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           Staple Hill Primary School 

                                 2016-7 Pay Policy 

 
1 General Principles, Operation and Review 
 
1.1 General Principles 

The prime statutory duty of governing bodies in England, as set out in paragraph 21(2) of the Education Act 
2002 is to “…conduct the school with a view to promoting high standards of educational achievement at the 
school”. The pay policy is intended to support that statutory duty. 

The governing body of Staple Hill Primary School will act with integrity, confidentiality, objectivity and honesty 
in the best interests of the school; will be open about decisions made and actions taken, and will be prepared 
to explain decisions and actions to interested persons. Its procedures for determining pay will be consistent with 
the principles of public life: objectivity, openness and accountability. 

The Governing Body is responsible for determining the salaries of teaching staff in accordance with the provisions 
of the School Teachers’ Pay and Conditions Document (STP&CD) and for support staff in accordance with the 
National Joint Council for Local Government Services National Agreement on Pay and Conditions (Green Book) 
and the associated local provisions. 

In exercising its responsibility for salary decisions the Governing Body will have regard to the following key 
principles: 

• all decisions on pay will be made within the context of this Pay Policy, which is available to all staff and 
governors; 

• the Pay Policy will support the Governing Body in its statutory duty to promote high standards of 
educational achievement at the school; 

• the Pay Policy and associated staffing structures will provide for all staff to be valued and to receive 
appropriate financial recognition for the duties undertaken; 

• any relationship between pay and performance will take account of provisions made within the school’s 
Performance Management Policy and will have regard to any national requirements, standards or 
criteria set out in the Appraisal regulations or STP&CD; 

• there will be equality of opportunity for all staff and decisions will be made on a non-discriminatory basis 
and will comply with the requirements of the prevailing legislation; relevant adjustments will be considered 
to take account of absence situations or other special cases based on the particular circumstances that 
apply; 

• staff in regular part-time service will be remunerated/receive entitlements pro-rata to full-time staff. 

This policy should be read in conjunction with the Performance Management Policy. 

 
1.2 Operation and Review 

The Pay Policy will be adopted and reviewed annually by the Governing Body after consultation with staff and 
their professional association/trade union representatives, including consideration of the equality impact of pay 
decisions. The Governing Body is responsible for determining the overall resources to be made available for 
salary purposes, for the general oversight of the operation of the Pay Policy and to establish review 
arrangements. Responsibility for the application of the Pay Policy is delegated to the Pay Committee (the Pay 
Committee therefore has fully delegated powers to determine pay decisions in accordance with the Pay Policy). 

 
1.3 Equalities Legislation 

The governing body will comply with relevant equalities legislation: 

• Employment Relations Act 1999 
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• Equality Act 2010 

• Employment Rights Act 1996 

• The Part-time Workers (Prevention of Less Favourable Treatment) Regulations 2000 

• The Fixed-term Employees (Prevention of Less Favourable Treatment) Regulations 2002 

• The Agency Workers Regulations 2010 

The governing body will promote equality in all aspects of school life, particularly as regards all decisions on 
advertising of posts, appointing, promoting and paying staff, training and staff development. 

 
1.4 Equalities and Performance Related Pay 

The governing body will ensure that its processes are open, transparent and fair. All decisions will be objectively 
justified. Adjustments will be made to take account of special circumstances, e.g. an absence on maternity or long-
term sick leave. The exact adjustments will be made on a case-by-case basis, depending on the individual teacher’s 
circumstances and the school’s circumstances. 
 
 
1.5 The Pay Committee 

The Pay Committee membership will be three governors appointed by the Governing Body. No member of the 
governing body who is employed to work in the school shall be eligible for membership of this committee, 
nor any parent or guardian of a child within the school. 

The pay committee will be attended by the Headteacher in an advisory capacity. The Headteacher must 
withdraw from that part of the meeting where the subject of consideration is his or her own pay. 

Where the pay committee has invited either a representative of the LA or the external adviser to attend and 
offer advice on the determination of the head’s pay, that person will withdraw at the same time as the head while 
the committee reaches its decision. Additionally, any relevant person must withdraw where there is a conflict 
of interest or any doubt about his/her ability to act impartially. 

The terms of reference for the Pay Committee will be determined from time to time by the Governing Body. The 
current terms of reference are: 

• to implement the Pay Policy in a fair and objective manner and to consider any individual 
representations that may be made in respect of pay decisions; 

• to ensure an annual pay review is undertaken for each member of staff based on the criteria set out in the 
Pay Policy with effect from 1 September; 

• to observe all statutory and contractual obligations, including making arrangements to notify pay 
decisions to individual members of staff within appropriate timescales; 

• to minute clearly the reasons for all decisions and report these decisions to the next meeting of the 
Governing Body; 

• to recommend to the Governing Body the annual budget required for pay purposes, including 
provision for discretionary pay advancement arising from performance reviews; 

• to keep informed of relevant developments including legislation and statutory guidance affecting the 
Pay Policy and to review and recommend changes or modifications to the Governing Body, as appropriate, 
and at least annually; 

• to carry out the performance review of the Headteacher supported by a suitably skilled and/or 
experienced external adviser who has been appointed by the Governing Body for that purpose. 

In the case of new appointments to the staff, decisions on starting salary will be delegated to the 
Headteacher or Selection Panel as appropriate. 

In the case of a new Headteacher appointment, the full Governing Body will determine the salary range, 
however, the determination of the starting salary will be made by the Selection Panel under their delegated 
powers. 
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1.6 Pay Reviews 

The Pay Committee will ensure, through the Headteacher, that all staff are aware of the arrangements for the 
annual pay review and of how this relates to the operation of the School’s Performance Management policy. 
The Headteacher will make recommendations on performance related pay progression (where applicable) for 
those staff for whom he/she is the reviewer and will have regard to the recommendations from the nominated 
reviewer in all other cases. 

The Pay Committee will ensure that pay reviews for all teaching staff are carried out by 31 October each year. 
Such reviews will be initiated by the Headteacher (except their own review which will be initiated by the Chair 
of Governors and will be carried out by 31 December). Review decisions will apply from 1 September on a 
retrospective basis. 

Reviews may take place at other times of the year to reflect any changes in circumstances or job description that 
lead to a change in the basis for calculating an individual’s pay. A written statement will be given after any review, 
and where applicable will give information about the basis on which it was made. 

Where a pay determination leads or may lead to the start of a period of safeguarding, the Governing Body will 
give the required notification as soon as possible and no later than one month after the date of the 
determination. 

Decisions will be communicated to each member of staff by the head in writing in accordance with paragraph 
3.4 of the STP&CD and will set out the reasons why decisions have been taken. Decisions on the pay of the 
head will be communicated by the Chair of Governors, in writing, in accordance with paragraph 3.4 of the 
STP&CD. An instruction to amend pay from the relevant date will be issued immediately after the time limit 
for the lodging of an appeal has passed, or immediately after an appeal has been concluded. 
 
 
1.7 Appeals 

The arrangements for considering appeals are as follows: 

An employee may seek a review of any determination in relation to his/her pay or any other decision taken by the 
Governing Body (or a committee or individual acting with delegated authority) that affects his/her pay. 

The following list includes the usual reasons for seeking a review of a pay determination: 

That the person or Committee by whom the decision was made: 

• incorrectly applied any provision of the STP&CD (teachers only); 

• failed to have proper regard for statutory guidance; 

• failed to take proper account of relevant evidence; 

• took account of irrelevant or inaccurate evidence; 

• was biased; 

• otherwise discriminated against the employee; or 

• acted contrary to any agreed school policy. 

The order of proceedings will be as follows: 

1. The employee receives written confirmation of the pay determination and, where applicable, the basis 
on which the decision was made. 

2. If the employee is not satisfied, he/she should seek to resolve this by discussing the matter informally with 
the Headteacher normally within ten working days of the decision. 

3. Where this is not possible, or where the employee continues to be dissatisfied, he/she may follow a formal 
process. 

 
 
 
 

4. The employee should set down in writing the grounds for questioning the pay decision and send it to 
the Headteacher within ten working days of the notification of the outcome of the discussion referred to 
above. 

5. The Headteacher should arrange a hearing of the Pay Committee, normally within ten working days of 
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receipt of the written grounds for questioning the pay decision, and give the employee an opportunity 
to make representations in person to that Committee. Following the hearing the employee should be 
informed in writing of the decision and the right to appeal as appropriate. 

6. Any appeal should be heard by a panel of three governors who were not involved in the original 
determination normally within 20 working days of the receipt of the written appeal notification. The 
employee will be given the opportunity to make representations in person. The decision of the appeal 
panel will be given in writing within 5 working days. Where the appeal is rejected the letter will include a 
note of the evidence considered and the reasons for the decision. 

7. The employee is entitled to be accompanied by a trade union representative or work colleague during the 
process. 

1.8 Job Descriptions 

The Headteacher will ensure that each member of staff is provided with a job description in accordance with 
the staffing structure agreed by the governing body. Job descriptions may be reviewed from time to time, in 
consultation with the individual employee concerned, in order to make reasonable changes in the light of the 
changing needs of the school. Job descriptions will identify key areas of responsibility. All job descriptions will be 
reviewed annually as part of the appraisal process. 

 
1.9 Access to Records 

The Headteacher will ensure reasonable access for individual members of staff to their own employment records. 
 
 
2 Pay Determination for Teaching Staff 
 
2.1 General 

The Governing Body will determine the overall number and type of posts to be employed within the school within 
the statutory framework of the STP&CD, i.e. 

• Leadership Group (Head, Deputy or Assistant Head Teachers) 

• Leading Practitioners 

• Classroom Teachers (Main Pay Range or Upper Pay Range) 

• Unqualified Teachers 

The school’s current staffing structure is set out in Appendix B. This includes details of relevant additional 
allowances. 

The pay range available for any vacancy will be set out within the advertisement, including details of any 
additional allowance(s) that may be payable. 

In order to attract the best range of candidates, classroom teacher vacancies will normally be advertised without 
any restrictions on the pay point available within the Main or Upper Pay Ranges. The starting salary on 
appointment will be determined in accordance with the policy set out in sections 3 or 4, as appropriate. 

Salary progression for serving teaching staff will be determined in accordance with section 5. 
 
 
 
 

3 Pay for the Leadership Group 
 
3.1 Headteacher 

A seven point Individual School Range (ISR) will be set to reflect the size and circumstances of the school in 
accordance with the requirements of the STP&CD. 

The ISR will normally be set within the relevant school group size, in accordance with an assessment of the unit 
total of all pupils calculated mainly according to pupil numbers at each key stage and the number with statements 
or special educational needs. 
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The ISR will be reviewed in the event of a vacancy occurring or as otherwise provided for in the STP&CD, e.g. where 
there is a significant change in the Headteacher’s responsibilities, or if there is a need to review pay in relation to 
other staff pay changes. 

In setting the ISR the factors taken into consideration will include: 

• the overall responsibilities of the post; 

• the unit total of the school in relation to the range for the school group; 

• trends in pupil numbers; 

• relative salary levels, having regard to recruitment and retention factors; 

• pay differentials in relation to other posts in the school structure; 

• particular features within school that have a significant impact on managerial requirements; 

A newly appointed Headteacher will normally commence at the lowest point of the ISR. However, in 
accordance with the provisions of the STP&CD, the post may be offered at up to three points above the 
minimum salary where it is necessary or appropriate to secure the appointment of a suitably qualified and 
experienced candidate. 

The Governing Body will consider the need to award any further discretionary payments to the Head-teacher 
as provided for within the STP&CD. Any such payments will be restricted to a maximum of 25% of the substantive 
annual salary; the reason for and duration of any discretionary payments will be recorded and confirmed in writing. 
Appropriate reasons may be: 

a) the school is a school causing concern; 

b) demonstrable difficulties in filling the vacancy or retaining the existing Headteacher, where these are 
not already reflected in other salary payments; 

c) the headteacher is appointed as a temporary Headteacher for one or more additional schools. 

The award of any further discretionary payment will only be determined in the most exceptional 
circumstances and where the full governing body has previously obtained and considered external advice to 
justify such a payment. 

 
3.2 Deputy Headteacher(s) and Assistant Headteacher(s) 

The salary range(s) of 5 points will be set to reflect the size the responsibilities of the post, and the 
circumstances of the school, the structure of the school’s leadership group and the need to provide for salary 
differentials accordingly. The additional factors listed above will also be considered, as appropriate. 

The salary range(s) will be reviewed in the event of a vacancy occurring or as otherwise provided for in the 
STP&CD. 

A newly appointed Deputy or Assistant Headteacher will normally commence at the minimum of the range set. 
However, the post may be offered at up to two points above the minimum salary where it is necessary or 
appropriate to secure the appointment of the preferred candidate. 
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4 Teaching Posts 
 
4.1 Leading Practitioner teaching posts 

The Governing Body does not envisage employing teachers as Leading Practitioners at the present 
time. 
 
4.2 Classroom Teaching Posts 

The Governing Body has established the following pay scales for classroom teachers. The entry and exit 
points of the main pay range (M1 and M6) are as prescribed by the STP&CD. 
 
 
 
 
 
 
 

 
 
Table 1: Pay scales for classroom teachers (September 2016) 
 
For first teaching appointments the starting salary will be at the first point of the main scale unless 
the teacher has demonstrable prior experience which is deemed to be of particular value and 
relevance, in which case up to two additional pay points may be awarded. 

For teachers already in employment as qualified teachers in maintained schools, academies or other 
comparable education settings the starting salary will normally be determined with reference to the 
last evidenced salary position on the main or upper pay range, as appropriate. 

For all other appointments the salary position will be based upon the specific requirements of the post 
and the extent and relevance of prior relevant experience, having regard to the last evidenced salary 
position. The starting salary may be set within the upper pay scale in appropriate circumstances. 

4.3 Movement to the Upper Pay Scale 

4.3.1 Applications and Evidence 
 
Any qualified teacher paid on the Main Pay Range may apply to be paid on the Upper Pay Range and 
any application will be assessed in accordance with this policy. It is for the individual teacher to decide 
whether or not they wish to apply to be paid on the Upper Pay Range. 

Teachers applying for progression to the Upper Pay Range will be expected to have a proven record 
of successful teaching experience and will normally have reached the maximum point of the Main Pay 
Range. 

Applications may be made once a year using the school’s application form. The form should be completed 
and submitted to the nominated appraiser prior to the scheduled annual review meeting. The 
teacher’s application will be discussed as part of the review meeting and will be appended to the review 
statement, together with the appropriate recommendation and comments. 

The principal evidence for decisions will be the teacher’s application form and the two most recent appraisal 
statements, together with any relevant supporting information which contributes to the school’s 
appraisal procedures (e.g. classroom observations, pupil progress data, work sampling). The teacher 
will not be expected to submit documentation or other evidence which is already available from school 
records but will have the opportunity to submit any supplementary information they believe to be 
relevant. 

If a teacher is simultaneously employed at another school then separate applications must be 
submitted. Staple Hill Primary School will not be bound by any pay decision made by another school. 

Main Pay Range Upper Pay Range 
M1 £22467 
M2 £24243 
M3 £26192 
M4 £28217 
M5 £30343 
M6 £32835 
 

U1 £35218 
U2 £36523 
U3        £37871 

Max 2% increase = £33160 
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4.3.2 Assessment Criteria 
 
To approve an application for movement on to the Upper Pay Scale the Pay Committee must be satisfied 
that: 

a) the teacher is highly competent in all elements of the relevant standards; and 

b) the teacher’s achievements and contribution to the school are substantial and sustained. 

For the purposes of this school’s pay policy: 

“highly competent” means the teacher has demonstrated good and developing depth and breadth of 
knowledge, skill and understanding of the Teachers’ Standards in the particular role they are fulfilling 
and the context in which they are working. 

“substantial” means the teacher’s achievements and contribution to the school are significant, not just 
in raising standards of teaching and learning in their own classroom, or with their own groups 
of children, but also in making a significant wider contribution to school improvement. 

“sustained” means the teacher must have had at least two consecutive successful appraisal reports in 
this school and have made good progress towards their objectives during this period. They will be 
expected to show that their teaching expertise has grown over the relevant period and is 
consistently judged good or better. 

 
4.3.3 Notification of Decision 
 
The decision will be notified in writing within 5 working days of the Pay Committee’s decision. 

Where the application is successful the teacher’s salary will move to the first point of the Upper Pay Range 
from 1 September, as applicable. 

Where the teacher’s application is unsuccessful the written notification will include the reasons for 
the decision and the arrangements for appeal, if required, as provided in a developmental context to 
include advice on areas for improvement in order to meet the school’s stated criteria. 

 
4.4 Part-time teachers 

Teachers employed on an ongoing basis at the school but who work less than a full working day or week 
are deemed to be part-time. The Governing Body will give them a written statement detailing their working 
time obligations and the mechanism used to determine their pay, subject to the provisions of the 
statutory pay arrangements. Pay and directed working time (where applicable) will be pro rata to a full 
time teacher based on 1,265 hours in a school year. 

 
4.5 Unqualified teachers 

An unqualified teacher will normally be paid on the scale for unqualified teachers. The starting position on 
the pay scale will have regard to the previous qualifications and experience of the individual, in particular 
where the individual holds a recognised overseas teaching qualification, a recognised post-16 teaching 
qualification or a recognised qualification relating to their subject area and 

• has undertaken previous service in a teaching capacity in a recognised setting; and/or 

• has significant and relevant experience outside of teaching which contributes to their teaching role. 

An unqualified teacher on an employment based route into teaching may be paid on the scale for qualified 
teachers where it is considered that he/she has appropriate skills or experience to justify the application 
of this discretion. 

An additional allowance may be paid to an unqualified teacher where it is considered that his/her 
basic salary is not adequate having regard to his/her responsibilities, qualifications and experience. 
However, the total salary paid to an unqualified teacher will not in any event exceed the salary that 
would be applicable to a qualified teacher holding the same post.
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4.6 Supply teachers 

The payment of supply teachers will be calculated on an hourly basis based on 1/1265 of the annual salary. 
Where a supply teacher is covering the full range of duties of the absent teacher, he/she will be paid 
6.5 hours for each day worked. Otherwise payment will have regard to any wider professional duties 
required to be undertaken (e.g. preparation and marking) in addition to class contact time. 
 

5 Pay Progression based on Performance 
 
5.1 General 

The Governing Body in agreeing the school budget will ensure that appropriate funding is allocated for 
performance pay progression at all levels. The Governing Body recognises that funding cannot be used 
as a criterion to determine progression. The arrangements for the appraisal of teachers are set out in 
the school’s Performance Management policy. 

Decisions regarding pay progression will be made with reference to the teachers’ annual appraisal reports 
and the pay recommendations they contain. In the case of Newly Qualified Teachers (NQTs) pay decisions 
will be made with reference to the statutory induction process. All pay progression decisions will be clearly 
attributable to the performance of the teacher in question. 

The evidence used in pay progression decisions will be that which is available through the school’s 
Performance Management procedures and supporting information systems. The pay review 
arrangements seeks to avoid unnecessary administrative burdens on teaching staff and school leaders in 
so far as this is compatible with the operation of an objective and evidence based policy for pay 
determination. 

The Governing Body will ensure that appropriate funding is allocated to provide for pay progression for 
eligible teachers in accordance with the stated criteria. 

All teachers will have the opportunity to progress to the top of their pay range as a result of successful 
appraisal reviews. 

It is expected that the majority of eligible teachers will fulfil the criteria for pay progression. Where this is 
not the case advice and clarification of expectations will be provided on a developmental basis; withholding 
pay progression does not imply that capability procedures will be invoked. 

Where teachers have joined the school part way through an appraisal cycle, the Headteacher will, where 
necessary, seek evidence from the previous school(s) to assist pay decisions. Should this is not be available, 
relevant evidence or information may need to be provided by the teacher. 

 
5.2 Leadership Group — Headteacher, Deputy Headteacher and Assistant Headteacher 

For those on the leadership spine there will be an annual review of pay, following a review of 
performance. 

To achieve progression there must be a demonstration of sustained high quality performance, with 
particular regard to leadership, management and pupil progress at the school and a review of 
performance against performance objectives. 

To be fair and transparent, judgements will be properly rooted in evidence and there must have been 
a successful appraisal of performance. 

A successful appraisal will include consideration of: 

• performance objectives; 

• classroom observation (where relevant); 

• other evidence¹. 

¹The other evidence may be that which is normally available to support the school’s appraisal procedures (e.g. school 
performance data) or may be specific to the leadership role. 
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To ensure that there has been high quality performance, the performance appraisal will assess 
that the individual has grown professionally by developing his/her leadership and (where relevant) 
teaching experience. 

Where the performance appraisal criteria described above have been satisfied any increase in salary 
will normally be limited to one point. The discretion to award a second point will only be considered 
where a) objectives which are particularly challenging have previously been agreed with the Headteacher 
/ Deputy Headteacher / Assistant Headteacher or b) other exceptional circumstances apply. 

The principles set out in section 5.1 will apply, as appropriate to Leadership Group pay progression. 

 
5.3 Leading Practitioner Teaching Posts 

The Governing Body does not envisage employing teachers as Leading Practitioners at the present 
time. 
 
 
5.4 Classroom Teachers on the Upper Pay Range 

The pay committee will determine whether there should be any movement on the Upper Pay Range. 
In making such a determination, it will take into account: 

• paragraph 21 and the criteria set out in paragraph 17.2 of the STP&CD 2013; 

• the evidence base, which should show that the teacher has had a successful performance appraisal 
and has made good progress towards objectives; 

• evidence that the teacher has maintained the criteria set out in paragraph 17.2 of the STP&CD, 
namely that the teacher is highly competent in all elements of the relevant standards, and that 
the teacher’s achievements and contribution to the school are substantial and sustained. The 
meaning of these criteria is set out in section 4.3. 

Pay progression on the Upper Pay Range will be clearly attributable to the performance of the individual 
teacher. The pay committee will be able to objectively justify its decisions. Where it is clear that the 
evidence shows the teacher has made good progress, i.e. they continue to maintain the criteria set 
out above (see section 4.3), and have made good progress towards their objectives, the teacher will 
move to the mid-point on the Upper Pay Range; or if already on the mid-point, will move to the top of 
the Upper Pay Range. 

The pay committee will be advised by the head teacher in making all such decisions. Any decision will be 
clearly attributable to the performance of the teacher in question. 

Final decisions about whether or not to accept recommendations on pay will be made by the Pay Committee 
having regard to the professional advice of the Head teacher. The pay committee will be able to justify 
its decisions. 
 
 
5.5 Classroom Teachers on the Main Pay Range 

To move up the main pay range, one point at a time, teachers will need to have made good progress 
towards their objectives and have shown that they are competent in all elements of the Teachers’ 
Standards. Teaching should be ‘good’, as defined by OFSTED. 

Judgments will be properly rooted in evidence. As a teacher moves up the main pay range, this evidence 
should show: 

• 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; 
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• an increasing contribution to the work of the school; 

• an increasing impact on the effectiveness of staff and colleagues. 
 

The pay committee will be advised by the head teacher in making all such decisions. Any increase will be 
clearly attributable to the performance of the teacher in question. 

Final decisions about whether or not to accept recommendations on pay will be made by the Pay Committee 
having regard to the professional advice of the Head teacher. The pay committee will be able to justify 
its decisions. 
 
 
5.6 Unqualified Teachers 

Staff paid on the scale for unqualified teachers will be awarded pay progression of one point within that 
scale following each successful annual appraisal. 

A successful review will require that the unqualified teacher has 

• achieved or made good progress towards their objectives; 

• demonstrated that they are suitably competent to fulfil and develop the overall requirements of 
their role. 

 
 
6 Other Allowances 
 
6.1 Teaching and Learning Responsibility Payments (TLRs) 

TLR payments will be awarded for undertaking a sustained responsibility that is needed to ensure 
continued delivery of high quality teaching and learning. 

A TLR will be paid to a teacher whose duties include a significant responsibility that is not required of all 
classroom teachers and that meets the TLR criteria as defined in the STP&CD. 

TLRs will be awarded to the holders of the posts indicated in the attached staffing structure (see 
Appendix B). 

The values of the TLRs to be awarded are set out below: 

TLR2s will be awarded to the following value: 

£4,075 to all TLR posts in the school. 

Vacancies for posts carrying TLRs will be advertised within the school or more widely depending on the 
particular circumstances. 

TLR1 and TLR2 payments will only be awarded on a temporary basis to teachers who are temporarily 
undertaking a substantive TLR post, for example to cover maternity leave, sick leave, a vacancy or 
secondment. 

A TLR 3 payment of between £523 and £2603 may be awarded, for time limited school improvement 
projects or one-off externally driven projects in accordance with STP&CD provisions. The additional 
responsibilities, the level of payment and its duration will be specified prior to the appointment being 
made and will be confirmed in writing to the teacher(s) concerned. 

 
6.2 Special educational needs allowances 

The payment of ‘spot value’ SEN allowances will be awarded in line with the criteria laid down in the 
relevant paragraphs of the STP&CD. Any SEN allowances awarded will be no less than £2086 and no 
more than £4116 per annum. 

Where an SEN allowance is to be paid, the spot value awarded will take into account: 

• whether any mandatory qualifications are required for the post;
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• the qualifications or expertise of the teacher relevant to the post; and 

• the relative demands of the post. 

 
6.3 Recruitment and retention payments and benefits 

The payment of recruitment and retention incentives and benefits may be considered in exceptional 
circumstances in respect of individual or categories of posts for which specific and demonstrable 
recruitment/retention difficulties have been identified. 

Where it is decided to pay such an incentive/benefit, the amount will be determined to meet 
the circumstances of the case. The level of payment and any review period or time limit will be set 
out in writing to the teacher concerned. 

Any recruitment incentive for a new teacher will be for a fixed period not exceeding three years and will 
not be renewed, 

Any retention incentive awarded to an existing teacher will be for a fixed period not exceeding three years 
but may, in exceptional circumstances be renewed. 

 
6.4 Acting Allowance- Leadership Posts 

Any teacher who carries out the duties of Headteacher, Deputy Headteacher or Assistant Headteacher 
for a period of at least 4 weeks or longer may be paid at the appropriate point on the salary range for 
that post. Where the acting up arises from a known absence (e.g. vacancy or maternity leave) the salary 
will be adjusted from the date the acting duties commence. Where the acting up arises from an 
unplanned event, the salary adjustment will be back dated to the date on which the full additional 
responsibilities were taken up. 
 
 

7 Other Payments 
 
7.1 Continuing Professional Development 

The discretion to make payments for continuous professional development activities that take place 
outside the school day i.e. in the evenings, at weekends or during the holidays will not be exercised. 

 
7.2 Initial teacher training activities 

The discretion to make payments for ITT activities undertaken as part of the normal conduct of the school 
will not normally be exercised. 

 
7.3 Out-of-school learning activities 

The discretion to make payments for out of school hours’ learning activities undertaken on a voluntary 
basis will not normally be exercised. 

 
7.4 Overtime / Honorarium 

Teachers will not be eligible for ‘overtime’ or honorarium payments other than the additional payments 
as outlined above. 
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8 General Safeguarding 

The Governing Body recognises its responsibilities for safeguarding the salaries of teachers as set out in 
the STP&CD. Where a pay determination leads or may lead to the start of a period of safeguarding, 
the governing body will comply with the relevant provisions of the Document and will give the required 
notification as soon as possible and no later than one month after the determination. 
 
 

9 Support Staff 

The salaries for support staff posts will be determined in accordance with the pay and grading structure 
of South Gloucestershire Council. Grades will be established with reference to model job descriptions 
and related advice provided by the Local Authority. The Governing Body will (through the Headteacher) 
request the job evaluation of individual posts where there is no comparable model job description/grade 
available. 

The commencing salary for any post will normally be the minimum of the range for that grade. Discretion 
to appoint at a higher point may be exercised where this is necessary to recruit a suitably qualified and/or 
experienced candidate, taking account of the individual’s previous employment history and/or salary 
level. 

Incremental progression will be applied within the relevant salary range as provided for under the 
conditions of service for Local Government staff. 

Payments for overtime working and any other additional allowances will be in accordance with those 
applicable to South Gloucestershire staff. 

Any representations by support staff regarding pay and grading issues will be considered under the 
procedure outlined under section refsec:1.5. 

The Local Authority Conditions of Service will determine the safeguarding arrangements for support staff 
which include (in relevant circumstances) a personal pay protection for three years, limited to a maximum 
of 12.5% above the maximum contractual pay for the new post. 

In undertaking its responsibilities for applying pay and grading decisions to support staff, the Governing 
Body will be mindful of the Council’s residual responsibilities under equal pay legislation and will apply 
the outcomes of a job evaluation review whenever it is necessary to do so. 
 
 

10 Review 

The policy should be reviewed annually, in consultation with trade union representatives; and submitted 
to the Governing Body for approval. 
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2 March 2017 Reviewed by F&B committee 
16 March 2017 Ratified by FGB 
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1 .  Model Procedure for Formal Hearing/Appeal 
 
A.1 Formal Hearing 

The Formal Hearing panel consists of three governors, none of whom are employed within the school 
or are parents or guardians of children within the school. All parties should receive copies of the 
appropriate documentation prior to the hearing / appeal to allow for sufficient consideration. 

1. Chair introduces those present. Checks all documentation is held by all parties and confirms the 
procedure for the meeting. 

2. Headteacher presents their case. Questions may be asked by the employee / representative, 
followed by questions from the Panel. 

3. Employee / representative present their case. Questions may be asked by Headteacher, followed 
by questions from the Panel. 

4. Headteacher invited to sum up their case. 

5. Employee / representative invited to sum up their case. 

6. Adjournment. 

7. Panel considers information provided and decides on outcome. This must be confirmed in writing 
with the employee being informed of their right of appeal, as appropriate. 

 
A.2 Appeal 

Same procedure as above but the Appeal Panel is three governors who were not involved in the original 
determination. Governors with children in the school may serve on this panel. The panel’s decision will be 
confirmed in writing. The decision of the Appeal Panel is final — there is no further right of appeal. 
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B Staffing Structure 
Leadership Roles & Responsibilities 

 
 
 
 
 

Headteacher 
 
 
 
 
 
 
 

Deputy Headteacher 
 
 
 
 
 
 
 
 
 

Assistant Headteacher 
 
 
 
 
 
 
 
 

KS 2 Leader TLR 
 
 
 
 
 
 
 
 

School Business Manager 
 
 
 
 
 
 

 
 

This Staffing Structure diagram represents the hierarchy of responsibility within the school.  Line management 
arrangements are as agreed with Senior Staff and as set out in Job Descriptions.  The Headteacher has overall 
line management responsibility for all staff, including Senior Staff.   

 

Strategic Management, Safeguarding, Assessment. 
Line Manager to Teachers, SLT & SBM 

Pupil Premium Champion [Strategic Overview]; Core Team Lead [Strategic]– English and Maths; Professional Development  
Line Manager to Core Team Teachers and TAs 

LAC and Virtual School; Inclusion, SENDCo, Family Link; Assistant SENDCo/SAF Lead 
Line Manager to HLTAs and TAs;  

Line Manager of the Wider Curriculum Team Teachers [not own teaching team] 

Single Central Record; Schools Finance and HR; Health & Safety. 
Line Manager to Site Manager, Admin Team and LBSs  

 

SENIOR LEADERSHIP TEAM 


