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1.

RATIONALE

1.1

The Board of Directors has adopted the policy set out in this document to provide a clear
framework for the management of pay and appraisal for all staff employed in the school.

1.2

The Board of Directors recognises the requirement that all pay progression decisions for
employees must be linked to annual appraisal of performance; indeed, for teachers it is
statutory. This policy sets out the framework for a clear and consistent assessment of the
overall performance of staff, including the Head Teacher, and for supporting their
development within the context of the schools’ plan for improving educational provision and
performance, and the standards expected. It also sets out the arrangements that will apply
when staff fall below the levels of competence that are expected of them.

1.3

This policy applies to all employees of the trust, except the appraisal section for those on
contracts of less than one term, those undergoing induction (e.g. NQTs), non-teaching staff
during their probation period, and those who are subject to the formal stages of the schools’
capability policy.

1.4

The policy complies with the School Teachers’ Pay & Conditions Document (STPCD) and the
accompanying statutory guidance and with national and local pay agreements for Education
Support Staff and these documents will take priority in any disputes.

2.

AIMS
This policy aims to:
• maximise the quality of teaching and learning at the school;
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•
•
•
•
•

support the recruitment and retention of a high quality workforce;
recognise and reward staff for their contribution to school improvement;
ensure that pay and performance appraisal arrangements enable the current and future
delivery of the curriculum and school improvement plans;
ensure that pay decisions are made in a fair and transparent way; and
ensure that available monies are allocated appropriately.

3.

JOB ROLES AND RESPONSIBILITIES

3.1

All members of staff will be provided with a job description outlining the roles and
responsibilities of the post. This will also include the pay range and any additional payments
or allowances covered by this policy. The job description will state the reason for any
additional allowances or payments and whether this is a permanent or temporary payment.

3.2

Any significant changes to duties and responsibilities of a post will be subject to discussion
with the member of staff with a view to reaching agreement. Where there is a significant
change in duties and responsibilities of a post a new job description will be issued.

3.3

Where the staffing structure of the school needs to be significantly changed, resulting in
broader changes to roles and responsibilities, this will be the subject of consultation with staff
and the recognised trade unions before any changes are made and with a view to seeking to
agree the changes before new job descriptions are issued.

4.

BASIC PAY DETERMINATION ON APPOINTMENT

4.1

The Board of Directors 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.

4.2

In making such determinations, the Board of Directors will 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
• (for teachers) any specific restrictions set out in the School Teachers’ Pay & Conditions
Document

4.3

There is no assumption that any employee, including teachers, will be paid at the same rate as
they were being paid in a previous school.

4.4

A teacher transferring roles internally within the school will continue to be paid the same
salary on the main pay range (Tier 1 and 2) or the upper pay range (Tier 3) as paid in the
previous role unless there is a change in the requirements of the role.

4.5

The Board of Directors may, at their discretion, award an additional payment in respect of
housing or relocation costs. For teachers in the leadership group this will not be included in
the calculation of the Individual School Range (ISR) or the 25% of basic salary restriction on
temporary payments.

4.6

Lead Practitioners
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4.6.1

4.7

Where a Lead Practitioner post is included in the Staffing Structure, each Lead
Practitioner will be paid a fixed term honorarium.

Leadership teacher posts (Headteacher, Deputy & Assistant Headteacher)
4.7.1

The pay ranges for the Headteacher, Deputy Headteacher(s) and Assistant
Headteacher(s) will be determined in accordance with the criteria specified in the
current STPCD.

4.7.2

The Board of Directors will assign a seven-point ISR, for the Headteacher and a five
point ISR for other leadership group posts. The current ranges are set out in
Appendix 1.

4.7.3

The range for individual posts will be determined according to the duties and
responsibilities of the post and may vary between posts. The amount paid to a
previous post holder will not influence the range that may be set for a new
appointment.

4.7.4

Temporary payments to the Headteacher will be determined in accordance with the
provisions of the STPCD and will be reviewed annually.

4.7.5

On appointment the salary of the Headteacher will be within the agreed ISR.
Governors reserve the right to make an offer at any point on the range for an
exceptional candidate.

4.7.6

Other than in exceptional circumstances, the Board of Directors will ensure that
there is no overlap of pay points between the Headteacher and any other leadership
post.

4.7.7

On appointment a teacher paid within the leadership range will be appointed
according to skills and experience at any point below the maximum of the range.

4.7.8

The pay range for teachers paid on the leadership spine will be reviewed where there
is a significant permanent change in the duties and responsibilities of the post, or
where it is necessary to maintain consistency across the leadership group.

5.

SHORT NOTICE/SUPPLY TEACHERS

5.1

Teachers employed on a day-to-day or other short notice basis will be paid on a daily basis
calculated on the assumption that a full working year consists of 195 days; periods of
employment for less than a day being calculated pro-rata.

5.2

Agency Workers Regulations Provide for an agency Teacher who has worked in the same
school for more than 12 weeks to have the right to be paid in accordance with the normal
terms and conditions applied by the school for the post undertaken. This will normally be
limited to payment within the main pay range as agency teachers will not usually be expected
to meet the requirements of an upper pay range teacher.

6.

PAY INCREASES DUE TO ‘COST OF LIVING’ AWARDS AND CHANGES TO THE STPCD
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6.1

All teachers are paid in accordance with the statutory provisions of the document as updated
from time to time. The Board of Directors will ensure that all teachers are paid within the
statutory ranges set out in the STPCD.

6.2

The Board of Directors will annually determine the extent of any uplift to its pay points within
the minimum and maximum amounts of the pay ranges and TLR and SEN allowances. This may
see the school apply the uplift that applies to the ranges within the STPCD to each point or set
its own percentage increase or do nothing. There is no obligation on the Board of Directors to
uplift, or if performance is below expectations, to progress. The application of any uplift to
teachers will be linked to performance appraisal. The exception to this is those staff at the
bottom of a range who will as a minimum be uplifted to ensure their pay does not fall outside
the relevant range contained within the STPCD.

6.3

For non-teaching staff employed on NJC Local Government terms and conditions of service
any uplift will be applied in accordance with any nationally agreed award.

7.

DISCRETIONARY ALLOWANCES AND PAYMENTS

7.1

Teaching and Learning Responsibility Payments (TLRs)
7.1.1

TLR payments will be awarded to the holders of the posts indicated in the schools’
staffing structure.

7.1.2

TLR payments will be awarded to a teacher on the main range or upper pay range
where a teacher is required to undertake a sustained additional responsibility within
the schools’ staffing structure for ensuring the continued delivery of high quality
teaching and learning for which they are accountable.
i.e. where a post:
is focused on teaching and learning;
• requires the exercise of a teacher’s professional skills and judgment;
• requires the teacher to lead, manage and develop a subject or curriculum area;
or to lead and manage student development across the curriculum;
• has an impact on the educational progress of students other than the teacher’s
assigned classes or groups of students;
• involves line management, leading, developing and enhancing the teaching
practice of others; and
• must be a significant responsibility that is not required of all classroom teachers.

7.1.3

In order to qualify for a TLR1 payment, the post holder’s role must include line
management responsibility for a significant number of people.

7.1.4

The Board of Directors will award TLR payments within the range prescribed in the
School Teachers’ Pay and Conditions Document. In this school the Board of Directors
has determined that TLR payments will be as set out in Appendix 1.

7.1.5

The Board of Directors may award a fixed-term TLR3 to a classroom teacher for
clearly time-limited school improvements, or one-off externally driven
responsibilities. The annual value of a TLR3 will fall within the range set by the STPCD
applicable at the time. The duration of the fixed term must be established at the
outset and payment should be made on a monthly basis for the duration of the fixed
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term. Where a TLR3 is awarded to a part-time teacher it must be paid on a pro-rata
basis.
7.1.6
7.2

7.3

There will be no salary safeguarding of any fixed term/temporary TLR payments.

SPECIAL EDUCATIONAL NEEDS (SEN) ALLOWANCES
7.2.1

The Board of Directors will award SEN allowances in accordance with the criteria and
provisions set out in the current STPCD.

7.2.2

The value of SEN allowances to be paid at the school are set out in Appendix 1.

Unqualified Teacher Allowance
7.3.1

The Headteacher may determine that an additional Allowance be paid to an
unqualified teacher who is paid on the Unqualified Teachers’ Pay Range where, in the
context of its staffing structure, the teacher has:
•
•
•
•

7.3.2

7.4

taken on a sustained additional responsibility which is:
focussed on teaching and learning; and
requires the exercise of a teachers’ professional skills and judgement: or
qualifications or experience which bring added value to the role s/he is
undertaking.

The Headteacher will determine the amount of any such allowances having due
regard to consistency, fairness and transparency.

Acting allowances
Where a teacher is assigned and carries out the duties of a Headteacher, Deputy Headteacher,
or Assistant Headteacher, but has not been appointed in an acting capacity the Board of
Directors shall, within four weeks, determine whether or not an allowance should be paid in
accordance with the provisions of the School Teachers' Pay & Conditions Document.
Consideration may be given to backdating any increase to when the additional duties
commenced.

7.5

7.6

Provision of service to another school(s)
7.5.1

The Board of Directors will formally authorise any agreement for the Headteacher to
provide services relating to the raising of standards in one or more other school.
Where such an agreement is authorised, the Board of Directors will determine, what,
if any, proportion will be paid to the Headteacher and/or other staff, of additional
income received by the school as part of the agreement. Any such payments will be
in accordance with the terms of the Teachers’ Pay & Conditions Document and will
be temporary with no entitlement to safeguarding when they cease.

7.5.2

This does not apply to the Headteacher where the Headteacher is appointed as the
Headteacher of more than one school, as this responsibility will be reflected in the
setting of the ISR or an additional temporary allowance.

Recruitment and retention incentives and benefits (teachers on MPR and UPR only)
5

7.6.1

The Board of Directors may, on the advice of the Headteacher, consider the award of
a recruitment and retention payment to a teacher where there is clearly
demonstrated evidence that such a payment is:
•
•

7.7

7.8

required to attract suitable candidates for a post which it has been or it is
considered difficult to fill; or
required to retain the skills and expertise of a teacher, particularly in a specialist
area or where it is considered that the subsequent vacancy would be difficult to
fill;

7.6.2

The value of any recruitment or retention payment will be determined according to
the circumstances of each case but will take into account salary relativities across the
school structure and known staffing changes in the future and would normally be
within the range £500 - £3,000.

7.6.3

The duration of the payment will be determined according to the circumstances of
the payment. Such payments will be subject to annual review which may extend the
period if appropriate.

7.6.4

Members of the leadership group will not be entitled to a separate recruitment and
retention payment, save where it relates to reasonably incurred housing or
relocation cost on recruitment.

Honoraria payments
7.7.1

The Board of Directors will not pay any honoraria to any member of the teaching
staff for carrying out their usual professional duties as a teacher, recognising that
there is no provision within the STPCD for the payment of bonuses or honoraria in
any circumstances.

7.7.2

Such awards may however be made to non-teaching staff, such payments will be
exceptional in their use rather than the norm. Honoraria payments can be used when
an individual is undertaking work that is part but not all of a higher graded position
for a period of 4 weeks or more.

7.7.3

Honoraria payments may be made in order to recognise an employee taking on
additional duties to an exceptional standard as agreed in such circumstances as
determined by the Pay Review Group. Honoraria should only be used if additional
work is for a specified period, of up to a year after which time the role will be
reviewed.

7.7.4

Where the full duties of a higher grade are undertaken this will be treated as acting
up. The difference in salary between the two posts should be paid in relation to the
percentage of duties of the higher post being undertaken i.e. if taking on 50% of
higher graded post duties, post will usually be paid 50% of the difference between
the two posts.

Safeguarding
The Board of Directors will operate salary safeguarding arrangements in line with the
provisions of the STPCD applicable at the time of safeguarding being applied.
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8.
8.1

EDUCATION SUPPORT STAFF PAY
Conditions of service
Education Support Staff are employed under the (NJC) for Local Government Services Terms
and Conditions, commonly known as the ‘Green Book’. Each new employee will receive a
written statement of particulars (a contract of employment for Education Support Staff).

8.2

Pay Scales
Pay scales are structured around locally agreed grades using nationally agreed salary points,
known as spinal column points (SCP). These SCPs are determined nationally through
negotiation between the Employers’ Organisation and the Trade Unions. HCC has grouped
these spinal column points into locally agreed ‘H’ and ‘M’ grades to construct the grading
structure. This has also been adopted by St. Albans Girls’ School. There are between 3 and 5
spinal column points in each grade. These enable employees to move through the grade as
they develop in the role. The current pay scales can be found in Appendix 5.
Job Descriptions and Starting Salaries
In determining the pay of Education Support Staff, the Board of Directors will devise and grade
Education Support staff posts. Such decisions will be made by the Headteacher after
consulting the Chair of the relevant committee.

8.3

Acting up allowances
When a position is available for a short term due to a reason other than annual leave, e.g. to
cover for maternity, long term sickness or a vacant post, a temporary acting up arrangement
can be considered. Consideration will be made of the following two conditions:
The arrangement is to cover the post for a minimum of half a term
The acting up arrangement covers the full duties and responsibilities of the post.
If both of the conditions are met, then any person accepting the acting up arrangement will be
paid the evaluated grade for the post from the date they start.

9.

STAFF APPRAISAL

9.1

Appraisal in this school will be a supportive and developmental process designed to ensure
that all staff have the skills and support they need to carry out their role effectively. It will help
to ensure that staff are able to continue to improve their professional practice and to develop.

9.2

In this school all employees 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.

9.3

The Appraisal period
9.3.1

The appraisal period for all teaching staff will run for twelve months from 1
November to 31 October.
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9.4

9.5

9.3.2

The appraisal period for all Education Support Staff will run for twelve months from 1
November to 31 October.

9.3.3

Staff who are employed on a fixed term contract of less than one year will have their
performance managed in accordance with the principles underpinning this policy.
The length of the period will be determined by the duration of their contract.

9.3.4

Where a teacher starts their employment at the school part-way through a cycle, the
Headteacher or, in the case where the employee is the Headteacher, the Board of
Directors shall determine the length of the first cycle for that teacher, with a view to
bringing his/her cycle into line with the cycle for other teachers as soon as possible.

Appointment of Appraisers
9.4.1

The Headteacher will be appraised by the Board of Directors, supported by a suitably
skilled and/or experienced external adviser who has been appointed by the Board of
Directors for that purpose.

9.4.2

In this school the task of appraising the Headteacher, including the setting of
objectives, will be delegated to a sub-group consisting of the Chairs of each of the
Board of Directors sub-committees.

9.4.3

The Headteacher will decide who will appraise other employees.

9.4.4

Teaching staff will not be appraised or formally observed by anyone other than an
individual holding Qualified Teacher Status (QTS). Education Support Staff may be
appraised by a member of the teaching staff.

Setting objectives
9.5.1

The Headteacher’s objectives will be set by the Board of Directors after consultation
with the external adviser. Objectives will be focused on key school priorities and take
account of the relevant national standards.

9.5.2

Objectives for all employees, including the Headteacher, will be set before or as soon
as practicable after the start of each appraisal period. In some circumstances it may
be possible to set objectives for the upcoming year in the same meeting that
objectives are reviewed from the previous year.

9.5.3

The objectives set will be linked to the relevant occupational standards for the role
undertaken, where applicable, and take account of the individuals job description,
person specification for the role and the schools’ definition of PRI ratings (for nonteaching staff) where appropriate.

9.5.4

The appraiser and employee will seek to agree the objectives but, if that is not
possible, the appraiser will determine the objectives, and the employee may record
their comments in writing as an appendix to the appraisal statement.

9.5.5

Objectives should be revised if circumstances change such as change of
role/responsibility.
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9.6

9.5.6

The objectives set for each employee, including the Headteacher, will, if achieved,
contribute to the schools’ plans for improving the schools’ educational provision and
performance and improving the education of students at that school.

9.5.7

Objectives should therefore link directly to the school improvement plan and should
reflect the schools’ priorities in terms of student progress, teaching and learning, and
leadership and management.

9.5.8

Agreed continuing professional development (CPD) for individuals should support the
achievement of these objectives.

9.5.9

Some roles, such as teachers, have national standards which form a core expectation
of the standards that employees fulfilling those roles will consistently meet. These
standards will be considered as part of the review process and must be deemed to
have been met for a cycle to be successful. A self-audit and reviewer comparison
exercise will be undertaken from time to time to inform employee development
needs, new employees to the school may be deemed to benefit from this for
example.

9.5.10

Under normal circumstances employees will have a reasonable number of objectives
that is relative to the role that they undertake in the school. This will usually be
between 3 and 6 objectives. However, employees who are found not to be meeting
standards at the appropriate level may be given as many additional objectives as are
required to ensure that the most appropriate support can be provided.

9.5.11

The Deputy Headteacher will be responsible for ensuring that the appraisal process
operates consistently and that there is moderation of staff fulfilling equivalent roles.

Reviewing performance
9.6.1

Observation

9.6.1.1 This school believes that observation of classroom, leadership and work practice as
applicable is important both as a way of assessing employee performance in order to
identify any particular strengths and areas for development they may have and of
gaining useful information which can inform school improvement more generally.
9.6.1.2 All observation of teachers will be carried out in a supportive manor by those with
QTS. For Education Support Staff task observations will be carried out by those with
knowledge of the employee’s work. Appropriate and timely oral and/or written
feedback will be given.
9.6.1.3 Where non-teaching staff are delivering lessons, for cover or supervision purposes
for example, lesson observations may be necessary to assess objectives where
relevant.
9.6.1.4 In this school teachers’ performance will be regularly observed but the amount and
type of formal classroom observation will depend on the individual circumstances of
the teacher and the overall needs of the school.
9.6.1.5 The amount of observation that takes place will not normally exceed 3 hours of
formal observation in a particular appraisal cycle. Formal observation will usually be
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with prior notification, most likely agreed as part of objective setting. Teachers
(including the Headteacher) who have responsibilities outside the classroom should
also expect to have their performance of those responsibilities observed and
assessed.
9.6.1.6 Additional formal observation may be deemed necessary in circumstances where
concerns arise where it is felt appropriate to facilitate and monitor the effectiveness
of management support. This would usually be explained at the time concerns are
raised with an employee.
9.6.1.7 In addition to formal observation, Headteachers or other leaders with responsibility
for teaching standards may informally ‘drop in’ in order to evaluate the standards of
teaching and to check that high standards of professional performance are
established and maintained. The length and frequency of ‘drop in’ observations will
vary depending on specific circumstances.
9.6.18 Formal observation outlined above excludes school reviews, Ofsted visits, learning
walks with a specific focus e.g. student premium provision or a department review.
The areas excluded cover circumstances where it is a whole school or department
focus rather than an individual focus.
9.6.1.9 Informal drop in observations and wider school or department reviews covered
under sections 9.6.1.7 and 9.6.1.8 will not result in formal outcomes being given.
These can be documented for an individual employee and can form part of a
measure against an employee’s annual appraisal. Anything identified as an issue
outside of formal observation will be revisited in accordance with section 9.6.1.5 and
9.6.1.6.
9.6.2

Development and support
Appraisal is a supportive process which will be used to inform continuing
professional development. The school wishes to encourage a culture in which all
employees take responsibility for improving their teaching/skills through appropriate
professional development. Professional development will be linked to school
improvement priorities and to the ongoing professional development needs and
priorities of individual employees as detailed in section 9.5 on ‘Setting Objectives'
above.

9.6.3

Feedback

9.6.3.1 Employees will receive constructive feedback on their performance throughout the
year and as soon as practicable after formal observation has taken place or other
evidence has come to light. Feedback will include discussion with the employee, will
highlight particular areas of strength as well as any areas for development and will
determine any appropriate action required.
9.6.3.2 If during the review cycle, there are concerns about any aspects of an employee’s
performance these will be addressed in accordance with section 9.7.
9.6.3.3 When progress is reviewed mid cycle, if the appraiser is satisfied that the employee
has made, or is making, sufficient improvement, the appraisal process will continue
as normal, with any remaining issues continuing to be addressed through that
process.
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9.7

Staff Experiencing Difficulties
9.7.1

When dealing with a member of staff experiencing difficulties, the objective is to
provide support and guidance through the appraisal process in such a way that
performance improves and the problem is therefore resolved.

9.7.2

Where it is apparent that a member of staff’s personal circumstances are leading to
difficulties at school, support will be offered as soon as possible, without waiting for
the formal annual assessment.

9.7.3

If an appraiser identifies through the appraisal process, or via other sources of
information, for example parental complaints, that the difficulties experienced by a
member of staff are such that, if not rectified, could lead to capability procedures
the appraiser, the Headteacher, or a member of the leadership team, will, as part of
the appraisal process meet the member of staff to:

•
•

•
•

•
•
•

9.8

give clear written feedback about the nature and seriousness of the concerns;
give the member of staff the opportunity to comment on and discuss the
concerns;
give the member of staff at least 5 working days’ notice that a meeting will be
held to discuss targets for improvement alongside a programme of support, and
inform the teacher that he/she has the right to be assisted by a representative of
an independent trade union or work place colleague, and at any future meetings
where capability will be discussed;
set an appropriate number of Appraisal objectives above the school norm;
in consultation with the member of staff at the above meeting, an action plan
with support will be established (for example coaching, training, in-class support,
mentoring, structured observations, visits to other classes or schools or
discussions with advisory teachers), that will help address those specific
concerns;
make clear how progress will be monitored and when it will be reviewed;
further lesson or task observations will be carried out, many or all of which may
be unannounced;
explain the implications and process if insufficient improvement is made.

9.7.4

The member of staff’s progress will continue to be monitored as part of the appraisal
process and a reasonable time given for performance to improve. This will depend
upon the circumstances but will be for a maximum period of 12 weeks, with
appropriate support as agreed in the Staff Support Programme (SSP) Action Plan
(Appendix 8), in order that the aim of recovering and improving performance can be
achieved. During this monitoring period the member of staff will be given regular
feedback on progress and arrangements will be made to modify the support
programme if appropriate.

9.7.5

If sufficient progress is made such that the member of staff is performing at a level
that indicates there is no longer a possibility of capability procedures being invoked
the teacher should be informed of this at a formal meeting with the appraiser or
Headteacher. Following this meeting the appraisal process will continue as normal.

Transition to Capability
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9.8.1

Where standards (such as the national standards for teachers) in line with the
schools’ expectations, are found not to be met at the appropriate professional skills
level/behaviour descriptors, special arrangements will be made to ensure that the
appropriate support can be provided as outlined in 9.7.

9.8.2

Where information comes to light during the course of an appraisal cycle that leads
the Headteacher to conclude that national standards are not met at the appropriate
professional skills level/behaviour descriptors, these new arrangements (as outlined
in 9.6.1 above), which may include a change of appraiser, will come into force as
soon as possible after the decision has been made.

9.8.3

Where national standards are identified as not being met at the appropriate career
stage expectation level/ behaviour descriptors, performance objectives will be action
planned to a much shorter timescale, typically between half a term and a term as the
Headteacher decides the situation warrants. At the end of each such period, progress
will be reviewed, and a decision made on whether:
•
•
•

9.9

to end the support programme and resume normal appraisal arrangements;
to continue to provide support within appraisal by setting further short-term
objectives;
to suspend performance appraisal and move immediately into the formal
capability procedure.

Annual Assessment
9.9.1

Where the appraiser indicates that performance is unsatisfactory, they will be able to
present evidence previously shared with the member of staff.

9.9.2

Employees and their appraiser will as a minimum annually attend a formal appraisal
meeting, where their performance will be formally assessed in respect of each
appraisal period. The aim of the meeting will be to determine PRI ratings/appraisal
review outcomes or performance related pay (PRP) outcomes where appropriate, to
set objectives for the coming year and to determine any professional development
requirements. In assessing the performance of the Headteacher, the Board of
Directors will consult the external adviser.

9.9.3

Where appraisee and appraiser cannot reach agreement as to PRI ratings/ appraisal
review outcomes or PRP outcomes, the matter will be referred to the Headteacher
(or to the member of senior staff with delegated responsibility for the process) who
will meet with the appraisee, consider all available evidence, and inform the
appraisee of their decision

9.9.4

Disputes concerning PRI ratings/ appraisal review outcomes or PRP outcomes will be
dealt with through the schools’ pay appeal process in section 13.

9.9.5

This assessment is the end point of the annual appraisal process, but performance
and development priorities will be reviewed and addressed on a regular basis
throughout the year by means of:
•
•
•

Professional dialogue
Lesson or task observations;
Planning and work scrutiny;
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•
•
•
•

9.9.6

Termly meeting with appraiser;
Mid-cycle review meeting with appraiser;
Observation / scrutiny of leadership and management activities where
appropriate;
Other feedback obtained during the cycle relevant to the employee’s overall
performance.

As soon as practicable following the end of each appraisal period, the employee will
receive, and have the opportunity to comment in writing on, a written appraisal
report. The appraisal report will include:
•
•

•
•

details of the employee’s objectives for the appraisal period in question;
an assessment of the employee’s performance of their role and responsibilities
against their objectives, the relevant standards, and their job description and
person specification;
an assessment of the employee’s training and development needs and
identification of any action that should be taken to address them;
a recommendation on pay progression where that is relevant and in keeping
with the relevant terms and conditions of employment, and PRI requirements.

9.9.7

The assessment of performance and of training and development needs will inform
the planning process for the following appraisal and training period.

9.9.8

Recommendations on pay will be referred to the Headteacher before being referred
on to the Board of Directors.

9.9.10

Confidentiality
Access to the written appraisal report will normally be limited to the appraisee, the
appraiser, the Headteacher and/or nominated member of the senior management
team and those with line management responsibilities.

9.11

9.12

Equality and consistency
9.11.1

The Headteacher will have overall responsibility for the quality assurance of the
appraisal process across the school. This will include ensuring the consistency and
equality of application of the process throughout the school. The Headteacher may
delegate responsibility for monitoring consistency and equality of application to a
teacher member of the senior management team.

9.11.2

The Headteacher via the Executive Headteacher will be responsible for reporting
regularly to the Board of Directors on any relevant issues, including those of
underperformance, arising from the annual review cycle and on any action required
to address those issues. The report will enable governors to receive an overall
general report of the process but will not include specific details relating to individual
members of staff.

9.11.3

The Board of Directors is committed to ensuring consistency of treatment and
fairness and will abide by all relevant equality legislation.

Retention of statements
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The Board of Directors and Executive Headteacher will ensure that all written appraisal
records are retained in a secure place for six years and then destroyed.
10.

PAY REVIEWS

10.1

The Board of Directors will ensure that each member of teaching staff’s salary is reviewed
annually with effect from 1 September and that each teacher is notified of the outcome by no
later than 31 October each year or 31 December for the Headteacher, and that all teachers
are given a written statement setting out their salary and any other financial benefits to which
they are entitled.

10.2

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.

10.3

Where a pay determination leads or may lead to the start of a period of salary safeguarding,
the Board of Directors will give the required notification as soon as possible and no later than
one month after the date of the determination.

10.4

The Board of Directors will ensure that each member of Education Support Staff’s salary is
reviewed annually. Their reviews will be undertaken annually by no later than 31 March each
year. Pay determinations will take effect from 1 June in each year.

10.5

It will be possible for a ‘no progression’ determination to be made without recourse to the
capability procedure.

10.6

To be fair and transparent, assessments of performance will be properly rooted in evidence.
Fairness will be assured by annual monitoring of the application of the pay policy and pay
decisions.

10.7

Decisions regarding pay progression will be made with reference to performance appraisal
reports and the pay recommendations they contain. In the case of NQTs, pay decisions will be
made by means of the statutory induction process.

10.8

Teachers’ performance appraisal reports will contain pay recommendations. Final decisions
about whether or not to accept a pay recommendation will be made by the Board of
Directors, having regard to the performance appraisal report and taking into account advice
from the senior leadership team. The Board of Directors will consider its approach in the light
of the schools’ strategic priorities and ensure that appropriate funding is allocated for pay
progression at all levels.

10.9

In this school, judgements of performance will be made against objectives met, any relevant
standards which apply to the role, and for teachers the schools’ skill level/behaviour
descriptors/career grade expectations.

11.

PAY PROGRESSION BASED ON PERFORMANCE

Education Support Staff
11.1

Progression of incremental points for Education Support Staff will be subject to a review of
their performance set against the annual appraisal review.
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PRI will provide the opportunity to either:
a) award an increment to those who achieve an overall ‘Met’ or ‘Exceed’ rating against their
objectives (subject to the maximum scale point of the grade) and provided that they have
been in their current post for more than 6 months beyond successful completion of their
probation period at the time of appraisal.
b) award one day of paid leave during term time to those who achieve an overall ‘Met’
rating against their objectives, who have reached the maximum scale point and provided
they have been in their current post for more than 6 months beyond successful
completion of their probation period at the time of appraisal
c) award one day of paid leave during term time to those who achieve an overall ‘Exceed’
rating against their objectives, who have reached the maximum scale point and provided
they have been in their current post for more than 6 months beyond successful
completion of their probation period at the time of appraisal
or
award additional payments to employees who achieve an overall ‘Exceed’ rating against
their objectives. Employees that are not at the top of their scale will increment and
receive a non-consolidated one off payment of 1%. Employees at the top of their scale
will receive a non-consolidated one off payment of 2%.
d) withhold an increment for employees that are awarded a ‘Not Met’ or ‘Partly Met’ rating.
Teaching Staff
11.2

Pay progression within tiers will be subject to sustained performance within the year towards
the next higher tier, and meeting the relevant teacher standards and Professional Skills Level
Descriptors for that tier. Meeting appraisal objectives will not automatically mean that pay
progression will be awarded. Where a teacher’s performance does not demonstrate a
sustained level and is below the school’s expectations at that level of post, the governors may
determine that no incremental progression will be awarded in that year.

11.3

Progression on the pay range for a member of teaching staff, including members of the
leadership group will be subject to a review of their performance set against the annual
appraisal review and the relevant professional skills level descriptors, as applicable.
Employees will not move from Tier 1 to Tier 2 or from Tier 2 to Tier 3 on their range or ISR as
appropriate until all the elements of the professional skills level descriptors applicable to the
post for either Tier 2 or Tier 3 respectively have been met.

11.4

The Board of Directors has determined that, other than in exceptional circumstances, a
teacher would not move to Tier 2 (Accomplished Teacher) unless they are able to
demonstrate a minimum of 2 years’ teaching. This could include experience of working across
different key stages, and a period of sustained performance at the higher level immediately
prior to moving to Accomplished Teacher. Similarly a teacher would not progress to Tier 3
unless they are able to demonstrate 4 years’ teaching with experience of working across more
than one key stage, and include a period of a sustained higher level performance immediately
prior to, moving to Expert Teacher.

11.5

Progression between tiers will be based on the teacher demonstrating, through performance
appraisal that they meet the Teacher Standards and Professional Skills Level Descriptors for
the new tier. Evidence for progression will be required to demonstrate performance and
should be retained in the Professional Development Portfolio. In addition to the portfolio, a
range of other evidence sources may also be referenced.
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11.6

The Board of Directors has determined that a teacher appointed to Tier 1 (Teacher) would,
other than in exceptional circumstances, be expected to have progressed to the Tier 2
(Accomplished Teacher) within a maximum of 3 years’ of taking up their post. In
circumstances where a teacher’s performance is not at that level this will be addressed,
through the school’s appraisal process, other support structures and capability procedure if
required.

11.7

A teacher reaching the top of Tier 1 will progress to Tier 2 (Accomplished Teacher) if they
meet the criteria for Tier 2 (Accomplished Teacher) and will be required to request this move
through the usual Appraisal process using the Professional Development Portfolio as
evidence. Progression to the upper pay range Tier 3 (Expert Teacher) is detailed in section
11.12 of this policy.

11.8

The Board of Directors has determined that other than in exceptional circumstances a teacher
would not move within the upper pay range Tier 3 (Band 7 to 8 or Band 8 to 9) unless they are
able to demonstrate the professional skills level descriptors for a minimum of 2 years at each
band, i.e. ordinarily it would take 6 years to progress from Band 7 to Band 9.

11.9

Decisions regarding annual pay progression within the relevant ranges will be made with
reference to teachers’ performance appraisal statements and the pay recommendation they
contain. In the case of Newly Qualified Teachers, whose appraisal arrangements are different,
pay decisions will be made by means of the statutory induction process.

11.10 The Board of Directors expects all teachers to perform at the highest possible level and to
continue to improve their professional practice year on year. Performance Appraisal
objectives will be progressive and developmental, thereby ensuring that good performance is
rewarded and that good teachers have the opportunity over a number of years, to progress to
the maximum of their respective pay range.
11.11 Decisions on performance pay progression will be based on an assessment of the overall
performance of the teacher.
11.12 A teacher will be eligible for annual performance pay progression where they:
1) have been assessed as meeting all of the teaching standards, throughout the assessment
period;
2) have had their teaching assessed as at least good overall during the assessment period;
2a) Upper Pay Range teachers will be expected to demonstrate increasing levels of
outstanding teaching overall
3) have been assessed as meeting the requirements of their job description/job role;
4) meet their individual performance appraisal objectives;
Consideration will be given where factors beyond the teacher’s control have impacted on
their ability to meet objectives;
5) have demonstrated a personal responsibility for identifying and meeting their CPD needs;
6) are performing in line with the skill level/behaviour descriptors/career grade
expectations.
11.13 The evidence which will be considered in assessing performance will include:
student progress data;
• quality of teaching against the Teaching Standards, including observed practice;
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•
•
•
•
•

self-assessment;
professional dialogue;
received feedback;
performance appraisal statements;
CPD records.

And in the case of Upper Pay Range teachers, evidence of their contribution beyond their own
classroom and their impact on the wider school.
11.14 Where a teacher has been absent for some or all of the assessment period, an assessment will
be based on performance during any periods of attendance and/or prior performance.
11.15 Where the performance pay progression criteria are not met, the teacher will not receive any
performance pay progression. A decision not to award performance pay progression may be
made without recourse to capability procedures. However, teachers who fail to meet the
minimum teaching standards and/or who consistently fail to improve their practice or to
sustain the expected level of performance for their pay level, may be subject to these
procedures.
11.16 Where a decision not to progress is made, the teacher will be supported through the
performance appraisal process to improve their performance.
12.

MOVEMENT TO UPPER PAY RANGE (TIER 3)

12.1

Applications and Evidence
12.1.1
12.1.2

Any qualified teacher may apply to be paid on the upper pay range. It is the
responsibility of the teacher to decide whether or not they wish to apply.
Applications must:
•
•

12.1.3

be made on the appropriate application and submitted to the Headteacher;
be submitted by 31 October in each year (consideration will be given to
accepting late applications where individual circumstances e.g. absence prevent
this deadline being met).
An application will be successful, if the Headteacher and the Pay Committee are
satisfied that:
• the teacher is highly competent in all elements of the teaching standards; and,
• the teacher’s achievements and contribution to the school are substantial and
sustained; and,
• the teacher has fulfilled the schools’ skills level descriptors/career grade
expectations for Tier 3.
In this school, this means that the teacher has consistently:
• demonstrated that they meet all teaching standards, both in terms of teaching
and personal and professional conduct, over a sustained period:
• been assessed as meeting their performance appraisal objectives over a
sustained period;
and in addition that;
• teaching has been rated as at least good overall, over a sustained period;
• the teacher has demonstrated over a sustained period an ability to support
students to exceed expected levels of progress/achievement;
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•

•

12.2

the teacher has consistently taken responsibility for identifying and meeting
their own professional development needs and used their learning to improve
their own practice and students’ learning;
the teacher has demonstrated that they have made an impact on the school
beyond their own class/group(s) over a sustained period. This may include
o demonstrating an ability to coach, mentor, advise and demonstrate best
practice to, other teachers to enable them to improve their teaching
practice;
o contributing to policy and practice which has improved teaching and learning
across the school;

12.1.4

Sustained means maintained continuously over a period of at least 2 school years.

12.1.5

The school will exercise its discretion to consider performance over a lesser period
where a teacher has been absent for some of the relevant period due to maternity,
adoption, shared parental leave or ill health.

12.1.6

If a teacher is simultaneously employed at another school(s), they may submit
separate applications if they wish to apply to be paid on the upper pay range in that
school or schools. This school will not be bound by any decision made by another
school.

The application will be assessed: processes and procedures
12.2.1

The Headteacher will assess all applications to be paid on the Upper Pay Range and
their recommendation will be considered by the Pay Committee.

12.2.2

The Headteacher will use the evidence contained in the teachers’ performance
appraisal review paperwork to make their assessment.

12.2.3
12.2.4

A teacher may, if they wish, provide additional evidence to support their application.
The Headteacher will discuss their recommendation with the teacher and the Pay
Committee will confirm the decision by 31 October.

12.2.5

Where the application is approved, the teacher will progress to the minimum of the
Upper Pay Range backdated to the 1 September (this will in effect be the beginning
of the new appraisal year following the submission in the previous appraisal year).

12.2.6

Where the application is not successful, the Headteacher will provide feedback and
the teacher will be provided with advice and support though the performance
appraisal process to develop their skills with a view to them making a future
successful application.

12.2.7

Teachers have the right to appeal any decision not to move them onto the Upper Pay
Range.

13.

APPEALS FOR TEACHING STAFF

13.1

Pay recommendations will be contained within Performance Appraisal Review Statements and
these will be discussed with employees at the review meeting. Where an employee has
concerns about the pay recommendation which cannot be resolved at the review meeting,
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they should include these on the review statement for consideration by those responsible for
making pay decisions.
13.2

An employee may make a formal appeal against a decision on pay, which must be submitted
in writing within 7 calendar days of receipt of written notification of that decision.

13.3

The grounds of appeals are that the decision maker(s):
• incorrectly applied the provisions of the Teachers’ Pay & Conditions Document / national
/ local terms and conditions
• failed to have proper regard for statutory guidance;
• failed to take proper account of relevant evidence and/or took account irrelevant or
inaccurate evidence;
• were biased; or
• otherwise unlawfully discriminated against the employee.

13.4

Appeals will be heard by the Pay Appeals Committee.

13.5

The Appeals will be heard at a meeting, normally within 20 working days of receipt of the
written appeal. The employee will be entitled to attend the appeal meeting, to make
representations and to be accompanied by a work colleague or a member of a Professional
Association or Trade Union.

13.6

Any written submissions relevant to the appeal must be circulated to all parties at least 3
working days prior to the meeting.

13.7

The decision of the appeal committee will be notified in writing and, where the appeal is
rejected, this will include a note of the evidence considered and the reasons for the decision.

13.8

The decision of the Board of Directors's Pay Appeals Committee is final and there is no
recourse to the staff grievance procedure.

13.9

The Headteacher shall be entitled to attend, for the purposes of providing information and
advice (except in the case of his/her own salary), all proceedings of the Pay Appeals
Committee.

13.10 The role of the Pay Appeal Committee is not to make judgement about the effectiveness of
individual staff. It is to satisfy themselves that any recommendation/decision has been made
on the basis of evidence and has been made taking proper account of equal opportunities and
that correct procedures have been followed.
14.

APPEALS FOR EDUCATION SUPPORT STAFF

14.1

Pay recommendations will be contained within Performance Appraisal Review Statements and
these will be discussed with employees at the review meeting. Where an employee has
concerns about the pay recommendation which cannot be resolved at the review meeting,
they should include these on the review statement for consideration by those responsible for
making pay decisions.

14.2

An employee may make a formal appeal against a decision on pay, which must be submitted
in writing within 7 calendar days of receipt of written notification of that decision.

14.3

The grounds of appeals are that the decision maker(s):
19

•
•
•
•

failed to have proper regard for statutory guidance;
failed to take proper account of relevant evidence and/or took account irrelevant or
inaccurate evidence;
were biased; or
otherwise unlawfully discriminated against the employee.

14.4

Appeals will be heard by the Pay Appeals Committee.

14.5

The Appeals will be heard at a meeting, normally within 20 working days of receipt of the
written appeal. The employee will be entitled to attend the appeal meeting, to make
representations and to be accompanied by a work colleague or a member of a Professional
Association or Trade Union.

14.6

Any written submissions relevant to the appeal must be circulated to all parties at least 3
working days prior to the meeting.

14.7

The decision of the appeal committee will be notified in writing and, where the appeal is
rejected, this will include a note of the evidence considered and the reasons for the decision.

14.8

The decision of the Board of Directors's Pay Appeals Committee is final and there is no
recourse to the staff grievance procedure.

14.9

The Headteacher shall be entitled to attend, for the purposes of providing information and
advice (except in the case of his/her own salary), all proceedings of the Pay Appeals
Committee.

14.10 The role of the Pay Appeal Committee is not to make judgement about the effectiveness of
individual staff. It is to satisfy themselves that any recommendation/decision has been made
on the basis of evidence and has been made taking proper account of equal opportunities and
that correct procedures have been followed.
15.

MONITORING THE IMPACT OF THE POLICY

15.1

The Board of Directors will monitor the outcome and impact of this policy annually assess its
effect and continued compliance with equalities legislation. The effect of the policy will be
assessed particularly with reference to trends in progression across specific groups of teachers
and the correlation between this and performance appraisal reviews and outcomes for
students.

15.2

The pay of individual staff will remain confidential, shared only with those responsible for
making pay decisions and managing administrative matters.
Policies and Procedures related to this Policy:
1. Appraisal Procedures for Teaching Staff
2. Appraisal Procedures for Education Support Staff
3. Probationary Procedure
4. Capability Procedure
5. Lesson Observation Policy
6. Leave of Absence policy
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Appendix 1
ATLAS Multi Academy Trust
Teaching Reference Points/Salary Bands – September 2021
The Board of Directors agreed to use the leadership pay reference points published to support the
School Teachers’ Pay and Conditions Document.2
The specific pay ranges and bands for leadership posts in this school are:
Headteacher
Leadership
Leadership
Leadership
Leadership
Leadership
Leadership
Leadership
Leadership
Leadership
Leadership
Leadership

Leadership Range
33 £93,793
34 £96,082
35 £98,442
36 £100,847
37 £103,326
38 £105,853
39 £108,401
40 £111,085
41 £113,827
41 £116,652
42 £118,356

Deputy Headteacher
Leadership 18 £65,309
Leadership 19 £66,899
Leadership 20 £68,534
Leadership 21 £70,204
Leadership 22 £71,913
Assistant Headteacher
Leadership 12 £56,505
Leadership 13 £57,889
Leadership 14 £59,301
Leadership 15 £60,743
Leadership 16 £62,332

Associate Assistant Headteacher
Leadership 7
£50,189
Leadership 8
£51,313
Leadership 9
£52,567

Professional Learning Mentor
Leadership 9 £52,567
Teaching and Learning Responsibility Payments
TLR 2a £2,873
TLR 1a
£ 8,291
TLR 2b £4,944
TLR 1b
£10,199
TLR 2c £7,017
TLR 1c
£12,110
TLR 1d
£14,030
Tier 1 - Teacher
Band 1 £26,948
Band 2 £28,828
Band 3 £30,883
Tier 2 – Accomplished Teacher
Band 4 £32,999
Band 5 £35,307
Band 6 £38,174
Tier 3 – Expert Teacher (UPR)
Band 7 £39,864
Band 8 £41,295
Band 9 £42,780

Unqualified Teacher Pay Range
Point 1 £19,363
Point 2 £21,472
Point 3 £23,586
Point 4 £25,698
Point 5 £27,812
Point 6 £29,924
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Appendix 2
ATLAS Multi Academy Trust
TEACHERS’ LEADERSHIP STRUCTURE
2020-21
Headteacher
(L37 – L43 2ppw)
Deputy Headteachers
(L18 – L22 5ppw)
Assistant Headteachers
(L12 – L16 8-10ppw)
Professional Learning Mentor
(L9 – L10 14 – 16ppw)
Curriculum Leaders
(TLR 1a or 1b with additional whole school extracurricular responsibility 18ppw)
English, Maths, Science
Curriculum Leader
(TLR 2c 17 – 19ppw)
ADT, Computer Science, Languages, Performing Arts
Directors of Learning
(TLR 2c 18ppw)
Assistant Director of Learning
(TLR 2b 19ppw)
Curriculum Leaders
(TLR 2b 20ppw)
Geography, Music, PE, REP, History, Business & Economics
Assistant Curriculum Leaders
(TLR 2b 20ppw)
English, Maths, Science
Curriculum Leader
(TLR 2a 20 ppw)
Chemistry, Drama, English KS3 & KS5,
Maths KS3 & KS4, Physics, Psychology, Sociology, Spanish, Film & Media
Lead Practitioner - Honoraria
Classics, DofE, Science, Health and Social Care
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Appendix 3
ATLAS Multi Academy Trust
Professional Skills Level Descriptors 2020-21
Name:…………………………………………………………………………
Professional
Area
PROFESSIONAL
PRACTICE

PROFESSIONAL
OUTCOMES

Relevant
Standards
1.1(1);1.2(2,3,5)
1.3 (1,3)
1.4(1,2,3) 1.5 all
1.6 (1) 1.7 (1,2,3)
1.8 (3) 2.1 (2,4)
Preamble
1.1(2) 1.2(1,2,3)
1.5(1) 1.6 (3,4)
Preamble

PROFESSIONAL
RELATIONSHIPS

1.1(1) 1.6(4)
1.7(4) 1.8(2,3,5)
2.1 (1,3,4)
Preamble

PROFESSIONAL
DEVELOPMENT

1.2(4,5)
1.3(1,2,4,5)
1.4(5) 1.5(2,3,4)
1.6(1) 1.8(4)
2.1(2) 2.3
Preamble
1.1(3) 1.7(1)
1.8(1) 2.1(all)
2.2 2.3
Preamble

PROFESSIONAL
CONDUCT

Pay Point: …………..

Date: …………………..

Tier 1
TEACHER
Band 1
Many – but not all –
aspects of teaching over
time are good

Self/School Assessment

Tier 2
ACCOMPLISHED TEACHER
2

3

Band 4
Most aspects of teaching over
time are good

Tier 3
EXPERT TEACHER
5

6

Band 7
Many aspects of teaching over
time are outstanding

With appropriate
additional support, most
students progress in line
with school expectations
Positive working
relationships established
with students, colleagues
and parents

Most students progress in line
with school expectations
without additional support

Significant numbers of
students exceed school
expectations

These working relationships
result in good progress by all
groups of students and
productive sharing of
professional practice with
others.

Working relationships with
colleagues are characterised
by an enthusiastic
commitment to helping them
overcome professional
challenges

Develops professional
practice in line with advice
from more experienced
colleagues

Takes a proactive role in
identifying areas for
professional development,
accessing advice and adapting
practice

Proactively leads the
professional development of
others in a way which leads to
improved outcomes for
students

Meets the standards for
professional conduct set
out in the Teachers’
Standards

Meets the standards for
professional conduct set out in
the Teachers’ Standards

Meets the standards for
professional conduct set out in
the Teachers’ Standards
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Appendix 4
ATLAS Multi Academy Trust
Education Support Staff: Linking Overall Ratings to Increments
Overall Rating
No Overall Outcome
Not Met

Increment Award
No increment. Too early to assess – less than 6 months in
current post at time of appraisal
No increment

Partly Met

No increment

Met

1 increment – subject to maximum scale point of the grade

Exceed
Exceed – already at top of grade

1 increment subject to maximum scale point of the grade
plus non-consolidated one off payment of 1%
2% non-consolidated one off payment

Suggested Definitions for determining Ratings
Rating

PM Objectives

Exceed

All objectives are achieved. Performance
is exceptional in all respects and always
in excess of the standards required by
the job: and
All objectives are achieved (unless there
is good reason why not). Performance in
key tasks meets standards required: and
Some objectives were achieved. A
number of key tasks may not have been
achieved to the standards required:
and/or
The majority of objectives or
requirements of the job were not
achieved: and/or

Met

Partly Met

Not Met
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Behaviours – as indicated in person
spec/job desc
Behaviour regularly exceeds
expectations

Behaviour consistently meets required
standards
Behaviour falls short of required
standards on some occasions

Behaviours are unacceptable

Appendix 5
ATLAS Multi Academy Trust
Education Support Staff Pay Structure
Updated
HCC JOINT UNION WITH ST ALBANS GIRLS SCHOOL SALARY SCALES
1st April 2020
Excluding Fringe Payment
GRADE /
HAY JOB
UNITS

SCP

Monthly
01 April
2019

HB
Job units
up to
76

Hourly

01 April
2020
£

2020

2020

1

17,364

1

17,842

1,486.79

9.25

1

17,364

1

17,842

1,486.79

9.25

2

17,711

2

18,198

1,516.50

9.43

2

17,711

2

18,198

1,516.50

9.43

3

18,065

3

18,562

1,546.82

9.62

4

18,426

4

18,933

1,577.73

9.81

3

18,065

3

18,562

1,546.82

9.62

4

18,426

4

18,933

1,577.73

9.81

5

18,795

5

19,312

1,609.32

10.01

5

18,795

5

19,312

1,609.32

10.01

6

19,171

6

19,698

1,641.52

10.21

6
7
8
9

19,171
19,554
19,945
20,344

6
7
8
9

19,698
20,092
20,493
20,903

1,641.52
1,674.31
1,707.79
1,741.96

10.21
10.42
10.62
10.84

9
10
11
12
13
14

20,344
20,751
21,166
21,589
22,021
22,462

9
10
11
12
13
14

20,903
21,322
21,748
22,183
22,627
23,080

1,741.96
1,776.80
1,812.34
1,848.56
1,885.55
1,923.31

10.84
11.05
11.27
11.50
11.73
11.96

H6

14
15
16
17
18
19

22,462
22,911
23,369
23,836
24,313
24,799

14
15
16
17
18
19

23,080
23,541
24,012
24,491
24,982
25,481

1,923.31
1,961.75
2,000.97
2,040.96
2,081.80
2,123.41

11.96
12.20
12.45
12.70
12.95
13.21

H7

19
20
21
22
23

24,799
25,295
25,801
26,317
26,999

19
20
21
22
23

25,481
25,991
26,511
27,041
27,741

2,123.41
2,165.88
2,209.21
2,253.39
2,311.79

13.21
13.47
13.74
14.02
14.38

HA

H1

H2

H3

H4

H5

GRADE /
HAY JOB
UNITS

SCP
01 April
2019

H8

Monthly

Hourly

01 April
2020
£

2020

2020

23
24
25
26

26,999
27,905
28,785
29,636

23
24
25
26

27,741
28,672
29,577
30,451

2,311.79
2,389.37
2,464.72
2,537.58

14.38
14.86
15.33
15.79

27

30,507

27

31,346

2,612.16

16.25

H9

28
29
30
31

31,371
32,029
32,878
33,799

28
29
30
31

32,234
32,910
33,782
34,728

2,686.14
2,742.48
2,815.18
2,894.04

16.71
17.06
17.51
18.00

M1

32
33
34
35
36

34,788
35,934
36,876
37,849
38,813

32
33
34
35
36

35,745
36,922
37,890
38,890
39,880

2,978.72
3,076.85
3,157.51
3,240.82
3,323.36

18.53
19.14
19.64
20.16
20.67

M2

37
38
39
40

39,782
40,760
41,675
42,683

37
38
39
40

40,876
41,881
42,821
43,857

3,406.33
3,490.08
3,568.42
3,654.73

21.19
21.71
22.20
22.74

M3

40
41
42
43

42,683
43,662
44,632
45,591

40
41
42
43

43,857
44,863
45,859
46,845

3,654.73
3,738.56
3,821.62
3,903.73

22.74
23.26
23.77
24.28

M4

43
44
51
52

45,591
46,566
47,543
48,531

43
44
45
46

46,845
47,847
48,850
49,866

3,903.73
3,987.21
4,070.87
4,155.47

24.28
24.80
25.32
25.85

M5

46
47
48
49

48,531
49,544
50,567
51,622

46
47
48
49

49,866
50,906
51,958
53,042

4,155.47
4,242.21
4,329.80
4,420.13

25.85
26.39
26.93
27.50

From
From
65,733
5,477.75
To
To
74,469
6,205.75
spot salaries to be allocated within the above range
From
From
74,497
6,208.08
To
To
82,164
6,847.00
spot salaries to be allocated within the above range

34.08
38.60

*SCP33 (Career
Grade Only)

PMC 3
Zone
Range
Zone 2

PMC 3
Zone
Range
Zone 1

2019-2020 Pension Bands as from 01 April 2020
0 - 14,600
5.50%
Band 1
14,601 - 22,800
5.80%
Band 2
22,801 - 37,100
6.50%
Band 3
37,101 - 46,900
6.80%
Band 4
46,901 - 65,600
8.50%
Band 5
65,601 - 93,000
9.90%
Band 6
93,001 - 109,500
10.50%
Band 7
109,501 - 164,200 11.40%
Band 8
164,201 or more
12.50%
Band 9
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38.62
42.59

Appendix 6
EDUCATION SUPPORT STAFF STRUCTURE 2020-21

Chief Operating Officer
(SMS)
Trust Managers
(M1, M2)
HR, Head’s PA, Finance, IT
Middle Leaders
(H7-H9)
Finance, Site, Lettings, Senior Technician, Marketing, Student Wellbeing,
Exams, Data, Assistant SENCO, Office, HR, Communications & Marketing
Higher Level Assistants and Officers
(H5-H6)
HLTA, Senior Administrator, Data, Finance, Exams, Attendance, HR, LRC, TA,
SSO
Assistants and Technicians
(H3-H4)
Reception, Administrator, Site, Technician, Finance,
Cover, Marketing, Reprographics
Apprentices
(APP1-2)
IT
Hourly Pay Rate
Mid-day Supervisor, Invigilator, Lifeguard
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Appendix 7
STAGS LEADERSHIP STRUCTURE – JANUARY 2021

Head Teacher
Strategic Develoment
School Performance

Deputy Headteacher
Standards and
Welfare

Deputy Headteacher
Curriculum, Learning
and Teaching

Assistant Headteacher
Assistant Headteacher

Assistant Headteacher
KS5

KS3

KS4
L12-L16

CL Performing Arts &
Dance

Assistant Headteacher

Assistant Headteacher

Student Leadership
and Enterprise*

Assessment, Data &
Vulnerable Groups**

Chief Operations
Officer
Community

Headteacher's PA / HR
& Personnel Manager

Y10 DoL

P16 DoL

CL History

CL Business and
Economics

Assistant Network
Manager

Y11 DoL**

P16 A. DoL, CL Politics
& Sociology

CL Computing***

Data Admin

IT Technician

Office Manager Cover
and Visits Coord

CL Film and Media
Studies

CL MFL

LP H&SC

SIMS Data Manager

Finance Manager

Receptionists / First
Aiders

CL Geography

CL REP

CL Spanish KS3 & KS5

Lead EAL Coordinator

Lettings Manager

CL Mathematics

SENCo

CL PE

CL Psychology

Finance and Payroll
Officer

Assistant CL Maths
CL Computing***

Assistant SENCo

KS4 SSO

Post 16 & MLT Admin

Assistant Finance
Officer

Maths KS4
Coordinator

Teaching Assistants

Premises Manager

Exams Officer

CL Science
CL Biology

KS3 SSO

Caretakers

Exams Assistant

CL Chemistry
Assistant CL Science

Reprographics Admin

PA to DHTs, SLT &
Admissions Admin

CL Physics
Science KS5 Coord

Marketing &
communication Ass

Attendance and
Student Support
Admin

Senior Science
Technician

Senior Midday
Supervisors

AHT Student
Leadership and
Enterprise*

Science Technicians

CL Drama

CL Music

CL ADT

Assistant CL ADT

ADT Technician

Student Wellbeing
Advisor

CL English

Y7 DoL

Assistant CL English

Y8 DoL

English KS5
Coordinator

Y9 DoL

LRC Coordinator

Admin Assistant
KEY
H3
Professional Learning
Mentor

ML

Learning Supervisor

TS: TLR

ESS

SLT
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Appendix 8
ATLAS Multi Academy Trust
STAFF SUPPORT PROGRAMME

INTRODUCTION
Our core purpose as a school is to secure the highest possible standards of teaching and learning
for all our students in an environment which is fit for purpose and conducive to learning. We aim
continually to improve upon our previous best in this regard. A central target is for at least 95% of
all teaching to be judged as ‘good’ or better, clearly this would not be possible without the support
of the Education Support Staff. Clearly achieving this ambitious target will require colleagues to
work together, balancing support and challenge where there may be an identified need to do so.
The aims of the Programme are:





To secure ‘good’ or better teaching for 100% of lessons at St Albans Girls’ School
To establish a process that is clear, open and supports colleagues where a need is identified
To provide a mechanism to differentiate support appropriately, according to the variety of
professional challenges colleagues may face
To link identified needs to whole school CPD planning where necessary and ensure that the
whole STAGS community benefits from strategies and initiatives to support teaching quality

Identification
All colleagues are expected to reflect upon their practice and work collaboratively in order to
develop professionally. At times, a variety of indicators and evidence may suggest that a colleague
is in need of specific support. These may include:
Teaching Staff
 Lesson observations
 Work scans
 Lesson visits/learning walks
 External examination outcomes
 Concerns raised by line managers, by students through lesson evaluations, by parents or by
the teaching colleague him or herself
Education Support Staff
 Task observations;
 Termly meeting with appraiser;
 Mid-cycle review meeting with appraiser;
 Observation/scrutiny of leadership and management activities;
 Performance in relation to job description
 Other feedback obtained during the cycle relevant to the appraisee’s overall performance
Discussion
Colleagues will meet first with their line manager to discuss any issues that have been identified.
Actions will be agreed with a review date. This forms part of our standard professional expectation
for line management and accountability within the school; it already operates successfully in the
vast majority of situations that arise naturally in the course of our work. In cases where this does
not resolve the issue fully, the procedure outlined in section 9.8 of the policy will be applied.
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Appendix 9
ATLAS Multi Academy Trust
Staff Support Programme Action Plan
Confidential
1. Previous Lesson or Task Observation Outcomes:
DATE

GROUP/DESCRIPTION OF TASK

OUTCOME

OBSERVER

2. Strengths:
3. Concerns:
4. Suggested Support:







Regular meetings to report on progress towards targets with your line manager.
Meetings with an AST or other external adviser/support.
Continuous mentoring from a fellow colleague.
Opportunities to observe other colleagues
Opportunities to attend appropriate external CPD.
Suggestions from colleagues.

(This list is not exhaustive)
5. Targets:
Current Appraisal objectives:
Support Programme objectives:
Between three and five SMART objectives linked to classroom practice, to be agreed
at initial meeting.
6.

Timeline
Detailed timeline outlining observations and reviews.

7. Evidence
Examples may include:







Minutes from meetings
Lesson observation records
Task observation records
Notes made during observations of other colleagues
Membership of TLC and evidence of using techniques within lessons
Minutes of meetings with external advisor
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Appendix 10
ATLAS Multi Academy Trust
Teachers’ Pensions
Employees will automatically be enrolled in the Teachers’ Pension Scheme. This is a qualifying
scheme that complies with auto enrolment.
St Albans Girls’ School and you will both pay into it every month. The payments into your pension
will be taken directly from your monthly pay and will include your contributions including tax
relief. The following table is subject to review on 01 April of each year.
Your contributions will be on the full time equivalent pay rate in accordance with the following
table from1 April 2020
Lower Salary

Higher Salary

0
28,169
37,919
44,961
59,588
81,255

28,168.99
37,918.99
44,960.99
59,987.99
81,254.99
and above

Contributions rate
from April 2020
7.4%
8.6%
9.6%
10.2%
11.3%
11.7%

You can choose to opt out of the Scheme if you want to but if you stay in, you will have your own
pension which you get when you retire. Your pension belongs to you, even if you leave our
employment in the future.
If you do not want to join the pension scheme, you can opt out, you will need to immediately
notify the school that you have opted out, contributions will continue to be deducted until the
school is able to confirm with Teachers Pensions that you have opted out. You cannot opt out until
after you have been enrolled into the scheme. You can complete an opt out form on ‘My Pension
On-Line’ available through www.teacherspensions.co.uk. You will be able to opt out within three
months of enrolment and receive a full refund of contributions. You can re-join at any time by
completing the Election to join the Teachers’ Pension Scheme form.
If you would like more information about pensions in general and saving for later life, you may
wish to refer to www.direct.gov.uk/workplacepension.
In accordance with section five of the Pensions Act 2008, anyone who opts out or stops making
payments will be automatically enrolled back into the Teachers’ Pension Scheme at a later date.
This will normally be every three years, although in some special circumstances it will be earlier.
We will contact you at this time, and once you have been enrolled you can choose whether you
want to stay in or opt out.
If you wish to transfer benefits from another pension scheme into the Teachers’ Pension Scheme
you must apply to do so within 12 months of entering pensionable employment.
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A commitment from us, which we are required to share with you by law:
Once you are a member of the pension scheme we must by law continue to maintain your
membership and ensure the scheme continues to meet certain government standards.
The Teachers’ Pension Scheme is provided by the Department for Education who will ensure that
the scheme continues to meet the standards required by the new law. However, if you cease to be
a member for any reason other than your own choice, we, as the employer, must put you into
another pension scheme that meets those government standards by the next day.
If you are making Additional Voluntary Contributions (AVCs) in order to provide yourself with a
larger pension when you retire, you must check with your AVC provider whether you need to tell
them the details of your new contract. Neither the school nor its payroll provider will provide
them with your new details.
National Insurance Contributions
From 6 April 2016 the Basic and Additional State Pensions will be replaced with a flat rate State
Pension. This change will end contracting-out of the Additional State Pension and so the rebate on
scheme members’ and employers’ NI contributions will cease and their NI contributions will
increase. From 6 April 2016 all employees will pay the standard rate of NI, regardless of whether
they are in a defined benefit pension scheme or not.
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Appendix 11
ATLAS Multi Academy Trust
Education Support Staff Pensions
Employees between the age of 22 and state pensionable age will automatically be enrolled in the
Local Government Pension Scheme. This is a qualifying scheme that complies with auto
enrolment. Employees outside these age brackets can opt in to the pension if they meet certain
criteria.
The contribution rate will be determined by the annual rate of contractual pay or the annual rate
of contractual pay plus an estimate of non-contractual overtime or hours worked in excess of the
contractual hours which might be worked in a full year
Band
1
2
3
4
5
6
7
8
9

Whole time equivalent pay rate
in the post
Up to £14,600
£14,601 - £22,800
£22,801 - £37,100
£37,101 - £46,900
£46,901 - £65,600
£65,601 - £93,000
£93,001 - £109,500
£109,501 - £164,200
£164,201 or more

Employee Contribution rate
From 1 April 2020
5.5%
5.8%
6.5%
6.8%
8.5%
9.9%
10.5%
11.4%
12.5%

Your contributions to the LGPS will be deducted from the pensionable pay paid to you each pay
period. St Albans Girls School also contributes to your pension.
You will receive tax relief on those contributions and on any other contributions you choose to pay
to the LGPS. Tax relief means some of your money that would have gone to the government as tax
now goes into your pension instead. In the LGPS, tax relief is given under the net pay
arrangements (in accordance with section 193 of the finance act 2004). This means you don’t need
to do anything to get tax relief paid into your pension. It will happen automatically. Information on
how ‘net pay’ works can be found at: www.direct.gov.uk/workplacepensiontaxrelief
For further information on the Local Government Pension Scheme please visit:



www.lpfa.org.uk or
www.yourpension.org.uk (Click on Hertfordshire County Council link)

If you have any questions about the scheme, please contact:
LPFA
Dexter House
2 Royal Mint Court
London
EC3N 4LP
Telephone 0207 369 6066 Email enquires@LPFA.org.uk
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If you have previous pension rights you wish to transfer into your new pension arrangement, or
wish to make nominations in respect of death grant expression of wish, or nominated co-habitee
forms please contact:
LPFA – Hertfordshire County Council
Postpoint CHO 033
County Hall
Pegs Lane
Hertford
SG13 8DQ
Phone
01992 555 466

Email

hertscc@lpfa.org.uk

Forms can also be found on www.yourpension.org.uk / information for employees / forms
If you wish to opt out of the pension scheme, follow the instructions below.
You have the right to opt out of the LGPS during the opt out period, “determined in accordance
with regulation 9(2) or (3) of the Occupational and Personal Pension Schemes (Automatic
Enrolment) Regulations 20102” and, if you make a valid option out in that period, you will be
treated for all purposes as not having become an active member of the LGPS on this occasion and
we will refund to you the contributions paid by you.
If you do not opt out within the opt out period, you will still be able to opt out of the LGPS at any
time in the future in accordance with the opt out rules of the LGPS (and be entitled to whatever
benefits are due under the rules of the LGPS).
Should you decide to opt out, the opt out form can be provided by LPFA.
The opt out form would have to be signed by you or, if it is given by means of an electronic
communication, it would have to include a statement that you personally submitted the opt out
notice. If you are in the LGPS in more than one post you will need to indicate the name of the post
or posts from which you which to opt out of membership of the LGPS.
Should you decide at any time to opt out, you have the right to opt to re-join the LGPS from the
beginning of the next available pay period after electing to re-join (subject, of course, to meeting
the normal requirements for being eligible for membership of the Scheme and being under age 75
at the time). To do so, contact LPFA – Hertfordshire County Council at the address above, in
writing by sending a letter, which has to be signed by you. Or, if sending it electronically, it has to
contain the phrase “I confirm I personally submitted this notice to join the Local Government
Pension Scheme”. You must also inform your payroll department.
If you decide at any time to opt out of membership of the LGPS you will automatically be reenrolled into the Scheme on what is called the “re-enrolment date” if, on that date, you are aged
at least 22, under State Pension Age and earning more than £10,000 (current figure 2014/15),
unless you had opted out within 12 months prior to the “re-enrolment date”. The “re-enrolment
date” is a date chosen by your employer which will be within a period of 3 months either side of
every 3rd anniversary of the staging date. We will contact you when this happens, and you can opt
out if it’s still not right for you.
Additional Voluntary Contributions (AVCs)
Additional Voluntary Contributions (AVCs) allow you to pay more to build up extra savings for
retirement.
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If you choose to pay AVCs, they are invested separately in funds managed by the AVC provider.
You have your own personal account that, over time, builds up with your contributions and the
returns on your investment, and will be available to you when you retire.
You can elect to pay an AVC if you are in either the main or 50/50 section of the Scheme.
From 1 April 2014, if you take out a new AVC contract, your contributions to an AVC arrangement
will no longer be limited to 50% of your pay, so you can, if you wish, pay up to 100% of your pay
towards an AVC, after allowing for any tax and National Insurance liability or any other existing
deductions you may have.
For new AVC contracts from 1 April 2014, you can take up to 25% of your AVC fund as a tax freecash lump sum (subject to HM Revenue and Customs limits).
Any AVCs are taken from your pay and if you pay tax, you receive tax relief automatically through
the payroll. Deductions start from the next available pay after your election has been accepted
and you may vary or cease AVC payments at any time whilst you are paying into the LGPS.
Your employer can also pay towards your AVC. This is known as a Shared Cost AVC. Shared cost
AVCs are an employer discretion.
When you retire you can use this AVC to buy an annuity, buy a top-up LGPS pension or take up to
25% of your AVC fund as a tax-free cash lump sum.
Contact your local Pension Fund for more information on the AVC fund(s) that they offer.
A commitment from us
We must continue to maintain your membership of the LGPS (unless you personally choose to opt
out of membership of the scheme or cease to be eligible for membership), and we must ensure
the scheme continues to meet certain government standards;
If we were ever to cease to offer you membership the scheme, or you cease to be eligible for
membership of it whilst in our employment, or we change the scheme in such a way that it no
longer meets the government standards, we would, if you are under age 75 and earn more than
£10,000 (2014/2015), immediately have to put you into another scheme that meets those
government standards.
Should you have any further questions regarding Automatic Enrolment, please
contact hertsenrol@lpfa.org.uk
National Insurance Contributions
From 6 April 2016 the Basic and Additional State Pensions will be replaced with a flat rate State
Pension. This change will end contracting-out of the Additional State Pension and so the rebate on
scheme members’ and employers’ NI contributions will cease and their NI contributions will
increase. From 6 April 2016 all employees will pay the standard rate of NI, regardless of whether
they are in a defined benefit pension scheme or not.
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ATLAS Multi Academy Trust
Equality Impact Analysis
When reviewing all schools policies, the following Equality Impact Analysis (EIA) should be undertaken to
ensure fairness of the new proposals/policy and to identify any action needed to redress any potential
discrimination, positively promoting equal opportunities, improved access and participation for all.
Title of Policy:

Pay and Appraisal Policy and Appraisal Procedures for Teaching
and ESS Staff

Date:

Spring 2021

EIA carried out by:

Mr P Kershaw

EIA reviewed by:

Governors, Personnel and Student Wellbeing Committee

1. Identify the aims and objectives of the policy, what will be the proposed change and how will it be
implemented
 Policy contains information about:
 Maintain and improve the quality of teaching and
Overall aims and objectives?
learning at the school;
What is the proposed change?
 Support the School Improvement Plan;
Who is intended to benefit from the proposal
 Underpin the school’s Appraisal policy;
and in what way?
 Ensure that all staff are valued and appropriately
Outcomes of the policy?
rewarded for their work and contribution
How will it be put into practice and who is
to the school;
responsible for this?
 Ensure staff are well motivated, supported by
positive recruitment and retention policies
 and staff development;
 Demonstrate that decisions on pay are fair, just
and transparent and recognise the
 principle of equal pay for like work and work of
equal value;
 Provide flexibility to recognise individual staff
performance linked to pay decisions
 To secure the highest possible standards of
teaching for all students by ensuring teachers
and education support staff have high morale, up
to date skills and are committed to improving
performance. The policy has been amended in
light of changes to the Pay Policy
2. Assessment of Impact? To include impact of policy, any plans needed to mitigate any negative impact,
equality issues to be addressed
Characteristic
Group
Effect/Impact
 Age
 Disability
 Gender reassignment
 Marriage/civil partnership
No impact
 Pregnancy/Maternity
 Race
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Religion or Belief
Sex
Sexual orientation

3. Consultation
 New policy contains information about:
Policy audience, expected actions and outcomes
Consultation and communication process
Accessibility for all
Fair access to the consultation process
Lessons learnt from previous consultation, if
appropriate

Expectations, requirements and actions.

4. Decision
 Should the new proposal/policy be agreed and
any impacts identified following consultations?
No issues or adjustments required


What reasonable adjustments are required?

5. Action Planning
 Any actions identified to address inequality for
different groups?



Any actions identified to promote equality and
diversity?

None

Where are these actions recorded and who is
responsible for them?

6. Monitoring and Review
 When will the impact assessment be reviewed?

Spring 2022



Mr P Kershaw

Who is responsible?

7. Publication of the results of the impact assessment
 Results of EIA are published – where and when?


The results are kept as a public record of the EIA
– where and when?
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