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NORTH EAST LINCOLNSHIRE COUNCIL

PAY POLICY FOR QUEEN MARY INFANT AND NURSERY SCHOOL 
INTRODUCTION
1. This document sets out the framework for making decisions on the pay of all employees in the school. It has been adopted following consultation and the governing body is committed to its operation in a transparent manner taking account of relevant statutory requirements.

2. The governing body recognises its responsibilities under relevant legislation including:

· The Education Act 2002

· Equality Act 2010

· Employment Relations Act 1999

· Employment Rights Act 1996

· Part-time workers (Prevention of less favourable treatment) Regulations 2000

· Fixed-term employees (Prevention of less favourable treatment) Regulations 2002.

· Education (School Teachers’ Appraisal) (England) Regulations 2012
· The Agency Workers Regulations 2010
3. The governing body aims to maintain and improve the quality of education provided by having a pay policy which supports the school’s development and seeks to ensure that all employees are valued and receive proper recognition for their work and their contribution to school life.

4. This policy is based on a whole school approach to pay issues. The governing body is responsible for demonstrating that decisions on pay are fair and equitable and recognise the principle of equal pay for like work and work of equal value. 

5. The governing body will consult fully with employees (through their trade unions) and with People & Culture (P&C) when considering any review of this pay policy. This pay policy will be reviewed on an annual basis.
6. In the case of employees on teachers’ terms and conditions of employment this policy should be read in conjunction with the school’s agreed teacher appraisal policy.
ROLES AND RESPONSIBILITIES
7. Role of the headteacher:
· Support the governing body in the management and implementation of this policy, observing all statutory and contractual obligations.
· Advise the relevant committee on appraisal outcomes and associated pay recommendations.

· Establish a staffing structure which avoids equal pay issues arising and identifies posts with specific teaching and learning responsibilities.

8. Role of the relevant committee

· To apply the criteria of this policy in determining the pay of employees, observing all statutory and contractual obligations.
· Communicate pay decisions to employees, outlining the right of appeal.
· Communicate pay decisions of the committee to P&C in the form of meeting minutes, a written summary, or a payroll instruction, as appropriate.
· Determine the establishment and staffing structure of the school, at least every three years, in line with the school’s development plan.

9. Role of appeal committee

· Hear any appeals from employees together with representations from the headteacher and chair of the relevant committee.
· Communicate final pay decisions to employees.

· Communicate final pay decisions of the appeal committee to P&C in the form of minutes of the meeting or a written summary.

9.1 The appeals committee will consist of governors who have had no prior involvement with the matter.  The employee and/or their representatives will have the opportunity to present their case. 
9.2 For support staff whose posts have been evaluated using the Greater London Provincial Council (GLPC) job evaluation scheme, the appeals committee will be advised by a member of P&C or a governor trained on the scheme. 

10. Role of People & Culture (P&C) 
· To provide advice, guidance and support to the headteacher, and/or relevant committee in line with their chosen service level agreement.  

· Communicate decisions on any threshold or leadership changes to an employee’s salary, in writing.

· Arrange for a new principal statement of main terms of employment to be sent to an employee as appropriate.
10.1 Any additional services provided e.g. attendance at meetings or training will be in keeping with the school’s chosen service level agreement.

RECRUITMENT
Vacant posts
11. When a vacancy occurs the governing body will consider whether there is a need to fill the vacancy, on what basis and whether finance is available to fund the post.

12. The governing body will consider the most appropriate way of advertising vacancies having obtained guidance from P&C if appropriate. Vacancies will normally be advertised widely unless filled through the Redeployment Code of Practice.

13. In the case of the headteacher or deputy headteacher, a full meeting of the governing body will take place to agree a recruitment strategy and consider guidance on reviewing leadership pay in the current School Teachers’ Pay and Conditions Document (STPCD), following the prescribed three stage process:

Stage 1 – Defining the role and determining the head teacher group

Stage 2 – Setting the indicative pay range

Stage 3 – Deciding the starting salary and individual pay range.

A decision not to advertise one of these posts will only be taken if the governing body can demonstrate there is good reason not to and will be documented fully. 
Job descriptions
14. Job descriptions will be prepared for all posts and will include:
· The post title;

· The salary grade of the post;

· The overall purpose of the post;

· To whom the post holder reports;

· The persons line managed by the post holder;

· The generic duties and responsibilities; and

· The specific duties and responsibilities

15. The job descriptions of employees on teachers’ terms and conditions of employment will make reference to the duties as laid down in the relevant STPCD and the relevant professional standards.
16. Support staff job descriptions will be produced on the pro-forma recommended by P&C and will be evaluated in accordance with the locally agreed version of the GLPC job evaluation scheme.

Employee specifications
17. Employee specifications will be prepared in advance of advertising vacant posts and used to identify experience, education, training and qualifications, skills and knowledge, personal qualities and working arrangements required of the successful applicant.

Starting salaries
18. The governing body will determine the pay range for a vacancy prior to advertising it and on appointment it will determine the starting salary within that range to be offered to the successful candidate, having regard to the standards framework and pay reference tables and points adopted which can be found in the Rates of Pay and Allowances document. The school will be under no obligation to match the successful candidate’s previous salary.
19. In making such pay determinations, the governing body will take into account:

· The requirements of the post;

· Any specialist knowledge required for the post;

· The experience required to undertake the specific duties and responsibilities of the post;

· The wider school context.

20. Specific starting salary considerations for leadership posts and support staff posts are outlined elsewhere in this document. 

TEACHERS’ PAY AND CONDITIONS
21. Pay ranges and conditions of service for teaching staff are determined by the current edition of the STPCD, the Conditions of Service for School Teachers in England and Wales (Burgundy book) and any locally negotiated terms and conditions, agreed with the recognised trade unions.
22. The governing body will take account of any pay awards agreed nationally and will apply these as appropriate to the pay range. 

Pay progression based on performance
23. This policy should be read in conjunction with the school’s teacher appraisal policy which provides details of the arrangements relating to teachers’ appraisal in accordance with the Education (School Teachers’ Appraisal) (England) Regulations 2012. 
24. Teachers will no longer receive automatic increments.  Pay progression will be based on appraisal recommendations that are linked to assessment of performance.   
25. Appraisal arrangements apply equally to the headteacher and to all qualified and unqualified teachers employed by the school with the exception of: 
· teachers on contracts of less than one term, 
· those undergoing induction (i.e. Early Career Teachers (ECTs)) and 
· those who are the subject of capability procedures.
26. Teachers’ appraisal reports will contain pay recommendations and the assessment will be based on the achievement of individual appraisal objectives, the relevant standards, classroom observation and any other evidence agreed in advance with the employee. 

27. Achievement towards appraisal objectives and wider performance and development priorities will be reviewed and addressed on a regular basis throughout the year in interim meetings. Teachers will be made aware as soon as possible if their performance to date is likely to result in a recommendation of no pay progression. 
28. Where the headteacher has delegated the role of appraiser this role will be normally undertaken in its entirety, including making pay recommendations.
29. Decisions about whether or not to accept a pay recommendation will be made by the relevant committee of the governing body, having regard to the appraisal report and taking into account advice from the headteacher.
30. Appraisal reports including the headteacher, will be available for consideration by the relevant committee of the governing body.
31. Commencing from January 2024, all teachers employed by the Council/Academy, will be issued with an Annual Pay Statement. Annual Pay Statements are a requirement under section 3 of the STPCD and will be issued in January, with effect from the previous 1st September, to allow time for the annual appraisal process to be fully completed. Annual Pay Statements will be issued to the School Business Manager to review and amend at their discretion, and it is the responsibility of the School to distribute to teaching staff.
Headteacher  
32. The governing body notes that the school is allocated to a group on the leadership pay spine. The appropriate group is determined from the school’s ‘unit score’ which is calculated from the number of pupils within different key stages as set out in the current edition of the STPCD.
33. The governing body has determined the Individual School Range (ISR) of seven consecutive spine points on the leadership pay spine, to assign the headteacher to. 
34. The salary and any movement up the pay spine of the headteacher will be determined, by the relevant committee by 31 December of each year, in accordance with the provisions of the STPCD and with due regard to advice and guidance from the Department of Education (DfE) and the council as applicable. This includes the requirement for the governing body to determine performance objectives annually and to review the headteacher’s performance against these, having sought external independent advice from an appropriate person or body. 
35. The governing body may decide to award one increment for sustained high quality performance or two increments where performance has been exceptional. Where performance has not been of a sustained high quality the governing body may decide that there should be no pay progression.

36. In the following limited circumstances:
· school’s causing concern, 
· difficulties filling a vacant headteacher post, 
· difficulties retaining the current headteacher, and 
· temporary appointment as a headteacher of more than one school 
the relevant committee has discretion to make additional payments to the headteacher. However, such payments will not exceed 25% of the amount of the Head Teacher group for the school in accordance with the current edition of the STPCD and with due regard to advice and guidance from the DfE and the council as applicable.
37. In the event of the need to appoint a new headteacher the governing body will seek advice from P&C and arrange a meeting of the full governing body as outlined at paragraph 13.

38. If the headteacher takes on permanent accountability for one or more additional schools/academies, the governing body should review the pay range and apply the principles outlined at paragraph 31-35.
39. If the headteacher takes on additional temporary responsibilities or duties the governing body should review the pay range and determine if an additional temporary payment is appropriate.  

Other leadership posts (Deputies, assistant heads and leading practitioners)

40. The governing body has determined a 5-point pay range for each individual leadership post within the approved staffing structure. 

41. The determination of the salary has been made in accordance with the current edition of the STPCD and the associated pay range, with due regard to advice and guidance from the DfE and the council. A post with a designated deputy role in the absence of the headteacher will be remunerated accordingly above the range for other leadership posts. 
42. The minimum of the deputy or assistant head teacher’s pay should be no less than the highest paid teacher, taking into account any allowances.  
43. The maximum of the deputy or assistant head teacher’s pay range will not exceed the maximum of the head teacher group for the school as described at paragraphs 31 and 32. The pay range for a deputy or assistant head teacher will only overlap the head teacher’s pay range in exceptional circumstances. 
44. On appointment to a leadership post the post holder will normally be appointed on one of the first four points on the ISR/5-point range for other leadership posts.

45. The salary and any movement up the pay spine of leadership posts will be determined, by the relevant committee by 31 October of each year, in accordance with the provisions of the STPCD and with due regard to advice and guidance from the headteacher, DfE and the council as applicable

46. The governing body may decide to award one increment for sustained high quality performance or two increments where performance has been exceptional. Where performance has not been of a sustained high quality the governing body may decide that there should be no pay progression.

Leading Practitioners

47. The Leading Practitioners Pay Range is for teaching posts “whose primary purpose is modelling and leading improvement of teaching skills”. It effectively replaced the AST and ET grades discontinued in September 2013.
48. The STPCD sets out minimum and maximum values for payment on the Range. There are no national criteria for appointment to such posts and governing bodies determine the pay ranges for such posts, having regard to the challenge and demands of the post and internal pay relativities.
49. Progression on the Leading Practitioners Pay Range is based on the same system as for the Main and Upper Pay Ranges. Leading Practitioners are not subject to the working time provisions for classroom teachers.
50. The governing body should determine a pay range for each individual leading practitioner post within the approved staffing structure.  The leading practitioner pay range will fall between points LP1 to LP18 on the Leading Practitioner pay range. This will normally be a range of up to five consecutive points within this pay range.
51. The governing body may determine that different leading practitioner posts in the same school are paid on different ranges within the leading practitioner pay range outlined above.  The governing body must ensure that there is appropriate scope within each pay range to allow for performance related progress over time.    

Main Pay Range (MPR) and Upper Pay Range (UPR)
52. The governing body has established in this school that the pay range for teachers on MPR will consist of a six point range and the UPR will be a three point range.
Pay progression

53. In this school judgements of performance will be made against the extent to which teachers have met their individual appraisal objectives, assessment against the relevant standards, classroom observation and any other evidence agreed in advance with the employee.
54. Evidence from the annual appraisal process should show that as a teacher moves up the pay spines there has been:

· an increasing positive impact on pupil progress
· an increasing impact on wider outcomes for pupils
· improvements in specific elements of practice identified to the teacher, e.g. behaviour management or lesson planning

· an increasing contribution to the work of the school
· an increasing impact on the effectiveness of staff and colleagues

55. The rate of progression will be differentiated according to an individual teacher’s performance and will be on the basis of absolute criteria. Appraisal objectives will be made clear and agreed between the employee and appraiser at the beginning of each appraisal cycle.  The appraiser and teacher will seek to agree the objectives but, if that is not possible, the appraiser will determine the objectives.  
56. Teachers will be eligible for a pay increase of one pay point if they meet all their objectives, are assessed as fully meeting the relevant standards and the majority of  teaching is assessed as at least good with some teaching being assessed as outstanding. 
57. ECTs will be eligible for one pay point progression if they have successfully achieved all ECT standards.  

58. Teachers may be eligible for two pay points if they exceed all their objectives, are assessed as fully meeting the relevant standards and the majority of their teaching is assessed as outstanding. This will not apply in the case of teachers making an application to go through threshold. 
59. Meeting appraisal objectives in isolation will not automatically mean that pay progression will be awarded. Where a teachers’ performance does not demonstrate a sustained level and is below the school’s expectations at that level of post, the governing body may decide that there should be no pay progression in that year.

60. Where performance has been unsatisfactory a recommendation of no pay progression will be made to the governing body and this will normally be dealt with in accordance with the school’s Capability/Disciplinary procedure as appropriate.
61. In the case of long term absence (for maternity and long term sickness) the appraiser should take account of what it was reasonable for the teacher to achieve, including against objectives, during the time when they were not absent.  Situations should be assessed on an individual basis and proportionate objectives should form the basis for the assessment of a teacher’s overall performance and associated pay recommendation.  In circumstances where a teacher was absent for all or the majority of the previous year’s appraisal cycle, the appraiser will look at the general direction of travel in previous appraisal cycles and make a pay recommendation.  This would not normally be a recommendation of more than one pay point.
Application to move onto the UPR
62. Teachers employed on the Main pay range may apply to go through the ‘threshold barrier’ for potential access to the UPR for teachers.  
63. The threshold application is voluntary and staff should not be forced or discouraged from applying.  Teachers will be permitted to make one application in an academic year and evidence from the previous two appraisal cycles in support of this should be submitted no later than the final appraisal review meeting. 

64. The application will be discussed at the final appraisal review meeting and an indication of the recommendation the appraiser intends to make to the relevant committee will be confirmed. 
65. Teachers whose applications for threshold are approved will be appointed at the bottom of the UPR (UPR1), from the previous 1 September.  A decision to approve threshold applications will be applied only to employment in that same school.    
66. Teachers who have successfully passed through the threshold will not be eligible to progress a further pay point until two years have lapsed from the original entry through the threshold barrier.
67. Teachers will be required to meet the criteria set out in the current STPCD, namely that:
· the teacher is highly competent in all elements of the relevant standards; and 
· the teacher’s achievements and contribution to the school are substantial and sustained.
68. For the purposes of this pay policy:

· ‘highly competent’ means their own performance is not only good but is also good enough to provide coaching, mentoring and support to other teachers, give advice to them and demonstrate to them effective teaching practice and how to make a wider contribution to the work of the school, in order to help them meet the relevant standards and develop their teaching practice. 

· ‘substantial’ means of real importance, validity or value to the school; play a critical role in the life of the school; provide a role model for teaching and learning; make a distinctive contribution to the raising of pupil standards; take advantage of appropriate opportunities for professional development and use the outcomes effectively to improve pupils’ learning; and 

· ‘sustained’ means maintained continuously over at least the previous two appraisal cycles. 

Payments for IN Service Educational Training (INSET)
69. When agreed in advance, payment will be made:

(a) 
To full-time teachers in respect of training undertaken on a day other than any of the 195 days, they would normally be expected to work.

(b) 
To part-time teachers, deputy and or assistant head teachers, in respect of training undertaken that is in addition to the contractual pro rata requirement.  
70. The governing body will also compensate full-time classroom teachers who undertake additional voluntary INSET at weekends or during school holidays outside the 1265 hours over 195 days on which teachers are required to be available for specified work.
i)
Compensation for teachers will be on the basis of the hourly rate for each teacher based on their particular salary position on the Teachers’ pay spine, the unqualified teachers’ pay spine or the leadership pay spine.

ii)
Where part-time teachers participate in voluntary in-service training at weekends or out of school term-time, payments will be made on the same basis.

iii)
INSET organised after normal school hours as “twilight sessions” will not attract payments under these provisions.

iv)
Any in-service training undertaken within the 195 days of directed time will not be eligible for any payments under these provisions.

v)
The basis of payment will be made clear to each teacher.  

Part-time teachers
71. The salary and allowances of any person employed as a part-time teacher will be determined in accordance with the ‘pro-rata principle’ as set out in the current STPCD.  
72. This principle means that the total remuneration will correspond to the actual time tabled teaching work, including Planning, Preparation and Assessment (PPA) and other non-contact time, excluding breaks, registration and assemblies. This is then paid as the % of time measured against that of a full time teacher in the school.
73. The salary and any allowances, except for Teaching and Learning Responsibilities (TLR) 3s, of a part-time teacher must be determined in accordance with the pro rata principle.

Unqualified teachers
74. Governing bodies may determine the starting pay for newly appointed unqualified teachers by reference to any experience they deem to be relevant. Pay progression is based on the same system for the Main and Upper Pay Range. If such teachers move school or take a break, are no longer automatically entitled to be paid on at least the same pay point as before.
75. The relevant committee will remunerate an unqualified teacher in accordance with the current STPCD.
76. The governing body will take account of the professional skill level descriptors for qualified teachers in setting the relevant expectations for an unqualified teacher when the salary level overlaps with the pay range of qualified teachers.  .

77. Unqualified teachers will be eligible for pay progression in accordance with the criteria outlined above for main scale and upper pay spine teachers, as appropriate.

78. Unqualified teachers are not eligible for special educational needs allowances or TLR payments, but the relevant committee may award them an unqualified teachers’ allowance in recognition of their responsibilities, qualifications and experience and have discretion to determine the value of that allowance in accordance with the current STPCD.
79. An unqualified teacher becoming qualified must be paid at least on the next point on the Main Pay Range above the sum of that teacher’s unqualified pay including any allowance paid.
80. Governing bodies may choose to pay unqualified teachers on an employment-based route to QTS as qualified teachers or unqualified teachers. 
Supply teachers
81. Such teachers employed to work directly by the school on a day-to-day or other short notice basis will be paid on a daily basis calculated on the assumption that a full working year consists of 195 days; periods of employment for less than a day being calculated pro-rata

82. Supply teachers employed directly by the school will be eligible for pay progression in accordance with the criteria outlined above for main scale and upper pay spine teachers, as appropriate.

Allowances

Teaching and Learning Responsibilities (TLRs)

83. TLR payments will be awarded to the holders of the posts indicated in the school’s staffing structure. They may also be paid to teachers occupying a post in the absence of a TLR post holder.

84. TLR payments will be awarded to a teacher on the main scale or upper pay spine where a teacher is required to undertake a sustained additional responsibility for ensuring the continued delivery of high quality teaching and learning for which they are accountable.

85. The criteria for TLR posts are:

· Duties include a significant responsibility not required of other classroom teachers.

· Focused on teaching and learning.

· Requires the exercise of professional skills and judgement.

· To lead, manage and develop a subject or curriculum area or manage pupil development across the curriculum.
· Impacts on the educational progress of pupils in addition to own assigned classes.

· Leads, develops and enhances teaching practice of other staff.

· TLR1 includes line management responsibility for a significant number of people

86. The minimum and maximum of two levels of permanent TLR payment are shown in the pay documentation. 
87. Teachers can be appointed to any value within the range but where there are different levels of responsibilities this should be justified as outlined in the job description for each post. 
88. The governing body may award a temporary TLR (TLR3) to a post requiring additional duties for a time limited period; for a specific project identified as a priority within the school development plan or other substantial school improvement projects; or exceptional one off externally driven responsibilities.  The value of TLR 3 payments are shown in the pay ranges documentation.
88.1 The value of this TLR3 will be determined within the above range on an individual basis according to the complexity and level of responsibility of the role.

88.2 The duration of any TLR3 will not normally exceed a period of three years.

88.3 There will be no safeguarding of any temporary TLR3 payments.

Recruitment/Retention

89. Allowances may be awarded to a value considered appropriate to the recruitment and retention of teachers. The expected duration and expected review date for payments should be made clear at the outset. Payments may cease after review.
90. For those paid on leadership pay ranges, recruitment and retention payments may not be awarded, other than reimbursement for reasonably incurred housing or relocation costs.  All other recruitment and retention considerations must be taken into account when determining the pay range.  See paragraph 35.
91. For those leadership posts currently in receipt of a recruitment and retention payment, it may continue to be paid at its current value until such a time as the respective pay range is reviewed in accordance with the current provisions of the STPCD. See paragraph 35. 

Special Educational Needs (SEN)/Special Educational Needs and Disabilities (SEND)
92. SEN/SEND allowances will be allocated to all teachers who satisfy the statutory criteria contained within the current STPCD. Spot points will be established within the given range and will be allocated after taking consideration of 

· Whether any mandatory qualifications are required for the post, 
· The qualifications or expertise required of the teacher relevant to the post, and 
· The relative demands of the post. 
No additional criteria apply beyond those in the current STPCD.  The maximum and minimum values of SEN/SEND payments are shown in the pay ranges documentation.
Additional payments
93. Where teachers are covering the duties of the headteacher, the deputy or   assistant headteacher, the relevant committee, will, within a four week period of the commencement of undertaking these duties, determine whether or not the post holder will be paid any additional allowance for undertaking them.  For payroll purposes, such  payments will be recoded as “other allowance”.  
The relevant body may make such payments as it sees fit to a teacher, other than a headteacher, in respect of: 

a) continuing professional development undertaken outside the school day; 

b) activities relating to the provision of initial teacher training as part of the ordinary conduct of the school;  

c) participation in out-of-school hours learning activity agreed between the teacher and the headteacher; 

d) additional responsibilities and activities due to, or in respect of, the provision of services relating to the raising of educational standards to one or more additional schools. 

SUPPORT STAFF PAY AND CONDITIONS
94. Pay rates and conditions of service for support staff are determined by the National Joint Council for Local Government Service’s National Agreement on Pay & Conditions of Service (the Green book) and any locally negotiated terms and conditions. 
95. The pay grades awarded to evaluated to job descriptions have been locally negotiated within the national scale and can be found in the Rates of Pay and Allowances document.
96. The pay grades are updated in line with national pay awards. 

Job descriptions
97. The governing body will normally adopt and adhere to standard job descriptions provided by North East Lincolnshire Council for support staff posts.  
98. All job descriptions have an appropriate salary grade which has been determined following evaluation against the GLPC job evaluation scheme. 

99. Where the governing body proposes any variation to an existing job description or creation of a new job description, this will be supported by P&C. 
100. Any changes to job descriptions will be made in consultation with the employee and their trade union (where applicable) in accordance with the Job Grading policy.
101. Once finalised, the job description will be submitted to a panel, consisting of P&C and trade union representatives, for evaluation using the GLPC evaluation scheme and an appropriate salary grade will be agreed. 

Temporary employees and casual workers
102. All the provisions stated above will be applied equally to temporary employees as to permanent employees.
103. Casual workers do not work regularly but are engaged on an ‘as and when required’ basis and will be paid on an hourly basis at the minimum point of the evaluated grade for the job undertaken.  The rate of pay will include, as appropriate, any premium payments which would be payable to employees working similar hours, provided that all the qualifying conditions are met.  No other national or local conditions of service will apply. An additional allowance of 12.07% of their basic salary will be paid for annual leave.
104. If the nature of work undertaken by or the length of continuous service of, a casual worker is such that they cannot be distinguished from a temporary employee, they will be treated as a temporary employee and the provisions described above applied.
Overtime
105. Overtime payments will be calculated in accordance with the Green book, and the collective agreement on the implementation of Job Evaluation in schools. 
106. Enhanced rates will be payable to employees as detailed in the pay range documents. 

107. Part-time employees will only be paid enhanced rates in circumstances where an equivalent full time employee would receive them. E.g. for a part-time employee who normally works Monday to Friday, work up to 37 hours per week Monday to Friday will be paid at plain time; thereafter and at weekends enhanced rates will be payable where applicable.
108. All overtime must be authorised in advance by an appropriate manager unless other arrangements are in place.
109. An employee, who is required by their headteacher to undertake the duties and responsibilities of a higher graded post, may be paid in accordance with the grade of the duties and responsibilities temporarily undertaken. This will be in the form of an acting up payment. 

110. The amount to be paid will be equivalent to the higher grade post 
111. Honoraria payments where partial duties and responsibilities are undertaken are calculated on the basis of the headteacher’s assessment of the percentage of the higher graded work undertaken.  This percentage will be applied to the difference between the individual's salary and the minimum point of the higher graded post, unless the salary of the employee already exceeds the minimum in which case the next available incremental point should be used, to calculate the payment to be made.

112. Payment will cease immediately the employee resumes their normal duties.

113. In identifying employees to undertake the duties and responsibilities of a higher graded post the principles of equality of opportunity should apply and expressions of interest sought from the group of employees who could undertake the higher graded duties.

Working time regulations
114. In considering overtime and hours of work in general, the provisions of the Working Time Regulations will be taken into account.  The main provisions of the Regulations are as follows:
i)
48 hours per week maximum (may be averaged over a 17 week period).

ii)
A daily rest period of at least 11 consecutive hours.

iii) An uninterrupted rest period of at least 24 hours per week or 48 hours over a two-week period.

iv) Provision for a 20 minute break every 6 hours away from the main work area.

v) Night work (defined as any seven hours which include the period 12 midnight to 5.00 am) must not exceed eight hours in any 24 hour period.

Term Time staff

Support staff who work school term time will be on a term-time formula. These employees are paid every month even though they do not work during the holiday periods, their annual salary being divided into twelve equal payments. 

Term-time work is calculated at 190 days which reflects the number of days the pupils are in school. Some staff are required to attend training days (5 per academic year) so will be expected to work 195 days. Some staff may be on contracts requiring them to work more than this so there number of days could be higher.

Any staff wishing to query their term time formula should contact their Business manager in the first instance.

APPEALS PROCEDURE FOR TEACHING STAFF

General provisions
115. Teachers have the right to raise formal appeals against pay determinations if, for example, they believe that the person or committee by whom the decision was made: 

(a) Incorrectly applied the school’s pay policy 

(b) Incorrectly applied any provision of the STPCD 

(c) Failed to have proper regard to statutory guidance 

(d) Failed to take proper account of relevant evidence 

(e) Took account of irrelevant or inaccurate evidence 

(f) Was biased or; 

(g) unlawfully discriminated against the teacher. 

116. The teacher is entitled to be accompanied by a trade union representative, or fellow worker of the school at stage 2 and beyond. The headteacher may exercise their discretion and allow the teacher to be accompanied at any informal stage.
117. The teacher must take all reasonable steps to attend meetings.
118. Meetings should be arranged without undue delay. A maximum of 10 school working days between steps [e.g. between receipt of a request for an appeal hearing and that hearing being convened] is normally seen as reasonable.
119. The timings and location of meetings must be reasonable.
120. Where the chosen trade union representative or fellow worker is not available on a given date, every effort will be made to reschedule meetings to a mutually convenient time, so long as it is within 10 school working days of the date initially proposed.
121. There is no further internal process available to the teacher once stage 3 has been completed.
A) Pay progression decisions for relevant teachers 

Stage 1 (This is within the appraisal process.)
122. Where appropriate, the appraiser advises the teacher at the meeting of the nature of the pay recommendation that he/she is intending to make to the relevant committee. The outcomes of the meeting and the recommendation about pay progression should be confirmed in writing as soon as practicable after the end of the appraisal period.
Stage 2

123. The appraiser will make recommendations to the relevant committee with respect to the individual teacher and give an outline of the evidence that has been used to arrive at this recommendation, how this relates to the guidance in the current STPCD and the governing body’s pay policy. The members of the relevant committee are entitled to read copies of the teacher’s appraisal records, if they wish.
124. The relevant committee reaches a decision and writes to the teacher, advising him of their decision, the reasons for the decision and the teacher’s right to make representations to the committee, accompanied if they wish by a trade union representative or fellow worker of the school. If the teacher wishes to take advantage of this right, they must write to the chair of the committee within 10 school working days. The letter must include a statement in sufficient detail of the representations that they intend to make.
125. The relevant committee must then arrange to meet with the teacher to receive representations about their decision. The appraiser should be invited to attend the meeting, to respond to the teacher’s representations and to clarify the basis for the original recommendation. If the appraiser does attend the meeting it will be in the role of a witness, as the representations are against the decision of the committee not against the appraiser’s recommendation.
126. The relevant committee, alone, will reconsider their decision and write to the teacher to notify him of the outcome of their fresh deliberations and of the teacher’s right of appeal. If the teacher wishes to take advantage of this right, they must write to the clerk to the governing body within 10 school working days. They must include a statement of the grounds for the appeal and sufficient details of the facts on which they will rely.
Stage 3

127. The clerk to the governing body will convene a meeting of the appeals committee within 20 school working days of receiving written notification from the teacher. The chair of the relevant committee will also be invited to attend the meeting to explain the basis for the original decision. The appraiser will also be invited to attend. If the appraiser does attend the meeting it will be in the role of a witness, as any appeal is against the decision of the relevant committee not against the appraiser’s recommendation.
128. The chair of the appeals committee will invite the teacher to set out their case in detail. The teacher may also call witnesses in support of their case. The teacher and their witnesses, if any, may then be questioned in turn by the other parties, in order to clarify the evidence that has been presented.
129. The appraiser will then be invited to explain the basis for their original recommendation to the relevant committee and to present additional evidence in response to the evidence presented by the teacher. The appraiser may then be questioned in turn by the other parties, in order to clarify the evidence that they have presented.
130. The chair of the relevant committee will then be invited to explain the procedure followed by the relevant committee and the basis for their final decision. The chair of the relevant committee may then be questioned in turn by the other parties, in order to clarify the evidence that they have presented.
131. The appeals committee will write to the teacher to advise them of their decision. If the decision is to reject the appeal, the notification should include a note of the evidence that they considered and the reasons for the decision.
B) Decisions relating to Threshold applications 

Procedural stages

132. The headteacher returns the completed application form, thereby advising the teacher of the decision that they have communicated to the relevant committee, and invites the teacher to a meeting to receive oral feedback on the assessment process, within 10 school working days.  After this stage the headteacher could revise their decision in light of additional evidence of representations from the teacher.
133. If the decision is not revised, it should be confirmed to the teacher, in writing, that their application has been unsuccessful and that they have the right to appeal against the decision if they wish. This notification should include a statement of any additional feedback provided to the teacher during the oral feedback, where this was not included in the assessed application form. Any appeal should be made in writing to the headteacher, within 10 school working days. The teacher’s letter must include a statement of their concerns about the decision. 
134. The headteacher must then arrange to meet with the teacher to receive detailed representations about the decision. The headteacher will then reconsider their decision and write to the teacher to notify them of the outcome of their fresh deliberations and of the teacher’s right of appeal and to a “step 3 appeal hearing”. If the teacher wishes to take advantage of this right, they must write to the clerk to the governing body within 10 school working days. They must include a statement of the grounds for their appeal and sufficient details of the facts on which they will rely.
135. The clerk to the governing body will convene a meeting of the appeal committee within 20 school working days of receiving written notification from the teacher. The headteacher will also be invited to attend this meeting.
136. The chair of the appeal committee will invite the teacher to set out their case in detail. The teacher may also call witnesses in support of their case. The teacher and their witnesses, if any, may then be questioned in turn by the other parties, in order to clarify the evidence that has been presented.
137. The headteacher will then be invited to explain the basis for his decision and to present additional evidence in response to the evidence presented by the teacher. The headteacher may then be questioned in turn by the other parties, in order to clarify the evidence that they have presented.
138. The appeals committee, alone, will then consider the evidence and reach a decision.
139. The appeals committee will write to the teacher to advise them of their decision. The notification should include a note of the evidence that they considered and the reasons for the decision. The headteacher and the relevant committee should each receive copies of this notification.
C) Teachers who left employment of the school before registering a pay grievance

Assumptions

140. The teacher may have initiated the informal stage of the relevant procedure, but has not registered a formal grievance prior to their last day of employment.
Procedural stages

141. The teacher must set out a statement of their grievance in writing, including sufficient details of its basis.
142. The teacher must send a copy of this statement to the chair of the governing body, in their capacity as the representative of the employer.
143. The chair of the governing body will consult with the person or committee with delegated responsibility for the relevant pay decision and ensure that the teacher is provided with an appropriate written response, on behalf of the employer.

Glossary of terms
Burgundy Book - Conditions of Service for School Teachers in England and Wales
DfE – Department for Education
GLPC – Greater London Provincial Council

Green Book - National Joint Council for Local Government Service’s National Agreement on Pay & Conditions of Service
P&C – People & Culture
INSET – IN Service Educational Training (training days)
ISR- Individual School Range
MPR – Main Pay Range
ECT – Early Career Teacher
PPA – Planning, Preparation and Assessment
Scp – Spinal column point
SEN/SEND – Special Educational Needs/Special Educational Needs and Disabilities
STPCD – School Teachers’ Pay and Conditions Document
TLR – Teaching and Learning Responsibilities
UPR – Upper Pay Range
Appendix 1 – STCPD Pay Rates 2023/2024
Special Educational Needs Allowances 2023/24
	
	

	SEN (Min)
	£2,539

	SEN (Max)
	£5,009


Teaching and Learning Responsibilities (TLR) Allowances 2023/24
	Payment 1 (TLR1)

	Min
	£9,272

	Max
	£15,690


	Payment 2 (TLR2)

	Min
	£3,214

	Max
	£7,847


	Payment 3 (TLR3) – Fixed Term ONLY

	Min
	£639

	Max
	£3,169


Main Pay Range - STPCD advisory points 2023/24
	


	
	
	England

	Minimum
	M1
	£30,000

	
	M2
	£31,737

	
	M3
	£33,814

	
	M4
	£36,051

	
	M5
	£38,330

	Maximum
	M6
	£41,333


Upper Pay Range - STPCD advisory points 2023/24
	
	
	England

	Minimum
	U1
	£43,266

	
	U2
	£44,870

	Maximum
	U3
	£46,525


Unqualified Teacher Pay Range - Discretionary reference points 2023/24
	
	
	England

	Minimum
	1
	£20,598

	
	2
	£22,961

	
	3
	£25,323

	
	4
	£27,406

	
	5
	£29,772

	Maximum
	6
	£32,134


Leading Practitioners Pay Range – STPCD minimum and maximum pay range 2023/24
	
	
	England

	Minimum 
	1
	£47,417

	
	2
	£48,606

	
	3
	£49,819

	
	4
	£51,057

	
	5
	£52,330

	
	6
	£53,642

	
	7
	£55,087

	
	8
	£56,357

	
	9
	£57,765

	
	10
	£59,249

	
	11
	£60,785

	
	12
	£62,186

	
	13
	£63,740

	
	14
	£65,330

	
	15
	£66,955

	
	16
	£68,736

	
	17
	£70,313

	Maximum
	18
	£72,085


Ranges for Headteachers 2023/24
	Group
	Range of Spine Points
	England

	1
	L6 – L18
	£53,380 - £71,019

	2
	L8 – L21
	£56,082 - £76,430

	3
	L11 – L24
	£60,488 - £82,258

	4
	L14 – L27
	£65,010 - £88,530

	5
	L18 – L31
	£71,729 - £97,639

	6
	L21 – L35
	£77,195 - £107,700

	7
	L24 – L39
	£83,081 - £118,732

	8
	L28 – L43
	£91,633 - £131,056


Leadership Group Pay Range - Discretionary reference points 2023/24
	
	England
	
	
	

	L1
	£47,185 
	
	L23
	£81,070

	L2
	£48,366 
	
	L24
	£83,081

	L3
	£49,574 
	
	L25
	£85,146 

	L4
	£50,807 
	
	L26
	£87,253 

	L5
	£52,074 
	
	L27
	£89,414 

	L6
	£53,380 
	
	L28
	£91,633 

	L7
	£54,816 
	
	L29
	£93,902 

	L8
	£56,082 
	
	L30
	£96,239 

	L9
	£57,482 
	
	L31
	£98,616 

	L10
	£58,959 
	
	L32
	£101,067 

	L11
	£60,488 
	
	L33
	£103,578 

	L12
	£61,882 
	
	L34
	£106,138 

	L13
	£63,430 
	
	L35
	£108,776 

	L14
	£65,010 
	
	L36
	£111,470 

	L15
	£66,628 
	
	L37
	£114,240 

	L16
	£68,400 
	
	L38
	£117,067 

	L17
	£69,970 
	
	L39
	£119,921 

	L18
	£71,729
	
	L40
	£122,912 

	L19
	£73,509
	
	L41
	£125,893 

	L20
	£75,331 
	
	L42
	£129,140 

	L21
	£77,195 
	
	L43
	£131,056 

	L22
	£79,112 
	
	
	


Appendix 2 – Simple Illustration for Leadership Pay Ranges
Leadership Pay




Assistant head range of 5 points – can be positioned anywhere between the bottom of the head’s ISR and the highest paid classroom teacher but must start at least one point lower on the scale than the range for any deputy in the school.








Deputy head range of 5 points – can be positioned anywhere between the bottom of the head’s ISR and the highest paid classroom teacher.








Assistant head’s range


5 points








Highest paid classroom teacher


UPS1 +


TLR / SEN








Deputy head’s range


5 points








ISR for headteacher


7 points





Leadership group pay spine for headteachers, deputies and assistant heads. 43 points.








Individual School Range (ISR) of 7 points for headteacher.





School Group range – 8 ranges calculated from weighted pupil numbers, or for Special Schools, pupil and staff numbers.








The notional salary of highest paid classroom teacher is calculated as UPS1 plus the highest value of any TLR payment and/or SEN allowance held by a classroom teacher in the school. Relevant bodies have discretion to take account of R&R allowances. Any other allowances, safeguarded pay or Lead Practitioner pay should not be counted
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