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SECTION1: GENERAL 

The Governing Body of Parkstone Grammar School adopted this policy on 8th 
December 2015 
 

INTRODUCTION 

This policy sets out the framework for making decisions on teachers’ and support 
staff pay. It has been developed to comply with the requirements of the School 
Teachers’ Pay and Conditions Document (STPCD) and the NJC Local Government 
terms and conditions of service and has been communicated to recognised trade 
unions. It is based on the model Borough of Poole Policy. 
 
The prime statutory duty of Governing Bodies in England, as set out in paragraph 
21(2) of the Education Act 2002 is to “…conduct the school with a view to promoting 
high standards of educational achievement at the school.”  This pay policy is 
intended to support that statutory duty. 
 
In adopting this whole school pay policy the aim is to: 
 
Maximise the quality of teaching and learning at the school 
Support the recruitment and retention of a high quality workforce 
Support the School Development Plan  
Ensure all staff are valued and appropriately rewarded for their work 
Ensure staff are well motivated, supported by positive recruitment and retention 
policies and staff development  
Demonstrate that decisions on pay are fair, equitable and transparent    
 

STATEMENT OF INTENT 

The Governing Body will act with integrity, confidentiality, objectivity and honesty in 
the best interests of the school; will be open about decisions made and actions 
taken, and will be prepared to explain decisions and actions to interested persons. 
The Governing Body will seek to ensure that all staff are valued and receive proper 
recognition for their work and their contribution to the life of the school. 
 

EQUALITIES LEGISLATION AND MONITORING  

The Governing Body will comply with relevant equalities legislation: Employment 
Relations Act 1999; Equality Act 2010; Employment Rights Act 1996; The Part-time 
Workers (Prevention of Less Favourable Treatment) Regulations 2000; The Fixed-
term Employees (Prevention of Less Favourable Treatment) Regulations 2002; The 
Agency Workers Regulations 2010; The Equal Pay Act 1970.  
 
The Governing Body will promote equality in all aspects of school life, particularly as 
regards all decisions on advertising of posts, appointing, promoting and paying staff, 
training and staff development.  
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The Governing Body will monitor the outcomes and impact of this policy on a regular 
basis, including trends in progression across specific groups of staff to assess its 
effect and the school’s continued compliance with equalities legislation.  
 

POLICY REVIEW AND CONSULTATION 

The Governors will review the Whole School Pay Policy annually, having regard to 
any modified terms contained within the STPCD and future NJC documents, to the 
resources available to the school and the changing requirements of the School’s 
Development Plan and leadership structure.  
 
The Governing Body, through its Personnel and Training Committee, will 
communicate fully with staff and consult with their representative trade unions and/or 
their professional associations recognised by the Governing Body for that purpose 
both when drafting and reviewing the pay policy.  An up-to-date version of the policy 
will be made easily accessible for all members of staff. The Governing Body will 
provide the recognised trade unions/associations with all relevant information so as 
to enable them to participate positively within the process leading to the 
establishment and regular review of the policy. 
 

PARITY WITH OTHER SCHOOLS 

The Governing Body will be sensitive to the relationship of its pay policy, practices 
and decisions with those of comparable and neighbouring schools. All decisions of 
the Governing Body regarding staff salaries will be recorded together with detailed 
reasons to enable any future likelihood of equal pay disputes to be minimised. 
 
Decisions on pay for support staff will take note of with the Borough of Poole’s Equal 
Pay Collective Agreement effective from 1 October 2009. Adherence to this 
agreement will ensure that equal or better pay principles are applied, that pay rates 
are fair and equitable, and avoids the risk of equal pay claims.  
 

JOB DESCRIPTIONS 

The Headteacher will ensure that each member of staff is provided with a job 
description in accordance with the staffing structure agreed by the Governing Body.  
Job descriptions may be reviewed from time to time, in consultation with the 
individual employee concerned, in order to make reasonable changes in the light of 
the changing needs of the school.  Job descriptions will identify key areas of 
responsibility.  All job descriptions will be reviewed annually as part of the line 
management cycle. 
 

ACCESS TO RECORDS 

The Headteacher will ensure reasonable access for individual members of staff to 
their own employment records in accordance with the principles of the Data 
Protection Act 1998. 
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APPRAISAL 

The Governing Body will comply with The Education (School Teachers’ Appraisal) 
(England) Regulations 2012 concerning the appraisal of teachers.  Assessment will 
be based on evidence from a range of sources (see the school’s Appraisal Policy).  
Although the school will establish a firm evidence base in relation to the performance 
of all teachers, there is a responsibility on individual teachers and appraisers to work 
together.   
 
Teachers should also gather any evidence that they deem is appropriate in relation 
to meeting their objectives, the Teachers’ Standards and any other criteria (ie 
application to be paid on Upper Pay Range)  so that such evidence can be taken 
into account at the review.  
 
The Headteacher will moderate objectives to ensure consistency and fairness. The 
Headteacher will also moderate performance assessment and initial pay 
recommendations to ensure consistency and fairness. 
 
Headteachers must ensure that appraisers are appropriately trained and familiar 
with the Whole School Pay Policy and Appraisal Policy.   
  

ROLES AND RESPONSIBILITIES 

Headteachers:  

 

 Develop clear arrangements for linking appraisal to pay progression and consult 
with staff and school union representatives on the appraisal and pay policies; 

 Submit any updated appraisal and pay policies to the Governing Body for 
approval; 

 Ensure that effective appraisal arrangements are in place and that all appraisers 
have the knowledge and skills to apply procedures fairly; 

 Submit pay recommendations to the Governing Body and ensure the Governing 
Body has sufficient information upon which to make pay decisions; 

 Ensure that teachers are informed about decisions reached; and that records 
are kept of recommendations and decisions made.  

 

Teachers and Support Staff:  

 

 Engage with appraisal;  for teachers this also includes working with their 
appraiser to ensure that there is a secure evidence base in order for an annual 
pay determination to be made 

 Keep records of their objectives and review them throughout the appraisal 
process 

 Share any evidence they consider relevant with their appraiser 

 Ensure they have a regular review (annual for teachers) of their performance. 
  

Governing Body:  
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 Ensure that the school considers and adopts a whole school pay policy 

 Regularly review the terms of reference for the Pay Panel 

 Be accountable for decisions taken regarding pay 

 Work with the Head in ensuring the Governing Body complies with the Appraisal 
Regulations 2012 (Teachers) 

 

Personnel and Training Committee and Pay Panel: 

 

 Achieve the aims of the Whole School Pay Policy in a fair and equitable manner 

 Apply the criteria set by the Whole School Pay Policy in determining the pay of 
each member of staff which reflects the outcome of the annual appraisal review 

 Review the school’s unit totals and group size in accordance with the 
requirements of the STPCD 

 Observe all statutory and contractual obligations 

 Clearly minute the reasons for all pay decisions and report these decisions to 
the next meeting of the full Governing Body 

 Comply with the requirements of the (School Government) Regulations 

 Advise the Governing Body when the school’s pay policy needs to be revised 

 Arrange the performance review of the Head, other members of the leadership 
group, all other teachers and support staff.  In the case of the Headteacher to 
ensure that an external advisor is appointed where this is required by the 
regulations 

 

The report of the Pay Panel will be placed in the confidential section of the Governing 
Body’s agenda without comments to ensure fair consideration of any appeal and will 
either be received or referred back.  Reference back may occur only if; either the 
Pay Panel has exceeded its powers under the policy, or the budget allocated for pay 
has been exceeded. 
 
The Pay Panel will ensure that individual teachers and support staff receive a written 
pay statement confirming the decisions taken by the Pay Panel to be effective from 
1st September. The Chair of the Governing Body will communicate decision on the 
pay of the Head and this will be confirmed in writing.  Decisions relating to pay are 
confidential and should not be made public. 
 

PECUNIARY INTERESTS  

Staff, Governors and Teacher Governors may be involved in general discussions on 
policies for appraisal and performance management. No member of the Governing 
Body who is employed to work in the school shall be eligible for membership of the 
Pay Panel or to make determinations about individuals pay. 
  
The Pay Panel will be attended by the Headteacher in an advisory capacity.  Any 
person employed to work at the school, other than the Headteacher, must withdraw 
from a meeting at which the pay or appraisal of any other employee of the school, is 
under consideration.   
 
The Headteacher must withdraw from that part of the meeting where the subject of 
consideration is his or her own pay.   
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Any relevant person must withdraw where there is a conflict of interest or any 
doubt about his/her ability to act impartially. 
 
Where the Pay Panel has invited either a representative of the LA or the External 
Adviser to attend and offer advice on the determination of the Headteacher’s pay, 
that person will withdraw while the committee reaches its decision.  Any member of 
the committee required to withdraw will do so. 
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SECTION 2: TEACHERS 

All teachers are employed in accordance with the provisions of the School Teachers’ 
Pay and Conditions Document (STPCD) and the Conditions of Service for School 
Teachers in England and Wales (known as the Burgundy Book).   
 

ANNUAL REVIEW OF PERFORMANCE AND SALARIES 

All teaching staff’s overall performance, relevant pay progression criteria and salary, 
including those of the Head, Deputy Head(s) and Assistant Head(s) will be reviewed 
annually to take effect from 1st September (and not later than 31st October for 
teachers and 31 December for Headteachers). 
 
All staff will receive a written statement setting out their salary and any other financial 
benefits to which they are entitled no later than one month after the determination. 
A revised statement will be given where there are other pay changes during the year. 
 
Where a pay determination leads to the start of a period of safeguarding, the 
Governing Body will give the required notification as soon as possible and no later 
than one month after the date of the determination.  
 

LEADERSHIP GROUP PAY  

When setting and reviewing the pay ranges of leadership posts, Governors should 
ensure the maintenance of a pay differential between the Headteacher and the 
Deputy, an appropriate overlap or differential between the Deputy and the Assistant 
Head, and a differential between the Deputy or Assistant Head and the notional 
highest paid teacher. 
 

HEADTEACHER PAY 

The STPCD sets out the criteria for identifying and setting the school group size and 
the Headteachers pay range known as the Individual School Range (ISR). The (ISR) 
shall consist of at least seven consecutive spinal points based on the Leadership 
Spine and the school group.   
 
The current group of this school is 7.   
 
The current ISR range is 32 to 39. 
 
The Governing Body will determine the ISR: 

 When it is proposed to appoint a new Headteacher 

 When they determine that the school has moved into a different school group 

 If they determine a Deputy or Assistant Headteacher pay range the maximum 
of which exceeds the minimum of the ISR 

 If the Headteacher takes on permanent accountability for one or more additional 
schools 
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In particular the Governing Body may take account of: 
 

 Whether there has been significant change in the responsibilities of a serving 
Headteacher 

 The appropriate positioning of the pay range of any Deputy or Assistant 
Headteacher in the school 

 The Pay Panel will record its reason for the determination of the ISR in 
accordance with the STPCD 

 A newly appointed Headteacher will not be appointed at a point exceeding the 
first 4 points of the ISR 

 

Determination of Discretionary Payments for Headteachers 

 

Additional discretionary payments may be applied for elements not already 
considered as a feature of an agree ISR.  They can be given for:  
 

 Schools causing concern / in challenging circumstances  

 Recruitment difficulties 

 Retention of an existing Headteacher 

 Temporary appointment as Headteacher of one of more additional schools 
 
They can not be given for  
 

 Leading more than one school on a permanent basis  

 Residential duties 

 Relocation  
  

Discretionary payments are restricted to 25% (in any school year) of the 
Headteacher’s pay / pay point.  This can only be exceeded in wholly exceptional 
circumstances and having taken external independent advice.   
 
Schools may alternatively choose for recruitment and retention purposes to apply 
the Recruitment and Retention incentive or benefit instead of applying a 
discretionary payment.  Should a recruitment or retention incentive be applied, this 
is not an integral part of the ISR but consists of periodic payments or other benefits 
awarded over a fixed period of time. Such a payment should not exceed the 25% 
restriction as above.  
  

Reviewing the Salary of a Serving Headteacher  

 

The Governing Body will appoint 3 nominated Governors, the “Governor Reviewers”, 
on an annual basis, to review the Headteacher’s performance and pay progression 
and report to the Pay Panel. The Governor Reviewers, taking account of advice from 
their External Adviser, will agree performance objectives for the Headteacher.  The 
objectives will be agreed as early as possible in the Autumn Term but by no later 
than 31st December.  
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Performance objectives will be set in consultation and co-operation with the 
Headteacher and will relate to school leadership, management and pupil progress. 
Consideration should be given to the individual professional development of the 
Headteacher and satisfactory work life balance. 
 
The Governor Reviewers will, with the appropriate support of the External Adviser, 
review the performance of the Headteacher against previously set performance 
objectives.  The Headteacher may present other evidence of their performance at 
the planning meeting. No progress up the ISR can be made without this performance 
review. 
 
The Pay Panel will review the Headteacher’s pay in accordance with the STPCD.  
 
The Pay Panel will have regard to any changes in circumstances or additional 
responsibilities and consider the need for a review of the ISR or application of any 
discretionary payments as described above.   
 
The decision of the Pay Panel will be communicated to the Headteacher in writing.  

 

Deputy / Assistant Headteachers  

 

The Governing Body will, when a new appointment needs to be made, determine 
the pay range to be advertised and agree pay on appointment as follows: 

 

 The Personnel and Training Committee will determine a Deputy / Assistant Head 
pay range of at least five consecutive points based on the Leadership Spine 

 The current range for Deputy Headteachers in this school is points 18 to 23 24 

 The current range for Assistant Headteachers in this school is points 12 to 16 

 The Personnel and Training Committee will have regard to the provisions of the 
STPCD and will also take account of any other permanent payments made to 
staff within the school to ensure that appropriate differentials are created and 
maintained between posts of differing responsibility and accountability 

 The Personnel and Training Committee will record its reasons for the 
determination of the Deputy / Assistant Head pay range 

 A newly appointed Deputy / Assistant Head will not be appointed at a point 
exceeding the first 3 points of the pay range 

 Where there are known recruitment issues, the Personnel and Training 
Committee may exercise its discretion under the document to issue a 
Recruitment and Retention Incentive 

Reviewing the Salary of Serving Deputy / Assistant Headteachers  

 

The Pay Panel will review pay in accordance with the STCPD.  
 
The Pay Panel will review and, if necessary, re-determine the Deputy/Assistant 
Head  teacher pay range where there has been a significant change in the 
responsibilities of the serving Deputy/Assistant Headteacher. 
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The Pay Panel may determine the Deputy Headteacher pay range at any time in 
accordance with paragraph 29 of the Section 3 Guidance pursuant with the 
discretionary provisions of that paragraph and to maintain differentials. 
 

ACTING ALLOWANCES 

Acting allowances are payable to teachers who are assigned and carrying out the 
duties of Head, Deputy Head or Assistant Headteacher and to classroom teachers 
who temporarily undertake additional management duties.  The Pay Committee will, 
within a four-week period of the commencement of acting duties, determine whether 
or not the acting postholder will be paid an allowance.  In the event of a planned and 
prolonged absence an acting allowance will be agreed in advance and paid from the 
first day of absence. 
 
Any teacher who carried out the duties of Head, Deputy Head or Assistant 
Headteacher for a period of four weeks or more will be paid at an appropriate point 
of the Heads ISR, Deputy Head range or Assistant Head range, as determined by 
the Pay Panel. Classroom teachers carrying out management duties will be paid 
on appropriate TLR rate as determined by the Headteacher.  Payment will be 
backdated to the commencement of the duties. Teachers will be informed at the 
commencement of the acting up period what additional salary payments will be 
made. 
 

LEADING PRACTITIONER  

This school has determined that it will not have a Leading Practitioner(s) post in the 
teaching establishment.  
 

MAIN AND UPPER PAY RANGE TEACHERS 

The Governing Body will pay Main and Upper Pay Range Teachers in accordance 
with the minimum and maximum salaries determined by the STPCD.  
 
Teachers will progress one point per year up the Main Pay Range on successful 
completion of their annual appraisal including fully meeting all performance 
objectives and complete assessment against the relevant Teacher Standards.  
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The Governing Body has established a pay structure as follows: 
 

Point Value 

MPR 1 £22,224 

MPR 2 £23,764 

MPR 3 £25,675 

MPR 4 £27,650 

MPR 5 £29,829 

MPR 6 £32,831 

UPR 1 £35, 218 

UPR 2 £36,161 

UPR 3 £37,871 

 
 

Pay on Appointment 

 

The Governing Body will determine the relevant pay range for a vacancy as 
appropriate to the post as contained in the relevant section of this pay policy, prior 
to advertising it. All posts will be advertised either internally or externally, locally or 
nationally, as appropriate. The advertisement will also include details of any 
additional payments or allowances applicable to the post.  
 
The Governing Body will determine the starting salary of a vacant classroom teacher 
post on the Main Pay Range or Upper Pay Range, having regard to: 
 

 The requirements of the post 

 Any specialist knowledge required for the post 

 The experience required to undertake the specific duties of the post 

 The wider school context 

 Consideration will be given to the teachers previous pay point and will follow 
the principles of pay portability where possible. 

 

The Governing Body will, if necessary, use its discretion to award a recruitment 
incentive benefit to secure the candidate of its choice. 
 

Pay Progression from 1 September 2014 
 

Pay decisions made in September 2014 must be linked to successful appraisal and 
assessment against the relevant teacher standards.  For all teachers consideration 
of whether or not to award an increment will be made annually.  
 
In this school all teachers can expect to receive regular, constructive feedback on 
their performance and are subject to annual appraisal that recognises their 
strengths, informs plans for their future development, and helps to enhance their 
professional practice.  The arrangements for teacher appraisals are set out in the 
school’s Appraisal Policy.  
 
Decisions regarding pay progression will be made with reference to the teacher’s 
appraisal reports and the pay recommendations they contain. In the case of NQT’s, 
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whose appraisal arrangements are different, pay decisions will be made by means 
of the statutory induction process.  
 

Criteria for Progression on the Main and Upper Pay Range 

 

Pay progression will be assessed against the teacher’s individually set objectives 
and the Teachers’ Standards relevant to their career stage.   
 

Evidence for Progression on the Main and Upper Pay Range 

 

To be fair and transparent, assessments of performance will be properly rooted in 
evidence.  In this school evidence to support appraisal judgements and pay 
recommendations will be made annually.  
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Pay Progression  

 
Teachers’ appraisal reports will contain pay recommendations.  Pay 
recommendations and decisions will be clearly attributable to the teacher’s 
performance as assessed by meeting relevant Teacher Standards and successful 
annual appraisal.  
 

Final decisions about whether or not to accept a pay recommendation will be made 
by the Governing Body, having regard to the appraisal report and taking into account 
advice from the senior leadership group. The Governing Body must ensure that 
appropriate funding is allocated for pay progression at all levels.   
 

THRESHOLD 

Applications to Move to the Upper Pay Range from September 2014 

 

From 1 September 2014, any qualified teacher can apply to be paid on the Upper 
Pay Range and any such application will be assessed in line with this policy. It is the 
responsibility of the teacher to decide whether or not they wish to apply to be paid 
on the Upper Pay Range.    
 
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(s).  This school will not be bound by any pay decision made by another 
school.   
 
All applications should include the results of the two most recent appraisals, under 
the Appraisal Regulations 2012, including any recommendation on pay.  Where such 
information is not applicable or available, eg those returning from maternity or 
sickness absence, a written statement and summary of evidence designed to 
demonstrate that the applicant has met the assessment criteria must be submitted 
by the applicant. 
 
In order for the assessment to be robust and transparent, it will be an evidence-
based process.  Teachers should ensure that they have available an appropriate 
evidence base to support their application. Those teachers who are not subject to 
the Appraisal Regulations 2012, or who have been absent, through sickness, 
disability or maternity, may cite written evidence from a 3 year period before the date 
of application in support of their application.  
 
The process for submitting an application for assessment for progression to the 
Upper Pay Range is set out in Appendix One.   
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Threshold Assessment Criteria  
 

The assessment criteria for threshold progression is set out in the STPCD. An 
application from a qualified teacher will be successful where the Governing Body is 
satisfied that:  
 

 the teacher is highly competent in all elements of the relevant standards; 
and 

 the teacher’s achievements and contribution to an educational setting or 
settings are substantial and sustained. 

 

For the purposes of this pay policy: 
 

 Highly competent means that the teacher’s performance is assessed as having 
met all the criteria for the post threshold standards. 
 

 Substantial means of real importance, validity or value to the school; play a 
critical role in the life of the school; provide a role model for teaching and 
learning; make a distinctive contribution to the raising of pupil standards; take 
advantage of appropriate opportunities for professional development and use 
the outcomes effectively to improve pupils’ learning; and  

 

 Sustained means maintained continuously over a minimum of two school years. 
 

Threshold Assessment Evidence  

 

All applications should include the results of the last two years reviews or appraisals 
including any recommendation on pay (or, where that information is not applicable 
or available, a statement and summary of evidence to demonstrate that the applicant 
has met the assessment criteria). 
 

UNQUALIFIED TEACHERS  

The Pay Panel will pay any unqualified teacher in accordance with the STCPD.   The 
Pay Panel will determine where a newly appointed unqualified teacher will enter the 
scale, having regard to any qualifications or experience s/he may have, which they 
consider to be of value and being mindful of internal pay relativities.  The Pay Panel 
will consider whether it wishes to pay an additional allowance, in accordance with 
paragraph 27.1. 
 
The Governing Body has determined that the pay range for Unqualified Teachers 
will be: 

Point Value 

Point 1 £16,298 

Point 2 £18,013 

Point 3 £19,889 

Point 4 £21,766 

Point 5 £23,644 

Point 6 £25,776 
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Pay Progression from 1 September 2014 

 
Judgments will be properly rooted in evidence.  As unqualified teachers move up 
the scale, this evidence should show successful completion of annual appraisal 
including meeting all objectives and: 
 

 an improvement in teaching skills 

 an increasing positive impact on pupil progress  

 an increasing impact on wider outcomes for pupils 

 improvements in specific elements of practice identified to the teacher 

 an increasing contribution to the work of the school  

 an increasing impact on the effectiveness of staff and colleagues 
 

Information on sources of evidence is contained within the school’s appraisal policy. 
The Pay Panel will be advised by the Headteacher in making all such decisions.  Pay 
progression on the unqualified teacher range will be clearly attributable to the 
performance of the individual teacher.  The Pay Panel will be able to objectively 
justify its decisions. 
 

APPEALS 

The school’s arrangements for considering appeals on pay recommendations and 
determinations is set out in Appendix Two and Three of this policy.  
 

CLASSROOM TEACHERS FORMERLY PART OF THE LEADERSHIP SPINE 

The Governing Body recognise that a classroom teacher who immediately before 
appointment has previously been paid as a Head, Deputy Head, Assistant Head or 
AST should be paid on the Upper Pay Range. Where the stepping down occurred 
on or after 1st September 2003 the Governing Body will exercise discretion and place 
the teacher on the point of the Upper Pay Spine they deem appropriate taking into 
account evidence that the teacher meets the criteria of substantial and sustained 
contribution for UPS progression. 
 

TEACHING AND LEARNING RESPONSIBILITY PAYMENTS 

TLR 1 and 2 (permanent) 

 

The Governing Body will agree on a structure of TLR payments in the school taking 
into account the management and deployment of staff, the effective use of resources 
and the allocation of duties and responsibilities to staff. 
 
The relevant Body will award a TLR 1 or TLR 2 to a classroom teacher for 
undertaking a sustained additional responsibility, that is not required of other 
classroom teachers, in the context of their staffing structure for the purpose of 
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ensuring the continued delivery of high quality teaching and learning and for which 
the teacher is made accountable. 
 
When determining the awarding of a TLR the Governing Body will determine whether 
to award a TLR 1 or TLR 2 having due regard to its value and should take into 
account the challenge and demands of the responsibility and be mindful of internal 
pay relativities.  In addition before awarding a TLR 1 the Governing Body must be 
satisfied that the significant responsibility includes line management for a significant 
number of people. 
 
A teacher cannot hold a TLR 1 and a TLR 2 concurrently. TLR 1 and 2 are permanent 
while the postholder remains in the same post in the staffing structure.  TLR 1 and 
2 may be awarded on a temporary basis where the teacher is temporarily occupying 
a different post in the staffing structure to which a TLR payment applies such as in 
the cases of cover for secondments, maternity or sickness leave, or vacancies 
pending permanent appointment.   
 
Where such TLRs are awarded to part-time teachers they must be paid pro-rata at 
the same proportion as the teacher’s part-time contract.  
 

The structure for the school and the value of TLR’s awarded is provided as an 
annex to this policy.  

 

TLR 3 (temporary) 

 

TLR 3’s may be awarded for clearly time-limited school improvement projects or 
one-off externally driven responsibilities.  
 
The pay committee may award a TLR 3 between the value of £505 and £2525.  
 
A teacher in receipt of either a TLR 1 or a TLR 2 may also hold a concurrent TLR 3. 
    
The duration of the fixed term period must be established at the outset and payment 
should be made on a monthly basis for the duration of the fixed term. This must be 
set out in writing to the teacher.  
 
Where a TLR is awarded to a part-time teacher this payment should not be pro-
rata’d.  
 
The value of an individual TLR 3 must not exceed the maximum annual value.   
 
Multiple TLR 3s can be awarded concurrently. 
 
The amount of the award will be paid in monthly instalments.  No safeguarding will 
apply in relation to an award of a TLR 3 on its expiry. 
 

SPECIAL NEEDS ALLOWANCE 

The School Teachers’ Pay and Conditions Document specifies that Special 
Education Needs allowance payments are paid to classroom teachers:- 
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a) in any SEN post that requires a mandatory SEN qualification; 

b) in a special school; 

c) who teaches pupils in one or more designated special classes or units in a school 
or, in the case of an unattached teacher, in a local authority unit or service; 

d) in any non-designated setting (including any PRU) that is analogous to a 
designated special class or unit, where the post – 

(i) involves a substantial element of working directly with children with SEN; 

(ii) requires the exercise of a teacher’s professional skills and judgement in 
the teaching of children with SEN; and 

(iii) has a greater level of involvement in the teaching of children with SEN 
than is the normal requirement of teachers throughout the school or unit within 
the school or, in the case of an unattached teacher, the unit or service. 

The SEN payment is a spot salary subject to a minimum and maximum payment 
range, as at 1 September 2013 these are £2022 and £3994 respectively.   
 
The school’s HR provider has confirmed that it is their view that the role of SENCO 
should be recognised as a management responsibility and rewarded by a TLR 
payment not an SEN allowance.  Further they have clarified that the SENCO 
qualification is not one of the mandatory qualifications leading to the payment of a 
SEN allowance. 
  

RECRUITMENT AND RETENTION INCENTIVE BENEFITS 

The Governing Body can award lump sum payments, periodic payments, or provide 
other financial assistance, support or benefits for a recruitment or retention incentive 
under paragraph 41 of the STPCD. 
 
The Personnel and Training Committee will consider exercising its powers under 
paragraph 41 of the Document where they consider it is appropriate to do so in order 
to recruit or retain relevant staff.  It will make clear at the outset, in writing, the 
expected duration of any such incentive or benefit, and the review date after which 
they may be withdrawn.  
 
In relation to a Headteacher, any ‘additional payments’ under this section will form 
part of the 25% limit on the use of all discretions, unless the Governing Body choose 
to use the ‘wholly exceptional circumstances’ discretion.   
 
The Governing Body will not award a recruitment or retention payment under 
paragraph 41 if they have already made an award under paragraph 12) or have 
taken such reason (recruitment or retention) into account when determining the ISR 
under an earlier Document. 
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ADDITIONAL PAYMENTS 

Continuous Professional Development  

 
Funding can be available to support the costs of course fees and expenses subject 
to funding and the school’s agreed procedure. 
 

Out of School Hours Learning Activities 

 

The Governing Body may make a payment as they see fit to a teacher who 
undertakes out of school learning activities and whose salary range does not take 
account of such activities.  Provided:- 
 
The teacher has been asked by the Headteacher to participate and has agreed to 
do so; 
 

 The teacher has made a substantial and, where appropriate, regular 
commitment to the activity; 

 Such an activity has taken place outside the 1265 hours of working time; 
 
Examples of activities that will attract a payment include revision classes held during 
school holidays and as agreed in advance by the Headteacher. Payment will be a 
fixed amount agreed in advance and consistent across teaching staff. 
 

Initial Teacher Training Activities 

 
Staff acting as Subject Tutors and Mentors for the Initial Teacher Training 
programme at Parkstone commit a great deal of their free time in support of 
colleagues who are new to the teaching profession.  In recognition of this time the 
school will allocate time off in lieu in addition to their 'Golden Day' provision.  This 
time is allocated according to the staff member's role as a Subject Tutor or Mentor 
and the number of trainees that they support. Although this time allocation does not 
fully compensate staff it should be seen in addition to the training and development 
opportunities that the programme provides for staff. 
  
Each Subject Tutor will be allocated half a day for each trainee per term.  This means 
that a tutor will be entitled to one day per year if they support two trainees, which is the 
normal allocation for one member of staff. 
  
Each Mentor will be entitled to half a day for two trainees.  This will normally mean 
that a mentor will receive half a day per year.   
 
A half day would be until the end of period 3 (12.15 pm) or from 12.15 pm until the 
end of the day. 
  
The time allocated for staff tutoring or mentoring more or fewer trainees will be 
allocated on a pro rata basis. 
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Honoraria 

 

The Governing Body will not pay any honorarium to any member of the teaching 
staff to carry out their professional duties as a teacher given the STPCD makes no 
provision for such a payment. 
 

Safeguarding Arrangements 

 
There are a number of circumstances, such as school re-organisations, restructures 
and changes to the STPCD which can result in teachers who would otherwise have 
had a reduction in their salary being awarded a safeguarded sum.  
 
The Governing Body will be responsible for keeping a note of the reason for 
rewarding, and value of, the safeguarded sum or sums. 
 
Safeguarded sums will be reduced or cease in accordance with the provisions of the 
appropriate criteria as set out in the STCPD.  
 
For teachers taking up appointment on or after 1st January 2006 where the 
Governing Body makes a determination regarding pay which results in safeguarding 
under the STPCD, the safeguarding ends on the third anniversary of the appropriate 
one of three set dates.  
 
 
Determinations made between  
 
1 September and 31 December  1 January  
1 January and 31 March   1 April  
1 April and 31 August    1 September  
 
For teachers in receipt of a safeguarded sum, which exceeds £500, the Governing 
Body will review the teachers’ assigned duties and allocate appropriate additional 
duties commensurate with the safeguarded sum. If the teacher unreasonably 
refuses to carry out the additional duties payment of the safeguarded sum will cease. 
At least one month’s notice will be given in advance of the cessation. 
 

PART-TIME EMPLOYEES 

Teachers employed on an on going basis at the school but who work less than a full 
working week are deemed to be part-time.  The Governing Body will give them a 
written statement detailing their working time obligations.  
 
The salary and allowances, if any, of any person employed as a part-time teacher 
must be determined in accordance with the pro-rata principle stated in the STPCD. 
This principle means that proportion of total remuneration which corresponds to the 
number of hours that the teacher is employed in that capacity during the course of 
the school’s timetabled teaching week as a proportion of the total number of hours 
in the school’s timetabled teaching week.  
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The Headteacher and Governing Body will use its best endeavours to ensure that 
all part-time teachers and support employees are treated no less favourably than a 
full-time comparator. 
 

TEACHERS EMPLOYED ON A SHORT NOTICE / SUPPLY BASIS 

Directly appointed Supply Teachers will be paid in accordance with the STPCD. 
Teachers engaged for “a day” will be paid for 6.48 hours work. Teachers who work 
less than a full day will be hourly paid and will have their salary calculated as an 
annual amount which will be divided by 195 then again by 6.48 to arrive at the hourly 
rate. This is a standard working day. Teachers will be engaged on an hourly rate 
when they are not employed for the whole working day.  In such cases payment will 
be made for hours required to work including any preparation time. 
 
The school will clearly set out the hours required and terms of engagement before 
the supply teachers take up work. 
 

SALARY SACRIFICE ARRANGEMENTS 

Where the employer operates a salary sacrifice arrangement, a teacher may 
participate in any arrangement and his/her gross salary shall be reduced 
accordingly, in accordance with the provisions of STPCD. 
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SECTION 3: SUPPORT STAFF 

PAY AND ALLOWANCES 

The Personnel and Training Committee and Pay Panel notes its powers to determine 
the pay of support staff in accordance with paragraph 17 and 29 of the School 
Staffing (England) Regulations 2009 and Chapter 7 of the associated guidance.   
 
In determining the pay and other conditions of employment of support employees 
who work within the school, the Governing Body will take note of the pay and 
conditions negotiated nationally and locally, agreed or otherwise arrived at by the 
Borough of Poole for support employees in schools within the resources made 
available to the school under the local scheme of delegation.  Accordingly, this 
document should be read in conjunction with the National Conditions of Service that 
apply (referred to as the Green Book). The school ensures that all terms and 
conditions are in line with, or better, than local and national recommendations. 

 

NEW APPOINTMENTS 

Support employees shall be paid within the range of spinal column points for the 
grade (salary scale) determined by the Governing Body, or delegated to the 
Headteacher, as being applicable to the advertised post for which he/she is to be 
appointed.  The Governing Body shall determine the starting salary and under 
normal circumstances will be the minimum point on the scale. The Governors will 
give consideration, exceptionally, to a commencing salary beyond the minimum 
point where particular relevant experience and/or qualifications are present in the 
successful candidate. 
 
Part time support employees are to be paid a proportion of the salary and any 
applicable allowances pro-rata to that of a full-time full-year member of the support 
staff.  The paid annual salary will be calculated by reference to the hours of work 
and paid weeks of employment. 
 
A condition of appointment of all fixed term and permanent staff requires acceptance 
of payment by monthly credit transfer.  The annual salary will be paid by means of 
12 equal monthly payments. 

 

JOB GRADING AND APPLICATIONS FOR REGRADING 

The grading of support employees within schools is a matter for the Governing Body 
to determine and it is the decision of the Governing Body, in absence of a suitable 
alternative local scheme of job evaluation and having regard to the terms of the 
Equal Pay Act, to take note of the GLEA Job Evaluation Scheme as adopted by the 
Borough of Poole and in accordance with the requirements of the National Joint 
Council Agreement. 
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The grading policy that was transferred to the school recognises that the particular 
duties and responsibilities attached to posts are of necessity, in many cases, 
somewhat difficult to define in detail and may vary from time to time without  
changing the general character of the duties or the level of responsibilities entailed.  
Such variations are regarded as a common occurrence and are not of themselves 
seen as justifying reconsideration of existing grade levels.  However, in cases where 
there has been a substantial change in the duties and level of responsibilities of a 
post going beyond variations of a kind referred to above then the Governing Body 
will, in general, approve a re-grading. 
 
In practical terms this means that a case for re-grading can only be made where an 
employee has taken on additional and materially more responsible work than that 
already encompassed in her/his existing job description.  In the event that an 
employee wishes to pursue a claim for re-grading then the claim should be entered 
in writing to the Headteacher stating clearly the grounds upon which the re-grading 
is to be pursued.  On receipt of a letter of application the Headteacher will seek the 
technical assistance of its HR provider and the claim will be evaluated in accordance 
with the criteria contained within any local scheme of job evaluation.  On receipt of 
the findings of the HR provider, the Headteacher will present the opinion to the 
Personnel and Training Committee for their agreement. 
 
Should the Committee determine to reject the claim taking into account the advice 
of the HR provider then the decision will be confirmed in writing to the member of 
staff within 3 working days of the meeting.  Where the member of staff is not satisfied 
as to the decision and seeks a review of that decision then a letter of appeal must 
be presented to the Headteacher within 10 working days of receipt of the decision. 
 
The Headteacher will, in consultation with the Chair of Governors, arrange for the 
Appeals Panel (or the full Governing Body, in absence of an Appeals Panel) to meet 
to hear the appeal as soon as practicably can be arranged.  The decision of the 
Appeals Panel will be confirmed in writing within 5 working days and is final. 

 

ANNUAL SALARY REVIEW 

Support employees, whether employed on a full-time or part-time basis, permanent, 
temporary or fixed term, are to be paid a salary as determined by the scale, or 
relevant proportion, and are to be advanced by incremental progression until the 
maximum of the scale has been reached. 
 
The award of an increment will be dependent upon the continuous service of at least 
6 months in the grade in the period leading up to 1st April and will be paid from that 
date.  In accordance with the Schools Disciplinary Procedure, in cases where the 
employee has been the subject of formal disciplinary action in the preceding year, 
then the Governors may, exceptionally, if it appears to be warranted by the 
seriousness of the incident, withhold an entitled increment until such time as they 
are satisfied as to the performance of the post holder. 
 
In the case of an employee who has been able to achieve 6 months’ continuous 
service in post following appointment before 1st April an increment will be awarded 
under the terms set out above.  Where there is less than 6 months service at 1st April 
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review date an increment will be awarded six months after appointment and, 
thereafter, on 1st April. 
 

HONORARIA AND ACTING UP ALLOWANCES 

The conditions of service can allow for an employee to receive a compensatory sum 
where that person is required to undertake duties of a higher graded post or duties 
additional to those normally identified as being required of the postholder for a 
continuous period of at least 4 weeks. 
 
Where the postholder is required, by the direction of the Headteacher or a person 
nominated by the Headteacher, to undertake the full duties of a higher graded post 
(to act up) that employee will receive a compensatory payment from the 
commencement of this period, based upon the difference between the actual salary 
of the postholder and the minimum of the scale allocated to the post concerned.  In 
the event that the member of staff is required to undertake part of the duties of a 
post the payment of honoraria will be determined by regard to the percentage of the 
duties undertaken using the approach set out above. 
 

OVERTIME WORKING 

The payment of overtime is payable only to individual employees directed by the 
Headteacher or his/her nominated officer to undertake additional work over 37 hours 
a week.  Overtime is payable to employees in receipt of a salary grade not higher 
than the maximum of grade I at time and a half.  Alternatively time off in lieu may be 
granted at plain time as agreed with the Headteacher/Manager. Extra time working, 
where an employee works less than 37 hours per week, is paid at plain rate up to 
37 hours then at time and a half thereafter. 
 
The specific terms and entitlements of employees relating to the payment of 
overtime are set out in detail within the NJC Conditions of Service Handbook – 
referred to as the Green Book. 
 
Additional time of less than 15 minutes on any one day will not be recognised for the 
purpose of overtime and overtime shall be aggregated for each calendar month and 
only complete quarter hours paid for.  Overtime will only be paid on receipt of an 
appropriate claim form completed by the employee and the rates payable will be 
determined by reference to the Purple Book. 
 
The Headteacher will ensure that employees undertaking overtime working are 
subject to appropriate rest breaks, in accordance with the working time directive. 
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APPENDIX ONE 

THRESHOLD ASSESSMENT 

 

In order to apply for threshold assessment a teacher must have Qualified Teacher 
Status or QTLS. 
 
Applications are not connected with length of service but the school would expect to 
see evidence against the standards over a two year period.  
 
Only one application may be submitted annually.   
 
The closing date for applications is normally 31st October each year. 
 
However, exceptions will be made in particular circumstances, eg those teachers 
who are on maternity leave or who are currently on sick leave.   
 

The Application Process is as Follows: 
 

 The teacher must complete the school’s application form 

 The teacher must submit the application form and supporting evidence to the 
Headteacher by the closing date 

 The assessor will assess the application, which will include a 
recommendation on pay  

 The Pay Panel will make the final decision on pay, advised by the 
Headteacher 

 The teacher will receive written notification of the outcome of their application 
within 10 days of the Pay Panel’s determination. 

 Where the application is unsuccessful, the written notification will include the 
areas where it was felt that the teacher’s performance did not satisfy the 
relevant criteria set out in this policy. 

 If requested, oral feedback will be provided by the Headteacher.  Oral 
feedback will be given within a reasonable timeframe of the date of notification 
of the outcome of the application.  Feedback will be given in a positive and 
encouraging environment and will include advice and support on areas for 
improvement in order to meet the relevant criteria. 

 Successful applicants will move to the minimum of the Upper Pay Range on 
1st  September and pay will be backdated to the year in which progression is 
made. 

 Unsuccessful applicants can appeal the decision. Appeals should be 
submitted within 10 working days to the Chair of Governors.  The appeals 
process is set out in Appendix Two. 
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APPENDIX TWO 

APPEALS PROCEDURE 

 
Appeal against Appraisal Pay Recommendation  
 
The school’s Appraisal Policy sets out the informal process of resolving any 
disagreements regarding the assessment of performance and related pay 
recommendations made in the appraisal report.  
 
At this stage of the pay determination process, if the teacher wishes to better 
understand the rationale for the pay recommendation or bring any further evidence 
to the attention of the appraiser/reviewer, they should be given the opportunity to do 
so before the final pay recommendation is drafted in the appraisal report.  As a result 
of this the appraiser’s recommendation on pay may either change or remain the 
same.  
 
The pay recommendation will be made to the Pay Panel who will make the decision 
on pay progression having regard to the recommendation in the appraisal report. 
The teacher will receive written confirmation of the pay determination and where 
applicable the basis on which the decision was made. 
 
Appeal against the Pay Panel’s Decision and the Withholding of Threshold 
Progression 
 
Where a teacher disagrees with the decision of the Pay Panel the teacher may make 
a formal appeal. The arrangements for considering appeals are as follows: 
 
The teacher should put their appeal in writing to the Headteacher setting out the 
grounds for their appeal.  
 
The grounds for appeal are that the person or committee by whom the decision was 
made: 

 

 incorrectly applied any provision of the Document 

 failed to have proper regard for statutory guidance 

 failed to take proper account of relevant guidance 

 took account of irrelevant or inaccurate evidence was biased; or 

 otherwise unlawfully discriminated against the teacher 
 

An appeal should be submitted within 10 working days of the notification of the Pay 
Panel’s decision. 
 
An appeal will be heard by a panel of three Governors who were not involved in the 
original determination normally within 20 working days of the receipt of the written 
appeal notification.   
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The teacher will be given the opportunity to make representations in person.  
Teachers may be accompanied by a colleague or trade union representative.   
 
The decision of the appeal panel will be given in writing, and where the appeal is 
rejected will include a note of the evidence considered and the reasons for the 
decision.  The decision is final and there is no recourse to the school’s adopted 
grievance procedure. 
 
A procedure for the appeal hearing is attached as Appendix Three.  



PARKSTONE GRAMMAR SCHOOL 
Policy Document  

 

 

 RATIFIED BY FGB – March 2016 page 29 of 31 

 

APPENDIX THREE 

 

PAY APPEAL HEARING PROCEDURE 

 
a) The Pay Appeals Committee should consist of not less than three Governors 

who have not previously been involved in pay decisions. 

b) Chair Person to make introductions, confirm purpose of hearing and how it 
will be conducted and if applicable check that all those present have copies 
of the agreed documentation; 

c) The employee and his/her representative to set out the case and to express 
what outcome is sought; 

d) The Headteacher to have the opportunity to ask questions/points of 
clarification; 

e) The members of the Pay Appeals Committee to have the opportunity to ask 
questions of the employee and his/her representative; 

f) The Headteacher to put her case showing reasons for the pay decision made; 

g) The employee and his/her representative to have the opportunity to ask 
questions of the Headteacher; 

h) The members of the Pay Appeals Committee to have the opportunity to ask 
questions of the Headteacher; 

i) Both parties to have the opportunity to sum up their cases if they wish.  No 
new matter should be introduced at this stage.  The employee shall be 
allowed to sum up last; 

j) The employee and his/her representative and the Headteacher to withdraw; 

k) The Pay Appeals Committee to deliberate in private with a representative of 
the school’s HR provider recalling the employee and his/her representative 
and the Headteacher only to clear points of uncertainty on information already 
given, if recall is necessary, both parties are to return even if only one is 
concerned with the point giving rise to doubt. 

l) The Chair Person of the Pay Appeals Committee to announce the decision to 
the employee and his/her representative and the Headteacher orally at the 
end of the hearing.  The Chair Person of the Panel or his/her representative 
will confirm that decision in writing, within ten working days of the date of the 
hearing, to the employee and copied to the Headteacher and employee 
representative. 
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APPENDIX FOUR 

SUPPORT STAFF SALARY SCALES  

 

SALARY SCALES FROM 1 JANUARY 2015 

SCP 
SALARY 

£ 
HOURLY RATE 
£ SCP PARKSTONE GRADES 

           

6 13614 7.0565 6   

 

    

7 13715 7.1088 7 B 

B/C 

   

8 13871 7.1897 8      

9 14075 7.2954 9      

10 14338 7.4318 10 C 

C + 1 

C/D 

11 15207 7.8824 11   

12 15523 8.0461 12   

13 15941 8.2627 13   

14 16231 8.4132 14 D  

D/E 

15 16572 8.5896 15     

16 16969 8.7956 16     

17 17372 9.0043 17     

18 17714 9.1818 18 E 

E/F 

   

19 18376 9.5245 19      

20 19048 9.8731 20      

21 19742 10.2328 21      

22 20253 10.4977 22 F 

F/G 

F/G+2 

  

23 20849 10.8065 23     

24 21530 11.1598 24     

25 22212 11.5131 25     

26 22937 11.8887 26 G 

G/H 

  

27 23698 12.2834 27     

28 24472 12.6844 28     

29 25440 13.1860 29     

30 26293 13.6284 30 H 

H+2 

  

31 27123 14.0585 31     

32 27924 14.4738 32      

33 28746 14.8997 33      

34 29558 15.3208 34 I     

35 30178 15.6419 35       

36 30978 16.0566 36        

37 31846 16.5064 37        

38 32778 16.9895 38 J      

39 33857 17.5489 39        

40 34746 18.0098 40        

41 35662 18.4844 41        
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42 36571 18.9559 42 K      

43 37483 19.4284 43        

44 38405 19.9062 44        

45 39267 20.3533 45        

46 40217 20.8454 46 L      

47 41140 21.3237 47        

48 42053 21.7973 48        

49 42957 22.2656 49        

50 43874 22.7413 50 M 

M/N 

    

51 44821 23.2318 51       

52 45782 23.7298 52       

53 46770 24.2420 53       

54 47767 24.7590 54 N     

55 48788 25.2882 55       

56 49826 25.8259 56       

57 50897 26.3811 57   O    

58 51983 26.9442 58        

59 53101 27.5237 59 P       

60 54241 28.1143 60         

61 55407 28.7188 61        

62 56596 29.3354 62           

 

TLR STRUCTURE 
 

TLR Value £ 

T1.1 £7,546 

T1.2 £9,195 

T1.3 £10,920 

T1.4 £12,770 

T2.1 £2,613 

T2.2 £4,427 

T2.3 £6,386 

 


