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[bookmark: _6x3m20x0qpgd]

[bookmark: _p9tlx1ck1lyz]Related policies and documents
· The Elliot Foundation Academies Trust Values
· Appraisal Policy
· Capability Policy
· Finance Policy
· Equality and Diversity Policy
· Gender Pay Gap Report

[bookmark: _1yohir1itk8e]Definitions
· Where the word 'Trust' is used in this document it refers to The Elliot Foundation Academies Trust.
· Where the word ‘Principal’ is used it refers to both Executive Principals and Principals where applicable.
· Where appropriate the Relevant Governance Body will publish details of the procedures and practices to implement Trust policies.
[bookmark: _et1s6qqmztis]


[bookmark: _p3x0ahitprpn]Elliot Foundation Academies Trust Values


1. Put children first 
a. We trust and value your professionalism 
b. We share the responsibility for the learning and welfare of all of our children
c. Our purpose is to improve the lives of children

2. Be safe
a. Don’t assume that someone else will do it
b. Look after yourself, your colleagues and all children
c. We are all responsible for each other’s safety and well being
d. Discuss any concerns with an appropriate member of staff 

3. Be kind & respect all
a. People are allowed to be different as are you
b. Kindness creates the positive environment we all need to flourish
c. This kindness should extend to ourselves as well as to others

4. Be open
a. If you can see a better way, suggest it  
b. If someone else suggests a better way to you, consider it 
c. We exist to nurture innovators and support those who take informed risks in the interests of children

5. Forgive
a. We all make mistakes
b. Admit them, learn from them and move on

6. Make a difference 
a. Making the world a better place starts with you
b. Model the behaviour that you would like to see from others


1. [bookmark: _atd92wsjmcrs]Policy statement and objectives
1.1. The Elliot Foundation Academies Trust (“TEFAT”) is committed to developing and operating a fair and equitable salary system which enables the organisation to appoint, retain, reward and motivate a suitably skilled workforce.
1.2. The Trust recognises the importance of remuneration decisions that are appropriate, transparent, provide value for money and reward employees fairly for the work that they perform.
1.3. This policy is intended to operate in unity with the Trust’s Appraisal Policy, which is supportive in approach and designed to provide staff with appropriate opportunities for professional growth and development. The Pay Policy should facilitate and support this professional advancement. 

2. [bookmark: _fpkzoo40hogb]Scope and principles
2.1. This policy outlines the Trust’s approach to the pay and reward of its employees and applies to all staff who are employed by the Trust.

2.2. The Trust aims to ensure that there is no pay discrimination within its pay structures and that pay differentials can be objectively justified through the use of equality proofed job evaluation and experience and performance assessment mechanisms which directly relate salaries to the requirements, demands and responsibilities of the role.

2.3. This policy will be implemented with consideration to staffing and financial budget plans	 and in collaboration with the Finance Director to ensure that appropriate funding is allocated to pay progression at all levels and across all groups.

2.4. All pay-related decisions are made in the context of the policy objectives set out at paragraph 1 above, relevant employment law and taking full account of Trust priorities. In the case of academies, pay decisions will be made in the context of a whole school approach to pay and individual academy improvement plans. 

2.5. Annual pay progression within salary range/scale/grade will be automatic and is not linked to performance. However, all employees are expected to deliver in line with their specific job roles and against national standards where applicable, including Teachers’ Standards as a minimum (and Headteacher Standards in the case of Executive Principals and Principals). 
 

3. [bookmark: _s8djf6h54cd7]Delegation of decision making
3.1. Those with delegated responsibilities under this policy should be appropriately trained and/or advised by a trained and qualified person/s.
3.2. Pay decisions are made in line with the Trust’s Scheme of Delegation. Relevant committees and individuals will have delegated day to day management of the policy as follows:
	Scope
(for whom)
	Day to Day management delegated responsibility
	Salary Review
	Salary Review Appeal

	CEO
	Chair of the Board

	Trust Board Salary Committee recommendation to the Board for approval
	Trust Board Salary Review Appeal Committee 

	Trust Officers (Operations Group)
	CEO

	Trust Board Salary Committee recommendation to the Board for approval
	Trust Board Salary Review Appeal Committee 

	All remaining central Trust staff
	CEO
	Trust Board Salary Committee 
	Trust Board Salary Review Appeal Committee

	Executive Principals and Principals 
	Regional Directors

	Executive Salary Committee (Operations Group)
	Executive Salary Review Appeal Committee (Operations Group to include CEO)

	All remaining school based staff
	Executive Principals and Principals
	Executive Salary Committee (Operations Group to include relevant Regional Director)
	Executive Salary Review Appeal Committee (Operations Group)



3.3. 	Those with delegated day to day management of the policy will report to the nominated committee those occasions when the delegated responsibility has been exercised in respect of the discretionary elements of this policy.

3.4. The Trust requires that those with day to day management of the policy in exercising the delegated responsibilities have appropriate regard to the approved budget. However, funding constraints will not be used as justification for denying pay progression and will not be a factor to consider when applying pay awards.

3.5. Those with day to day management of the policy must seek advice from the central HR Team where appropriate for this purpose.

4. [bookmark: _2fzcxy4vxb80]Determination of Salary Ranges and Initial Appointments
4.1. [bookmark: _5e6bk44gfh54]Executive salary ranges (CEO and Trust Officers) 
	The Executive Payscales set out the specific payscale relevant for the CEO and Director roles. 
 
4.2. [bookmark: _o2dastx8z0we]Appointment of a member of Executive staff
	At the time of appointing a new Executive member of staff, the selection panel making the new appointment shall determine the starting salary within the determined payscale, taking account of the following matters:
a. the successful candidate’s level of qualifications, skills and experience
b. market conditions
c. the wider Trust context and
d. the successful candidate’s current pay.

	The selection panel shall ensure that there is room for salary progression on the range and have regard to advice available from the central HR Team for this purpose.
4.3. [bookmark: _8a8gbor53hic]Executive Principal, Principal and Senior Leadership Team salary ranges
	For the purposes of determining the group size of the federation or academy by which the Executive Principal and Principal range is identified, the Trust will re-calculate annually the appropriate unit total of the federation or academy in accordance with the calculation set out in the School Teachers’ Pay and Conditions Document (STPC).

4.4. The Trust will assign the federation or academy to the appropriate Headteacher Group (HTG) whenever a new Executive Principal or Principal is to be appointed, when an existing Executive Principal or Principal assumes responsibility for an additional academy on a permanent basis and on such other occasions as the Trust sees fit.  

4.5. The Executive Principal and Principal ranges shall be a range of seven consecutive salary points selected by the Trust within the HTG ranges applicable to the federation or academy (the “ISR”). The monetary value of these points will reflect a TEFAT 5% uplift to the national values. Once the uppermost point of the range has been reached, the monetary value of the uppermost point may be increased annually by further additional 5% enhancements, up to a maximum of 15%.
4.6. If the Trust sees fit to change the group of the federation or academy having re-calculated the unit total of the federation or academy, the Trust will ensure the Executive Principal/Principal is paid in accordance with the correct HTG. The Trust will also ensure that the salary ranges of any other teachers affected by the arrangement by increased or decreased responsibilities are also reviewed.
4.7. The salary ranges for Heads of Schools, Vice and Assistant Principals shall be a range of five consecutive salary points determined in the context of a whole school approach to pay and with reference to the federation or academy's ISR and the highest paid classroom teacher. 
4.8. [bookmark: _g3877d3flk8i]Appointment of an Executive Principal, Principal or Senior Leadership Team member
	At the time of appointing a new Executive Principal, Principal, Vice Principal, Assistant Principal or support staff member of the Leadership Team the selection panel making the new appointment shall determine the salary point on the individual range to be paid. 

	When determining starting salary, the following matters will be considered:
a. the nature of the post;
b. the level of qualifications, skills and experience required;
c. market conditions;
d. the wider Trust and academy context;
e. the successful candidate’s current pay
f. the salaries of other leadership team members within the academy;
g. in the case of an Executive Principal employed to work across more than one school on a permanent basis, the starting salary will normally be the third point on the relevant range.

	The selection panel shall ensure that there is room for salary progression on the range and have regard to advice available from the central HR Team for this purpose.
4.9. [bookmark: _jexpsmapptic]Leading Practitioner salary ranges
	Leading Practitioners are qualified teachers who are employed in specific posts with the primary purpose of modelling and leading improvement of teaching skills in the organisation. 

4.10. Leading Practitioners will normally have a sustained track record of successful performance as a teacher on the upper pay scale, demonstrate excellence in teaching, have an up to date knowledge in best practice of teaching skills and have contributed to leading the improvement of teaching skills.
4.11. Leading Practitioners will be paid on a 5 point pay range within the overall Leading Practitioner pay range which will be determined by the Trust, taking into account the following criteria:
a. the nature of the work required, including any work with teachers from other academies;
b. the context of the work;
c. the professional competencies required;
d. the salaries of other leadership team members within the academy
e. recruitment and retention challenges;
f. other criteria as considered appropriate.

4.12. Different Leading Practitioner posts may be paid on different individual ranges within the overall pay range to reflect the different demands and challenges of that specific post but ensuring pay equality and fair pay relativities between posts of differing responsibility.
4.13. [bookmark: _6hdenz482ze2]Appointment of a Leading Practitioner
	At the time of appointing a new Leading Practitioner the selection panel making the new appointment shall determine the salary point on the individual range to be paid. The selection panel shall ensure that there is room for salary progression and have regard to advice available from persons engaged by the Trust for this purpose.
4.14. [bookmark: _23hszg2h9r0s]Teaching staff salary ranges
	All other teachers than those covered by paragraphs 4.1 to 4.15 above will be paid on the relevant TEFAT pay range as set out in Appendix D.
4.15. [bookmark: _5ky5jxovtlu5]Appointment of a member of teaching staff
	At the time of appointing a new teacher, those with day to day management of the policy shall determine the salary point on the relevant range to be paid. 

4.16. When determining starting salary, the following matters will be considered:
a. market conditions;
b. the wider Trust and academy context;
c. the successful candidate’s current pay.

4.17. The Trust will, as a minimum, offer a teacher on appointment a salary that matches the substantive salary on which the applicant is/was paid in his/her last  employment, subject to proof of salary, save for an individual who was last paid on the leadership pay spine who will be paid at Upper Pay Spine 1 as a minimum on appointment to a teacher role.   

4.18. Those teachers wishing to be assessed for the threshold to be paid on the Upper Pay Spine at the time of appointment will be required to provide evidence from their current/last employment demonstrating they meet the criteria set out in paragraph 6.4 below.
4.19. [bookmark: _o8jnyr3cfmmd]Support staff scales/grades (central and school based)
	Salary scales or grades for support staff roles will be determined using the appropriate job family or job evaluation process in a manner which ensures equal pay for the same or broadly similar work or work of equivalent value, subject to local authority specific terms and conditions.

4.20. If at any time those with day to day management of the policy consider that a member of the support staff is being asked to undertake, or has undertaken, increased or decreased responsibilities on a permanent basis, s/he shall refer the job description of the post, with the new responsibilities, to the central HR Team to be assessed against the relevant job family or evaluated. If the assessment/evaluation provides for a higher salary that salary will be paid to the post holder from a date determined by those with day to day management of the policy and, in the case of a temporary increase in responsibility, the date to which the new salary will be paid.  In the event that the evaluation provides for a lower salary the employee will be entitled to salary safeguarding for a period as set out in paragraph 11.
4.21. [bookmark: _fi7wtcel22lw]Appointment of a member of support staff (central and school based)
	At the time of appointing a new member of support staff, those with day to day management of the policy shall determine the salary point on the relevant scale or grade to be paid. 

4.22. When determining starting salary, the following matters will be considered:
a. market conditions;
b. the wider Trust and academy context;
c. the successful candidate’s current pay.
4.23. [bookmark: _t7vov7uu738m]Apprenticeship Posts
		Apprentices will be paid the applicable Real Living Wage for the duration of their apprenticeship as a minimum.

5. [bookmark: _499x2c5ct4jk]Salary Review
5.1. [bookmark: _tjzpynd33z9r]Executive staff (CEO and Trust Officers)
	The Trust will ensure that every executive member of staff’s salary is reviewed annually with effect from 1st September. The salary recommendation will be made by a relevant committee for approval by the full Trust Board on the basis of recommendations made by the relevant individuals with day to day management of the policy (Chair of the Board of Trustees in relation to the CEO’s salary and the CEO in relation to Trust Officers’ salaries). 

5.2. The Trust will award a point for each year of employment to the maximum of the relevant pay spine unless:
· an individual's performance has not been satisfactory; and
· they have been subject to a performance support plan or capability process or concerns have been put in writing about their performance during the academic year; and
· those concerns have not been satisfactorily addressed by the conclusion of that process. 

5.3. Those with day to day management may make a recommendation to withhold progression if an executive member’s performance has not been satisfactory and they have been subject to a performance support plan or capability process or concerns have been put in writing about their performance during the academic year.

5.4. Progression will normally be by one point, but the Trust may consider progression by two points in exceptional circumstances where the performance of the individual has been excellent. The process for awarding accelerated progression on the basis of exceptional performance is set out in Appendix C.

5.5. A right of appeal will be available in relation to the annual salary determination, please refer to paragraph 7 for appeal details.

5.6. Executive staff who are in their probation period, including a probation extension period, at the relevant salary increment date will not be considered for an incremental point increase until the following annual review date.
5.7. [bookmark: _6tj3cx2rr2hj]Executive Principal, Principal and Senior Leadership Team members
	The Trust will ensure that the salaries of Executive Principals, Principals and members of the Senior Leadership Teams are reviewed annually with effect from 1st September. The salary determination will be made by a relevant Executive Salary Review Committee on the basis of recommendations made by the relevant individuals with day to day management of the policy (Regional Director in relation to Executive Principal and Principal salaries and the relevant Executive Principal/Principal in relation to other members of Senior Leadership Teams’ salaries).

5.8. The Trust will award a point for each year of employment in role to the maximum of the relevant pay range, unless:
· an individual's performance has not been satisfactory; and
· they have been subject to a performance support plan or capability process or concerns have been put in writing about their performance during the academic year; and
· those concerns have not been satisfactorily addressed by the conclusion of that process. 

5.9. Progression will normally be by one point, but the Trust may consider movement by two points in exceptional circumstances where the performance of the individual has been excellent. The process for awarding accelerated progression on the basis of exceptional performance is set out in Appendix C.

5.10. A right of appeal will be available in relation to the annual salary determination, please refer to paragraph 7 for appeal details. 
5.11. [bookmark: _4z1l46od7sgq]Teaching staff
	The Trust will ensure that every teacher’s salary is reviewed annually with effect from 1st September.

5.12. Unqualified Teacher Pay Spine and Main Pay Spine
	The Trust will award a point for each year of employment as a classroom teacher to the maximum of the relevant pay spine, unless:
· an individual's performance has not been satisfactory; and
· they have been subject to a performance support plan or capability process or concerns have been put in writing about their performance during the academic year; and
· those concerns have not been satisfactorily addressed by the conclusion of that process. 

5.13. Progression will normally be by one point, but the Trust may consider movement by two points in exceptional circumstances where the performance of the individual has been excellent. The process for awarding accelerated progression on the basis of exceptional performance is set out in Appendix C.

5.14. Upper Pay Spine
	The Trust will award a point for every two years of employment as a classroom teacher to the maximum of the relevant pay spine, unless:
· an individual's performance has not been satisfactory; and
· they have been subject to a performance support plan or capability process or concerns have been put in writing about their performance during the previous and/or current academic year; and
· those concerns have not been satisfactorily addressed by the conclusion of that process. 


5.15. Progression will normally be biennially (every 2 years) but the Trust may consider progression on the pay scale after one year in exceptional circumstances where the performance of the individual has been excellent. The process for awarding accelerated progression on the basis of exceptional performance is set out in Appendix C.

5.16. A right of appeal will be available to all teachers in relation to the annual salary determination, please refer to paragraph 7 for appeal details. 
5.17. [bookmark: _nfdj9ojtqcbw]Early Careers Teachers (ECTs)
	In the case of ECTs, whose appraisal arrangements are different, pay decisions will be made by means of the statutory induction process. 

5.18. If the member of staff successfully completes each year of their ECT induction,  pay progression will automatically apply from the first day of the term following completion.

5.19. If concerns have been raised and managed during the induction process and satisfactory and sustained improvement has not been made, the induction period may be extended and a decision in relation pay progression will be deferred until conclusion of the extended induction period.
5.20. [bookmark: _bmhjif2ljen3]Unqualified teachers who become qualified teachers
	Upon obtaining qualified teacher status an unqualified teacher will be transferred to a salary within the main teacher pay range which will be the same as or higher than their salary as an unqualified teacher.
5.21. [bookmark: _cpy0ef9vsym9]Support staff
	The Trust will ensure that salaries of support staff are reviewed annually in accordance with local arrangements.

5.22. The Trust will award a point to the maximum of the relevant pay scale/grade for each year of employment, unless:
· an individual's performance has not been satisfactory; and
· they have been subject to a performance support plan or capability process or concerns have been put in writing about their performance during the academic year; and
· those concerns have not been satisfactorily addressed by the conclusion of that process. 

5.23. Progression will normally be by one point, but the Trust may consider movement by two points in exceptional circumstances where the performance of the individual has been excellent. The process for awarding accelerated progression on the basis of exceptional performance is set out in Appendix C.

5.24. Support staff who are in their probation period, including probation extension periods, at the relevant salary increment date will be awarded a point increment on the six month anniversary of service in the post or completion of their probation period, whichever is later.

5.25. Salary 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 confirmation will be given after any review and, where applicable, will give information about the basis on which it was made.

5.26. A right of appeal will be available to all support staff in relation to the annual salary determination or salary review process, please refer to paragraph 7 for appeal details.

5.27. [bookmark: _doo7x78zrfub]Absences during salary review period
	Where an employee is absent for a long term period such as through disability related illness or maternity leave, either during the preceding year or at the time of the salary review process, those with delegated day to day management of the policy will ensure that pay progression is implemented as though they had not been absent, save for those employees subject to a performance support plan or capability process or concerns had been put in writing about their performance immediately prior to their absence. Advice should be sought from the Central HR Team in these circumstances.

5.28. [bookmark: _le63quk8o0f]Salary statements
	The Trust will ensure that each employee is provided with an annual written statement setting out their salary and any other financial benefits to which they are entitled.

6. [bookmark: _fjwjtuxu46w7]Threshold applications (to be paid on the Upper Pay Spine)
6.1. Any qualified teacher may apply to be paid on the upper pay range (UPS) and the Trust is committed to promoting a culture where every teacher is encouraged to grow and develop their professional practice so that they are able to apply for progression to UPS.

6.2. An application by a teacher to be paid on the UPS must be assessed and dealt with in line with this policy.

6.3. It is the responsibility of the teacher to decide whether or not they wish to apply to be paid on the upper pay range. The teacher must inform the relevant Executive Principal/Principal in writing that they wish to be assessed by 30 September. 


6.4. A successful applicant will have demonstrated:
a. that as a teacher s/he is highly competent in all elements of the relevant standards; and
b. that his/her achievements and contributions to the Trust are substantial and sustained (please refer to Appendix B for the Trust’s definition of “highly competent” and “substantial and sustained”).

6.5. The relevant Executive Principal/Principal will make a recommendation in relation to the application and submit it to the Executive Salary Review Committee. They shall inform the teacher of the recommendation they are making to the committee regarding the threshold application as soon as possible after the closing date has passed. They shall discuss the application with the employee and provide oral feedback on the relevant criteria indicated and, in the case of an unsupported application, this feedback will be confirmed in writing. Feedback shall also include advice on aspects of performance that would benefit from further development. 

6.6. The determination of the application will be communicated to the teacher by the Executive Salary Review Committee before 31st October and will include a right of appeal to the Executive Salary Review Appeal Committee. Please refer to paragraph 7 for appeal details.

6.7. A successful applicant will progress to a point on the Upper Pay Spine and with effect from a date determined by the relevant committee, which will usually be 1 September. This will normally be the first point on the Upper Pay Spine, save for circumstances evidencing exceptional performance over the previous two years. It is expected that the level of performance assessed will be at least sustained. 

7. [bookmark: _5kppywte3p4]Appeals against pay decisions
7.1. Any employee who is dissatisfied with a salary review decision may appeal against the decision. 

7.2. The salary appeals process performs the function of the grievance procedure on pay matters and so employees will not be able to raise the complaint under the Trust’s Grievance Policy during or following the conclusion of a salary appeal.

7.3. The employee may make a written request for a formal written statement of reasons for the decision which s/he wishes to have reviewed. This should be made to the individual or committee responsible for the original decision.

7.4. If the employee remains dissatisfied following receipt of the written statement of reasons, they may appeal the decision at a hearing of the relevant Salary Review Appeals Committee. The employee must submit a written appeal within 10 working days of receipt of the written reasons detailing the basis of the appeal which must fall into one or more of the categories:
	
a. the decision incorrectly applied any provision of the appropriate Pay Policy;
b. the decision failed to have proper regard for statutory/contractual guidance, including the current STPC Document (for teachers) or, in the case of support staff, incorrectly applied the relevant job evaluation scheme;
c. the decision failed to take proper account of relevant evidence;
d. the decision took account of irrelevant or inaccurate evidence;
e. the decision was biased; or
f. the decision otherwise unlawfully discriminated against the employee.

7.5. An appeal hearing will normally be heard within 20 working days of receipt of the appeal and the decision of the Salary Review Appeal Committee shall be final. 
7.6. The employee will have the opportunity to be accompanied to the hearing by a trade union representative or workplace colleague and will be able to make representations to the Salary Review Appeal Committee panel. The individual or a representative of the original Salary Review Committee where applicable, will also attend to respond to the appeal. The procedure to be followed for the Salary Review Appeal Hearing is attached at Appendix A of this policy. 
8. [bookmark: _hncsizd2o37]Additional Payments
8.1. [bookmark: _c8ricrrzwc23]Real Living Wage
	The Trust is committed to paying employees the Real Living Wage as a minimum rate of pay. The Trust will enhance pay scale points to ensure the hourly rate of pay is equivalent to the applicable Real Living Wage rate as a minimum where necessary. 

8.2. [bookmark: _fjsjyq7936br]Teaching and Learning Responsibilities (TLRs)
	Classroom teachers who take on a sustained additional responsibility, for the purpose of ensuring the continued delivery of high-quality teaching and learning and for which the teacher is made accountable, may be awarded a Teaching and Learning Responsibility (TLR) payment. 

8.3. The TLR structure for each academy will be determined by the relevant committee on recommendation by those with day to day management of the policy (see paragraph 3.2). 

8.4. TLR1 and TLR2 payments are awarded to teachers undertaking sustained additional responsibility over and above those responsibilities expected of a class teacher. 
8.5. TLR3 payments are awarded for teachers who are taking on a time-limited school improvement project or one-off responsibility. 
8.6. It is not possible for a teacher to receive both a TLR1 and TLR2, but it is possible for a teacher to receive a TLR1 or TLR2 and a TLR3.
8.7. Teachers will be paid a TLR payment based on the proportion of responsibility the teacher carries out, rather than an automatic pro rata principle being applied to their contracted hours.
8.8. Recruitment/retention incentives (teaching staff) and honorariums (support staff)
	For posts where the Trust anticipates or encounters recruitment and/or retention difficulties or in other circumstances deemed appropriate, consideration may be given to awarding an additional payment, incentive or benefit as determined by the Trust.
8.9. Such awards will be recommended by those with responsibility for the day to day management of the policy to the appropriate committee as set out at paragraph 3.2.
8.10. Where such an incentive or benefit is awarded, the appropriate committee will determine, on recommendation by those with day to day management of the policy:
a. whether the award is for recruitment or retention or other justification
b. the nature of the award (e.g. cash sums, travel, housing costs)
c. when/how it will be paid
d. the start date and duration of the award (usually reviewed annually)
e. the basis for any uplift that may be applied.

8.11. Allowances may be paid monthly, paid wholly or in part as a lump sum subject to satisfactory completion of service in the previous year, or paid by a combination of the two methods. 

8.12. Where a decision is made to increase the CEO/a Trust Officer’s salary beyond the maximum of the salary range identified for their role, the sum of all additional payments made to the CEO/Trust Officer will not exceed 25% of the maximum of their substantive salary range.

8.13. Where a decision is made to increase an Executive Principal or Principal’s salary beyond the maximum of the appropriate HTG, the total sum of all additional payments made to the Executive Principal or Principal will not exceed 25% of the maximum of the HTG, except in exceptional circumstances. 

8.14. Any award will be reviewed annually.

8.15. [bookmark: _hph2edrpbizv]Acting up allowances
	If an employee is appointed to act up during the absence of a more senior colleague, the Trust will consider within four weeks of the acting appointment whether or not the individual shall be paid an acting allowance. If no allowance is paid, the Trust may reconsider the position at any time.
8.16. If considered appropriate, those with day to day management of the policy should make a recommendation to the relevant committee as set out in paragraph 3.2 for payment of an acting up allowance and the date from which it should be paid. The allowance will normally equal the difference between the salary currently paid to the person appointed to act up and a salary considered appropriate given the assumed duties for the period of acting up.  The STPC conditions of employment for an Executive Principal, Principal, Vice Principal or Assistant Principal will also apply to any person in receipt of an acting allowance for these roles.
8.17. [bookmark: _2pp3xacmjnue]Additional payments as a result of temporary additional responsibilities 
	Additional payments may be made to the CEO or an Executive Principal or Principal 	for temporary responsibilities that are in addition to the duties taken into account for the determination of their substantive salary, including taking temporary responsibility for more than one Trust/federation/academy. The total sum of any temporary payments will not normally exceed 25% of the individual’s annual salary.
8.18. Where additional responsibilities and activities are undertaken by other employees resulting from the CEO, Executive Principal or Principal having additional temporary responsibilities, such as more than one Trust/federation/academy, the relevant committee will review the employee’s  salary to reflect the additional responsibilities and activities.  
8.19. [bookmark: _2jwo3chxzh1c]Additional payments to teaching and support staff
	Save for those circumstances set out in paragraph 8.20, additional hours worked by agreement from time to time will be paid as follows:
a. for teachers, at the same rate as their substantive contract with a daily rate calculated using 195th of the full time equivalent salary (including any TLR or allowances)
b. For support staff, an hourly rate will be calculated using the full time equivalent salary applicable to the job role delivered (hourly rate calculated as FTE salary/(FTE weeks*FTE hours)). Applicable NJC premium pay rate enhancements for work delivered outside of the normal working week will be payable.


8.20. [bookmark: _4big7qgo8bjq]Other additional payments for teaching and support staff
	Payment will be made to those teachers who, at the request of those with day to day management of the policy and whose role does not already take account of such activity, agree to undertake:
a. CPD undertaken outside of the Trust/federation/academy day;
b. activities relating to the provision of ITT as part of the ordinary conduct of the Trust/federation/academy day, or
c. out of Trust/federation/academy hours learning activities,

8.21. The daily rate payable to each individual undertaking such CPD or ITT activities and entitled to such a payment will be determined by the Trust and periods of less than a day will be paid pro rata.

8.22. [bookmark: _p4gklhbso911]Special educational needs allowances
	The Trust will award an SEN allowance to a classroom teacher in accordance with the criteria and provisions set out in the STPCD.

8.23. The post and allowance(s) will be identified in the staffing structure and will be spot salaries selected from the SEN range.  The value of allowances will be based on:
a. whether any mandatory qualifications are required;
b. other qualifications and expertise relevant for the post; and 
c. the relative demands of the post.

8.24. [bookmark: _g9y8qo1eyts5]Salary deductions for teaching and support staff
	Where authorised unpaid leave of absence or unauthorised absence occurs, deductions of salary shall be calculated as follows:
c. for teachers, at the same rate as their substantive contract with a daily rate calculated using 195th of the full time equivalent salary (including any TLR or allowances)
d. For support staff, an hourly rate will be calculated using the full time equivalent salary applicable to the job role delivered (hourly rate calculated as FTE salary/(FTE weeks*FTE hours))

9. [bookmark: _kpiqn25yz0j9]Calculation of part time teachers’ salaries
9.1. Teachers employed on an on-going basis by the Trust but who work less than a full working day or week are deemed to be part-time.
9.2. The Trust will ensure that all employed part time teachers will have their salaries calculated in accordance with the STPC Document and the “pro rata principle”. The part time calculation will be made using the school’s timetabled teaching week for a comparable full time post within the school. Part-time teachers will therefore be entitled to be paid on a pro-rata basis of the pay rate they would receive if employed full-time in the same post (including basic pay and any additional allowances).
9.3. The Trust will ensure that the total amount of time for which a part time teacher may be directed by the Trust/academy is calculated in accordance with the STPC Document and the “pro rata principle”.
9.4. All part time teachers will be advised of the way in which their salary and directed time are calculated on request.

9.5. Additional hours worked by agreement from time to time will be paid at the same rate with a daily rate calculated using 195th of the full time equivalent salary (including any TLR or allowances).

10. [bookmark: _vxousx5hxoeh]Staffing structure
10.1. Those with day to day management of the policy will annually recommend to the appropriate committee, a staffing establishment for the Trust/federation/academy that:
a. takes account of any financial limits determined by the Trust or delegated committees;
b. identifies the posts to which allowances will be allocated for permanent Teaching and Learning Responsibilities (TLR) in accordance with the requirements of the STPC Document;
c. determines the value of any TLR post that is to be paid for a short term period.  A statement identifying a payment within the range for TLR3, the length of time for which it will be paid, and the reason for the short term payment will be provided to the appropriate committee;
d. determines the value of any recruitment or retention allowances or honorariums to be allocated to posts. A statement identifying the justification, value and length of time for which it will be paid will be provided to the appropriate committee;
e. identifies the level of allowance to be allocated to each permanent TLR post between the maximum and minimum limits set out for each TLR in the STPC Document, and the different levels that may be paid within each TLR in the staffing structure in accordance with the STPC Document;
f. identifies the level of salary to be allocated to any Leading Practitioner posts together with the salary ranges to be assigned to each post;
g. identifies posts to be paid on the Leadership Group pay range together with the salary ranges assigned to each post;
h. identifies any post to which a salary from the Special Educational Needs range of salaries will be allocated together with the level of each allowance to be paid; and
i. identifies the staffing structure for executive/support staff posts together with the allocated salary grade assigned to each post.


11. [bookmark: _rf4zbexvg8xt]Salary safeguarding
11.1. Subject to paragraphs 11.3 and 11.4 below, salary safeguarding will be applicable in circumstances in which an employee:
a. Loses a post as a result of the re-organisation of the Trust/an academy or the discontinuance of an academy and takes up a new post within the organisation at a lower rate of salary or contract hours/weeks
b. Loses a TLR as a result of a re-organisation or change to staffing structure
c. Loses an ongoing contractual allowance at a date earlier than the published anticipated end date as a result of a re-organisation or change to staffing structure

11.2. Salary safeguarding will not be applicable where employees voluntarily move to another job or voluntarily reduce their working hours or weeks.  

11.3. Teaching Staff
	Salary safeguarding arrangements will be applied to a member of teaching staff’s salary where applicable in accordance with the relevant provisions of the relevant STPC Document.

11.4. Support Staff
	Salary safeguarding arrangements for non-teaching staff will be for 3 years. The value of the safeguarding will be reduced on the anniversary of the change, as follows:
· Year 1 = 100%
· Year 2 = 60%
· Year 3 = 40%

11.5. The following components of pay are protected:
a. Basic salary/hourly rate
b. Basic contract hours (including contracted overtime)
	
	Any sick pay, holiday pay, maternity, paternity or adoption pay will reflect the level of protected basic pay.

11.6. The following components of pay are not protected:
a. Additional hours worked over the minimum contractual guarantee (including non-contractual overtime)
b. All pay related allowances, e.g. standby, letting fees, shift allowances
c. All pay related enhancements, e.g. overtime, unsocial hours, bank holiday working
d. All non-pay related allowances, e.g. car allowance, subsistence allowance, annual leave
e. Any adjustments to the hourly rate resulting from the standardisation of the working week and number of working weeks per year
f. Market supplements and acting up and honorarium payments
g. Any increase in minimum contractual hours introduced after the operative date of pay protection.

11.7. All protected pay is pensionable.

12. [bookmark: _mrdhj9qknqn8]Supply teachers
12.1. Teachers who work on a day-to-day or other short notice basis have their pay determined in line with the statutory pay arrangements in the same way as other teachers.

12.2. Supply teachers who are engaged for a full day will be paid at a daily rate of 1/195th of the annual pay they would receive if employed on a regular contract. If they are engaged for less than a full day, they will be paid on an hourly basis, with the appropriate daily rate divided by the proportion of the full day they are engaged to work. 
13. [bookmark: _k4tjelek73a]Review of the policy
13.1. The Trust will review this policy annually or on any occasion when it is considered necessary.

13.2. The Trust will consult with the staff and the recognised trade unions at the time of the annual or any other review of the policy.
 
[bookmark: _7bktrz34cirg]

[bookmark: _p4x0wk4z6788]Appendix A: Procedure for an appeal of a salary determination 

Agenda - Salary Review Appeal Hearing
1. The appeal of the employee
The employee or representative:
a. introduces the employee’s written reasons for the appeal
· the original individual responsible for the pay decision or representative of the Salary Review Committee (where applicable) may ask questions of the employee;
· then members of the Salary Review Appeal Committee may ask questions of the employee;
b. may call witnesses, each of whom will have provided a written statement of the information s/he wishes to give, and each witness may be asked questions by the original individual or representative of the Salary Review Committee and then by the Salary Review Appeal Committee. 
2. The response of the Salary Review Committee
The original individual responsible for the pay decision or representative of the Salary Review Committee (where applicable) or their representative:
a. explains the process and evidence used to come to the decision being appealed with reference to the written statement of reasons for the original salary decision previously provided to the employee, 
· and the employee or representative may ask questions of the individual or representative of the Salary Review Committee;
· then members of the Salary Review Appeal Committee may ask questions of the individual or representative of the Salary Review Committee;
b. may call witnesses, who will have provided a written statement of the information they wish to give, and each witness may be asked questions by the employee or his/her representative and then by the Salary Review Appeal Committee
3. Summing up and withdrawal
a. the original individual responsible for the salary decision or the representative of the Salary Review Committee or their representative has the opportunity to sum up if s/he so wishes;
b. the employee, or representative, has the opportunity to sum up his/her case if s/he so wishes;
c. all persons other than the Salary Review Appeal Committee and its adviser are then required to withdraw.
4. Salary Review Appeal Committee decision
a. the Salary Review Appeal Committee and the person who is advising on law, procedure, and merits of the case (see Note 3 below) are to deliberate in private, only recalling the parties to clear points of uncertainty on evidence already given.  Any recall must involve both parties;
b. the Chair of the Salary Review Appeal Committee will announce the decision to the employee, which will be confirmed in writing within 5 working days.
  
Notes:  
1. For the purposes of the appeal, the original individual responsible for the salary decision or the Salary Review Committee representative may be supported by the advisor to the original decision and may call those with day to day management of the policy as a witness 
2. The Salary Review Appeal Committee may appoint an adviser to advise on the law, procedure, and merits of the case who may not be an employee of the Trust.
3. The employee may be represented by a representative of his/her trade union or a workplace colleague.


[bookmark: _3xbuv6j24uhx]Appendix B: Access to the Teachers’ Upper Pay Spine (Threshold)
1. Any qualified teacher may apply to those with day to day management of the policy (see paragraph 3.2) be paid on the Upper Pay Spine.
2. An application may be made by expressing a wish to be assessed in writing. It can only be made once in an academic year and must be made by 30 September.
3. A successful applicant will have demonstrated that as a teacher:
a. s/he is highly competent in all elements of the relevant standards; and
b. his/her achievements and contributions to the Trust are substantial and sustained*
For the purpose of this Pay Policy, a teacher will satisfy the criteria set out above though  evidencing the following, in addition to competency of the Teacher Standards:
1. Professional attributes 
1.1. Contribute significantly, where appropriate, to implementing workplace policies and practice and to promoting collective responsibility for their implementation. 
2. Professional knowledge and understanding 
2.1. Have an extensive knowledge and understanding of how to use and adapt a range of teaching, learning and behaviour management strategies, including how to personalise learning to provide opportunities for all  learners to achieve their potential. 
2.3. Have an extensive knowledge and well-informed understanding of the assessment requirements and arrangements for the subjects/curriculum areas they teach, including those related to public tests, examinations and qualifications. 
2.4. Have up-to-date knowledge and understanding of the different types of qualifications and specifications and their suitability for meeting learners’ needs. 
2.5. Have a more developed knowledge and understanding of their subjects/curriculum areas and related pedagogy including how learning progresses within them.
2.6. Have sufficient depth of knowledge and experience to be able to give advice on the development and well being of children and young people. 
3. Professional skills 
3.1. Be flexible, creative and adept at designing learning sequences within lessons and across lessons that are effective and consistently well-matched to learning objectives and the needs of learners and which integrate recent developments, including those relating to subject/curriculum knowledge. 
3.2. Have teaching skills which lead to learners achieving well relative to their prior attainment, making progress as good as, or better than, similar learners nationally.  
3.3. Promote collaboration and work effectively as a team member. 
3.4. Contribute to the professional development of colleagues through coaching and mentoring, demonstrating effective practice, and providing advice and feedback.
*Sustained means evidence of a consistent standard of performance usually over at least  2 academic years.
The application shall be based on the annual appraisal document (and previous appraisal report/s which meet the criteria as supplementary evidence to be considered which reflects the applicant’s achievements usually over at least a 2 year period).
 

[bookmark: _msq7ve9lt73l]Appendix C: Salary recognition for exceptional performance

1. A recommendation for salary recognition of exceptional performance should be made by those with day to day management of the policy (paragraph 3.2) to the relevant committee at the time of the annual/biennial salary review.

2. Written details should be provided by the manager to the committee of the exceptional performance which has led to the recommendation and details provided of the impact of the performance on the academy/Trust.

3. If awarded, the salary recognition will usually be the award of 2 points progression on the relevant pay range/scale/grade in that annual/biennial salary assessment.

4. If an employee has requested salary recognition for exceptional performance themselves, the individual with day to day management of this policy should meet with the employee to discuss the rationale for recognising their exceptional contribution and how they have shown impact above and beyond their current day to day role and responsibilities.

5. If an employee’s request or manager’s recommendation for salary recognition for exceptional performance is declined at any stage they may appeal in accordance with the appeal process set out in paragraph 7 above.

6. Careful consideration should be given to a recommendation for salary recognition for exceptional performance to ensure any direct or indirect discriminatory practices are avoided 
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