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                     CHOLLERTON  CHURCH  OF  ENGLAND  AIDED  FIRST  SCHOOL
Be the best you can be through:
challenge, nurture, inspiration, respect, happiness,  inclusion, in a safe, loving Christian family.

STAFF PAY POLICY 
1. Introduction 
1.1 Chollerton First School seek to ensure that staff are valued and receive proper recognition and remuneration for their work and their contribution to the School and the schools in the School. 
1.2 This policy provides a clear framework for the management of pay and grading for all staff employed in the School, excluding any staff whose pay is not determined by the School. 
1.3 This policy is based on a consistent approach to pay across the school. Pay decisions will take account of the resources available and the staffing structure will support the individual School Improvement Plan. Chollerton First School will exercise its discretionary powers using fair, transparent and objective criteria in order to secure a consistent approach in school pay decisions. 
1.4 In adopting this policy, the aim of Chollerton First School is to: 
• Maximise the quality of teaching and learning; 
• Support the schools/school’s improvement/development plan; 
• Support the recruitment and retention of a high quality workforce;
• Enable academies to recognise and reward staff appropriately for their contributions; 
• Ensure that decisions on pay are managed in a fair, just and transparent way. 
1.5 Chollerton First School recognises the requirement that teaching and support staff pay progression decisions must be linked to the annual appraisal of performance. The procedures set out in this policy seek to ensure that this is achieved in a fair equitable and transparent way 
1.6 Definitions: 
Northumberland County Council (NCC)

Headteacher refers to all or any of the Headteachers at Chollerton First School. ‘Headteacher’ is also interchangeable with Executive Headteacher, an individual who is a Headteacher across a number of schools. 
Leadership Team refers to any member of the Leadership Group as defined by the School Teachers' Pay and Conditions Document (the Document), or a senior member of staff with responsibility for support staff. 
Local Governing Body (LGB) is a key mechanism for local accountability. 
Board of Governors means the Governors of Chollerton First School. 
Pay Committee is the Committee established by the Board of Governors. 
2. Responsibilities 
2.1 The Board of Governors is responsible for maintaining fair, consistent and objective policy and procedures for matters relating to pay. Accordingly, it shall arrange for the Pay Policy to be reviewed periodically consulting as appropriate. 

2.2 Within the school, the Headteacher has overall responsibility for the internal organisation, implementation, control and management of the Pay Policy. This is subject to the monitoring and oversight undertaken by the Chair of Governors. 
2.3 The Appraisers will make a pay recommendation as part of the annual appraisal process. The Headteachers will moderate these and forward their recommendations to the Chair of Governors. The Chair of Governors will review and report to the Pay Committee. 
2.4 The Board delegates authority to the Pay Committee to make the final decisions about whether or not to accept a pay recommendation, having regard to the appraisal report and taking into account advice from the Chair of Governors. 
2.5 These responsibilities are exercised within the constraints of the school's locally approved budget, in accordance with the school's financial and improvement plans and the requirements of employment legislation. 
3. One Team 
3.1 A driving principle of this policy is to recognise that staff in Chollerton First School are one team, delivering outstanding educational opportunities to pupils in the school. As such the annual pay review will consider both the teaching and support staff professional associations recommendations when considering any ‘cost of living’ increase and apply a standard cost of living pay award for all staff in the school. The cost of living pay award will be applied in September each year. 

Part A – Teachers’ Pay 
4. Pay Scales 
4.1 Teaching Staff. The School Teachers’ Pay and Conditions Document ("the Document") gives a national minimum and maximum for the pay ranges for Unqualified Teachers, Main Scale Teachers, Upper Pay Range Teachers, Leading Practitioners and the Leadership Group. The Board determines the pay scales and will review them on an annual basis. The values of the pay scales adopted by the Board are in accordance with Northumberland County Council. 
4.2 Teachers employed on an ongoing basis by Chollerton First School but who work less than a full working day or week are deemed to be part-time. Part-time staff are paid a proportion/pro rata of the pay that would be appropriate if they were full-time. This also applies to allowances. 
5. Salary Reviews 
5.1 All teaching staff salaries, including those on Leadership Group pay ranges will be reviewed annually to take effect from 1 September, backdated as appropriate. 
The Board will aim to complete the pay reviews as follows: 
• Teachers by 31 October 
• Headteachers and Central team by 31 October 
5.2 If, following the appraisal process, a member of staff is seeking a review of any decision that affects their salary they should in the first place seek to resolve the matter informally through discussion with the appraiser. If the matter remains unresolved, the pay appeal procedure will be followed. 
5.3 All teaching staff will be provided with an annual written statement setting out their salary and any other financial benefits to which they are entitled. A copy will be retained on their personnel file. 
5.4 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. 
6. Pay Determination on Appointment 
6.1 Where a position becomes vacant, the school will review the existing pay range (if applicable) prior to the advertisement to establish whether this is appropriate for the post in question. 
6.2 The starting salary will be by negotiation following consideration of previous experience. In making such decisions, Chollerton First School may take into account a range of factors, including: 
• The nature of the post; 
• The level of qualifications, skills and experience required; 
• Market conditions; 
• The wider School context and strategic priorities

There is no assumption that a teacher will be paid at the same rate as they were being paid in a previous school. However, pay portability is recognised and where possible will be observed unless there are operational reasons not to. Leadership Group Posts (for example Headteachers, Deputy and Assistant Headteachers) 
6.3 The pay ranges for the Headteacher, Deputy Headteacher and Assistant Headteacher and other leadership posts will be determined in accordance with the criteria specified in the ‘Document’ and ensuring fair pay relativities as appropriate. 
6.4 The pay range will be reviewed whenever: 
• there is a proposal to appoint a new Headteacher, Deputy or Assistant Headteacher; 
• it becomes necessary to amend the group size because of a change in pupil numbers or where the post holder becomes accountable for more than one school on a permanent basis; or 
• where it is necessary in order to reflect significant change in responsibilities of the post. 
6.5 Acting allowances are payable to teachers who are assigned and carry out the duties of headteacher, deputy head or assistant head in accordance with the ‘Document’. Chollerton First School will, within a four week period of the commencement of acting duties, determine whether or not the acting post holder 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. 
6.6 Any teacher who carries out the duties of Head, Deputy Head, or Assistant Head, for a period of four weeks or more, will be paid at an appropriate point within the Headteacher Group (Head’s ISR), Deputy Head range or Assistant Head range. Payment will be backdated to the commencement of the duties. 
Lead Practitioner Posts 
6.7 Additional duties will be set out in the job description and will include: 
• A leadership role in developing, implementing and evaluating policies and practices across the School that contribute to school improvement; 
• The improvement of teaching within the wider school community which impacts significantly on student progress; 
• Improving the effectiveness of staff and colleagues, particularly in relation to specific areas such as Teaching and Learning 
6.8 Lead Practitioner roles will be remunerated with a Allowance as set out in Appendix 1. Classroom Teacher Posts 
6.9 The pay range to be used to determine pay on appointment for qualified teachers is either the main pay range or upper pay range as set out in Appendix 1. 

6.10 Unqualified teachers will be paid on the appropriate unqualified pay range as determined by NCC. The unqualified pay range overlaps with the main pay range and therefore Chollerton First School will take account of the professional skill level descriptors for those teachers in setting the relevant expectations for an unqualified teacher paid at this level. 
6.11 A newly appointed unqualified teacher will be appointed at an appropriate point in the band determined by Chollerton First School according to their previous experience relevant to their role in the school. 
6.12 It is the intention of the School’s to train or support the training of an individual if they recruited as an unqualified teacher. 
7. Pay Progression Based on Performance 
7.1 In Chollerton First 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 appraisal are set out in the ‘Performance Management & Appraisal Policy for Teachers & Support Staff Policy’. 
7.2 Decisions regarding pay progression will be made with reference to the teachers’ appraisal reports and pay recommendations from the Headteacher/Chair of Governors. In the case of NQTs, pay decisions will be made by means of the statutory induction process. 
7.3 Pay progression is not automatic and it will be possible for a ‘no progression’ determination to be made without recourse to the Grievance Policy. However, those subject to formal capability proceedings during the appraisal review period will be deemed unsatisfactory performers and will not therefore meet the requirements for pay progression. 
7.4 Chollerton First School will consider performance over a lesser period where a teacher has been absent for some or all of the relevant period (i.e. due to maternity leave or long term absence). 
7.5 Pay Progression for Headteachers 
7.6 The post holder must demonstrate sustained high quality performance in respect of leadership and management and pupil progress, and is subject to a review of the totality of their performance as agreed with their appraiser as part of their annual appraisal before any pay increases can be awarded. 
7.7 Chollerton First School may decide to award one point for sustained, high quality performance in line with expectations. Alternatively, Chollerton First School may consider progression of more than one point where performance has exceeded expectations for that level of post and/or where all objectives have been exceeded as part of the appraisal review. 
7.8 The Headteacher Group may change at any time in order to retain a Headteacher.  
7.9 Pay Progression for Senior Leaders 
7.10 Senior Leaders must demonstrate sustained high quality of performance in leadership and management and pupil progress, and are subject to a review of the totality of their performance as agreed with their appraiser as part of their annual appraisal before any pay increase can be awarded. It is good practice to inform the teacher in advance of any reason why they will not have pay progression. 
7.11 Chollerton First School may decide to award one point for sustained, high quality performance in line with expectations. Alternatively, Chollerton First School may consider progression of more than one point where performance has exceeded expectations for that level of post and/or where all objectives have been exceeded as part of the appraisal review. 
7.12 The Headteacher Group may change at any time in order to retain the post holder. 
Unqualified Teachers 
7.13 Progression within the unqualified pay range will be subject to a review of the individual’s performance set against the annual appraisal review and the appropriate Teacher Standards. Chollerton First School may decide to award one increment for sustained high quality performance. For exceptional performance Chollerton First School may consider awarding two increments. 
Main Scale Teachers 
7.14 Eligible main scale teachers will be automatically considered for progression and no application will be necessary. However, annual pay progression within the range is not automatic and decisions regarding pay progression will be clearly attributable to the teacher’s performance with reference to the appraisal process. It is good practice to inform the teacher in advance of any reason why they will not have pay progression. 
7.15 Teachers will progress by one point until they reach the top of their range if in the professional judgement of the Headteacher, the teacher can demonstrate that there is evidence of: 
• Evidence of consistently good quality teaching throughout the year; 
• Students making good progress; 
• Appraisal objectives met; 
• The Teachers’ Standards being fulfilled. 
7.16 Additional progression of one point may be considered for those teachers who in the professional judgement of the Headteacher, can demonstrate that there is evidence of: 
• Evidence of consistently high quality teaching 
• Students making outstanding progress 
• Appraisal objectives exceeded 
• Teachers’ Standards are being fulfilled and exceeded 
• Successful leadership of a whole school initiative where impact can be evidenced 

7.17 On successful completion of the NQT year, a teacher will have a minimum entitlement to be paid on pay point 2 of the main pay range. 
Upper Pay Range Teachers 
7.18 Any qualified teacher who has reached the top of the main scale and has completed two years at this level may apply to be paid on the Upper Pay Scale 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 Scale. It is good practice to inform the teacher in advance of any reason why they will not have pay progression. 
7.19 Applications to be considered for advancement to the Upper Pay Scale may be made once a year no later than 30 September. Applications should contain evidence from the last two years, and be made in writing and be submitted to the applicant’s Headteacher. 
7.20 An application from a qualified teacher to progress on to the upper pay range will be successful where they can demonstrate that they meet not only the Teachers’ Standards, but are highly competent in all elements of the standards and that their achievements and contribution are substantial and sustained. This means that to achieve progression, Headteachers must be satisfied that the teacher meets this criteria and there is evidence from the past two years of: 
a. Consistently good/high quality teaching 
b. Consistently good/outstanding student progress 
c. Evidence of coaching and supporting colleagues to achieve improved student outcomes 
d. Acting as a role model for Teaching and Learning 
e. A commitment to personal development and Continuing Professional Learning focused on improving outcomes for students 
f. Highly competent in all areas of the Teachers’ Standards 
g. The contribution at this level must be substantial and sustained 
7.21 The application will initially be assessed by the Headteacher who will moderate all applications. The Headteacher will then make recommendations to the Chair of Governors who will make their recommendation to the Pay Committee. If an individual is not to be put forward to the Pay Committee, they will be informed as to the reasons why. The individual may request a meeting with the Chair of Governors. 
7.22 The assessment will usually be made by 31 October. If successful, applicants will move on to the upper pay range backdated to 1 September of that academic year. If unsuccessful, feedback will be provided. Unsuccessful applicants will be eligible to apply again in the following academic year. Pay Progression for Teachers within the Upper Pay Range 
7.23 Once a teacher has moved on to the upper pay range, if eligible they will be automatically considered for further progression no more than once every two years and no application will be necessary. However, progression within the range is not automatic and decisions regarding pay progression will be clearly attributable to the teacher’s performance with reference to the appraisal process.  
7.24 Upper pay range teachers will progress by one point, until they reach the top of the range, if they can demonstrate that there is evidence from the required period of continuing to meet the criteria at 7.20. It is good practice to inform the teacher in advance of any reason why they will not have pay progression. 
7.25 Additional progression may be considered for upper pay range teachers where performance is judged to be exceptional taking in to consideration the criteria at 7.20 and where all objectives have been exceeded. 
7.26 Teachers who are not judged eligible for pay progressions on the upper pay scale will be considered again the following academic year. 
8. Allowances and Payments Teaching and Learning Responsibility Payment (TLRs) 
8.1 TLRs are awarded to a classroom teacher for undertaking a sustained additional responsibility for the purpose of ensuring the continued delivery of high-quality teaching and learning and for which the teacher is made accountable. TLRs may also be awarded to individuals with specific responsibilities for pastoral care for which the teacher is accountable. Unqualified teachers may not be awarded TLRs. 
8.2 The Headteacher must be satisfied that the teacher’s duties include a significant responsibility that is not required of all classroom teachers and that: 
• is focused on teaching and learning; 
• requires the exercise of a teachers’ 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 teachers’ assigned classes or groups of students; 
• involves leading, developing and enhancing the teaching practice of other staff. 
8.3 The values of the TLRs are set out by NCC. 
8.4 Before awarding a TLR, the Headteacher must be satisfied that the sustained, additional responsibility includes line management for a significant number of people. 
8.5 Chollerton First School may award a fixed-term third TLR (TLR3) to a classroom teacher for clearly time limited school improvement projects, or one-off externally driven responsibilities. The duration of the TLR3 must be established from the outset and the annual value of an individual TLR3 will be between the ranges as set out by NCC. 
8.6 A teacher cannot hold a TLR1 and a TLR2 concurrently, although a teacher in receipt of either a TLR1 or a TLR2 may also hold a concurrent TLR3. TLR1 and TLR2 are paid pro-rata for part time staff. TLR3 is paid in full. Staff submitting a request under the Flexible Working Policy should note that the need and objectives of both the School and the individual will be considered. 
8.7 If, whether as a result of a change to this policy or to the school’s staffing structure or otherwise, the teacher’s duties are no longer to include the significant responsibility for which the TLR was awarded or that the significant responsibility merits a TLR of lower value, Chollerton First School will pay the teacher a safeguarded sum, for a period of up to three years from the relevant date in accordance with the ‘Document’. 
8.8 Where the safeguard sum exceeds £500, the Headteacher will review the teacher’s duties and allocate responsibilities appropriate and commensurate with the safeguarded sum. 
Special Educational Needs Allowance 
8.9 Chollerton First School will award a Special Educational Needs (SEN) Allowance to a classroom teacher in the following circumstances: 
• in any SEN post that requires a mandatory SEN qualification 
• in a special school 
• if they teach students in one or more designated special class or units in a school 
• in any non-designated setting that is analogous to a designated special class or unit where the post: 
i. involves a substantial element of working directly with children with special educational needs 
ii. requires the exercise of a teacher’s professional skills and judgment in the teaching of children with special educational needs 
iii. has a greater level of involvement in the teaching of children with special educational needs than is the normal requirement of teachers throughout the school or unit within the school 
8.10 Where a SEN allowance is to be paid, the Headteacher will determine the spot value of the allowance, taking into account the structure of the school’s SEN provision and the following factors: 
• Whether any mandatory qualifications are required for the post 
• The qualifications or expertise of the teacher relevant to the post 
• The relative demands of the post 
8.11 The annual value of an SEN allowance is set out by NCC. Allowances for Unqualified Teachers 
8.12 Chollerton First School may determine an additional allowance as appropriate to be paid to an unqualified teacher where it considers, in the context of its staffing structure that the teacher has: 
• Taken on a sustained additional responsibility which: 
i. Is focused on teaching and learning; and 
ii. ii. Requires the exercise of a teacher’s professional skills and judgement; or 
• Qualifications or experience which bring added value to the role being undertaken 
Recruitment and Retention Incentives and Benefits 
8.13 Chollerton First School reserves the right to exercise its discretion to award recruitment and retention incentives and benefits. Chollerton First School will determine what payments, financial assistance, support or benefits will be awarded to recruit and retain teachers and any conditions attached to them. 
8.14 Incentives and benefits may be awarded as a lump sum or over a fixed period. Chollerton First School will make it clear at the outset the expected duration of any such incentives and benefits, and the review date after which they may be withdrawn. 
8.15 A regular formal review will be conducted of any incentives and benefits awarded. 
8.16 Headteachers may not be awarded payments under paragraphs 8.13 and 8.14 other than a reimbursement of reasonably incurred housing or relocation costs. All other recruitment and retention considerations in relation to a Headteacher, including non-monetary benefits, will be taken into account when determining the pay range. Additional Payments 
8.17 Chollerton First School may make payments as they see fit to a teacher, including a Headteacher in respect of: 
• Continuing professional development undertaken outside the school day; 
• Activities relating to the provision of initial teacher training as part of the ordinary conduct of the school; 
• Participation in out-of-school hours learning activity agreed between the teacher and the headteacher or, in the case of the headteacher, between the headteacher and the Chair of Governors; 
• Additional responsibilities and activities due to, or in respect of, the provisions of services by the headteacher relating to the raising of educational standards to one or more additional schools. 
9. Supply Teachers 
9.1 Teachers employed by Chollerton First School on a short notice or supply basis will have their pay determined in line with the arrangements outlined in this policy in the same way as other teachers. 
9.2 Teachers employed other than those contracted through a supply agency: 
• Will be paid on a daily basis and will have their salary assessed as an annual amount divided by 195. For temporary teachers on short notice this will be multiplied by the number of days to be worked. 
• Teachers who work less than a full day will be hourly paid and will have their salary calculated by dividing the annual salary by 1350 to give an hourly rate. 
9.3 A short notice teacher who is employed by Chollerton First School throughout a consecutive period of 12 months will not be paid any more in respect of that period than they would have if they had been in regular employment during that period. 

Part B – Support Staff Pay 
10. Pay Scales 
10.1 The Board determines the pay scales and will review them on an annual basis. The values of the pay scales adopted by the Board are set by NCC. 
10.2 Support Staff employed who work less than a full working day or week are deemed to be part-time. Part-time staff are paid a proportion of the pay that would be appropriate if they were full-time. This also applies to allowances. 
11. Starting Salaries 
11.1 Where a position becomes vacant, Chollerton First School will review the existing grade (if applicable) prior to the advertisement to establish whether this is appropriate for the post in question. 
11.2 Chollerton First School will normally appoint to the minimum of the grade unless the person appointed was previously paid under the same conditions of service at a higher salary, in which case the salary offered on appointment may be equivalent to the previous salary, but not exceeding the maximum of the grade. 
11.3 Exceptionally, Chollerton First School may also consider appointing above the minimum of the grade where market conditions, previous experience and/or qualifications or previous salary justify so doing, within the overall grade of the post. 
12. Incremental Progression 
12.1 Staff, subject to satisfactory performance, progress by annual increments to the maximum of the scale for the post. 
12.2 Subject to the above, incremental progression will take place on 1 September each year. 
12.3 Chollerton First School may consider progression of more than one increment/point where performance has exceeded expectations for that level of post and/or where all objectives have been exceeded as part of the appraisal review. 
12.4 All support staff can expect to receive regular, constructive feedback on their performance and are subject to an annual appraisal that recognises their strengths, informs plans for their future development and helps to enhance their professional practice. The arrangements for support staff appraisal are set out in the Performance Management & Appraisal Policy for Teachers & Support Staff. 
13. Allowances and Payments Acting Up Allowance 
13.1 Where a member of staff covers the full range of duties of a higher graded post for a period of 4 weeks or more, Chollerton First School will pay that member of staff at the appropriate point on the higher scale (normally the minimum) for the period of acting up. 
13.2 In the event of a planned and prolonged absences, the acting up allowance will be agreed in advance and paid from the first day. 
Rewarding Additional Duties 
13.3 Where a member of staff is covering some, but not all of the duties of the higher graded post, Chollerton First School will consider an additional payment or  Allowance, taking account of the proportion of higher graded work undertaken. In exceptional circumstances, Chollerton First School may wish to recognise this additional work through the award of a temporary additional increment within the pay scale. Working Additional Hours 
13.4 Where a member of staff has agreed to meet a short term excessive workload, to undertake essential tasks within a defined timescale, Chollerton First School may give prior approval to the member of staff to work additional hours at their normal hourly rate or to be paid at agreed overtime rates where the weekly hours worked exceed the standard hours for a relevant full time member of support staff. Time off in lieu may also be considered. No additional hours/overtime will be paid without prior agreement of the Headteacher or Chair of Governors. 
Recruitment and Retention Incentives and Benefits 
13.5 Chollerton First School reserves its right to exercise its discretion to award recruitment and retention incentives and benefits. Chollerton First School will determine what payments, financial assistance, support or benefits will be awarded to recruit and retain support staff and any conditions attached to them. 
13.6 Incentives and benefits may be awarded as a lump sum or over a fixed period. Chollerton First School will make it clear at the outset the expected duration of any such incentives and benefits, and the review date after which they may be withdrawn. 
13.7 A regular formal review will be conducted of any incentives and benefits awarded. 
Part C – Executive and Central Team Pay 
14. Pay Scales 
14.1 The Board determines the pay scales and will review them on an annual basis. The values of the pay scales adopted by the Board are set by NCC.
14.2 Staff employed who work less than a full working day or week are deemed to be part-time. Part-time staff are paid a proportion of the pay that would be appropriate if they were full-time. This also applies to allowances. 
15. Starting Salary 
15.1 Where a position becomes vacant, Chollerton First School will review the existing grade/range (if applicable) prior to the advertisement to establish whether this is appropriate for the post in question. 
15.2 Chollerton First School will normally appoint to the minimum of the grade/range unless the person appointed was previously paid under the same conditions of service at a higher salary, in which case the salary offered on appointment may be equivalent to the previous salary, but not exceeding the maximum of the grade/range. 
15.3 Exceptionally, Chollerton First School may also consider appointing above the minimum of the grade where market conditions, previous experience and/or qualifications or previous salary justify so doing, within the overall grade/range of the post. 
16. Incremental / Pay Progression 
16.1 Progression within the grade/range will be subject to a review of the post holder’s performance set against the annual appraisal review and the appropriate Teacher Standards (where applicable). 
16.2 Chollerton First School may decide to award one increment /point for sustained, high quality performance. Alternatively Chollerton First School may consider progression of more than one increment/point where performance has exceeded expectations for that level of post and/or where all objectives have been exceeded as part of the appraisal review. 
16.3 It will be possible for a ‘no progression’ determination to be made without recourse to the Grievance Policy. However, those subject to formal capability proceedings during the appraisal review period will be deemed unsatisfactory performers and may not therefore meet the requirements for pay progression. 
16.4 Where performance of post holders are below the expectations of Chollerton First School, consideration will be given as to whether it is appropriate to address this through the Performance Management & Appraisal Policy for Teachers & Support Staff. 
16.5 All Executive and Central Team staff can expect to receive regular, constructive feedback on their performance and are subject to an annual appraisal that recognises their strengths, informs plans for their future development and helps to enhance their professional practice. The arrangements for appraisal are set out in the Appraisal and Capability Policy. 

17. Allowances and Payments Acting Up Allowance 
17.1 Where a member of staff covers the full range of duties of a higher graded post for a period of 4 weeks or more, Chollerton First School will pay that member of staff at the appropriate point on the higher scale/range (normally the minimum) for the period of acting up. 
17.2 In the event of a planned and prolonged absence, the acting up allowance will be agreed in advance and paid from the first day. 
Rewarding Additional Duties 
17.3 Where a member of staff is covering some, but not all of the duties of the higher graded post, Chollerton First School will consider an additional payment or allowance, taking account of the proportion of higher graded work undertaken. 
17.4 In exceptional circumstances, Chollerton First School may wish to recognise this additional work through the award of an additional increment within the pay scale. Working Additional Hours 
17.5 Where a member of staff has agreed to meet a short term excessive workload, to undertake essential tasks within a defined timescale, Chollerton First School may give prior approval to the member of staff to work additional hours at their normal hourly rate or to be paid at agreed overtime rates where the weekly hours worked exceed the standard hours for a relevant full time member of support staff. Time off in lieu may also be considered. No additional hours/overtime will be paid without prior agreement of the Headteacher or Chair of Governors. 
Part D - Pay Appeals Procedure 
18.1 If, following the appraisal process, the post holder is seeking a review of any decision that affects their salary they should in the first place seek to resolve the matter informally through discussion with the appraiser. If the matter remains unresolved, the Pay Appeal Procedure will be followed. 
18.2 The steps of the pay appeals procedure perform the function of the grievance procedure on pay matters and so employees will not be able to raise the complaint under the School Grievance Policy following conclusion of a pay appeal. 
18.3 The employee receives written confirmation of the pay determination and where applicable the basis on which the decision was made. If the employee is not satisfied, he/she should seek to resolve this by discussing the matter informally with the appraiser. Where this is not possible or where the employee continues to be dissatisfied, he/she may follow a formal appeal process (Paragraph 18.5). 
18.4 Employees may be represented by a recognised trade union or colleague at any formal stage of this procedure. The employee is responsible for making these arrangements and for providing their representative with any paperwork they wish to be considered at the hearing. The member of staff should inform the Chair of Governors of their chosen companion and provide a copy of all documents in good time before the hearing. 
18.5. Upon receipt of written notification of the pay decision, if the member of staff is dissatisfied they can make a formal appeal in writing within five working days to the committee who made the decision. The possible grounds for appeal are: 
(a) incorrectly applied the policy or the STPCD 
(b) failed to have proper regard for statutory guidance 
(c) failed to take proper account of relevant evidence 
(d) took account of irrelevant or inaccurate evidence 
(e) was biased or 
(f) unlawfully discriminated against the member of staff. 
18.6. Appeals against pay decisions should be made in writing and addressed to the Chair of Governors stating the grounds of their appeal in accordance with paragraph 18.5 above. 
18.7 The appeal panel consisting of no less than two Governors who were not involved in the original determination will convene a meeting to consider the appeal as soon as is practically possible. The employee will be invited in writing, giving a minimum of five working days’ notice and copies of any relevant documents to be considered at the meeting will be enclosed. 
18.8 The member of staff will have the opportunity to make representations to the panel or their representative and a representative from the school will also attend to present the management case. 
18.9 The panel will review their decision and will confirm the outcome in writing to the member of staff within five working days.
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