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1.0 Introduction

1.1 This policy sets out the framework for making decisions on employees pay, it complies
with the School Teachers’ Pay & Conditions Document (STPCD) and accompanying
statutory guidance; for teaching staff these documents will take priority in any disputes.

1.2 In adopting this pay policy the aim is to:

e Achieve excellent outcomes for all young people.
e Support the recruitment and retention of a high-quality workforce.

e Complement the trust’'s approach to professional development which ensures
employees have the skills and support to do their job effectively.

e Help to ensure that decisions on pay are managed in a fair, just and transparent way.

e Ensure that there is no pay discrimination in decision making and that decisions are
based on evidence and can be justified.

1.3 All staff, Local Governing Bodies and the Trust Board will work together to champion the
trust’s vision and values in all policies and work practices.

1.4 The trust is committed to promoting equality and diversity in its policies, procedures and
guidelines along with delivery of high quality teaching and services that meet the diverse
needs of students and workforce, ensuring that no individual or group are disadvantaged.

2.0 Purpose and Scope

2.1 The purpose of this document is to provide employees with guidance relating to pay and
the framework regarding eligibility for progression.

2.2 This policy applies to all trust employees.

3.0 Review and Associated Policies
3.1 This policy is reviewed annually by the Trust Board.

3.2 The following are associated policies and guidance:

e School Teachers’ Pay & Conditions Document
e National Joint Council guidance on pay for Support Staff
e GLEA Job Evaluation Scheme

4.0 Principles

4.1 When setting pay, Trustees refer to sector advice, legislation and national pay
agreements, however, the Trust Board still has significant flexibility to determine pay
levels to meet local circumstances.

4.2 Whilst accepting 4.1 above, Trustees must also consider affordability and financial
sustainability.

4.3 The trust aims to be an employer of choice, whilst acknowledging the challenges of public
versus private sector pay. A range of staff benefits are also available and can be found
on the trust website.
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5.0 Basic Pay Determination on Appointment — Teaching Staff

5.1 It is usual for all employees to commence at the start of the designated pay range for the
post, unless they have already progressed within a previous employment and this can be
evidenced using payslips or a P60. Progression will be based upon a full year completed
at the relevant pay point.

5.2 Teachers on UPS or those on leadership who are new to the trust and who can evidence
their pay point as above, will have this period taken into account when calculating the two
year requirement.

6.0 Pay Progression — Teaching Staff

6.1 Unqualified teachers and teachers on the main pay scale will automatically progress by
a single point within the designated pay range for the post on 1 September each year,
where they have completed at least 6 months service, with the Trust, in the prior year.
Those on the Upper Pay Scale (UPS) or the leadership scale will progress by 1 point
automatically every 2 years. Progression is subject to the exceptions outlined below:

6.1.1 They have reached the top of designated pay range for the post.

6.1.2 They had been receiving Informal Support to meet the required standard of
performance in line with the process outlined in the capability policy.

6.1.3 They are subject to capability or disciplinary proceedings or had a formal warning
in place during the preceding year.

6.2 New employees to the trust who have successfully completed their 6 month probationary
period (this may be longer if probation has been extended) will be eligible, subject to the
exceptions in 6.1 above, to receive an increment point the following 1st September.

6.3 In the case of Early Career Teachers (ECTs), arrangements for pay decisions will be
made by means of the statutory induction process, including a move to M2 subject to a
satisfactory midway assessment at the one year point. ECTs who successfully complete
their induction and gain QTS will progress to M3 at the two year point, subject to the
exceptions in 6.1 above.

6.4 Teachers on UPS and those on the leadership scale will automatically progress up their
agreed pay scale on 1 September every two years subject to the relevant exceptions laid
out in 6.1 above.

6.5 In rare cases of exceptional performance a Headteacher/the CFO has discretion to
recommend an increase in pay by more than a single point within designated pay range
for the post, however, this would need to be discussed and agreed by the CEO and be
in line with agreed budgets. Decisions regarding exceptions to routine pay progression
will be made by the CEO and reported to the Trust Board.

6.6 Salary will also be reviewed if a teacher takes up a new post with effect from the date the
post commenced. Where the salary increased, they will need to complete 6 months
service prior to the 1st September in order to progress to the next point on the pay scale.
Where the salary has not increased, the eligibility in 6.1 and 6.2 applies.

6.7 All teachers will be notified in writing within one month of a decision on pay setting out
their salary. Where an electronic HR system is in place such as Every, this will be used.
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7.0 Progression to the Upper Pay Scale — Teaching Staff

7.1 It is the responsibility of teachers who in the preceding year were paid at M6 to decide
whether or not they wish to be paid on the upper pay scale and they should assess
themselves against the criteria in Appendix A set out within our Quality Assurance and
Performance Management Policy.

7.2 In line with the STPCD, a teacher should be highly competent in all elements of the
relevant standards; and that the teacher’s achievements and contribution to the
educational setting are substantial and sustained. Within our trust, substantial, highly
competent and sustained mean the following:

7.2.1 Substantial means of real importance 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 students’ learning.

7.2.2 Highly Competent means performance which is not only good but also good enough
to provide coaching and mentoring 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/trust, in order to help them meet the relevant
standards and develop their teaching practice. This links to the coaching and
mentoring provision within our Personal Development and Progression policy.

7.2.3 Sustained means continuously over the period of a year.

7.3 Employees will automatically be moved from M6 to the upper pay scale, however, they
may choose to opt out if they do not wish to have their performance measured against
this higher level. A member of the HR Team will email colleagues on M6 prior to the end
of the academic year to seek confirmation if they wish to progress or opt out. Once an
employee has chosen to opt out, this will remain the case for that academic year.

8.0 Headteachers and the Senior Leadership Team — Teaching Staff

8.1 Each academy will be assigned to a group using STPCD as a guidance.

8.2 A pay range will be determined for the Headteacher which will not normally exceed the
maximum of the group, unless there are specific exceptional circumstances e.g.
additional responsibility across the trust. In such circumstances the STPCD will provide
the framework for setting appropriate pay.

8.3 Where it is proposed to make an appointment above the maximum of agreed pay scale
a business case will be produced which will need to be approved by the CEO and
recommended by the Finance Committee to the Trust Board.

8.4 Pay ranges for Deputy and Assistant Headteachers will be determined by consideration
of national guidelines. The pay range will take into account all permanent responsibilities
of the role and all other relevant considerations including the skills and competencies
required. Pay ranges will allow appropriate scope for performance related progression
over time.

9.0 Teaching and Learning Responsibility (TLR) payments — Teaching Staff

9.1 TLR payments are made for undertaking a sustained additional responsibility in the
context of our staffing structure for the purpose of ensuring the continued delivery of
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quality first teaching and learning and pastoral care for which the teacher is made
accountable. TLR allocations within each school are set out in Appendix A.

9.2 A TLR3 payment would normally be time-limited, clearly defined academy improvement
projects, or one-off responsibilities.

9.3 When awarding a TLR, consideration must be given to the reason for the TLR, the degree
of additional responsibility, and whether the role is held individually or shared. If a TLR
post is shared, the total payment will be split fairly based on factors including workload
distribution, working hours, and specifically assigned duties.

10.0 Part Time Employees — Teaching Staff

10.1 Teachers who work less than a standard working week are deemed to be part time.
Their working time obligations will be set out in their contracts of employment, or in a
letter following an agreed flexible working request. The pay of part time teachers will be
determined in accordance with guidelines in the STPCD.

10.2 Part-time teachers will be expected to work a corresponding proportion of directed
time in line with their full time equivalent calculation.

11.0 Supply — Teaching Staff

11.1  Teachers employed on a day-to-day or other short notice basis are deemed as supply.
They 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.

11.2 Teachers employed on a supply basis will be paid one month in arrears upon
submission of an approved timesheet.

11.3 The rate of pay will be made using the main pay scale and is capped at M6. The hours
to be claimed are set out in Appendix B.

12.0 Pay Protection — Teaching Staff

12.1 Any pay protection arising from changes to pay and/or structure will be in line with the
provisions of the STPCD.

13.0 Job Descriptions — Support Staff

13.1 Ourtrust uses the Greater London Education Authority (GLEA) job evaluation scheme.
This aligns with many other local educational employers.

13.2 It is the function of HR, in conjunction with the relevant line manager, to ensure that
an up to date job description is available for each post.

13.3 Job descriptions will be reviewed as appropriate when duties or responsibilities
change. It should be recognised that job descriptions are not intended to be an exhaustive
list of tasks, they outline the key responsibilities.

13.4 An employee may request changes to their job description if they feel their duties or
responsibilities have changed significantly. If appropriate, consideration may be given to
whether the grade for the post should be re-determined. This will include benchmarking
against similar roles across the trust. Where posts are regraded, the post holder will be
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paid the new grade from a date determined by the CFO and approved by the CEO. This
will not be back dated prior to the academic year in which the request is made.

14.0 Basic Pay Determination on Appointment — Support Staff

14.1 Itis usual for all employees to commence at the start of the designated pay range for
the post, unless they have already held a comparable role with appropriate experience
in a previous employment and their pay grade can be evidenced using payslips or a P60.

15.0 Pay Progression — Support Staff

15.1 Support staff will automatically progress by a single point within the designated pay
range for the post on 1 September each year. Progression is subject to the exceptions
outlined below:

15.1.1 They have reached the top of designated pay range for the post.

15.1.2 They had been receiving Informal Support to meet the required standard of
performance in line with the process outlined in the capability policy.

15.1.3 They are subject to capability or disciplinary proceedings or had a formal
warning in place during the preceding year.

15.2 New employees to the trust who have successfully completed their 6 month
probationary period (this may be longer if probation has been extended) will be eligible,
subject to the exceptions in 15.1 above, to receive an increment point the following 1st
September.

15.3 Salary will also be reviewed if an employee takes up a new post with effect from the
date the post commenced. Where the salary increased, they will need to complete 6
months service prior to the 1st September in order to progress to the next point on the
pay scale. Where the salary has not increased, the eligibility in 15.1 and 15.2 applies.

16.0 Honoraria — Support Staff

16.1 An honorarium payment would normally be time-limited, clearly defined activities at a
higher level or one-off responsibilities.

16.2 HR colleagues will determine the amount of this payment by evaluating the level of
responsibilities, benchmarking against other roles within the trust and/or referencing the
job evaluation scheme.

16.3 The employee will return to their substantive post and salary when they are no longer
required to undertake the higher level work or the responsibility comes to an end.

16.4 Should the requirement be deemed a long term need, best practice would be for
consideration to be given to a fixed term contract.

17.0 Setting Executive Pay

17.1  Within our trust, we hold the view that it is essential we have the best people to lead
our organisation whilst also having a salary structure that can be justified, be in the trust’s
best interests, reflect an individual’s responsibilities and demonstrate value for money.

17.2 Trustees will use the Academy Trust Handbook as a guide, along with sector
guidance, legislation and national benchmarking to aid decision making. It is best
practice to ensure that decisions around pay, including that of their executives, are
evidenced-based and enables the Trust Board to be open, transparent and accountable
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in its decision making. The following process will be used to set and review executive
pay:

17.2.1 The process for setting the CEO’s pay is in three stages:
Stage 1: Establish an indicative pay range
An indicative pay range is arrived at by calculating the total unit score to identify
the Group Size of the trust in accordance with the relevant paragraph of the
STPCD.

Stage 2: Consideration of additional factors

Once an indicative pay range is established, the Trust Board will then consider the

following factors:

e Characteristics of the trust: the composition of the trust in terms of number
of academies, number of pupils, range of provision, quality of provision, types
of academy, leadership structure and number of employees.

o Location of the trust’s academies: the context of the trust and the
implications for recruitment and retention, and the cost of living and housing.

e Academic performance: pupil outcomes across the trust and the level of
improvement required to ensure that we are providing the highest standard of
education for all of our young people.

o Educational challenge: the context, circumstances and educational setting of
our trust and the particular challenges it presents. This will include the degree
of complexity and challenge associated with accountability for the trust’s
multiple schools and managing them across dispersed sites.

o Degree of challenge of the role: whether the executive role presents
additional challenges outside of those that would normally be expected of
such a position.

e Experience of the individual: any additional expertise and experience that
the individual brings to the role and which adds value to the trust and to the
leadership of it.

e Financial performance: the current financial position of the trust, in terms of
budgeting and any challenges that the current financial performance is
presenting.

e Remuneration package: The Trust Board will also be mindful of the total
remuneration package and not just the cost of the basic salary.

e Public scrutiny: The Trust Board recognises that executive pay must be
proportional and defensible to the public sector market and should reflect
value for money.

Stage 3: Agree and publish the pay scale

The Trust Board will agree the CEQO’s pay scale as part of the annual review of
the trust’s Pay Policy.

17.2.2 The process for setting the CFO’s pay is in three stages:
Stage 1: Establish an indicative pay range
An indicative pay range is arrived at by aligning CFQO’s pay to an appropriate range
on the Leadership Spine commensurate with that of a Deputy Headteacher in the
largest of the trust’'s academies.
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Stage 2: Consideration of additional factors

Once an indicative pay range is established, the Trust Board will then consider the

following factors:

e Characteristics of the trust: the composition of the trust in terms of number
of academies, number of pupils, range of provision, quality of provision, types
of academy, leadership structure and number of employees.

e Financial performance: the current financial position of the trust, in terms of
budgeting and any challenges that the current financial performance is
presenting.

o Location of the trust’s academies: the context of the trust and the
implications for recruitment and retention, and the cost of living and housing.

o Degree of challenge of the role: whether the executive role presents
additional challenges outside of those that would normally be expected of
such a position. This will include the degree of complexity and challenge
associated with accountability for the trust’s multiple schools and managing
them across dispersed sites.

o Experience of the individual: any additional expertise and experience that
the individual brings to the role and which adds value to the trust and to the
leadership of it.

e Remuneration package: The Trust Board will also be mindful of the total
remuneration package and not just the cost of the basic salary.

e Public Scrutiny: The Trust Board recognises that executive pay must be
proportional and defensible to the public sector market and should reflect
value for money.

Stage 3: Agree and publish the pay scale

The Trust Board will agree the CFQO’s pay scale as part of the annual review of
the trust’s Pay Policy.

The following sections apply to all employees:
18.0 Absence and Pay Progression

18.1 Employees who are absent long term (including, but not limited to, maternity leave and
long-term sick leave due to a disability) will also progress automatically up the pay scale
on 1 September each year subject to the same requirements and exceptions as outlined
for other employees who are not absent long term.

19.0 Salary Scales

19.1 The salary scales used will be in accordance with the trust’s published pay scales for
teaching, leadership and support roles. These are available separately on our website
and will be updated on an annual basis.

20.0 Appeals

20.1 If an employee is dissatisfied with a pay progression decision, or regarding the grading
of a role, they may appeal to the CEO. This must be in writing and within 10 working
days of receipt of the original outcome.
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20.2 If the decision is made to progress to appeal, the matter passes to the Senior
Governance Professional who is responsible for convening panels.

20.3 An appeal must be heard by a panel of three, usually comprising the CEO and two
other suitably senior individuals not previously involved in the matter (this may include
colleagues within the trust or from external organisations, local governors or trustees).
The panel will be supported by an HR Adviser.

20.4 The employee will be given 5 working days’ notice of the appeal hearing and will have
the right to be accompanied by a recognised trade union representative, trade union
officer or work colleague of their choice - subject to management agreement of that
person being an appropriate supporter. .

20.5 Where the employee’s representative is unable to attend on the date arranged, then
an alternative date will be arranged to take place within 5 working days of the original
hearing date, or as soon as reasonably practical and without unreasonable delay (i.e.
one further period of 5 working days may be considered).

20.6 Hearings can take place during school holiday periods for those employees who are
contracted to work outside of term time.

20.7 As this is a formal meeting, there is a specific agenda for managers which can be
obtained from our HR Team.

20.8 In attendance at the appeal hearing will be the panel hearing the appeal, the employee
and their representative, the original decision maker, a HR Adviser and a note taker. All
of the documentation relating to the decision including reports, evidence and letters will
be provided to the panel prior to the meeting.

20.9 The decision of the appeal panel is final and the outcome will be notified to the
complainant and original decision maker within 5 working days of the meeting.

21.0 Inflationary Increases

21.1 The value of inflationary increases will be considered annually by the trust in
accordance with the nationally determined proposals and the trust’s financial position in
respect of affordability. The Trust Board will decide whether employees receive any
nationally agreed inflationary increase and, if approved, the increase will be paid at the
earliest opportunity in line with payroll processing deadlines.

21.2 Where approved, inflationary increases for teaching staff will be applied from the
appropriate 1st September, and for support staff from the appropriate 1st April. This
reflects the trust’s desire to remain aligned with national pay scales.

22.0 Pension schemes

22.1 The trust offers membership of the Teachers’ Pension Scheme for those employed
within teaching posts and the Local Government Pension Scheme for those employed
within support posts. New employees will be automatically enrolled as per current
government guidance. Should colleagues wish to ‘opt out’ a specific request must be
made using the relevant scheme forms, advice can be sought from HR colleagues to
access the relevant templates if required.

23.0 Salary sacrifice schemes
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23.1 The trust operates a range of salary sacrifice schemes. Employees signing up to any
of these schemes will have their gross pay reduced according to the duration of their
participation.

23.2 ltis the employee’s responsibility to consider the impact of such schemes on their net
pay and other benefits e.g. pensions.

24.0 Over/Underpayments

24.1 Every effort will be made to make accurate salary and other payments on the due date.
However, should an overpayment or underpayment occur the trust will seek to
recover/refund the amount, except in cases of wilful misrepresentation or omission by the
employee. Employees are expected to draw to the attention of the trust through the CFO
any overpayment or underpayment as soon as possible.

24.2 In the case of underpayments, the employee will be contacted and payment of values
exceeding £50 will be made as soon as possible. These will be subject to estimated
deductions which will be adjusted on the next payroll run. Where payment is less than
£50, except in cases of hardship, payments will be held over to the next payroll run.

24.3 In the case of overpayments, the employee will be notified in writing of the full amount
of the overpayment. Where this is a simple overpayment, the recovery will be made in
the next payroll. Where the overpayment has been over a period longer than one month,
an agreement will be sought about a reasonable repayment schedule. Reasonable is
usually deemed to be within 6 months, however, the trust will be mindful of supporting
the employee to manage their finances. In the absence of such an agreement the trust
will determine a recovery schedule.

24.4 If an employee leaves the trust prior to them fully repaying an overpayment, unless
agreement can be reached between the two parties, the outstanding amount of any
overpayment will be taken out of their final monthly salary.

24.5 As an academy trust, we have a duty of care for the proper use of public funds and
therefore recovery of overpayments will always be pursued.

24.6 If the overpayment is considered by the trust to be potential wilful misrepresentation
and/or omission by the employee, the matter may be referred and managed under the
trust’s Disciplinary Policy.

25.0 Record Keeping

25.1 Letters and statements regarding employee pay will be stored on the relevant
employee’s personnel file, and retained in line with trust's Retention and Destruction
Schedule.
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Appendix A: TLR Allocations [to be populated]

TLR allocations take into consideration pupil numbers and school context. Values can
be found within the national published annual pay scales.

Secondary Sector

Banovallum School:

Head of Department/Faculty — Core
Head of Department/Faculty — Non-Core
Head of House

SENDCO

QEGS:

Head of Faculty — Core
Head of Faculty — Non-Core
Second in Faculty

Head of Year

SENDCO

Primary Sector

Huttoft Primary School:
SENDCO

West Fen Primary School:
SENDCO
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Appendix B: Supply Time for each academy

The Banovallum School

Times of the Supply Hours
Day Times
Start of day 8.50
Period 1 9.15-10.15 Period 1 9.05-10.25 1h 20m
Period 2 10.15-11.15 Period 1 + 2 9.05-11.25 2h 20m
Break 11.15-11.40 Period 1 -3 9.05-12.50 3h45m
Period 3 11.40 - 12.40 Period 1 -4 9.05-1.50 4h45m
Period 4 12.40 - 1.40 Period 5 9.05-150 1h25m
Lunch 1.40 - 2.30 Whole day 220-345 6h10m
Period 5 2.35-3.35
End of day 3.35 Period 2 10.05 - 1h 20m
11.25
Period 2 + 3 10.05 - 2h 45m
12.50
Period 2 -4 10.05-1.50 3h45m
Period 2-5 10.05 - 1.50
2.25-3.45 5h05m
Period 3 11.30 - 1h 20m
12.50
Period 3 + 4 11.30-1.50 2h 20m
Period 3 -5 11.30 - 1.50
2.25-3.45 3h40m
Period 4 12.30-1.50 1h 20m
Period 4 + 5 12.30 - 1.50
2.25-345 2h40m
Period 5 2.25-345 1h20m
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Huttoft Primary and Nursery School

Times of the Day Supply Hours
Times
Start of 8.45 Period 1 8.40-10.25 1h45m
day
Period 1 8.50-10.15 Period 1 + break 8.40-10.40 2h
Break 10.15- 10.30 Period 1 + 2 8.40-12.05 3h25m
Period 2 10.30 - 11.55 Period 1 -3 8.40-12.05
Lunch 11.55-12.55 12.45-250 5h 30m
Period 3 12.55-2.40 Period 2 10.20 - 1h 45m
12.05
Assembly  2.40-3.00 Period 2+3 10.20 -
12.05
End of day 3.00 12.45-250 3h50m
Period 2, 3 + 10.20-3.10 4h 10m
Assembly
Period 3 12.45-250 2h05m
Period 3 + 12.45-3.10 2h 25m
Assembly
Whole day (including Assembly) 8.40-12.05
12.45-3.10 5h 50m
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Queen Elizabeth’s Grammar School

Times of the Supply Hours
Day Times
Start of day 8.55 Period 1 9.05-10.15 1h10m
Period 1 9.15-10.05 Period 1 + 2 9.05-11.10 2h 05m
Period 2 10.10 - 11.00 Period 1 -3 9.05-12.25 3h20m
Break 11.00 - 11.20 Period 1 -4 9.05-1.20 4h15m
Period 3 11.25-12.15 Period 1- 5 9.05-1.20
Period 4 12.20-1.10 1.50-3.00 5h25m
Lunch 1.10-2.00 Period 1-6 9.05-1.20
Period 5 2.00-2.50 Whole day 1.50-3.55 6h 20m
Period 6 2.55-3.45 Period 2 10.00 - 1h 10m
11.10
End of day 3.45 Period 2 + 3 10.00 - 2h 25m
12.25
Period 2 -4 10.00-1.20 3h 20m
Period 2-5 10.00 - 1.20
1.50-3.00 4h 30m
Period 2 -6 10.00 - 1.20
1.50-3.55 5h25m
Period 3 11.15 - 1h 10m
12.25
Period 3 - 4 11.15-1.20 2h 05m
Periods 3 - 5 11.15-1.20
1.50-3.00 3h15m
Period 3 - 6 11.15-1.20
1.50-3.55 4h10m
Period 4 12.10-1.20 1h 10m
Period 4 - 5 12.10-1.20
1.50-3.00 2h20m
Period 4-6 12.10-1.20
1.50-3.55 3h15m
Period 5 1.50 - 1h 10m
3.00pm
Period 5-6 1.50-3.55 2h05m
Period 6 245-355 1h10m
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West Fen Primary School

Times of the Day Supply Hours
Times
Start of 9.00 Assembly + 8.50-10.55 2h 05m
day period 1
Assembly  9.05-9.25 Period 1 9.15-10.55 2h40m
Period 1 9.25-10.45 Assembly, Period 8.50-11.10 2h 20m
1 + break
Break 10.45-11.00 Period 1 + 2 9.15-12.25 3h10m
Period 2 11.00 - 12.15 Assembly, Period 8.50-12.25 3h 35m
1+2
Lunch 12.15-1.15 Period 1 -3 9.15-12.25
Period 3 1.15-3.10 1.05-3.20 5h25m
End of day 3.10 Assembly + 8.50-12.25
Periods 1-3
Whole day 1.05-3.20 5h 50m
Period 2 10.50 - 1h 35m
12.25
Period 2 -3 10.50 -
12.25
1.05-3.10 3h40m
Period 3 1.05-3.20 2h15m
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