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This policy sets out the framework for making decisions on teachers’ pay. It has been 
developed to comply with current legislation and the requirements of the School Teachers’ 
Pay and Conditions Document (STPCD) and has been consulted on with staff and/or the 
recognised trade unions 
 
In adopting this pay policy the aim is to:  
 
At St Lawrence C. E. Primary School we aim to provide a caring, supportive and stimulating 
environment with high quality teaching through which to foster…. 
 

 A high level of literacy and numeracy and an enquiring mind which wants to learn 
more each day; 

 Independent young people who are confident, flexible and able to cooperate with 
others; 

 Imagination and creative expression through a wide range of media; 

 Conscientious young citizens of our multi-cultural society who are tolerant and 
respect others’ values; 

 Pride in achievement and a desire to succeed; 

 Effective links between the school, the child’s home and the community which 
promote aspiration and high expectations; 

 Equality of opportunity for all. 
 
Our vision will be realised by; 
 

 Creating a safe and healthy learning environment; so that every child will know that 
they are valued, will enjoy learning, aspire to and achieve high standards and make 
excellent progress; 

 Providing innovative and creative cross curricular education opportunities for all 
learners and enabling their independence as learners; 

 Developing a flexible approach to teaching and learning within school and in the 
community thereby ensuring a rich variety of educational experience; 

 We encourage an openness of attitudes towards the community in which the school 
is situated and concern for the needs and opportunities of the wider world. 

 
The implementation of this vision will be the foundation from which our children will become 
successful learners, confident individuals and responsible citizens of the future. 
 
This document applies the STRB 28th report recommendations as follows: 
 
3.5% uplift to the minimum and maximum of the main pay range (MPR) and unqualified 
teacher pay range. 
 
2% uplift to the minimum and maximum of the upper pay range (UPR), and the leading 
practitioner pay range 
 
1.5% uplift to the minimum and maximum of the leadership group pay range and all 
headteacher group pay ranges; and 
 
2% uplift to the minimum and maximum of the teaching and learning responsibility (TLR) and 
Special Educational Needs (SEN) allowance ranges  
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In this School, the relevant pay award has been applied to all spinal points within the pay and 
allowance ranges. 
 
All other pay-related and performance related decisions are made taking full account of the: 

 relevant challenge, accountability and responsibility of the school and role 

 skills and relevant competencies/experience 

 school improvement plan 

 appraisal process for leadership and teachers 

 school finances  
 
Pay decisions at this school are made by:  
 
The Executive head teacher in consultation with governors. 
 
Pay reviews 
 
The Governing Body will ensure that each teacher’s salary is reviewed annually, with effect 
from 1 September and no later than 31 October each year, and that all teachers are given a 
written statement setting out their salary and any other financial benefits to which they are 
entitled.  
 
Salary awards as part of this review process will be with effect from 1st September. 
 
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 individuals pay. A written 
statement will be given after any review and where applicable will give information about the 
basis on which it was made. 
 
Where a pay determination leads or may lead 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 determination. 
 
BASIC PAY DETERMINATION ON APPOINTMENT  
 
The Governing Body will determine the pay range for a vacancy prior to advertising it. On 
appointment it will determine the starting salary within that range to be offered to the 
successful candidate. 
  
In making such determinations, the Governing Body may take into account a range of 
factors, including:  
 
 

 The relevant challenge, accountability and responsibility of the school and role 

 The level of qualification, relevant skills, experience and competencies 

 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.  
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LEADERSHIP GROUP PAY 
 
The relevant body/Governing Body will determine the salary ranges for the those employed 
on the leadership in line with the pay range for the Leadership Group para 4.4 and in 
accordance with the determination in paragraphs 9.2-9.4. 
 
Pay range for Head Teacher 
 
The relevant body must assign the school to a head teacher group for the purposes of pay 
progression (para 11) in accordance with paragraphs 5, 6, 7 and 8. 
 
The relevant body must determine a pay range in accordance with paragraphs 9.2-9.4. 
 
The relevant body must take into account all of the permanent responsibilities of the role, any 
challenges that are specific to the role and other relevant considerations. 
 
For new appointments, the relevant body may use their flexibility of amending the pay range 
to take into account the close nature by which the candidate meets the requirements of the 
post.  
 
The relevant body must ensure that there is appropriate scope within the range to allow for 
performance related progression over time 
 
Pay ranges should not normally exceed the maximum for the head teacher group. 
 
However, the head teachers pay range may exceed the maximum where the relevant body 
determines that circumstances specific to the role or candidate warrant a higher than normal 
payment. 
 
Where the relevant body determines a pay range which exceeds that maximum, it will only 
exceed the maximum by 25% of the head teacher group. 
 
Only in exceptional circumstances and where supported by a business case, may the 
relevant body consider a head teacher range in excess of maximum plus 25%.  
 
Temporary payments to head teacher paragraph 10 
 
In accordance with paragraph 10.2 the relevant body may determine that additional 
payments be made to a head teacher for clearly temporary responsibilities or duties that are 
in addition to the post for which their salary has been determined. 
 
The total sum of the discretionary payments in any school year must not exceed the 25% of 
the annual salary which is otherwise payable to the head teacher.  
 
The total sum of the salary and other payments must not exceed 25% above the head 
teacher group. 
 
The above does not apply to additional payments in accordance with: 
 

a) Paragraph 25 where those residential duties are a requirement of the post or 
b) Paragraph 27 other than as reimbursement of reasonably incurred housing or 

relocation costs which relate solely to the personal circumstances of that head 
teacher, deputy or assistant head teacher  
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Only in wholly exceptional circumstances may the relevant body determine additional 
payments which exceed the limits stipulated above. The relevant body must seek external 
independent advice before providing such agreement.  
 
Pay range for Deputy or Assistant Head Teachers 
 
The relevant body must determine the pay range for deputy and assistant heads in the same 
way as head teachers in accordance with paragraph 9.2-9.4.  
 
The maximum of the deputy or assistant head teachers range must not exceed the maximum 
of the head teacher group for the school. 
 
The pay range for a deputy or assistant head teacher should only overlap the head teacher’s 
pay range in exceptional circumstances. 
 
Pay progression for leadership group 
 
In accordance with paragraph 11, the relevant body must consider annually whether or not to 
increase the salary of leadership who have completed a year of employment since the 
previous pay determination and if so, what salary within the relevant pay ranges set where 
applicable. 
 
The relevant body will decide how pay progression is determined and whether it is paid by: 
   

a) The decision whether or not to award pay progression must be related to the 

individual’s performance, as assessed through the school or authority’s appraisal 

arrangements in accordance with the 2012 Regulations in England or the 2011 

Regulations in Wales; 

b) A recommendation on pay must be in writing and as part of the individuals appraisal 

report and in making its decision the relevant body must have regard to this 

recommendation; 

c) Where the individual is not subject to either the 2012 or the 2011 Regulations, in 

order to reach a decision whether or not to award pay progression the relevant body 

must seek to agree objectives with the individual relating to school leadership and 

management and pupil progress and, in the absence of such agreement, must set 

such objectives, and must appraise the performance of the individual taking account 

of those objectives; 

d) Pay decision must be clearly attributable to the performance of the individual; 
 

e) Sustained high quality of performance having regards to the result of the most recent 
appraisal carried out in accordance with the 2012 or 2011 regulations of the 
objectives agreed or set under sub-paragraph (c) (as the case may be), should give 
the individual an expectation of progression up the pay range; 

 
f) Where in accordance with an earlier document the relevant body has determined a 

range the maximum of which exceeds the highest salary payable under this 
document, it must continue to pay any salary determined by reference to that pay 
range until such time as it reassesses the pay range for its leadership posts under 
the provisions of this document. 
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Pay range for Lead Practitioners 
 
This post has a primary purpose of modelling and leading improvement of teaching skills. 
 
The relevant body will determine a pay range in accordance with paragraph 16 which takes 
into account the challenge and demands of the individual post in accordance with the overall 
pay range. 
 
Where more than one such post is created, the salary for each post will be determined 
separately as above. 
 
The range for such post will be set between £39,374 and £59,857. 
 
Currently there are not any of these posts. 
 
Progression will be based on performance reviewed in line with the appraisal policy. 
 
Upper Pay Range 
 
Applications to the upper pay range are covered later in this document. 
 
Teachers paid on the upper pay range will have a salary between £35,927 and £38,633 in 
accordance with paragraph 14. 
 
The relevant body have determined salary range points of: 
  
U1 - £36,646 
U2 - £38,004 
U3 - £39,406 
 
Successful applicants to the upper pay range will be paid at the bottom of the scale. 
 
Pay progression to the next point of the pay range until the maximum is reached will be 
awarded following two successful appraisals combined with evidence that the teacher has 
maintained the standards (highly competent, substantial & sustained) as defined later in this 
document. 
 
Main Pay Range 
 
Teachers paid on the main pay range will have a salary between £22,917 and £33,824 in 
accordance with paragraph 13. 
 
The relevant body have determined salary range points of: 
 

M1 - £23,720 

M2 - £25,594 

M3 - £27,652 

M4 - £29,780 

M5 - £32,126 

M6 - £35,008 

 
To move up the main pay range, one annual point at a time, teachers will need to have had a 
successful appraisal and have shown that they are competent in all elements of the 



Pay Policy 

 

STLAW.063 Page 7 
Version 2.0 November 2018 

Teachers’ Standards.  Teaching should be consistently ‘good’, as defined by the standards 
used by Ofsted.  
 
If the evidence shows that a teacher demonstrates exceptional performance, the governing 
body may consider the use of its flexibilities to award enhanced pay progression, by 
awarding a further move up the scale by one further point until/unless the maximum of that 
scale has been reached. In order to achieve this, teaching should be ‘outstanding’, as 
defined by the standards used by Ofsted.   
 
Newly Qualified Teachers (NQTS) 
 
Newly qualified teachers will be appointed to the bottom of the main pay range on 
appointment for induction. 
 
NQTs have no automatic entitlement to pay progression on completion of induction. 
However, like other teachers, NQTs will have their pay determined annually and evidence 
from the induction process will inform decisions regarding pay.  
 
Unqualified Teachers 
 
Unqualified teachers paid on the pay range for unqualified teachers will have a salary 
between £17,208 and £27,216 in accordance with paragraph 17. 
 
The relevant body have determined salary range points of: 
 
UQ1 - £17,208 
UQ2 - £19,210 
UQ3 - £21,210 
UQ4 - £23,212 
UQ5 - £25,215 
UQ6 - £27,216 
 
To move up pay range, one annual point at a time, unqualified teachers will need to have 
had a successful appraisal and have shown that they are competent in all elements of the 
Teachers’ Standards.  Teaching should be consistently ‘good’, as defined by the standards 
used by Ofsted. 
 
 If the evidence shows that an unqualified teacher demonstrates exceptional performance, 
the governing body may consider the use of its flexibilities to award enhanced pay 
progression, by awarding a further move up the scale by one further point until/unless the 
maximum of that scale has been reached. In order to achieve this, teaching should be 
‘outstanding’, as defined by the standards used by Ofsted.   
 
PAY PROGRESSION BASED ON PERFORMANCE 
 
The relevant body will consider annually whether or not to increase the salary of teachers 
who have completed a year of employment since the previous annual pay determination as a 
result of the appraisal process. Any increase in pay will be linked to performance. 
 
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 appraisal are set out in the school’s appraisal policy.  
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Decisions regarding pay progression will be made with reference to the teachers’ 
appraisal reports and the pay recommendations they contain.  
 
A fair and transparent assessment process will be in place where decisions are based on 
evidence. In this school we will ensure fairness by (insert how you objectivity/consistency & 
also measures for quality assurance and moderation) 
 
The evidence we will use may include but is not limited to appraisals, peer review, pupil 
tracking, lesson observations, the views of pupils & parents.  
 
Teachers’ appraisal reports will contain pay recommendations. 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 team. The 
Governing Body will consider its approach in the light of the school’s budget and ensure that 
appropriate funding is allocated for pay progression at all levels.  
 
In this school, judgements of performance will be made in relation to appraisal outcomes, 
meeting objectives and teacher standards. Movement up the ranges will be by one point 
each year on the successful completion of the appraisal process up to the maximum of the 
range. Where there has been exceptional performance, the governing body may consider the 
use of its flexibilities to award enhanced pay progression, by awarding a further move up the 
scale by one further point until/unless the maximum of that scale has been reached.   
 
In the case of NQTs, whose appraisal arrangements are different, pay decisions will be 
made by means of the statutory induction process However, like other teachers, NQTs 
will have their pay determined annually and evidence from the induction process will inform 
decisions regarding pay. 
 
It will be possible for a ‘no progression’ determination to be made without recourse to the 
capability procedure.  
 
MOVEMENT TO THE UPPER PAY RANGE  
 
Applications and Evidence  
 
Any qualified teacher may apply to be paid on the upper pay range and any such 
application must be assessed in line with this policy. It is the responsibility of the teacher 
to decide whether or not they wish to apply to be paid on the upper pay range.  
 
All applications should include the results of reviews or appraisals from the previous year , 
including recommendation on pay (or, where that information is not applicable or available, a 
statement and summary of evidence designed to demonstrate that the applicant has met the 
assessment criteria).  
 
In order for the assessment to be robust and transparent, it will be an evidence-based 
process only.  Teachers therefore should ensure that they build a mainly paper 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, from this school and 
other schools, in support of their application.  
 
The Assessment  
 
An application from a qualified teacher will be successful where the Governing Body is 
satisfied that:  
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(a) the teacher is highly competent in all elements of the relevant standards; and  
(b) the teacher’s achievements and contribution to the school are substantial and 
sustained.  
 
In line with the pay policy:  
 

 ‘highly competent’ means;  
 
“highly competent”:  the teacher’s performance is assessed as having excellent depth and 
breadth of knowledge, skill and understanding of the Teachers’ Standards in the particular 
role they are fulfilling and the context in which they are working which results in teaching 
being ‘good’, as defined by the standards used by Ofsted. 
 

 ‘substantial’ means  
 
“substantial”:  the teacher’s achievements and contribution to the school are significant, not 
just in raising standards of teaching and learning in their own classroom, or with their own 
groups of children, but also in making a significant wider contribution to school improvement, 
which impacts on pupil progress and the effectiveness of staff and colleagues. 
 

 ‘sustained’ means]  
 
“sustained”:  the teacher must have had two consecutive successful appraisal reports in this 
school and have made good progress towards their objectives during this period (see 
exceptions in the introduction to this section).  They will have been expected to have shown 
that their teaching expertise has grown over the relevant period and is consistently good to 
outstanding. 
 
The Process  
 
One application may be submitted annually.  Applications must be submitted between 1st 
September and 31st October each year; however, exceptions will be made in particular 
circumstances, e.g. those teachers who are on maternity leave or who are currently on sick 
leave.  The process for applications is: 
 

 Complete the school’s application form (appendix 1); 

 Submit the application form and supporting evidence to the head teacher by the cut-off 
date of 31st October each academic year 

 You will receive notification of the name of the assessor of your application within 5 
working days 

 The assessor will assess the application, which will include a recommendation to the pay 
committee of the relevant body; 

 The application, evidence and recommendation will be passed to the head teacher for 
moderation purposes, if the head teacher is not the assessor; 

 The pay committee will make the final decision, advised by the head teacher; 

 Teachers will receive written notification of the outcome of their application by [insert 
date].  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 which will be provided by the assessor.  Oral feedback will be 
given within 10 school working days of the date of notification of the outcome of the 
application.  Feedback will be given in a positive and encouraging environment and will 
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include advice and support on areas for improvement in order to meet the relevant 
criteria. 

 Successful applicants will move to the minimum of the UPR on 1st September of the 
current year of application.  

 Unsuccessful applicants can appeal the decision (appendix 2) 
 
ALLOWANCES TO TEACHERS 
 
Teaching and Learning Responsibility Payments (TLRs)  
(Document P4, para 20) 
 
A Teaching and Learning Responsibility payment (“TLR”) may be awarded to a classroom 
teacher for undertaking a sustained additional responsibility in the context of the school’s 
staffing structure for the purpose of ensuring the continued delivery of high-quality teaching 
and learning for which he is made accountable.  The award may be while the teacher 
remains in the same post or occupies another post in the temporary absence of the post-
holder.  
 
TLRs are awarded to the holders of the posts indicated in the attached staffing structure. 
 
The values of the TLRs to be awarded are set out below: 
 
TLR2s - the annual value is £2,667- £6,515 TLR2s   
  
 
TLR1s – the annual value is £7,699 - £13,027 TLR1s  
 
The relevant body may award a fixed term third TLR (TLR3) for: 

 clearly time limited school improvement projects 

 one-off externally driven responsibilities 
 
The annual value of a TLR3 must be no less than £540 and no greater than £2,683, 
depending on the nature of the work. 
 
The duration of the fixed term must be established at the outset and payment should be 
made on a monthly basis for the duration of the fixed term. 
 
Although a teacher can not hold a TLR 1 and a TLR 2, a teacher in receipt of a TLR 1 or 2 
can concurrently hold a TLR3. 
 
With the exception of sub-paragraphs (c) and (e) which do not have to apply to the award of 
TLR3’s, before awarding any TLR the relevant body must be satisfied that the teacher’s 
duties include a significant responsibility that is not required of all classroom teachers, and 
that - 
 
a)  is focused on teaching and learning; 
 
b)  requires the exercise of a teacher’s professional skills and judgement;  
 
c)  requires the teacher to lead, manage and develop a subject or curriculum area; or to lead 
and manage pupil development across the curriculum; 
 
d)  has an impact on the educational progress of pupils other than the teacher’s assigned 
classes or groups of pupils; and 
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e)  involves leading, developing and enhancing the teaching practice of other staff. 
 
Special Educational Needs (SEN) Allowance 
(Document P4 para 21) 
 
A SEN allowance will be awarded in accordance with P4, para 21 of the Document. 
 
The value of a SEN will be no less than £2,149 and no more than £4,242 per annum. 
 
Where a SEN allowance is to be paid, the relevant body must determine a spot value of the 
allowance, taking into account the structure of the school’s SEN provision and the following 
factors: 
 

a) whether any mandatory qualifications are required; 
b) the qualifications or expertise of the teacher to the relevant post; and 
c) the relative demands of the post 

 
The value awarded is ....... 
 
Allowances to unqualified teachers 
 
The relevant body may determine that such additional allowance as it considers appropriate 
is to be paid to an unqualified teacher where it considers, in the context of it’s staffing 
structure and pay policy that, the teacher has: 
 

a) taken on substantial additional responsibility which  
I. is focused on teaching and learning, and 
II. requires the exercise of a teachers professional skills and judgement 

b) qualifications or experience which will bring added value to the role being undertaken 
 
 
ADDITIONAL PAYMENTS 
 
Subject to paragraph 26, the relevant body may make such payments as they see fit to a 
teacher other than a head teacher, in respect of: 
 

a) continuing professional development undertaken outside of the school day 
 

b) activities relating to the provision of initial teacher training as part of the ordinary 
conduct of the school day 
 

c) participation in out of hours learning activity agreed between the teacher and the 
head teacher 
 

d) additional responsibilities and activities due to or in respect of the provision of 
services relating to the raising of educational standards to one or more additional 
schools 
 
 

The governing body will not pay any honoraria to any member of the teaching staff for 
carrying out their professional duties as a teacher. 
 
Recruitment and retention incentives and benefits 
(Document P4 para 27) 
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The relevant body may make a payment or provide such other financial assistance, support 
or benefits to a teacher as it considers to be necessary as an incentive for the recruitment of 
new teachers and the retention in their service of existing teachers. 
 
The duration of the payment will be specified at the time of issue dependant on the reason, 
recruitment, retention, incentive, support etc 
 
A review date at which point the payment may be withdrawn will also be specified. 
 
 
PART-TIME TEACHERS  
 
The relevant body will make it’s determination in line with the ‘pro rata principle’ under 
paragraph 41 & 42 of the Document. 
 
Teachers employed on an ongoing 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 and the standard mechanism used to determine their 
pay, subject to the provisions of the statutory pay and working time arrangements and by 
comparison with the school’s timetabled teaching week for a full-time teacher in an 
equivalent post.  
 
Part time teachers must be paid a percentage of the full time equivalent salary. The same 
percentage must be applied to allowances awarded to a part-time teacher. 
 
SHORT NOTICE/SUPPLY TEACHERS  
 
Teachers employed on a day-to-day or other short notice basis will be paid on a daily basis 
calculated on the assumption that a full working year consists of 195 days; periods of 
employment for less than a day being calculated pro-rata.  
 
In making such determinations, the relevant Body may take into account a range of factors in 
line with the ‘Basic Pay Determination on Appointment’ section earlier in this document. 
 
PAY INCREASES ARISING FROM CHANGES TO THE DOCUMENT  
 
All teachers are paid in accordance with the statutory provisions of the Document as updated 
from time to time.  
 
SAFEGUARDING 
 
Safeguarding arrangements will apply according to the provisions of the Document.  
 
APPEALS 
 
Appeals will be made in line with the Schools Appeals process. 
 
The letter must state the reason for the appeal and the factors for the appeal. 
 
MONITORING THE IMPACT OF THE POLICY  
 
The Governing Body will monitor the outcomes and impact of this policy on a regular basis 
annually, including trends in progression across specific groups of teachers to assess its 
effect and the school’s continued compliance with equalities legislation. 
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FEDERATION 
 
Pending Federation the school will appoint a Head of School on a fixed point of L4. 
Appendix 1 
St Lawrence CE Primary School 
 
Upper Pay Range Application Form 
Teacher Details 
Name _______________________________________ 
Post   _______________________________________  
 
Declaration: 
I confirm that at the date of this request to apply to the Upper Pay Range, I meet the eligibility 
criteria of the School confirmed overleaf. I submit the relevant documentation required by the 
School. 
Applicants signature _____________________________ 
Date ___________________________________________ 
 
UPPER PAY RANGE APPLICATION & ASSESSMENT 
The Application  
Any qualified teacher may apply to be paid on the upper pay range any such application will 
be assessed in line with the provisions of the Schools pay policy. It is the responsibility of 
each teacher to decide whether to apply or not. 
All applications should include the results of reviews or appraisals 2018 regulations, 
including recommendation on pay (or, where that information is not applicable or available, a 
statement and summary of evidence designed to demonstrate that the applicant has met the 
assessment criteria).  
In order for the assessment to be robust and transparent, it will be an evidence-based 
process only.  Teachers therefore should ensure that they build a mainly paper 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, from this school and 
other schools, in support of their application.  
 
 
 
The Assessment  
 
An application from a qualified teacher will be successful where the Governing Body is 
satisfied that:  
 
(a) the teacher is highly competent in all elements of the relevant standards; and  
(b) the teacher’s achievements and contribution to the school are substantial and 
sustained.  
 
In line with the pay policy:  
‘highly competent’ means  
 
“highly competent”:  the teacher’s performance is assessed as having excellent depth and 
breadth of knowledge, skill and understanding of the Teachers’ Standards in the particular 
role they are fulfilling and the context in which they are working which results in teaching 
being ‘good’ as defined by the standards used by Ofsted.   
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‘substantial’ means  
 
“substantial”:  the teacher’s achievements and contribution to the school are significant, not 
just in raising standards of teaching and learning in their own classroom, or with their own 
groups of children, but also in making a significant wider contribution to school improvement, 
which impacts on pupil progress and the effectiveness of staff and colleagues. 
 
‘sustained’ means  
 
“sustained”:  the teacher must have had two consecutive successful appraisal reports in this 
school and have made good progress towards their objectives during this period (see 
exceptions in the introduction to this section).  They will have been expected to have shown 
that their teaching expertise has grown over the relevant period and is consistently good to 
outstanding. 
 
 
The Process  
 
One application may be submitted annually.  Applications must be submitted between 1st 
September and 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 process for applications is: 
 

 Complete the school’s application form; 

 Submit the application form and supporting evidence to the head teacher by the cut-

off date of 31st October each academic year   

 You will receive notification of the name of the assessor of your application within  5 

working days; 

 The assessor will assess the application, which will include a recommendation to the 

pay committee of the relevant body; 

 The application, evidence and recommendation will be passed to the head teacher for 

moderation purposes, if the head teacher is not the assessor; 

 The pay committee will make the final decision, advised by the head teacher; 

 Teachers will receive written notification of the outcome of their application by 

November 30th.  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 which will be provided by the assessor.  Oral feedback will 

be given within 10 school working days 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 UPR on 1 September of the 

current year of application 
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 Unsuccessful applicants can appeal the decision.  The appeals process is set out at 

the back of the pay policy in Appendix 2. 

 

Appendix 2 
St Lawrence CE Primary School 
 
 PAY POLICY APPEALS PROCEDURE  
 
The School Teachers’ Pay and Conditions Document (“the Document”) requires schools and 
local authorities to have a pay policy in place that sets out the basis on which teachers’ pay 
is determined and the procedures for handling appeals.   
A pay recommendation can be made as part of the appraisal cycle and when an application 
is made to the upper pay range. In both circumstances, decisions will be made by the 
relevant body in the school. Written details of and the reasons for the pay recommendation 
will be given to the teacher.   
 
Where a teacher is dissatisfied with the pay recommendation they may:  
 
Stage one - wish to have an informal discussion with the appraiser/head teacher before the 
pay decision is made. 
If the teacher believes that an incorrect recommendation had been made, they may: 
Stage two - make formal representations to the decision maker in writing stating the grounds 
for not agreeing to the pay recommendation. 
The teacher may make representations which include presenting evidence, calling witnesses 
and have the opportunity to ask questions of the decision maker at a formal meeting. The 
teacher is entitled to be accompanied by a colleague or trade union representative. The 
decision will be communicated in writing within 5 working days. 
Where this is not possible or they are still dissatisfied, the teacher may follow a formal 
appeals process as stated below – Stage Three: 

 If the teacher wishes to exercise their right of appeal, they must write to the Clerk of 

the Governing Body at the earliest opportunity and within 5 working days of the 

decision at stage two, stating the grounds of the appeal and the facts on which they 

will rely. 

 Upon receipt of the appeal, an Appeals Committee will be established consisting of 3 

Governors, none of whom are employees of the School or have been involved in the 

decision making process.  

 A date for an appeal should be convened at the earliest opportunity, ideally within 20 

working days of receipt of the appeal letter. 

 The teacher will be invited to attend and is entitled to be accompanied by a colleague 

or trade union representative. Those involved in the decision making will also be 

invited. (NB This may involve the person who made the original recommendation and 

the decision maker. Where the decision maker is a Committee, the Chair of that 

Committee will attend). 

 The teacher should provide all relevant evidence to the Committee and decision 

maker no later than 5 working days before the Appeals hearing. 

 The decision maker should provide the teacher and Committee all relevant 

documentation e.g. appraisal policy, appraisal documents, decision letter etc by the 
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same date (this may mean that decision maker and teacher share inform each other 

of the documents to be submitted to avoid duplication) 

 Evidence may be submitted after this date by agreement of the Committee. 

 The Chair of the Appeals Committee will ensure the conduct of the hearing is as 

follows: 

Conduct of the Appeal Hearing 

 Introductions of all parties 

 Clerk takes notes of the hearing 

 Employee/representative to state their case (including relevant evidence to support 

their case) 

 Recommender/decision maker/management has the opportunity to ask questions of 

the employee/representative 

 Chair & Committee to ask questions of the employee/representative 

 Recommender/decision maker/management to present their case 

 Employee has the opportunity to ask questions  

 Chair & Committee to ask questions of the recommender/decision 

maker/management 

 Ask the employee followed by management to sum up 

 Adjourn to make a decision 

The Appeals Committee will communicate their decision where possible in person. However, 
if this is not possible, notification will be in writing within 5 working days of the hearing. The 
Chair will also communicate the decision to the other attendees in the same timescales. 
The decision of the Appeals Committee is final. 
Please note, there will be no entitlement to invoke the appeal procedure in relation to a pay 
decision if the teacher has left the employment of the school. Should a teacher lodge an 
appeal and decide to leave the employment of the school all possible attempts should be 
made to hear the appeal before that teacher leaves. However, where that is not possible the 
modified procedure below will be used: 
Modified Procedure 
Where a teacher has, whilst employed at the school, lodged an appeal against a pay 
decision but has then subsequently left the school’s employment before any appeal hearing 
is held, the following steps will be observed: 

 The teacher must have set out details of their appeal in writing; 

 The teacher must have sent a copy of their appeal to the Chair of the Governing Body; 

 The Chair of the Governing Body will consult with relevant school personnel and provide the 

teacher with an appropriate written response on behalf of the school. 
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