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INTRODUCTION
The School Teachers’ Pay and Conditions Document (“The Document”) requires schools and local authorities to
have a pay policy which sets out the basis on which they determine teachers’ pay; the date by which they will
determine the teachers’ annual pay review; and the procedures for determining appeals. Amadeus Primary
Academies Trust (“The Trust”) will stay within the legal framework set out in the Document and in other relevant
legislation that affects all employers (for example, legislation on equality, employment protection and data
–
protection). All procedures for determining pay will be consistent with the principles of public life - objectivity,
openness and accountability.
This policy sets out the framework for making decisions on teachers’ pay. It has been developed to comply with
current legislation and the requirements of the Document and has been consulted on with staff and the
recognised trade unions.
In adopting this pay policy, the aim of the Trust is to:
•
•
•
•
•
•
•

reward all staff appropriately within the budget available;
use the nationally agreed pay scales, together with the discretions available to best advantage in order to
recruit and retain the highest quality staff at the appropriate rate of pay;
ensure that all staff have confidence that they are receiving fair and equal treatment;
ensure that pay arrangements are transparent and communicated to staff;
support the school’s development plan, current priorities and targets;
set clear procedures within which pay decisions are made so that any appeals arising from decisions on
remuneration are addressed objectively, fairly and within agreed timescales,
ensure that all decisions on pay are made with due regard to the school’s Appraisal and Capability
procedures;

Pay decisions at the Trust Schools are made by the Pay Committee of the Local Governing Body.
The committee will take decisions on pay after considering the recommendations of pay reviewers and the advice of
the Headteacher.
The committee will determine the pay and allowances of school teachers and support staff employed at the school in
accordance with the terms of the Document and the School's scheme for non-teaching employees, including the
effective dates for such payments, having regard to:
(i)
(ii)
(iii)
(iv)
(v)

the levels of pay and allowances in place already;
the published Pay Policy of the Local Governing Body;
the staffing structure approved by that body;
the School Development Plan; and
the recommendations of the Headteacher or Head of School.

SECTION 1. TEACHERS PAY
All teachers employed at Amadeus Primary Academies Trust Schools are paid in accordance with the current provisions
of the Document as applied by the Trust. A copy of the latest version may be found in the school office and is also online at:
https://www.gov.uk/government/publications/school-teachers-pay-and-conditions
All pay-related decisions are made taking full account of the school improvement plan and appraisal policy. Teachers
and unions have been consulted on this policy. All pay related decisions are taken in compliance with the following
legislation, as amended: The Employment Rights Act 1996, The 1997 Single Status Agreement, The Employment
Relations Act 1999 and The Employment Act 2002, as well as The Part-time Workers (Prevention of Less Favourable
Treatment) Regulations 2000, The Employment Act 2002 (Dispute Resolution) Regulations, The Fixed Term Employees
(Prevention of Less Favourable Treatment) Regulations 2002, the Employment Equality (Age) Regulations 2006,
Equality Act 2006, Employment Equality (Sexual Orientation) Regulations 2003, Employment Equality (Religion or
Belief) Regulations 2003, Equality Act (sexual orientation) Regulations 2007, the Teachers Appraisal Regulations 2012,
and the Equality Act 2010.
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Pay Committee
The Local Governing Body will establish a committee to make determinations of pay in accordance with the pay policy.
The committee has fully delegated powers and will be established in accordance with the appropriate school
governance regulations. The LGB may delegate this responsibility to the Finance & Resources committee.
Decisions will be communicated to each member of staff by the Headteacher, in writing, in accordance with paragraph
–
3.4, Part 1 of the Document. Decisions on the pay of the Headteacher or Head of School will be communicated by the
Chair of the Pay Committee, in writing, in accordance with paragraph 3.4, Part 1 of the document.
Leadership Group
The Local Governing Body will determine the school’s group as prescribed by the Document.
The Local Governing Body will determine the pay range for the Headteacher or Head of School, Deputy Headteacher(s)
and Assistant Headteacher(s) as prescribed by the Document. The Local Governing Body may use freedoms under the
Academies Act 2010 to fall outside of the schools group as prescribed for the Headteacher or Head of School subject
to agreement by the Trust Board.
The Pay Committee dealing with pay shall determine the salary of those members of teaching staff assigned to the
school’s leadership group and must be approved by the CEO on behalf of the Trust Board. Communication of the
outcome of the review shall be the responsibility of the Chair of the Committee.
For members of the school’s leadership group the Trust Finance Director in conjunction with the School will inform the
HR provider used by the Trust. All decisions must be reported by the Chair of the Pay Committee to the next meeting
of the Local Governing Body.
Reviewing Relativities
The Local Governing Body will take into account the need to consider appropriate pay relativities when conducting pay
reviews, reflecting staff responsibilities across the school. Where salary protection is in place this will be disregarded
for the purpose of reviewing relativities.

SECTION 1.1 PAY SCALES WITHIN THE TRUST AND SCHOOLS
Pay range for Executive Headteachers and CEO
The Trust Board will determine the pay range for the Executive Headteacher or CEO when they propose to make a new
appointment or where there is a significant change in the responsibilities of a serving Executive Headteacher/CEO.
Upon the appointment of a new Executive Headteacher or CEO the Trust Board will need to review the pay range prior
to appointment in accordance with the regulations in Section 2 paragraphs 5 and 9 of the Document.
Where the Executive Headteacher or CEO is responsible for more than one school in the Trust on a permanent basis
the Trust Board will calculate the Executive Headteacher or CEO group by the application of the total unit score of all
of the schools for which the Executive Headteacher or CEO is responsible. For the Executive Headteacher or CEO
although the general rules regarding the range will be observed, as a Multi Academy Trust a range outside of the pay
range is permissible if agreed by the Trust Board.
Pay range for Headteachers and Heads of School
The Local Governing Body will determine the pay range for the Headteacher or Head of School when they propose to
make a new appointment or where there is a significant change in the responsibilities of a serving Headteacher. Upon
the appointment of a new Headteacher the Local Governing Body will need to review the pay range prior to
appointment in accordance with the regulations in Section 2 paragraphs 5 and 9 of the Document. For the
Headteacher or Head of School, although the general rules regarding the range will be observed, as a Multi Academy
Trust, a range outside of the pay range is permissible if agreed by the Trust Board.
Pay range for Deputy Headteachers and Assistant Headteachers
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The Local Governing Body will determine the pay range for Deputy and Assistant Headteachers when they propose to
make new appointments or where there is a significant change in the responsibilities of a serving Deputy or Assistant
Headteacher. They may determine the pay range as at 1 September 2016 or at any time of the year to reflect any
changes in the circumstances or job description that lead to a change in the basis for calculating their pay. (Section 2
paragraphs 9.2 and 9.4 of the Document).
Pay range for Leading Practitioners
–
The Local Governing Body will determine an appropriate post range for a Leading
Practitioner, and will give regard to;
• the nature of the work to be done, including any work with teachers from other schools;
• the scale of the challenges;
• the professional competencies required;
• such other criteria as are considered appropriate
Leading Practitioner Pay Range
teachers from September 2018
Salary Scale

Outer London
Area £

Minimum

43,348

Maximum

£64,245

Leading Practitioners will be allocated a 5 consecutive point scale within the range prescribed in the Document
on appointment.
Teachers
The Staffing/Pay Committee will establish a pay structure with posts paid in accordance with M1 to M6, UPS1 to UPS3
and Unqualified 1 to 6, the minimum and maximum points for such posts as determined by the Document. The pay
structure is as outlined in the tables below.
The Local Governing Body will have due regard to the need for confidentiality when considering any pay information
relating to individual members of staff. It will be for the Headteacher to ensure that appropriate arrangements are in
place to safeguard such confidential information.
With the exception of the leadership group the Headteacher will be responsible for notifying members of staff, Bexley
Schools HR Services and any external payroll provider concerning decisions of the Local Governing Body regarding pay
progression.
The Local Governing Body is responsible for the implementation and review of this policy upon recommendations by
the committee for dealing with pay. Staff will be consulted prior to implementation of the policy and any subsequent
amendments. Individual pay decisions are delegated to the committee dealing with pay.

Qualified Teachers - Salary Range for
Upper Pay Range teachers from
September 2018
Salary Scale
Outer London
Area £
Minimum Point 1

£40,310

Mid-Point 2

£41,801
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Maximum Point 3

–

£43,348

Qualified Teachers - Salary Range for
Main Pay Range teachers from
September 2018
Salary Scale

Outer London
Area £

1 (minimum)

£27,596

2

£29,307

3

£31,120

4

£33,047

5

£33,850

6

£38,580

7 (maximum)

£38963

The Trust have not implemented Main 7.
Part-time Teachers
Teachers employed on an ongoing basis at the school but who work less than a full working day or week are deemed
to be part-time. On appointment, the Local Governing Body will give them a written statement detailing their
working time obligations and the mechanism used to determine their pay, subject to the provisions of the statutory
pay arrangements. An annual written statement of the teacher’s salary will be provided. Part-time teachers’
entitlement to PPA time is pro-rata to full-time teachers.
Part-time teacher salaries will be assessed in accordance with Section 2 Part 6, paragraphs 42 and 43 of the Document.
Short Notice/Supply Teachers
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. Teachers paid on a daily basis will have their salary assessed as
an annual amount, divided by 195 and multiplied by the number of days worked.
Teachers who work less than a full day will be hourly paid and the school will determine the basis for that rate
dependent upon the number of hours within a session
Instructors and Overseas Trained Teachers
The Local Governing Body will determine the salary point for instructors and overseas trained teachers on the
unqualified teacher scale. They may take account of any relevant qualifications and experience.
It should be noted that from April 2012 teachers who were qualified in Australia, New Zealand, USA and Canada can
convert this to QTS without the need for induction and should be treated for this purpose as a qualified teacher, if the
qualification is recognised by the Department for Education.
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Unqualified Teachers - Salary Range
for Unqualified Teachers from
September 2016
Salary Scale

–

Outer London
Area £

UQT 1

£20,441

UQT 2

£22,443

UQT 3

£24,445

UQT 4

£26,450

UQT 5

£28,450

UQT 6

£ 30,452

SECTION 1.2. BASIC PAY DETERMINATION ON APPOINTMENT
The Local Governing Body will determine the pay range for a vacancy prior to advertising it. On appointment, it will
determine the starting salary within that range to be offered to the successful candidate.
In making such determinations, the Local Governing Body may take into account a range of factors, including:
• the nature of the post
• the level of qualifications, skills and experience required
• market conditions
• the wider school context

SECTION 1.3. PAY REVIEWS
The Local Governing Body will ensure that each teacher’s salary is reviewed annually, with effect from 1 September
and no later than 31 October each year, and that all teachers are given a written statement setting out their salary and
any other financial benefits to which they are entitled, within one month of any change in accordance with the
Document.
Reviews may take place at other times of the year to reflect any changes in circumstances or job description that lead
to a change in the basis for calculating an individual’s pay. A written statement will be given after any review and
where applicable will give information about the basis on which it was made and within one month of any change in
accordance with the Document.
Where a pay determination leads or may lead to the start of a period of safeguarding of salary, the Local Governing
Body will give the required notification as soon as possible and no later than one month after the date of the
determination.

SECTION 1.4. PAY DETERMINATION
In the Trust Schools, all teachers can expect to receive regular, constructive feedback on their performance and are
subject to annual appraisal that recognises their strengths, informs plans for their future development, and helps to
enhance their professional practice. The arrangements for teacher appraisal are set out in the school’s Appraisal and
Capability procedure.
Decisions regarding pay progression will be made with reference to the teachers’ appraisal reports and the pay
recommendations they contain. Annual pay progression within the range for all teaching posts is not automatic and
will be subject to Performance Related Pay.
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Reviews will be considered as successful unless concerns have been raised at any time during the appraisal cycle and
not successfully addressed in accordance with the Appraisal and Capability procedure. Any concerns should be raised
immediately and noted.
To be fair and transparent, assessments of performance will be properly rooted in evidence. In the Trust Schools, we
will ensure fairness by quality assurance and moderation of both objectives being set across the school and published
career stage expectations shown at appendix 4, which show what will be expected for those teaching at a good level
– different stages of their career within national pupil progress being one measurement of good outcomes. This will
at
be shared with staff annually and will form appendix 5 of the pay policy. Evidence for this will include those examples
as set out in the schools Appraisal and Capability procedure.
Teachers’ appraisal reports will contain pay recommendations, this information will not be shared by the appraiser
with the appraisee and should be held in confidence until such a time as it is ratified by the Staffing/Pay Committee.
Final decisions about whether or not to accept a pay recommendation will be made by the Staffing/Pay Committee,
having regard to the appraisal report and taking into account advice from the senior leadership team. The Local
Governing Body will ensure that appropriate funding is allocated within the school’s budget for pay progression at all
levels.
In the Trust Schools, judgements of performance will be made against the overall impact of the teacher on their pupils’
learning and progress and the life of the school within that appraisal year. This will include work completed in line
with objectives, career stage expectations and pupil progress. For those being awarded pay increases, they will be
expected to make a significant impact upon a range of outcomes for pupils. Teachers will be eligible for pay
progression of one point on the range if there is evidence to support good impact and if the impact has been
outstanding then consideration will be given to uplifting salary by two points within the defined range. Those that
have evidenced outstanding performance will therefore progress at an accelerated pace within the bounds of the
range. There will no longer be a link between progression and length of service.

SECTION 1.5. PERFORMANCE PAY
The Local Governing Body agrees the individual school budget and will ensure that appropriate funding is allocated for
performance pay progression at all levels. The Local Governing Body recognises that funding cannot be used as a
criterion to determine progression.
The Local Governing Body will adopt the Trust Appraisal and Capability procedure which will allow for transparent
performance related pay to be applied to ALL teachers. Any appointment and/or pay increments require approval
from the Trust Finance Director.

Newly Qualified Teachers (NQTs)
In the case of NQTs, whose appraisal arrangements are different, pay decisions will be made by means of the statutory
induction process. It will be possible for a ‘no progression’ determination to be made without recourse to the
capability procedure.

SECTION 1.6. APPLICATION TO THE UPPER PAY RANGE
Applications and Evidence
Any qualified teacher who has progressed to Reference point 6 of the School’s main pay range may apply to be paid
on the upper pay range and any such application must be assessed in line with this policy. It is the responsibility of the
teacher to decide whether or not they wish to apply to be paid on the upper pay range, and in deciding this they need
to submit an application with supporting evidence.
Applications may be made once a year. The deadline for applications within this establishment will be for applications
and, where appropriate, evidence to support the application to be given to the Headteacher no later than {school to
insert day/month} of the relevant year. Any move up to the upper pay range to take effect from the September
applicable to the application. This deadline will apply consistently across the school staff. If a late application is
received this would only be considered in exceptional circumstances for that year.

Page 9 of 27

If a teacher is simultaneously employed at another school(s), they must submit a separate application if they wish to
apply to be paid on the upper pay range in both schools. The Trust Schools will not be bound by any pay decision made
by another school.
All applications should include the results of reviews or appraisals under the 2012 regulations, including any
recommendation on pay (or, where that information is not applicable or available, a statement and summary of
evidence designed to demonstrate that the applicant has met the assessment criteria). Applications should contain
–
evidence
from at least the last two academic years, or in the case of a break in service, the years which sit either side
of the break. Written requests should be with the Headteacher no later than {school to insert day/month} of the year
in which the teacher is applying for the uplift and any adjustment to pay if agreed will take effect from the September
applicable to the application. Applications submitted in advance of the deadline in each year will not be considered
until the deadline has passed.
Any appointment and/or pay increments require approval from the Trust Finance Director.

The Assessment
An application from a qualified teacher will be successful where the Local Governing Body is satisfied that:
a)
b)

the teacher is highly competent in all elements of the relevant standards; and
the teacher’s achievements and contribution to the school are substantial and sustained.

For the purposes of this pay policy:
•

•

•

‘highly competent’ means performance which is not only good and in the most part outstanding, 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, in order
to help them meet the relevant standards and develop their teaching practice
‘substantial’ means of real importance, validity or value to the school; play a critical role in the life of the
school; provide a role model for teaching and learning; make a distinctive contribution to the raising of pupil
standards; take advantage of appropriate opportunities for professional development and use the outcomes
effectively to improve pupils’ learning; and
‘sustained’ means that the above standard will be maintained continuously over a long period, which would
be a minimum of two school years.

The application will be assessed by the Headteacher against the above guidelines and will include a review
against the relevant career stage expectations, national standards of progress measures and up to date Ofsted
guidance. The decisions will be recommended to the Pay Committee with a management case presented
allowing the Committee to make a final decision with regards to uplift to the upper pay range or progression
within it.
Processes and procedures

The assessment will be made by 31st October of the application Year and applicants will be informed no later
than this date of the outcome of this assessment.
If successful, applicants will move to the upper pay range from the September of the year of application. All
successful applicants will be placed on the first point of the upper pay range.
If unsuccessful, feedback will be provided by the Headteacher, orally within 5 days of the decision and confirmed
in writing within 10 days of the decision being made and in any event before 31 October, this will include a
rationale of the reasons why they have not been successful.
Any appeal against a decision not to move the teacher to the upper pay range will be heard under the school’s
general appeals arrangements shown at as set out at Appendix 3, accompanied by the school’s Appeal guidance
document.
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SECTION 1.7. LEADERSHIP SCALES
CEO
The CEO must demonstrate sustained high quality of performance, with particular regard to leadership, management
and pupil progress at the Trust and will be subject to an Appraisal against appraisal objectives agreed by the Trust
Panel of Appointed Trustees including the Chair. They are required to seek advice on performance from an external
adviser, before any performance pay will be awarded. The criteria for Leadership Group progression will be taken fully
into
– account. The Trust Board will determine how pay progression will be determined, subject to the following:
a)

the decision whether or not to award pay progression must be related to the individual’s performance, as
assessed through the Trust’s appraisal arrangements in accordance with the 2012 regulations.

b)

a recommendation on pay must be made in writing as part of the individual’s appraisal report and, in making
their decision, the Trust Panel of Appointed Trustees must have regard to this recommendation;

c)

where the individual is not subject to the 2012 regulations, in order to reach a decision whether or not to
award pay progression the Trust Panel of Appointed Trustees must seek to agree objectives with the
individual relating to school leadership and management and pupil progress and, in the absence of such
agreement, must set such objectives, and must appraise the performance of the individual taking account of
those objectives;

d)

pay decisions must be clearly attributable to the performance of the individual;

e)

sustained high quality of performance having regard to the results of the most recent appraisal carried out
in accordance with the 2012 regulations or the objectives agreed or set under (c) (as the case may be) should
give the individual an expectation of progression up the pay range;

f)

where in accordance with the provisions of an earlier Document the relevant body has determined a pay
range, the maximum of which exceeds the highest salary payable under this Document, it must continue to
pay any salary determined by reference to that pay range until such time as it reassesses the pay range for
its leadership posts under the provisions of this Document.

g)

Any appointment and/or pay increments require approval from the Trust Finance Director.

Annual pay progression within the range for this post is not automatic and will be subject to Performance Related
Pay. Judgements of performance will be made against the overall rating for the Executive Head/CEO within that
appraisal year. Any progression will normally be by one point, but the Trust Panel of Appointed Trustees may
consider movement by two points where exceptional performance warrants. Exceptional performance must be
verified by the Trust Panel of Appointed Trustees supported by the school’s external adviser through the appraisal
review.
Executive Head
The Executive Head must demonstrate sustained high quality of performance, with particular regard to leadership,
management and pupil progress at the Trust and will be subject to an Appraisal against appraisal objectives agreed by
the Trust Panel of Appointed Trustees including the CEO and Chair. They are required to seek advice on performance
from an external adviser, before any performance pay will be awarded. The criteria for Leadership Group progression
will be taken fully into account. The Trust Board will determine how pay progression will be determined, subject to
the following:
a)

the decision whether or not to award pay progression must be related to the individual’s performance, as
assessed through the Trust’s appraisal arrangements in accordance with the 2012 regulations.

b)

a recommendation on pay must be made in writing as part of the individual’s appraisal report and, in making
their decision, the Trust Panel of Appointed Trustees must have regard to this recommendation;

c)

where the individual is not subject to the 2012 regulations, in order to reach a decision whether or not to
award pay progression the Trust Panel of Appointed Trustees must seek to agree objectives with the
individual relating to school leadership and management and pupil progress and, in the absence of such
agreement, must set such objectives, and must appraise the performance of the individual taking account of
those objectives;
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–

d)

pay decisions must be clearly attributable to the performance of the individual;

e)

sustained high quality of performance having regard to the results of the most recent appraisal carried out
in accordance with the 2012 regulations or the objectives agreed or set under (c) (as the case may be) should
give the individual an expectation of progression up the pay range;

f)

where in accordance with the provisions of an earlier Document the relevant body has determined a pay
range, the maximum of which exceeds the highest salary payable under this Document, it must continue to
pay any salary determined by reference to that pay range until such time as it reassesses the pay range for
its leadership posts under the provisions of this Document.

g)

Any appointment and/or pay increments must be agreed in line with the Trust Financial Scheme of
Delegation.

.

Annual pay progression within the range for this post is not automatic and will be subject to Performance Related
Pay. Judgements of performance will be made against the overall rating for the Executive Head/CEO within that
appraisal year. Any progression will normally be by one point, but the Trust Panel of Appointed Trustees may
consider movement by two points where exceptional performance warrants. Exceptional performance must be
verified by the Trust Panel of Appointed Trustees supported by the school’s external adviser through the appraisal
review.
Headteacher or Head of School
The Headteacher or Head of School must demonstrate sustained high quality of performance, with particular regard
to leadership, management and pupil progress at the school and will be subject to an Appraisal against appraisal
objectives agreed by the Local Governing Body Panel of Appointed Governors including the CEO. They are required to
seek advice on performance from an external adviser, before any performance pay will be awarded. The criteria for
Leadership Group progression will be taken fully into account. The Local Governing Body will determine how pay
progression will be determined, subject to the following:
a)

the decision whether or not to award pay progression must be related to the individual’s performance, as
assessed through the school’s appraisal arrangements in accordance with the 2012 regulations.

b)

a recommendation on pay must be made in writing as part of the individual’s appraisal report and, in making
their decision, the Local Governing Body Panel of Appointed Governors must have regard to this
recommendation;

c)

where the individual is not subject to the 2012 regulations, in order to reach a decision whether or not to
award pay progression the Local Governing Body Panel of Appointed Governors must seek to agree objectives
with the individual relating to school leadership and management and pupil progress and, in the absence of
such agreement, must set such objectives, and must appraise the performance of the individual taking
account of those objectives;

d)

pay decisions must be clearly attributable to the performance of the individual;

e)

sustained high quality of performance having regard to the results of the most recent appraisal carried out
in accordance with the 2012 regulations or the objectives agreed or set under (c) (as the case may be) should
give the individual an expectation of progression up the pay range;

f)

where in accordance with the provisions of an earlier Document the relevant body has determined a pay
range, the maximum of which exceeds the highest salary payable under this Document, it must continue to
pay any salary determined by reference to that pay range until such time as it reassesses the pay range for
its leadership posts under the provisions of this Document.

Annual pay progression within the range for this post is not automatic and will be subject to Performance Related Pay.
Judgements of performance will be made against the overall rating for the Headteacher within that appraisal year.
Any progression will normally be by one point, but the Local Governing Body of Appointed Governors may consider
movement by two points where exceptional performance warrants. Exceptional performance must be verified by the
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Local Governing Body Panel of Appointed Governors supported by the school’s external adviser through the appraisal
review.

Deputy and Assistant Headteachers
Deputy and Assistant Headteachers must demonstrate sustained high quality of performance in respect of school
–
leadership and management and pupil progress and will be subject to the appraisal process which will include review
of their objectives, pupil progress measures compared with national and meeting all of the relevant standards as set
out in the documents. The criteria for Leadership Group progression will be taken fully into account. The Staffing/’Pay
Committee will determine how pay progression will be determined, subject to the following:
h)

the decision whether or not to award pay progression must be related to the individual’s performance, as
assessed through the school’s appraisal arrangements in accordance with the 2012 regulations.

i)

a recommendation on pay must be made in writing as part of the individual’s appraisal report and, in making
their decision, the Staffing/Pay Committee must have regard to this recommendation;

j)

where the individual is not subject to the 2012 regulations, in order to reach a decision whether or not to
award pay progression the Staffing/Pay Committee must seek to agree objectives with the individual relating
to school leadership and management and pupil progress and, in the absence of such agreement, must set
such objectives and must appraise the performance of the individual taking account of those objectives;

k)

pay decisions must be clearly attributable to the performance of the individual;

l)

sustained high quality of performance having regard to the results of the most recent appraisal carried out
in accordance with the 2012 regulations or the objectives agreed or set under (c) (as the case may be) should
give the individual an expectation of progression up the pay range;

m) Any appointment and/or pay increments must be agreed in line with the Trust Financial Scheme of
Delegation.
Annual pay progression within the range for these posts is not automatic and will be subject to Performance Related
Pay. Judgements of performance will be made against the overall rating within that appraisal year. Any progression
will normally be by one point, but the Staffing/Pay Committee may consider movement by two points where
exceptional performance warrants additional points. Exceptional performance must be verified by the Headteacher
and confirmed by the Staffing/Pay Committee.
Leading Practitioners
Leading Practitioners must demonstrate sustained high quality of performance in the light of their agreed performance
criteria and will be subject to a review of performance before any performance points will be awarded. Work of a
Leading Practitioner should include additional duties relevant to their role in modelling and leading improvement in
teaching skills. Any work undertaken at other schools, in higher education facilities, at facilities of the LA and elsewhere
will be taken into account.
Annual pay progression within the range for these posts is not automatic and will be subject to Performance Related
Pay. Judgements of performance will be made against the overall rating within that appraisal year. Any progression
will normally be by one point, this is for an outstanding practitioner, but the Staffing/Pay Committee may consider
movement by two points where exceptional performance has been verified by the appraiser and confirmed by the
Staffing/Pay Committee.
Chartered London Teachers
The Chartered London Teacher (CLTG) scheme will close on 1 September 2016.
Transitional arrangements for the scheme came into effect from 1 September 2014.
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Teachers who registered their intention to apply before 1 September 2014 and will need to submit their application
for CLT status by 1 September 2016 to the school. The criteria for teachers who wish to apply for CLT status are set
out in paragraph 30.2 of the Document.

SECTION 1.8. APPEALS
–
The appeals procedure for teaching staff can be found at Appendix 3.

SECTION 1.9. ALLOWANCES AND OTHER PAYMENTS
Section 1.9.1 Teaching and Learning Responsibility Payments (TLRs)
TLRs will be awarded to the holders of the posts indicated in the attached staffing structure, in accordance with the
Document.
The values of the TLRs to be awarded are set out below:
TLR2s will be awarded to the following values:
£2,721 to the holder of a Team Leader or a Key Curriculum or Management responsibility agreed by the Local
Governing Body.
£4,1674,536 to the holder of Team Leader and Key Curriculum or Management responsibility agreed by the Local
Governing Body.
TLR1s will not be awarded, as senior posts will be paid on the Leadership scale.
A Teaching and Learning Responsibility payment (“TLR”) may be awarded to a classroom teacher for undertaking a
sustained additional responsibility in the context of the school’s staffing structure for the purpose of ensuring the
continued delivery of high-quality teaching and learning for which they are made accountable. The award may be
made while the teacher remains in the substantive post or occupies another post in the temporary absence of the
post-holder.
Before awarding a TLR, the Local Governing Body must be satisfied that the teacher’s duties include a significant
responsibility that is not required of all classroom teachers, and that it n)

is focused on teaching and learning;

o)

requires the exercise of a teacher’s professional skills and judgement;

p)

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

q)

has an impact on the educational progress of pupils other than the teacher’s assigned classes or groups of
pupils; and

r)

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

In addition, before awarding a TLR1 the relevant Local Governing Body, must be satisfied that the significant
responsibility referred to in the previous paragraph includes, in addition, line management responsibility for a
significant number of people.
A teacher may not hold more than one TLR, but a TLR could be based on a job description that itemises several different
areas of significant responsibility.
A Fixed-term TLR 3 may be awarded for clearly time limited school improvement projects, or one-off externally driven
responsibilities and this does not have to be displayed in the structure at appendix 1. Such an allowance will be
between the amount of £540 and £2,683. Although a teacher cannot hold a TLR 1 and a TLR2 concurrently, a teacher
in receipt of either a TLR1 or TLR2 may also hold a concurrent TLR3.
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In deciding whether a TLR should be paid please refer to The Document.

Section 1.9.2 Special Educational Needs Allowances
A Special Educational Needs allowance will be awarded:
–

•
•

to any post that requires a mandatory SEN qualification;
to all classroom teachers who teach pupils in one or more designated special classes or units in a school.

Where a SEN allowance is to be paid the Governing Body must determine the spot value of the allowance which will
be between £2,149 and £4,242. The determination will be dependent upon:
1.
2.
3.

whether the post requires a mandatory qualification,
the qualifications and expertise of the teacher relevant to the post, and
the relative demands of the post.

SECTION 1.10. ADDITIONAL PAYMENTS
Section 1.10.1 Recruitment and Retention Incentives and Benefits
The Local Governing Body may make such payments to a teacher as it considers to be necessary as an incentive for the
recruitment of new teachers and the retention in their service of existing teachers of £2,200. It shall make clear at
the outset the expected duration of any payment, and the review date after which it may be withdrawn. The Local
Governing Body will review the level of payment/benefits annually.
Headteachers, Deputy Headteachers and Assistant Headteachers may not be awarded recruitment and retention
incentive or benefit other than as a reimbursement of reasonably incurred housing or relocation costs. All other
recruitment and retention considerations in relation to a Headteacher, Deputy Headteacher and Assistant
Headteacher must be taken into account when determining the pay range. Where a Local Governing Body pays a
recruitment or retention incentive or benefit award to a Headteacher, Deputy Headteacher or Assistant Headteacher
under a previous Document, subject to review, it may continue to make that payment at its existing value until such
time as the respective pay range is determined in line with the current Document.
Section 1.10.2 Service provision
Where a Headteacher or Head of School in one school is providing a service to another school, the Local Governing
Body whose Headteacher is providing the service should, determine how much, if any, additional payment is due to
the individual concerned in line with the provisions of the Document for example where the contract requires work
outside school sessions, subject to approval by the Trust Board.
Consideration should be given to the remuneration of other teachers who, as a result of the Headteacher’s additional
role, are taking on additional responsibilities and activities. This will be based on any additional responsibilities
attached to the post (not the teacher), which should be recorded. Any increase in remuneration should only be agreed
where the post accrues extra responsibilities as a result of the Headteacher’s enlarged role, it is not automatic and
should be in line with the provisions of the Document.
Where the arrangement for the Headteacher is temporary, any adjustment to pay of other teachers is also temporary,
and safeguarding provisions will not apply when the arrangements cease. The relevant body should consider the
appropriate use of acting allowances and other temporary payments. Where there is a Deputy Headteacher in the
school, it may be more appropriate to temporarily increase his or her pay range to take account of the increased
responsibilities in the absence of the Headteacher. Additionally, a teacher may be temporarily appointed, in the
absence of the substantive post holder, to a post in the staffing structure which attracts a TLR payment; and where
none of those are appropriate, the Local Governing Body can make use of additional payments at paragraph 26.1 of
the Document.
The following table sets out the operating principles and requirements which apply to the provision of services to other
schools. All references below to the Local Governing Body refer to the Local Governing Body of the school whose
Headteacher is providing services to another school.
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PROVISION OF SERVICES TO OTHER SCHOOLS – OPERATING PRINCIPLES AND REQUIREMENTS
•

– •

Any services provided by the Headteacher of one school to another school must be authorised formally by
the Local Governing Body and, where the work extends over more than a 12 month period, the agreement
of the Local Governing Body must be formally reviewed annually or sooner if appropriate. The Local
Governing Body should also agree arrangements for terminating such work.
Before such work is undertaken, the Local Governing Body and the Headteacher must take into account:
o

the needs of the school and its pupils;

o

the benefits that the activity would bring to the school;

o

the impact of any absence on other staff, including their workload; and

o

the workload and work-life balance of all the individuals concerned.

•

In particular, before reaching a view, the Local Governing Body should satisfy itself that these matters have
been fully considered within the school’s leadership team.

•

Arrangements for payment for external work, including personal remuneration, must be clearly stated and
formally incorporated into a protocol by the Local Governing Body (or the finance committee) and decisions
duly minuted.

•

The Headteacher and Local Governing Body should monitor the operation of the arrangements and their
impact on staff and pupils and take action where arrangements prove to be unsatisfactory.

•

The disposition of any payment, including personal remuneration, for external services must be agreed in
advance in accordance with the determinations of the Local Governing Body and subject to approval by the
Trust Board. The terms of such an agreement must be set out in a memorandum signed by the Chair of
Governors and the Headteacher and any other members of staff involved and the Trust CEO.

•

Any income derived from external sources for the work of a school’s staff should accrue to the school. The
Local Governing Body should decide whether it would be appropriate for individual members of staff to
receive additional remuneration for these activities and, if so, determine the appropriate amount.

•

The Local Governing Body should ensure that any expenses incurred by the individual as a result of taking on
additional work are reimbursed, unless they are accounted for elsewhere.

Section 1.10.3 Temporary payments to Headteacher
The Local Governing Body may determine that additional payments be made to the Headteacher in line with Section
2 paragraphs 10.2 to 10.4 of the Document, for clearly temporary responsibilities or duties that are in addition to the
post for which their salary has been determined. In each case the Local Governing Body must not have previously
taken such reason or circumstance into account. Any additional payments should be evidenced thoroughly and the
reasons for them being granted clearly recorded in the Local Governing Body minutes and agreed with Trust Board.
It is to be noted that such payments shall not exceed 25% of the annual salary which is otherwise payable to the
Headteacher, and the total sum of salary and other payments made must not exceed above the maximum of the
Headteacher group on the leadership pay group as defined in the Document section 2 paragraph 5.2.
In wholly exceptional circumstances the Local Governing Body may determine that additional payments be made to
the Headteacher which exceed the limit set out in Paragraph 10.2 of the Document. In such cases the Local Governing
Body will seek external independent advice and approval from the Trust Board before providing such agreement.

Section 1.10.4 Headteachers Temporarily accountable for more than one School
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Occasionally, where there is a vacancy in the post of Headteacher and it is not possible to appoint a Deputy
Headteacher or another member of the teaching staff to take on the position of acting Headteacher, a
Headteacher of another school may be appointed to be responsible and accountable in addition to their
continuing role as the Headteacher of their own school.
This role should be regarded as an acting headship on a temporary basis for as long as arrangements are being
made for a permanent Headteacher to be recruited or to make alternative permanent arrangements, such as
amalgamating
the schools or creating a hard federation. There is an expectation that these temporary
–
arrangements should be time-limited and subject to regular review and the maximum duration should be no
longer than two years.
Any workload issues for the Headteacher and additional responsibilities for other staff as a consequence of this
temporary arrangement should be addressed as part of the overall considerations by the Local Governing Body
in agreeing to the Headteacher undertaking the temporary additional role.
In order to support a Headteacher who temporarily takes on the responsibility and accountability for more
than one school the Governing Bodies of the schools concerned should establish clarity regarding both how
these arrangements will work in practice and how the arrangements will be brought to an end. Schools
contemplating this arrangement should note that it is only ever intended to be temporary.
In such temporary arrangements, a fixed term variation of contract must be issued by the contracting
employer. This will specify that the Headteacher, in addition to their substantive post, is for a fixed period
employed additionally as Headteacher of the additional school(s). At the end of the fixed term variation the
Headteacher will revert to their substantive post.
Under the Collaboration Regulations the Governing Bodies may arrange for a joint committee made up of
governors from all the schools involved to be established to oversee the fixed term arrangements. This joint
committee should have delegated power to deal with the pay and performance management of the
Headteacher and other relevant staffing issues. This joint committee should also have delegated power
regarding the financial arrangements which will apply during the collaboration period.
For example, the joint committee should determine any payment on the basis of temporary additional
responsibility for teachers, other than the Headteacher, in each school, and the arrangements for reviewing
and ending those payments.
The joint committee should also take account of the circumstances of each school and the workload
implications, including the extent to which the Headteacher is likely to be absent from the individual schools.
Any temporary payments made under paragraph 10.1 to 10.4 should take account of the full responsibilities of
the post. Where there is a Deputy Headteacher in the school, it may be more appropriate to increase their pay
range temporarily to take account of the increased responsibilities in the absence of the Headteacher.
Additionally, a teacher may be temporarily appointed, in the absence of the substantive post holder, to a post
in the staffing structure which attracts a TLR payment; and in the case of a classroom teacher where none of
those are appropriate, the joint committee may consider the use of additional payments at paragraph 26.1(d).
The joint committee should ensure that any payment for additional responsibilities is in line with the provisions
of the Document and the Trust’s pay policy.
Where the arrangement for the Headteacher is temporary, any adjustment to their pay and that of other
teachers is also temporary, and safeguarding provisions will not apply when the arrangements cease.
Section 1.10.5 Honoraria
The document does not permit the Local Governing Body to pay honoraria to any member of the teaching staff for
carrying out their professional duties as a teacher.

SECTION 1.11. OPPORTUNITIES FOR PROGRESSION
The Local Governing Body will ensure that access to promotion is available to all employees through the advertising of
all promotion opportunities including the award of additional responsibilities or activities in accordance with Section
2 paragraph 26.1of the document, unless exceptional circumstances dictate otherwise.
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SECTION 1.12. PENSIONS
The Local Governing Body will not promote staff through the grading system or use pay flexibilities to boost employees’
pensions.

SECTION 1.13. MONITORING THE IMPACT OF THE POLICY
–
The Local Governing Body will monitor the outcomes and impact of this policy yearly, including trends in
progression across specific groups of teachers to assess its effect and the school’s continued compliance with
equalities legislation, changes to the Document and in accordance with legislation.

SECTION 2: Support Staff at Old Bexley CE, Hillsgrove and Holy Trinity CE or appointed after
01.09.2015
All Support Staff employed at Amadeus Primary Academies Trust schools are subject to:
a)

The National Agreement on Pay and Conditions of Service of the National Joint Council for Local Government
Services, as supplemented by Provincial and Local Agreements reached with trade unions recognised by the
Council and the rules of the Council;

b)

The Articles of Government and other relevant documentation issued by the School.

These and other terms and conditions, policies and procedures referred to in this Document will be subject to review
from time to time and may be varied at the Authority’s discretion or by collective agreement. Any such variations will
be separately notified to individuals or made accessible in documents kept at the School.
All pay-related decisions are made taking full account of the school improvement plan and performance management
policy. Support Staff and unions have been consulted on this policy. All pay related decisions are taken in compliance
with The Employment Rights Act 1996, The 1997 Single Status Agreement, Local collective agreement on terms and
conditions 01.05.2011, The Employment Relations Act 1999 and The Employment Act 2002, as well as The Part-time
Workers (Prevention of Less Favourable Treatment) Regulations 2000, The Employment Act 2002 (Dispute Resolution)
Regulations, The Fixed Term Employees (Prevention of Less Favourable Treatment) Regulations 2002, the Employment
Equality (Age) Regulations 2006, Equality Act 2006, Employment Equality (Sexual Orientation) Regulations 2003,
Employment Equality (Religion or Belief) Regulations 2003, Equality Act (sexual orientation) Regulations 2007 and the
Bexley Performance Management procedure for support staff, and the Equality Act 2010 and the Bexley local collective
agreement dated 1 May 2011.
The process for making decisions on the pay of support staff at the school is as follows.

SECTION 2.1. PAY REVIEWS
The Local Governing Body will ensure that every member of support staff’s salary is reviewed with effect from 1 August.
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.

SECTION 2.2. THE PAY COMMITTEE
The terms of reference for the pay/staffing committee are as follows:
•

The Local Governing Body Pay committee will make determinations of pay in accordance with the pay policy.
The committee has fully delegated powers and is established in accordance with the appropriate school
governance regulations.

•

Decisions will be communicated to each member of staff by the Headteacher or Head of School, in writing,
in accordance with the Trust Performance Management Procedure for Support Staff.

•

The Local Governing Body will agree arrangements for the review and development of all support staff in the
school and will ensure that resources for training and development are shared appropriately amongst all
employees and occupational groups as part of the Performance Management process.
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•

Any appointment and/or pay increments must be agreed in line with the Trust Financial Scheme of
Delegation.

SECTION 2.3. GENERAL PRINCIPLES
The committee dealing with pay will apply the provisions of the National Joint Council (NJC) for Local Government
Services – National agreement on pay and conditions of service.
–
All posts are subject to job evaluation using the Greater London Provincial Council Job Evaluation Scheme for posts
graded up to and including Bexley 09 and using the HAY scheme for posts which are deemed above this scale.
To follow The Bexley Performance Management Procedure in accordance with the collective agreement which came
into effect 01.05.2011 for support staff and ensure reviews are carried out in accordance with the scheme.
The Headteacher or Head of School will be responsible for notifying members of staff, Bexley Schools HR Services and
any external payroll provider concerning decisions of the Local Governing Body regarding pay progression.
The Trust Board is responsible for the implementation and review of this policy upon recommendations by the
committee for dealing with pay. Staff will be consulted prior to implementation of the policy and any subsequent
amendments. Individual pay decisions are delegated to the committee dealing with pay.

SECTION 2.4. APPEALS
The appeals procedure for support staff can be found at Appendix 3b.

SECTION 2.5. REVIEWING RELATIVITIES
In the case of support staff, this determination also recognises the need to act within the constraints of Single Status
Agreement and the relevant job evaluation scheme.

SECTION 2.6. ADDITIONAL PAYMENTS
Section 2.6.1 Out-of-School Activities
Support staff who agree to provide activities outside of the normal school hours and whose salary range does not take
account of such activity will be entitled to a payment based on the job evaluation of the post.
Activities that may attract payment include:
o
o
o
o

Breakfast clubs, homework clubs, summer schools (study support, literacy and gifted and talented),
Sporting activities,
Other outdoor activities e.g. Duke of Edinburgh,
Clubs linked to curricular, arts and hobby interests.

Section 2.6. 2 Honoraria
The Bexley terms and conditions allow for honoraria to be paid to support staff in particular circumstances for:
a)
b)

Undertaking a percentage of a Higher Graded Post
Undertaking duties outside scope of own post and/or responsibilities are ‘exceptionally onerous’

The award of honoraria to support staff is a recommendation from the Headteacher and will require approval from
the Local Governing Body and Trust Finance Director.

SECTION 2.7. OPPORTUNITIES FOR PROGRESSION
The Local Governing Body will ensure that access to promotion is available to all employees through the advertising of
all promotion opportunities including the award of additional responsibilities, unless exceptional circumstances dictate
otherwise.
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SECTION 2.8. PENSIONS
The Local Governing Body will not promote staff through the grading system or use pay flexibilities to boost employees’
pensions.

SECTION 2.9. MONITORING THE IMPACT OF THE POLICY
The
– Local Governing Body will monitor the outcomes and impact of this policy annually, including trends in
progression across specific groups of support to assess its effect and the school’s continued compliance with
equalities legislation.

SECTION 2a Support Staff at St Paulinus CE appointed before 01.09.2015
All support staff employed at Amadeus Primary Academies Trust schools are paid in accordance with the provisions of
the National Joint Council (NJC) for Local Government Services as updated from time to time and HAY terms and
conditions. A copy of the latest version may be found in the school office.
All pay-related decisions are made taking full account of the school improvement plan and performance management
policy. Support staff and unions have been consulted on this policy. All pay related decisions are taken in compliance
with The Employment Rights Act 1996, The 1997 Single Status Agreement, The Employment Relations Act 1999 and
The Employment Act 2002, as well as The Part-time Workers (Prevention of Less Favourable Treatment) Regulations
2000, The Employment Act 2002 (Dispute Resolution) Regulations, The Fixed Term Employees (Prevention of Less
Favourable Treatment) Regulations 2002, the Employment Equality (Age) Regulations 2006, Equality Act 2006,
Employment Equality (Sexual Orientation) Regulations 2003, Employment Equality (Religion or Belief) Regulations
2003, Equality Act (sexual orientation) Regulations 2007, the Equality Act 2010 and collective agreements dated 1st
September 2011.
The process for making decisions on the pay of support staff at the school is as follows.

SECTION 2a.1. PAY REVIEWS
The Local Governing Body will ensure that every member of support staff’s salary is reviewed with effect from 1 April
for NJC staff and 1 August for Hay staff. 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.

SECTION 2a.2. THE PAY COMMITTEE
The terms of reference for the pay/personnel committee are as follows:
•

It is recommended that the Local Governing Body establish a committee to make determinations of pay in
accordance with the pay policy. This function might either be performed by a dedicated pay committee or
be part of a more wide ranging staffing committee. It is recommended that the committee has fully
delegated powers and if so must be established in accordance with the appropriate school government
regulations.

•

It is recommended that the terms of reference specifies that decisions will be communicated to each member
of staff by the Headteacher, in writing.

•

The Local Governing Body will agree arrangements for the review and development of all support staff in the
school and will ensure that resources for training and development are shared appropriately amongst all
employees and occupational groups as part of the Performance Management process.

SECTION 2a.3. GENERAL PRINCIPLES
The committee dealing with pay will apply the provisions of the National Joint Council (NJC) for Local Government
Services – National agreement on pay and conditions of service.
All posts are subject to job evaluation using the Greater London Provincial Council Job Evaluation Scheme for posts
graded up to and including SO1 and using the HAY scheme for posts which are deemed above this scale.
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The Headteacher will be responsible for notifying members of staff, Bexley Schools HR Services and any external payroll
provider of decisions of the Local Governing Body regarding pay progression.
The Trust Board is responsible for the implementation and review of this policy upon recommendations by the local
committee for dealing with pay. Staff will be consulted prior to implementation of the policy and any subsequent
amendments. Individual pay decisions are delegated to the committee dealing with pay.
–
SECTION
2a.4. APPEALS
The appeals procedure for support staff can be found at Appendix 3a.

SECTION 2a.5. REVIEWING RELATIVITIES
In the case of support staff this determination also recognises the need to act within the constraints of Single Status
Agreement and the relevant job evaluation scheme.

SECTION 2a.6. ADDITIONAL PAYMENTS
Section 2a.6.1 Out-of-School Activities
Support staff who agree to provide activities outside of the normal school hours and whose salary range does not
take account of such activity will be entitled to a payment based on the job evaluation of the post.
Activities that may attract payment include:
o
o
o
o

Breakfast clubs, homework clubs, summer schools (study support, literacy and gifted and talented),
Sporting activities,
Other outdoor activities e.g. Duke of Edinburgh,
Clubs linked to curricular, arts and hobby interests.

Section 2a.6.2 Honoraria
Terms and conditions allow for honoraria to be paid to support staff in particular circumstances for:
a)
b)

Undertaking a percentage of a Higher Graded Post
Undertaking duties outside scope of own post and/or responsibilities are ‘exceptionally onerous’

The award of honoraria to support staff is a recommendation from the Headteacher and will require approval from
the Local Governing Body and Trust Finance Director.

SECTION 2a.7. OPPORTUNITIES FOR PROGRESSION
The Local Governing Body will ensure that access to promotion is available to all employees through the advertising of
all promotion opportunities including the award of additional responsibilities, unless exceptional circumstances dictate
otherwise.

SECTION 2a.8. PENSIONS
The Local Governing Body will not promote staff through the grading system or use pay flexibilities to boost employees’
pensions.

SECTION 2a.9. MONITORING THE IMPACT OF THE POLICY
The Local Governing Body will monitor the outcomes and impact of this policy annually, including trends in progression
across specific groups of support to assess its effect and the school’s continued compliance with equalities legislation
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Appendix 1 - School’s Teaching Staff Structure

–
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Appendix 2 - School’s Support Staffing Structure

–
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Appendix 3 - TEACHING STAFF APPEALS PROCEDURE
Grounds for Appeal
The appeals procedure is only concerned with matters specific to the individual and which relate to their final
assessment. Two grounds of appeal are allowed:
–

(i)

that the content of the relevant documentation does not accurately reflect the year’s performance.

(ii)

that the award is inconsistent with the documentation.

The appeal must be submitted in writing to the Company Secretary under the scheme within ten working days of the
individual being formally notified of the decision arising from the annual performance management assessment.
An appeal may be lodged by the individual or on their behalf by an appropriate trade union. Anyone has the right to
be accompanied at the appeal hearing by a fellow worker or trade union representative.

Appeal Hearing
The appeal will generally be heard by a panel which will include Governors and will have delegation of appeal under
the schools terms of reference. A Human Resources Adviser will also attend the appeal hearing.
The Panel hearing the appeal will hear the case from the individual or their representative, and the response from the
Headteacher/ Chair of the panel who made the decision.
The Panel’s decision will be made in writing within five working days of the date of the hearing. The decision reached
will be final.
The timescales contained within this appeals procedure may be varied by mutual consent, for example where the
Panel hearing an appeal need to undertake further investigations that cannot be completed within the timescale
prescribed. Details of any extension will be communicated to the individual and (where applicable) their
representative.
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Appendix 3a - SUPPORT STAFF APPEALS PROCEDURE (HAY STAFF ONLY)
A consistent and accessible appeals procedure has an important part to play in ensuring that appraisals are fair. The
procedure must be followed whenever an individual queries decisions made under the appraisal scheme.
The appeals procedure is based on three key points. The scheme is open to all. The provisions of this document cover
all
– permanent employees that are part of the Hay Staff Appraisal Scheme.

Grounds for Appeal - Support Staff Hay
The appeals procedure is only concerned with matters specific to the individual and which relate to their final
assessment. Three grounds of appeal are allowed:
(i)
(ii)
(iii)

that the conduct of the appraisal process and meetings did not accord with the provisions of the
scheme.
that the content of the relevant documentation does not accurately reflect the year’s performance.
that the award is inconsistent with the documentation.

Should you feel aggrieved about any of these grounds, then you have the right to submit an appeal, which must be
heard under the process set out in paragraph 3 below. The appeal must be submitted in writing to your “grandparent”
under the scheme within ten working days of you being formally notified of the decision arising from your annual
appraisal.
An appeal may be lodged by you or on your behalf by an appropriate trade union. You have the right to be accompanied
at the appeal hearing by a fellow worker or trade union representative.

Appeal Hearing
Your appeal will be heard by a manager who did not make the original decision. This generally will be the manager of
the “grandparent”’ or another manager at an equivalent level to the grandparent. A Human Resources Adviser will
also attend the appeal hearing.
The manager conducting the appeal will hear the case from the individual or their representative, and the response
from management.
The manager’s decision will be made in writing within five working days of the date of the hearing. The decision
reached will be final.
The timescales contained within this appeals procedure may be varied by mutual consent, for example where the
manager hearing an appeal needs to undertake further investigations that cannot be completed within the timescale
prescribed.
Details of any extension will be communicated to the individual and (where applicable) their representative.
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Appendix 3b - APPEALS PROCEDURE (NJC SUPPORT STAFF)
Grounds for Appeal
The appeals procedure is only concerned with matters specific to the individual and which relate to their final
assessment. Two grounds of appeal are allowed:
–
(i)
(ii)

that the content of the relevant documentation does not accurately reflect the year’s performance.
that the award is inconsistent with the documentation.

The appeal must be submitted in writing to the “grandparent” under the scheme within ten working days of the
individual being formally notified of the decision arising from the annual performance management assessment.
An appeal may be lodged by the individual or on their behalf by an appropriate trade union. Anyone has the right to
be accompanied at the appeal hearing by a fellow worker or trade union representative.

Appeal Hearing
The appeal will generally be heard by the manager of the “grandparent”’ or another manager at an equivalent level to
the grandparent. A Human Resources Adviser will also attend the appeal hearing.
The manager hearing the appeal will hear the case from the individual or their representative, and the response from
management.
The manager’s decision will be made in writing within five working days of the date of the hearing. The decision
reached will be final.
The timescales contained within this appeals procedure may be varied by mutual consent, for example where the
manager hearing an appeal needs to undertake further investigations that cannot be completed within the timescale
prescribed. Details of any extension will be communicated to the individual and (where applicable) their
representative.
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Appendix 4 – Career Stage Expectations

–
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