Guidance on School Pay Policy

The Need for a Whole School Pay Policy

The Governing Body of a Catholic Voluntary Aided school are the employers of all those who work at the school, with one or two possible exceptions.  If the school also has a delegated management, the Governors have very significant discretion over the pay and conditions of service of their staff.  In other words the livelihoods of those who work at a Catholic school depend upon decisions made by the Governing Body.  These decisions cannot be taken lightly.  Pay is a sensitive issue and, if handled inappropriately, can lead to individual grievances or the break-down in morale of an individual or of a number of employees, which can be very damaging.  Mission Statements in Catholic schools almost invariably speak of Justice, one of the key Gospel values by which we as Catholics strive to live.  It is vital that governors are seen to be just in their dealings with their staff.  For this and for many other reasons, including the avoidance of claims of illegal discrimination, a pay policy and any decisions made about pay should not deal with any single member or group of staff, but should be a Whole School Pay Policy.

The Statutory pay arrangements contain significant discretionary elements and it is important that the staff understand how the Governing Body will make pay decisions on these elements.  Every school should have a Pay Policy.  This can be separate from, or part of, a Performance Management Policy.

The Governing Body may delegate pay decisions to a Committee.  However, it should be noted that Regulations require that a Headteacher must withdraw from any discussion or vote on his/her own pay.  Other employees must withdraw from any meeting during consideration of the pay or performance appraisal of any other employee, and is not allowed to vote on related matters.  The Regulations do not prevent Governors from hearing representations from the interested party i.e. a Headteacher could present his/her views in a note, or make a presentation, so long as he/she withdraws during the decision making process. 

The policy should explain how salary decisions will be taken in the context of a school’s arrangements for managing staff.   All procedures for determining pay should be seen to be consistent with the principles of Voluntary Aided schools i.e the procedures should show fairness and openness as well as accountability and objectivity.

The policy should also make clear the Governing Body’s compliance with the following Acts:

· The Race Relations Act  

· The Sex Discrimination Act

· The Equal Pay Act

· The Disability Discrimination Act.

The Policy should be formulated by the Headteacher in consultation with Governors.  The finalised  Policy should be agreed by the full Governing Body.  It should explain:

· The school’s mechanism for taking decisions on pay.

· The basis on which discretionary payments will be made.  This should include allowance for management, recruitment and retention or SEN, payments for continuing professional development, initial teacher training activities, and out-of-school learning activities, as well as discretionary experience points.

· Arrangements for deciding discretionary performance points.  This should detail the criteria that teachers need to satisfy to be considered for a performance increase.

The Governing Body should agree the final policy and clearly state:

· The timetable for annual salary reviews

· Who takes the decisions on pay

· How any complaints about pay are to be handled in the school (whether through the school’s ordinary grievance procedures (Catholic Education Service procedures recommended).  

Roles and Responsibilities

The role of the Governing Body is to:

· Approve the pay policy statement;

· Determine what amount should be set aside from the school’s delegated budget for discretionary pay  awards;

· Consider recommendations from the Headteacher about what awards should be given on the basis of the policy and budget:

· Appoint Governors to determine the pay of the Headteacher;

· Ensure that awards are made fairly and without discrimination or favouritism.

· Monitor the overall distribution of awards and the impact of the policy;

· Inform all staff of the policy which has been adopted.

The role of the Headteacher is to:

· Formulate the policy for discussion by staff and agreement by the Governing Body.

· With the help of other senior staff as appropriate, review performance information for teachers and make recommendations to the Governing Body or Pay Committee.

· Monitor the impact of the arrangement on teachers and teaching at the school, and report to the Governing  Body.

Handling Performance Pay

In England and (from 30 September 2002) in Wales, performance management legislation (teacher appraisal Regulations) requires Governing Bodies to appoint two or three Governors to appraise the Headteacher.  The appointed Governors should undertake the performance review ensuring that a clear assessment is made of overall performance, and in particular the extent to which the Headteacher has achieved his/her agreed objectives.  They must prepare a written statement recording the main points made by the external adviser, the Headteacher’s response and the conclusions reached.  The responsibility for deciding whether or not to award a performance point on the pay spine can be delegated to the Governors conducting the performance review, as the outcome of the review forms the basis on which they make their decision.  Different Governors should consider any subsequent complaints.

An important part of the Policy will be to make clear to teachers the opportunities they have to receive performance pay points, and the timetable of procedures for considering and awarding them.

The Policy should set out:

The procedures for deciding the award of performance pay points:

· The timetable to making decisions

· The criteria used to determine awards

· The information on which decisions would be based

· The procedures for ensuring confidentiality.

Performance pay awards are at the discretion of the Governing Body.  They should be made from a designated sum of money set aside for that purpose by the Governing Body within the school’s delegated budget and/or any additional special grant funding.    

These procedures should apply to all those eligible for an award, except for the Headteacher.  The Headteacher’s pay should be handled directly by the Governors dealing with pay, informed by a review of overall performance and taking into account relevant information in the Headteacher’s appraisal review statement.

Recommendations for use of the funds would be made by the Headteacher, for confirmation by a Pay Committee, or by other Governors appointed for that purpose.  Staff employed at the school should not be involved.

Any recommendations should be in the form of a list, with a brief supporting statement.  Governors should not make professional judgements about the effectiveness of individual teachers.  That is the responsibility of the Headteacher, as the senior professional in the school.  The Governors’ role is to satisfy themselves that the recommendations are evidence-based and make sure that account has been taken in regard to Equal Opportunities and budget implications.  

The School Teachers Pay and Conditions Document (STPCD) sets out broad national criteria for the award of performance points, which should be applied by Headteachers and Governing Bodies when deciding on criteria specific to their school.  The broad national criteria referred to above are as follows:

Heateachers – sustained high quality of performance, with particular regard to leadership, management and pupil progress at the school;

Other members of the leadership group – sustained high quality of performance, taking account of their contribution to school leadership and management and pupil progress:

Teachers on the main classroom teachers’ pay scale may be awarded an extra point on the scale for excellent performance over the previous academic year, having regard to all aspects of the teacher’s professional duties, but in particular classroom teaching.

 Before finalising the policy, Governing Bodies and staff should discuss what these criteria will look like in the context of their particular Catholic school.  This will help to promote openness, fairness and justice in the policy.

Job Descriptions 

Job descriptions should be agreed at the time of appointment and kept up to date.  This is particularly important for classroom teachers awarded management allowances.  (For details of teachers’ professional duties see paragraph 66 of STPCD).

Unsatisfactory Performance

An experience point may be withheld if capability procedures have been triggered, or if the teacher has already been notified in writing that his/her performance has not been satisfactory.  This is a serious matter for the teacher concerned, and should be considered within the context of the performance management framework.  The school should already have in place the Catholic Education Service procedures for handling capability issues.

Draft Model Pay (Salary) Policy – including Performance Management  - Reviewed Sept 2002

The Governing Body of St ………………School is committed to valuing staff, to equal opportunities in employment and to the principle that staff should receive equal pay for the same or similar work, for work rated as equivalent and for work of equal value.

It believes it is in the best interest of the whole schools community pay is awarded fairly and equitably.

It recognises that in order to achieve equal pay for employees doing equal work we should operate a pay system which is transparent, based on objective criteria and free from sex bias.

It will reward fairly the skills and experience of all staff and thereby promote the aims and ethos of a Catholic vision to work together to create a happy, safe environment in which all children and staff may contribute freely and continue to thrive.

Within this framework the Governing Body will operate a salary policy which will:

· Reflect the aims and ethos of the school, encompassing also the objectives and priorities of the School Improvement Plan by supporting an appropriate pay and staffing structure;

· Within prescribed conditions of service and salary structures, lead to jobs being evaluated appropriately within the school community:

· Review the duties of posts and the associated grade each time they become vacant:

· Take into account pay relativities between posts within the school:

· Ensure that any discretion for determining pay, including that associated with performance is exercised in a fair and equitable manner:

· Where possible, recognise increased responsibility on a temporary or long-term basis.

· Reflect budgetary considerations.

· Be communicated to the staff of the school.

· Achieve compliance with relevant legislation.
Annual Salary Review 

An annual review of pay effective from 1st September covering all staff will be carried out by the Staffing Committee which has delegated powers for this purpose.  Staff will be notified individually in writing of the outcome. The review will take account of the school’s management structure, its performance management and salary policies, and its obligations under equal opportunities legislation.

A salary review may be carried out at any time if necessary e.g. to reflect a change in specified management responsibilities.

The Governing Body will adhere to the STPCD which sets out the criteria to be taken into account in determining the outcome of the annual pay review for classroom teachers, including awarding allowances, and the leadership group. 

Any member of staff may appeal against their salary assessment using the appeals stage of the established Catholic Education Service Grievance Procedures, by giving notice in writing within 10 working days of receiving their assessment.

Discretionary payments for performance

The Governing  Body recognises that a key aspect of its discretionary powers with regard to pay lies in the award of Performance points to classroom teachers.  (This includes post-threshold teachers with effect from 1st September 2002) and the leadership group.

The Governing Body will determine on an annual basis the amount to be set aside from the school’s budget for discretionary pay awards.  For the financial year………/………..and amount of  £…………..(or....% of the salary budget) has been set aside.

The approach taken by the Staffing Committee in determining performance payments is to consider the performance of the teacher against the following criteria (see STPCD).

(i) Classroom teachers – an additional point may be awarded on the main pay scale where a teacher has demonstrated excellent performance over the previous academic year, having regard to all aspects of the teacher’s professional duties, but in particular classroom teaching.

(ii)  Post-threshold teachers – a point may be awarded to recognise `substantial and sustained performance and contribution to the school as a teacher`, subject to, in normal circumstances two years elapsing since the payment of the last performance point on the upper pay scale.

(iii) Leadership group – a point may be awarded within the pay range for `sustained high quality of performance’ in the light of previously set or agreed performance objectives.

Other than in relation to their own pay progression, the Headteacher will make recommendations regarding the award of performance points in light of the school’s policy budget to the Staffing Committee for consideration.   In relation to the Headteacher this task will be carried out by the members of the Governing Body to whom this responsibility has been delegated.

The Staffing Committee will also take account of the advice contained in Annex A of the DfES Circular 0563/2001 containing guidance on school salary policy which is available form the DfES Publications Unit on 08456022260.

Discretionary Payments for Continuing Professional Development

The Governing Body will/will not (delete as appropriate) use its discretionary powers under the STPCD to make additional payments to classroom teachers, Deputy Heads, or Assistant Head Teachers who undertake voluntary CPD at weekends or during school holiday.

(Delete as appropriate) The Governing Body will make payment for the following CPD activities: 

(insert list).

(Delete/amend as appropriate) The Governing Body will make the following payments in these circumstances: (insert payment).
NB. The Review Body’s view is that all payments should be funded from money saved on supply cover.  

Discretionary Payments for Initial Teacher Training Activities

The Governing Body will/will not (delete as appropriate) use its discretionary powers under the STPCD to make additional payments to any teacher for activities related to providing Initial Teacher Training(where these arise as an ordinary incident in the conduct of the school). 

(Delete/Amend as appropriate) The Governing Body will make payments for providing the following ITT activities: (insert list) i.e supervising and observing teaching practice; giving feedback to students on their performance and acting as professional mentors.

(Delete/Amend as appropriate) The Governing Body will make the following payments in these circumstances: (insert payment).

NB The level of payment will be set in light of the school’s circumstances particularly funding available through its partnership with a high education institution.  This could also include funding from the school’s own budget.

Other aspects of ITT activities are not regarded as an ordinary incident in the conduct of the school e.g. activities associated with the additional requirements of School Centred ITT, where schools take the lead in providing ITT courses.  If these activities occur, a separate non-teaching contract of employment should be issued.

Discretionary Payments of Out-of-School Hours Learning Activity.

The Governing Body will/will not (delete as appropriate) use its discretionary powers under the STPCD to make additional payments to full-time classroom teachers who participate in out-of-school hours learning activities: This will only be made where a teacher makes a substantial and, where appropriate, regular commitment outside their 1,265 hours of directed time.   

(Delete/Amend as appropriate) The Governing Body will make payments for involvement in the following out-of school hours learning activities: ( insert list e.g. breakfast club, homework clubs etc.  These activities may be at weekends, during school holidays or during the school week.

(Delete/Amend as appropriate)The Governing Body will make the following payments in these circumstances: (insert payment).  The basis on which payments have been made will be reviewed on an annual basis.

Support Staff

The National Single Status Agreement of 1997 requires Governing Bodies to undertake pay and grading reviews to fully implement equal pay legislation and modernise pay structures.  In partnership with the Local Authority, this Governing Body will adopt the approach recommended by the National Joint Council to provide a fair and transparent grading system based on job evaluation.  It is being implemented on a phased basis to manage potential costs, and the earliest date of implementation in schools will be…….(insert date appropriate to your LEA).  From this date of implementation a revised procedure for considering grading appeals from non-teaching staff will operate. 

The pay of support staff will take into account the level of duties and responsibilities undertaken, as set out in the job description for the post.  The Governing Body of a Voluntary Aided school have discretion to determine the terms to which staff are appointed.

Starting Salaries

Newly appointed staff will normally be placed on the minimum of the salary range of their post in order to facilitate compliance with equal pay legislation.  In exceptional cases, the school may offer a starting salary above the minimum of the salary range and it will ensure that such decisions are fair and justifiable based on the circumstances of the case.

Appeals

An employee dissatisfied with the grading of their job is entitled to appeal for a reconsideration of the grading.  He/she should provide a statement describing the increased duties and responsibilities undertaken to the Headteacher.  The Headteacher will investigate the matter within 10 working days of receipt and submit a written recommendation tot he school’s Staffing Committee for consideration.

If the member of staff is dissatisfied with the decision of the Staffing Committee, he/she may appeal in writing to the Chair of Governors within 10 working days of being informed of the decision in writing.  The appeal will be considered by the Staffing Appeals Committee at a hearing convened within 10 working days of receipt of the appeal.  At least 5 working days notice of the hearing will be given.  The decision of the Staffing Appeals Committee will be confirmed within 5 working days of the hearing and is final.

St……………………………….School

ADDENDUM TO SALARY POLICY

Introduction

This addendum to the school’ s Salary Policy sets out details of the salary review process at the above school with effect from 1 September 2002.  It has been prepared in line with DfES advice on the required content of School Pay Policies.  This is to ensure that teachers are aware of how the Governing Body will make decisions regarding those aspects of pay which are discretionary under the statutory provisions of the STPCD.

Discretionary Payments for Performance

The statutory criteria for awarding performance points, as contained in the SPCD are set out in the school’s Salary (Pay) Policy.

These broad national criteria will be applied in the context of this school as follows:

Leadership Group: (insert details)

Advanced Skills Teachers: (insert details) NB not applicable in many schools. 

Upper Pay scale Classroom Teachers (insert details)

Main Pay scale Classroom Teachers (insert details)

…………………………………………………………………………………………………………………

Information on which decisions will be based:

Leadership Group: (insert details) NB the reference period for considering performance is one year. 
Advanced Skills Teachers: (insert details) (NB not applicable in many schools) NB the reference period for considering performance is one year.
Upper Pay scale Classroom Teachers: (insert details) NB the reference period for considering performance is two years.

Main Pay scale Classroom Teachers (insert details) NB the reference period for considering performance is one year.

Teachers can submit additional evidence for consideration if they wish.  This should be restricted on one side of A4 and no enclosures are to be provided.  A teacher will not be judged adversely by their decision not to submit a written statement.

Procedures for ensuring confidentiality 

All matter relating to performance management outcomes are confidential to the Headteacher and the direct line manager of the teacher.

The Staffing Committee may request access to underlying performance information when considering the Headteacher’s recommendations to ensure that these are evidence-based.  They will not, as a matter of course, assess the evidence of performance of individual teachers.  The Governors involved will not make professional judgements about the effectiveness of individual teachers as that is the responsibility of the Headteacher as the senior professional in the school.

In the event of an appeal on ground that challenge the evidence base of the Staffing Committee’s decision, the person presenting the management case to the Staffing Appeals Committee may utilise underlying performance information if necessary. 

Individual decisions made by the Staffing Committee, or Staff Appeals Committee will be made know only to the teacher his/her immediate line manager and the School’s Senior Management Team, to whom they will be confidential.

…………………………………………………………………………………………………………………

Timetable for 2002 Salary Review Process

The proposed timetable for the process is as follows, but may be subject to change:

Consultation with staff commences




(insert date)

Consultation with staff concludes




(insert date)

Consideration of proposed final salary policy by Governing Body
(insert date)

Staffing Committee meet to consider recommendations

(insert date)

Staff notified of Staffing Committee decision


(insert date)

Drafted: (insert date)

Approved by Governing Body: (insert date).
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