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Policy Overview 
• The Governing Body of Nicholas Breakspear Catholic School seeks to ensure that all teachers and support employees staff are valued and receive proper recognition and remuneration for their work and their contribution to school life. 

• The prime statutory duty of governing bodies, as set out in the School Standards and Framework Act 1998, 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. 

Scope 

This policy applies to all employees in the school, (apart from any whose pay is not determined by the Governing Body), once the Governing Body has adopted it. The Governing Body is the legal employer as Nicholas Breakspear Catholic School is a Voluntary Aided School. 

Aim 

The aim of the policy is to: 

•  maintain and improve the quality of education provided for students in the school by having a pay policy that support's The School’s vision, mission and Improvement Plan 

• have a staffing structure related to The School's Improvement Plan 

• demonstrate to employees that the Governing Body is implementing its pay policy in a fair, consistent and responsible way 

Responsibility 

In exercising its functions, the Governing Body will adhere to relevant legislation. The main legislation is set out in the legal framework of this policy. 

• The Education Act 2002 2004

• The Education (School Government) (Terms of Reference) (England) Regulations 2000; in particular, the principles applicable to those in public life 

• The Education (School Teachers) (Qualifications) (England) Regulations 2003 

• The School Teachers' Pay and Conditions Document currently in force and accompanying DfES guidance 

• Conditions of Service for School Teachers in England and Wales currently in force (ie the Burgundy Book) 

• The Hertfordshire Framework for Managing People in Schools 

• The National Joint Council for Local Government Services National Agreement on Pay and Conditions of Service (Green Book) – where still in place for employees who are not teachers 

• Education (School Teacher Appraisal) (England) Regulations 2001? 
The Governing Body has responsibility for establishing The School's pay policy and for seeing that it is followed, having taken advice from the Head on all matters with the exception of their own salary (Teacher Governors). It considers and approves the staffing structure for the school. The Governing Body delegates authority to the Finance Committee to administer the pay policy on its behalf, including the determination of gradings and salaries. The Lead Governor of the Staffing Committee will review job descriptions regularly and will reconsider the grade if responsibility or accountability is increased. As part of its deliberations, the Committees will consider recommendations from the Head and Business Manager. 

The Governing Body will establish an (ad hoc) Teachers' Pay Appeals Committee to hear appeals against any pay decision raised by a member of the teaching staff. The Teachers' Pay Appeals committee will deal with cases in accordance with the pay appeal process set out in this pay policy. Decisions of the committee are final and binding. 

Committee members are required to treat information about each individual's earnings as confidential. These responsibilities are exercised within the constraints of The School's locally managed budget and in accordance with The School's financial and improvement plans. 

Equal Opportunities and Employment Legislation 

The Governing Body seeks to provide equal opportunities for all staff, in accordance with The School's equal opportunities policy and equal pay legislation. 

The Governing Body will abide by all relevant legislation and, in particular, will not discriminate on grounds of race, colour, ethnic origin, religion, belief, gender, marital status, sexual orientation, disability or age. 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 employees, training and employee development. 

Vacant Posts 

Information about vacancies, including those carrying additional points (whether permanent, temporary or acting) will be made known to employees in time for them to apply for posts for which their training and experience are appropriate. 

Staffing Structure 

The School's staffing structure is available from The Business Manager. 

Job Descriptions and Person Specifications 

The Business Manager will provide job descriptions for all employees, on behalf of the Governing Body. Job descriptions and person specifications will be in place at the time of appointment and job descriptions are reviewed as part of the performance management process to check that they are still appropriate: any changes will be made in consultation with employees. Job descriptions will identify key areas of responsibility and line management structures. 

Performance Management 

All school employees are required to participate in arrangements for their performance management, in accordance with their conditions of employment. In the case of teachers the Education (School Teacher Appraisal) (England) Regulations 2001 and the school's performance management policy apply. The guidance notes section provides further advice about the performance management process. 

Where appropriate, relevant information from performance review statements may be taken into account by the Head and the Governing Body in taking decisions and in advising those responsible for taking decisions on the use of any discretion in relation to pay. 

Pay Relativity 

The Governing Body will seek to ensure that there is pay relativity between jobs within the school. Appropriate differentials will be created and reviewed between posts within the school, recognising accountability and job weight and the Governing Body's need to recruit, retain and motivate sufficient employees of the required quality at all levels. 

Records 

Salary records will be confidential to the individual concerned, the Head, Finance staff and the Finance Committee. 

Handling Salary Queries 

If an employee has a query about their salary they should in the first place seek to resolve the matter informally with the Finance Office Manager (or, in the case of a Headteacher, with the Chair of Governors). If the matter remains unsolved the grievance procedure could, if necessary, be followed for support staff. In the case of teaching staff a formal appeal may be made to the Teachers' Pay Appeal Committee. 

SUPPORT EMPLOYEES 

General 
The Staffing Committee Governors will determine the range and grade of each post based on the requirements of the job description and person specification. 

Designated First Aiders 

The Governing Body has agreed not to pay designated First Aid at Work trained employees a retainer while they are available, qualified and willing to render first aid to employees. 

Pay 

Annual increments are payable on 1st April each year subject to satisfactory performance. Statutory Pay Awards are payable on 1st April  each year, subject to performance and affordability. Work evaluations will take place annually in the Summer and salary/grade levels will be defined by responsibility, accountability, skills, knowledge, qualifications and performance.
Payments for Additional Duties 

Where an employee is required by the Governing Body to undertake the full duties and responsibilities of a higher graded post for a continuous period of at least four weeks, they will be entitled to receive the salary appropriate to the post temporarily occupied. The salary paid will be at the bottom of the appropriate salary range, unless this is below the employee's existing incremental step, when the payment made will be equivalent to an increase of at least one increment. Once the qualifying period of four weeks had been completed, payment at the higher rate will be backdated to the first day the duties were undertaken and cease when they revert to their substantive post. 

Honoraria 

The Governing Body will pay an honorarium where, for an extended period over 4 weeks, an employee is asked to undertake: 

•part of the duties of a higher graded post 

•duties outside the scope of his/her post which are particularly onerous 

TEACHERS

General 
The Governing Body will follow the requirements of the current School Teachers' Pay and Conditions Document ('the document') in implementing the pay policy for teaching staff. The discretions allowed by the document and explained in the guidance notes will be applied according to identified school needs and based on clearly laid down criteria, subject to annual review. 

Pay Reviews

The Governing Body will ensure that every teacher's salary is reviewed with effect from 1st September and no later than 31st October each year. A written statement will be provided setting out the teachers’ salary and any other financial benefits to which they are entitled. A revised statement will be issued at other times of year to reflect any changes to circumstances or the job description. 

Unqualified Teachers

The Governing Body will not employ an unqualified teacher unless no suitably qualified teacher, Overseas Trained teacher, Graduate teacher or Registered teacher is available for appointment. Any such unqualified teacher will be employed on a fixed-term contract, subject to termly or annual review and will be paid on the Unqualified scale. 

Leadership Group

The Governing Body will determine those posts that have substantial strategic responsibilities for school leadership. These will comprise the Senior Leadership Team and include the Head, Deputy Heads, Senior Leaders and Business Manager. 

The Staffing Committee will establish, and recommend to the whole Governing Body for approval, the school group size and appropriate pay ranges for members of the Leadership Group in accordance with the provisions of the document. The school group size will be recalculated whenever a new head teacher is to be appointed and will be reviewed at least every three years. After setting the school group size appropriate pay ranges will be established for each member of the Senior Leadership Team. These individual ranges will be reviewed on a regular basis, but not more than once per year. 

Headteacher 

The Staffing Committee will set a seven-point pay range (Individual School Range/ISR) from within the range of points for the school group. The ISR is the Head's pay range. The ISR will be reviewed on a regular basis to take account of any change to the size and circumstances of the school, to recruit or to retain an existing Head. An ISR may be set which extends above the school group maximum in order to retain an existing Principal. The Staffing Committee will formally record the school's ISR and note the rationale for the decision. 

When setting or reviewing the ISR the Staffing Committee will take account of: 

•  any difficulties there may be in recruiting to the post 

•  whether there has been a significant change in the responsibilities of the post 

•  the relative positions on the pay range of the other members of the Senior Leadership Team 

•  the responsibilities of the post 

•  the social, economic and cultural background of the students attending the school 

Deputy Heads/Senior Leaders 

The Staffing Committee will identify the salary of the highest paid classroom teacher (including taking account of additional management and SEN allowances). The Committee will not take into account Recruitment and Retention allowances when making this determination. 

The Staffing Committee will set a pay range of five consecutive points for each Deputy Head and Senior Leader as follows: 

•  the maximum point will be more than one point below the minimum of the Individual School Range 

•  the minimum will be higher than the salary of the highest paid classroom teacher 

•  a Senior Leader pay range must be at least one point lower on the Leadership Spine than for any Deputy Head at the school 

Members of the Leadership Group are not entitled to receive annual increments. The Governing Body will ensure that a review against performance objectives is undertaken annually (in the case of the Head with the assistance of a SIP). The Staffing Committee will consider recommendations made to it following the performance review and will award an increase where there has been sustained high quality of performance taking into account the performance objectives. 

Acting Allowances 

The Governing Body will consider awarding an acting allowance to a teacher who, for a minimum period of one month, carries out the duties of a member of the leadership group. Such an allowance would be assessed as though the teacher were being appointed to the substantive post. Payment will be backdated to the commencement of the duties. 

Advanced Skills Teachers 
•  the Governing Body may employ teachers who have passed the national assessment procedures as Advanced Skills Teachers (ASTs), if decided appropriate. The Staffing Committee will determine a five-point range on the Advanced Skills Teacher Pay Spine in accordance with the School Teachers' Pay and Conditions Document 

•  the Staffing Committee delegates to the Principal the agreement of performance objectives with any AST. Objectives will be agreed and reported to the Staffing Committee 

•  the Staffing Committee will review, on the advice of the Principal, the performance of any AST against the performance objectives and may award a maximum of two points where objectives have been met 

Qualified Teachers 

All qualified teachers, other than Advanced Skills Teachers will be placed on the appropriate point of the Classroom Teachers' Pay Scale, or Upper Pay Scale. 

Classroom Teachers 

Classroom teachers must be placed on the 6-point pay scale starting at point one as a minimum . Certain points must then be awarded mandatorily, and the Staffing Committee has discretion to award further points in appropriate circumstances. In exercising this discretion the Committee will treat employees fairly and consistently, taking account of the requirements of equal opportunities legislation. Points on the pay scale, once awarded, cannot be taken away. 

EXPERIENCE 
Mandatory 

In accordance with the requirements of the document, teaching experience will be rewarded on the basis of one point for each year of service (i.e. an aggregate of 26 weeks including periods for holidays, sickness, maternity leave in each academic year) up to the maximum point (6) of the pay scale. The Staffing Committee will also include as service any period of absence approved by the Head and Governing Body. 

Discretionary 

The Staffing Committee will award one point a year for experience other than employment as a teacher, which they consider of value to his or her performance, such as experience of working with children. 

Experience points may be withheld in a year when a teacher has performed unsatisfactorily. The Staffing Committee will exercise this discretion only in the context of a formal capability procedure where satisfactory performance has been achieved. 

Post-Threshold Teachers (Upper Pay Spine)
The Staffing Committee will move teachers who are successful in the threshold assessment on to the Upper Pay Spine (point 1) as set out in the Teachers' Pay and Conditions Document. The Governing Body will ensure that a review against performance objectives is undertaken annually in accordance with The School's agreed performance management policy. 

The Staffing Committee notes that there is no automatic pay progression for teachers on the Upper Pay Spine and that pay will be reviewed (and one point awarded where applicable) every two years. The Staffing Committee will consider recommendations made to them following the performance review and will award a point where there has been substantial and sustained high quality of performance taking into account the performance objectives. 

Teaching and Learning Responsibility Payments (TLRs) 
The Staffing Committee will award TLR payments within the context of the national guidelines. 

TLR payments will be awarded based on the following criteria: The duties must include a significant responsibility for which they are accountable, is not required of all classroom teachers and – 

•  is focused on teaching and learning 

•  requires the exercise of a teacher's professional skills and judgment 

•  requires the teacher to lead, manage and develop a subject or curriculum area; or to lead and manage student development across the curriculum 

•  has an impact on the educational progress of students other than the teacher's assigned classes or groups of students; and 

•  involves leading, developing and enhancing the teaching practice of other staff 

Before awarding a TLR1 the Staffing Committee must be satisfied that the significant responsibility referred to above also includes line management responsibility for a significant number of people. 

Recruitment and Retention Benefits

The Staffing Committee reserves its right to exercise discretion to make recruitment/retention payments.

Special Educational Needs
Mandatory 

The Staffing Committee shall award the first special educational needs allowance to a classroom teacher where he/she is engaged wholly or mainly in teaching students with statements of special educational needs, whether in designated special classes or otherwise. 

Discretionary

The Staffing Committee will not award the second special educational needs allowance to a classroom teacher who would otherwise be entitled to, or eligible for, a first special educational needs allowance and who has experience, or qualifications, or both which the Staffing Committee considers are particularly relevant to the teacher's work. 

Fast Track Teachers 

Current policy is that no appointments to fast track posts will be made. 

Salary Safeguarding 

The Staffing Committee will ensure that the safeguarding provisions set out in the School Teachers' Pay and Conditions document and, for support employees, the Hertfordshire Pay Employment Conditions will apply in all relevant cases. 

ADDITIONAL PAYMENTS
Out of School Hours Learning Activity 

The Staffing Committee will not pay a member of staff who participates in out-of-school hours learning activities unless specific funding is available. 

Pay Appeal Process for Teaching Staff

Right of Appeal
The School Teachers' Pay and Conditions document states that a teacher may appeal against any determination in relation to their pay or any other decision that affects their pay. Teachers should understand that any decision made under this formal appeals procedure is final and there is no further right of appeal or recourse to the grievance procedure. 

Decisions on pay determination and the basis on which the decision has been made will be confirmed in writing. 

Reason for Appeal 

This must be based on the criteria set out in the School Teachers' Pay and Conditions document: 

'...... that the person or committee making the decision ...... 

•  incorrectly applied the provisions of the pay and conditions document 

•  failed to have proper regard for statutory guidance 

•  failed to take proper account of relevant evidence 

•  took account of irrelevant evidence 

•  was biased 

•  otherwise unlawfully discriminated against the teacher' 

Appeal Committee

A Teachers Pay Appeals Committee comprising not less than 3 Governors (not involved in the original pay determination and who are not employees of The School) will hear formal appeals. 

Appeal Process

In all cases of appeals against pay decisions the teacher should attempt to resolve the situation informally before starting the formal process. 

Informal

On receipt of written confirmation of the pay determination if the teacher is not satisfied they may approach the decision maker informally to seek to resolve the matter within 10 working days of receipt of the decision. 

The decision maker will 

•  deal with any issue raised promptly 

•  ensure that the teacher is given the opportunity to explain their dissatisfaction fully and the basis under which they feel the decision should be reviewed 

•  ensure that the teacher is kept informed of what may be done to resolve the situation 

•  explain the decision and any reasons why the decision may not be changed 

Formal 

Applies where the matter has not been resolved informally or the informal route has not been applied in the 10 day period 

•  teacher sets out in writing grounds for appeal (which must relate to the grounds set out above) 

•  written appeal to be sent to the person or committee making the determination – within 10 working days of pay decision or outcome of informal discussion 

•  hearing of the Teachers Pay Appeal Committee to be convened within 10 working days of receipt of the written appeal. Teacher to be notified of their right to be represented by another person or professional/trade union representative at the hearing 

•  appeal hearing to take place within 20 working days of receipt of written appeal notification 

•  appeal decision to be confirmed within 5 working days 

The decision of the committee is final and binding. 
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