down in Section 133 of the Education Act 2002 and make it clear that the use of such staff is limited to very specific circumstances and only on a temporary basis. The governors would only consider the use of unqualified staff in the most exceptional situations i.e.

When all attempts to secure suitable qualified teachers have failed

When the unqualified teacher possesses proven specialist skills, qualifications and experience to enable the Head Teacher to guarantee a quality of performance equivalent to that of a qualified teacher.

On a temporary basis whilst further attempts are made to recruit a qualified replacement.

Initial salary assessment

Unqualified teachers are paid on the scale of 10 points specified in the School Teacher’s Pay and Conditions Document. The Governors will apply their discretionary power to recognise experience in the same way as it does for qualified teachers with service other than teaching i.e on the basis of 1 salary point for each completed period of 3 years experience regarded as particularly relevant to the subject/specialist involved.

Salary Review

Salary reviews, if needed, will be undertaken on the same basis as those for teachers on the Main Scale

b.   THE LEADERSHIP GROUP

The Governors will establish a grading structure for the Leadership group following consultation with staff and their representatives. This structure is published as an annexe to this document.

( i )      Head Teacher

Setting the Individual School Range (ISR)

The Individual School Range is a scale of 7 consecutive points within the Leadership pay spine, which represents the salary scale for the Head Teacher. The ISR is established initially by calculating the ‘Group size’ of the school based on pupil numbers and age range weightings prescribed in the School Teacher’s Pay and Conditions Document. The 7-point scale is normally selected from the range for the school’s group size to reflect the governor’s assessment of the level of challenge and responsibility carried by the post of Head Teacher. It is possible to exceed the range for the school’s calculated group in exceptional circumstances. The Governors are required to formally minute the rationale used to establish the ISR.

Review of ISR

The Pay Panel will review the ISR when a new Head Teacher is to be appointed and periodically under other circumstances to assess and reflect changes in the school’s size and situation. This may include a review of the ISR during the recruitment of a new Head Teacher if difficulty has been experienced in attracting an adequate field of candidates using the original salary range. 

Determination of starting salary on initial appointment 

A new Head Teacher will normally be placed on the minimum of the established ISR. The Governors will, however, consider using its discretion to use any of the first 4 salary points on the ISR to match the existing salary of a preferred candidate.
Annual review of salary

Head Teachers and other members of the Leadership Group are entitled to an annual salary review and progress within their salary range on the basis of criteria laid down in The Education (School Teacher Performance Management)(England) Regulations 2006 as reflected in the school’s Performance Management Policy.
( ii )     Deputy Head Teacher(s) and Assistant Head Teacher(s)

The Deputy Head Teacher’s salary range is a scale of 5 consecutive salary points on the Leadership Scale. The bottom of the range must be set above the salary for the best paid Classroom teacher (calculated as UPS1 plus any management and SEN allowances). The top of the range must be below the minimum of the ISR. 

The Assistant Head Teacher’s salary range is a scale of 5 consecutive points on the Leadership scale. The bottom of the range must be set above the salary for the best paid Classroom teacher as in the case of the Deputy Head Teacher. The top of the range must be set below the maximum of the Deputy Head Teacher’s salary range. 

Setting the points range

The Pay Panel will ensure that the scale selected is within the range specified by the Pay and Conditions Document and adequately reflects the level of duties and responsibilities required of the Deputy Head Teacher and Assistant Head Teacher

Review of points range

The Pay Panel will review the Deputy Head Teacher’s and Assistant Head Teacher’s salary range when a new appointment is to be made and periodically under other circumstances to reflect changes in the school’s situation.

Determination of starting salary on initial appointment 

A new Deputy Head Teacher or Assistant Head Teacher will normally be placed on the minimum of the established range of points. The Governors will, however, consider using its discretion to use any of the first 3 salary points on the ISR to match the existing salary of a preferred candidate.

Annual review of salary

The Deputy Head Teacher and Assistant Head Teacher are entitled to an annual salary review and progress within their salary range on the basis of criteria laid down in The Education (School Teacher Performance Management)(England) Regulations 2006 as reflected in the school’s Performance Management Policy. 

Acting up arrangements

In the event that the Deputy Head Teacher is required to replace the Head Teacher during an absence for a period of 4 weeks or more the governors will pay an allowance to recognise the additional responsibilities involved. The allowance will be calculated as the difference between the Deputy Head Teacher’s salary and the minimum of the Head Teacher’s salary range and will be paid from the beginning of the acting appointment.
In the event that an Assistant Head Teacher or Classroom Teacher agrees to Act up in a post within the Leadership Group, salary will be paid at the minimum of the salary range for the post involved or an amount  equivalent to 2 points on the Leadership scale, whichever is greater. The allowance will be paid from the beginning of the Acting up period. 

It is accepted that Assistant Head Teachers cannot be required to become Acting Head Teacher under these circumstances.

c.  FAST TRACK TEACHERS

The governors will seriously consider any application for employment received from a Fast Track teacher. In the event that an appointment is made, the governors will comply with the requirements of the Fast Track Scheme in relation to pay. It is understood that this includes an additional salary point on the main scale and a Recruitment Incentive allowance funded by the DCSF

d.  ADVANCED SKILLS TEACHERS

In the event that an advanced Skills Teacher is appointed the following salary arrangement will be applied:

Determination of starting salary

The governors will select a range of 5 salary points from the pay scale for Advanced Skills Teachers considered to represent the level of responsibility required from the postholder. If the Advanced Skills Teacher is appointed from within the school’s existing staff, the minimum of this range will not be less than the teachers existing salary, including any additional allowances, plus £1500.

Annual Review of salary

Advanced Skills Teachers will be entitled to an annual review of salary in the same way as other teachers in the school. Progress up the 5 point salary range will be on the basis of performance  as laid down in the school’s Performance Management policy 

e. EXCELLENT TEACHERS

In the event that a decision is taken to create Excellent Teacher posts within the school, the governors will apply the conditions and salary identified within the School Teacher’s Pay and Conditions Document.

f.      ADDITIONAL PAYMENTS TO TEACHERS

The Governing Body only has the discretion to make payments to teachers for continuing professional development, initial teacher training activities and out of school learning activities. The Governors have resolved to make such payments only in the most exceptional circumstances on the recommendation of the Head Teacher. Payments, when made, will be calculated using the method described for supply teachers based on the teacher’s salary but subject to a maximum salary of UPS point 1.  

g.     SCHOOL SUPPORT STAFF

(i) Determination of grades (Job Evaluation)

The Governors will establish a grading structure for support staff within the school following consultation with staff and their representatives. This structure is published as an annexe to this document.

The Governing Body recognises its legal obligations in relation to equal pay and equal treatment and has resolved to adopt the County Council’s Job Evaluation Scheme as a means of meeting these obligations in relation to support staff. The Pay Panel will be responsible for ensuring that support staff grading is regularly reviewed and that appropriate advice regarding the grade of a post is obtained from the County Council when :

· New posts are created

· A review indicates that an existing post has changed to the extent that a re evaluation is felt to be necessary

· A member of staff requests a review of the grade of their post

It is understood that the advice received in relation to the grading of posts under these circumstances will be based on a detailed job evaluation using the scheme applied throughout the County Council.  

( ii )    Appeals against the grading of posts

Support staff will be able to submit appeals against the grading of their post to the Pay Appeals Panel. Appeals must be lodged within 10 working days of the receipt of notification of grade being received from the Pay Panel. The appeal must indicate the basis for the appeal and include any additional information necessary to support the appeal. The Pay Appeals Panel will consider such representations including any additional evidence provided and, if it agrees that there is a case for further consideration and agrees with the factual evidence provided, will forward the detail available and their  recommendations to the County Council with a request that the case be reviewed. It is understood that requests based appeals of this nature will be considered by the County Joint Appeals Panel. This is an independent panel made up of experienced and trained officers and trade union representatives. 

The results of this independent review will be accepted by the Pay Appeals Panel and will be passed on to the appellant as soon as it is received. 

( iii )    Determination of starting salary on initial appointment to the school

Support staff new to the school will normally be placed on the minimum point of the scale to which they have been appointed. However, the Governors will, on the recommendation of the Head Teacher, give credit for previous service on the same salary scale and for service/experience which is regarding as relevant and of particular value to the school.

( iv )    Annual salary progression 

Incremental progression to the top of salary scales is no longer automatic. Annual progression within a salary scale is now intended to be recognition that members of the school’s staff have met the requirements of their job and made a full contribution to the work of the school. Support staff who meet this requirement will be entitled to progress to the next point on scale on 1st April each year on the basis of satisfactory service throughout the previous calendar year. The Governors will make arrangements to ensure that a review of performance is undertaken during the Autumn Term (Term 2) each year as part of this process.

There are separate arrangements for staff in their first year of service when the payment of a first increment must be delayed until 6 months service has been accumulated. 

( v )    Bonus payments

The ability of Governors to accelerate incremental progression in recognition of exceptional performance has been removed following the introduction of the revised Salary Progression Scheme and replaced by a power to award performance related bonuses. This new power allows Governors to review the performance of their support staff during the course of the Autumn Term and to award a one off cash bonus equivalent to 3% of salary to those staff considered to have performed exceptionally during the course of the previous year. The bonus will be paid on the 1st April following the date of award.

The Governors will ask the Head Teacher to undertake performance reviews in the Autumn Term (Term 3) each year for the whole of the support staff group in the school and the Pay Panel will consider evidence and recommendations for bonus payments in December. Award of this kind will only be agreed in the most exceptional cases where it is judged that the individual (s) have made an extra ordinary contribution to the school throughout the year. When awarded the bonus will be calculated as 3% of the annual salary earned the  member of staff at the time of the review . The bonus is not pensionable but will otherwise be subject to normal deductions.
( vi )   Circumstances in which points will be delayed or withheld 

The Governors have the power, in exceptional circumstances, to with hold or delay the award of an annual salary point in cases where service during the course of the previous calendar year has been found to be unsatisfactory. This power will only be used as a last resort and as part of an on going support/capability procedure and where the member of staff has been given a formal warning, issued under the school’s adopted Capability or Conduct Procedure. The Governors will require that there is evidence to demonstrate a full and proper process involving regular performance review and advice and guidance from the HR Services Employee Relations Team. The Governors will be prepared to review this decision and to award the point during the course of a year if sufficient progress is judged to have been made.

( vii )   Review of job description and hours of work

The Pay Panel will request that the Head Teacher periodically review both the job description and hours of work for members of the school’s support staff. The Head Teacher will be expected to make recommendations for changes where it is felt that hours of work have become insufficient for the needs of the school and/or for the re evaluation of the grade of the post where the job description indicates that the job has changed

( viii )      Support Staff working in a part time capacity

Staff working throughout the year

Part time staff have identical entitlements in relation to pay as their full time colleague except that salary is paid on a pro rata basis to reflect the proportion of time worked. Salary entitlement for staff working all year round on a part time basis is as follows:

Contracted hours of work             x        Annual salary      =    Pro rata salary
                37

This calculation includes an entitlement to 6.5 (7.5 after 5 years service) weeks of paid leave

Term time only staff

The same conditions apply to staff employed on a term time only basis except that the calculation reflects the shorter working year and a pro rata paid leave entitlement:

Contracted hours of work       x        Weeks worked + Pro rata leave entitlement      x      Annual salary         
                37                                                               52.1429

Annual leave entitlements are normally taken when the school is not in session

( ix )    Pay/compensation for additional work

Support staff must receive compensation for any additional work they are required to do by the Head Teacher or line manager. Permission must be sought before additional work is undertaken. Compensation will be agreed when permission is given for the additional work and will take the form of time of in lieu at a mutually agreed time or an additional payment. For full time staff a payment will take the form of an overtime payment at the rate specified in conditions of service, for part time staff the payment will be at an enhanced hourly rate to include a ‘rolled up’ leave entitlement.
( x )     Support staff working on a supply or casual basis

· Where  appointment is anticipated to be for 6 weeks or more

Staff will be employed on a temporary fixed term contract . Contracts will be short notice and linked to the specific reason for the appointment. Salary will be paid on a regular monthly basis under the conditions, which apply to other regular staff. 

· Where appointment is anticipated to be for less than 6 weeks

Staff be employed on a day to day basis and will be paid by claim. Salary will be based on an enhanced hourly rate to include an element for ‘rolled up’ annual leave entitlement. This is calculated using the following formula:

                                Annual salary  .                                       .                             

Number of working weeks per year (excluding leave)   x    37
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ANNEXE 1

(Reserved for publication of the School’s Staffing and Grade structure)

ANNEXE 2

THE SCHOOLS PAY APPEALS PROCEDURE 

Information for members of staff who wish to submit an appeal against a pay related decision

The following details are extracted from the School Pay Policy with intention of giving individual members of staff information on the process to follow to ensure that any pay related grievance can be dealt with quickly and fairly.

Representations to the decision maker 

Staff members who wish a decision in relation to the performance management process and /or their pay to be reconsidered may:

· Seek an informal discussion with the decision maker to resolve the issue. Requests for this informal discussion must be lodged within 10 working days of receiving notice of the pay decision. 

·  Where this is not possible, or where discussions fail to resolve the issue, the member of staff has the right to make formal written representations to the decision maker and to produce additional facts/evidence for reconsideration prior to submitting a formal appeal. Such representations must be made, in writing, to the Chair of the Pay Panel within 10 working days of the receipt of the salary statement or the date of the informal discussion where this has taken place. The decision maker should provide a hearing within 10 working days to consider the member of staff’s concerns. The member of staff will be given the opportunity to be  accompanied at this meeting by a work colleague or trade union representative.

The result of this hearing will be given in writing along with a right of appeal and the name of the person nominated to receive pay appeals. Appeals should be lodged with the person nominated within 10 working days of the receipt of the written notification. Details of the appeals process are given below

Appeals procedure

· Members of staff must lodge appeals against decisions reached by the Pay Panel within 10 working days of receiving their salary statement, or the results of separate representations, whichever is the later. 

· Appeals must be lodged in writing and state the basis on which the complaint /appeal has been lodged.

· The appellant will have the right to a hearing and may be accompanied by a Trade Union representative or a work colleague. 

· The hearing will normally be arranged to take place within 20 working days of the appeal being lodged to take into account the need to gather evidence and the availability of Panel members, staff and staff representatives

· The Pay Appeals Panel will use the arrangements laid down in the School’s Grievance Procedure  as a basis for the process to be followed during the hearing and will ensure that evidence, witnesses and technical advice is available to allow a full consideration to be made. The Panel will reserve the right to further technical or legal advice where this is felt necessary to reach a correct judgement.

The Appeal Panel will provide a written response to appeals within 5 working days of the hearing. The decision included in this response will be final and binding in terms of this policy. The pay hearing and appeals process performs the function of the grievance procedure in relation to pay and pay related issues and cannot be reopened under the general grievance procedures
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