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THE ARRETON & OAKFIELD FEDERATION (hereafter known as the Federation)  

Performance and Development Policy (Pay Policy) 

September 2016 

1. INTRODUCTION AND STATEMENT OF INTENT 

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) hereafter known as the ‘document’) and has been consulted on with staff and/or the recognised 

trade unions.  A copy of this document will be made available to staff at both Schools. 

In adopting this Performance Development Policy (pay policy) will ensure that it meets the aims of the 

Federation to: 

 Assure the quality of teaching and learning across the Federation 

 Support the recruitment and retention of a high quality teacher workforce 

 Enable the Federation to recognise and reward teachers appropriately for their contribution  

 Help to provide a fair, just and transparent way for decisions to be made on pay 

 

Pay decisions across the federation are made by the relevant Body.  The relevant Body will be responsible 

for the review of this document.  The Executive Headteacher will be responsible for advising the relevant 

Body on its decisions.  The relevant Body for the Federation is the Pay Committee.  Please see appendix G 

for the Terms of Reference (TOR) for the Pay Committee. 

The mandatory cost of living pay rise will be applied in accordance with the current ‘Document’. 

September 2016 pay award and pay points 

The Governing Body has decided to continue to use pay points across all ranges within the national 

framework.  The relevant sections of the pay policy sets out the values of those pay points. 

Subject to any recommendation by the School Teacher Review Body on pay uplifts and the provisions of the 

‘document’ 2016, teaching staff should note that future pay uplifts will be subject to performance. 

STATEMENT OF INTENT: 

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.”  The Performance Development Policy is intended to support that statutory duty. 

 

The Governing Body of  the Federation  will act with integrity, confidentiality, objectivity and honesty in the 

best interests of the Schools; will be open about decisions made and actions taken, and will be prepared to 

explain decisions and actions to interested persons.  Its procedures for determining pay will be consistent 

with the principles of public life:  objectivity, openness and accountability. 
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2. EQUALITIES LEGISLATION 

The Governing Body will comply with Equalities considerations as part of the appraisal and pay 

determination process- DfE advice (June 2014) and in particular the Public Sector Equality Duty (PSED) 

introduced by the Equality Act 2010. 

The Governing Body will promote equality in all aspects of school life, including all decisions on advertising 

of posts, appointing, promoting and paying staff, training and staff development. 

3. EQUALITIES AND PERFORMANCE RELATED PAY 

The Governing Body will ensure that its processes are open, transparent and fair.  All decisions will be 

objectively justified and minutes of any decisions, and the reasons for them will be kept.  Adjustments will 

be made to take account of special circumstances, e.g. an absence on maternity or disability-related sick 

leave. (Please refer to the Attendance Management Policy and Procedure for Schools.) The exact 

adjustments will be made on a case-by-case basis, depending on the individual teacher and the school’s 

circumstances.  

The school will make a performance-related judgement.  If little or no performance evidence is available 

from the relevant appraisal cycle, because the teacher has been away from school due to pregnancy, 

maternity or disability-related illness, we will use evidence from previous appraisal cycles. 

In the absence of any evidence that the teacher would not have received an increase in pay, we will make a 

pay award. 

Pay determinations will comply with all the requirements of discrimination legislation. 

4. JOB DESCRIPTIONS 

The Governing Body/Executive 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 will 

identify key areas of responsibility. All job descriptions will be reviewed annually as part of the performance 

management and development process, however from time to time job descriptions may be subject to 

review in consultation with the employee concerned. 

5. ACCESS TO RECORDS 

The Executive Headteacher will ensure access for individual members of staff to their own employment 

records by following the appropriate policies, procedures and current legislation. 

6. PERFORMANCE MANAGEMENT AND DEVELOPMENT PROCESS - APPRAISAL 

The Governing Body will comply with The Education (School Teachers’ Appraisal) (England) Regulations 

2012 concerning the appraisal of teachers.  

The Appraisal Regulations state that appraisal objectives, for all teachers, including the leadership group, 

must be such that, if they are achieved, they will contribute to: 

(a) Improving the education of pupils at the Schools; and 

(b) The implementation of any plan of the Governing Body designed to improve the Schools’ 

education provision and performance 

 

Assessment will be based on evidence from a range of sources (see the Schools’ Performance Management 

and Development Process Policy in Appendix E).  Although the Schools will establish a firm evidence base in 

relation to the performance of all teachers, there is a responsibility on individual teachers and appraisers to 
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work together.  Teachers should also gather any evidence that they deem is appropriate to demonstrate 

meeting their objectives, the Teachers’ Standards and any other criteria (i.e. application to be paid on the 

Upper Pay Range) so that such evidence can be taken into account at the review.  

The Executive Headteacher and Heads of School will moderate objectives to ensure consistency and 

fairness; and will also moderate performance assessment and initial pay recommendations to ensure 

consistency and fairness. 

Executive Headteacher Performance Management:  the Executive Headteacher’s appraisal is usually 

delegated to two or three review governors, the panel must be appointed at a Governing Body Meeting. 

The skills and experience of the panel should be carefully considered, for example, if any governors have 

senior management roles in their own working life which they have experience of appraising staff.  It is 

usual practice for staff to be appraised by a line-manager who has an understanding of the individual’s 

performance; and as the Chair is the governor who will know most about the performance of the Executive 

Headteacher on a week-week basis, unless there are exceptional circumstances, the Chair should be part of 

the process.  The Chair of Governors (COG) has the responsibility to ensure that there is a fair, rigorous and 

robust performance management of the Executive Headteacher, including setting targets that contribute 

towards School and Federation improvement. 

Heads of School /Teacher Performance Management appraisal is delegated to the Executive Headteacher 

who has overall responsibility. The Executive Headteacher will carry out the Heads of School appraisal, 

however, for teachers, where another member of the Senior Leadership Team has a greater day to day 

working knowledge of the teacher, the Executive Headteacher may delegate the appraiser role to that 

member of the senior leadership team.  The Executive Headteacher retains the overall responsibility to 

ensure that there is a fair, rigorous and robust performance management of teachers, including setting 

targets that contribute towards the School and Federation improvement. 

7. GOVERNING BODY OBLIGATIONS 

The Governing Body will fulfil its obligations to: 

 Teachers:  as set out in the School Teachers’ Pay and Conditions Document (the ‘Document’) and the 
Conditions of Service for School Teachers in England and Wales (commonly known as the ‘Burgundy 
Book’).   

 Support staff:  as set out in the National Joint Council for Local Government Services National 
Agreement on Pay and Conditions of Service (Green Book) or other pay/grading system if appropriate 
(e.g. voluntary aided/ trust schools where the local authority is not the employer.) 
 

The Governing Body will need to consider any updated Performance Development Policy and assure 

themselves that appropriate arrangements for linking appraisal to pay are in place, can be applied 

consistently and that their pay decisions can be objectively justified. (NB: pay related issues are the 

responsibility of the Pay Committee) 

The Governing Body will ensure that appraisers, decision-makers and any Appeal Committee Governors 

receive appropriate training to ensure fair and open decision-making. 

The Governing Body will ensure that interim reviews are undertaken for teachers and all members of the 

leadership group. 

The Governing Body will aim to ensure that it makes funds available to support pay decisions, in accordance 

with this Performance Development Policy (see Procedures) and the Schools’ spending plan. 
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The Governing Body will monitor the outcomes of pay decisions and keep documented evidence, including 

the extent to which different groups of teachers may progress at different rates, ensuring the school’s 

continued compliance with equalities legislation, and the effect on pupil progress in the school. 

8. EXECUTIVE HEADTEACHER OBLIGATIONS 

The Executive Headteacher will:  

 develop clear arrangements for linking appraisal to pay progression and consult with staff and school 

union representatives on the performance management and development process and pay policies; 

 submit any updated performance management and development process and pay policies to the 

Governing Body for approval; 

 ensure that effective appraisal and pay arrangements are in place and that any appraisers have the 

knowledge and skills to apply procedures fairly; 

 ensure that interim reviews are undertaken for all teachers, including the leadership group; 

 submit pay recommendations to the Governing Body and ensure the Governing Body has sufficient 

information upon which to make pay decisions; and 

 ensure that teachers are informed about decisions reached; and that records are kept of 

recommendations and decisions made.  

 

Heads of School responsibilities:  

 Overseeing fair and effective appraisal of staff in their own school and ensure evidence is robust 

 Work with the Executive Headteacher to ensure all aspects of performance development and pay 

are followed in line with the Federation Policy 

 

9. TEACHERS’ OBLIGATIONS 

A teacher will: 

 Fully engage with the appraisal process. This 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; 

 be proactive in requesting , if necessary, an annual review of their performance. 

  

10. DIFFERENTIALS 

Appropriate differentials will be created and maintained between posts within the Schools, recognising 

accountability and job weight, and the Governing Body’s need to recruit, retain and motivate sufficient 

employees of the required quality at all levels. 

11. DISCRETIONARY PAY AWARDS 

Criteria for the use of pay discretions are set out in this policy and discretionary awards of additional pay 

will only be made in accordance with these criteria. 

12. PAY PROTECTION (safeguarded pay) 

Where a pay determination leads or may lead to the start of a period of pay protection (safeguarding) the 

Governing Body will comply with the relevant provisions of the ‘document’ and will give the required 

notification as soon as possible and no later than one month after the determination. 

 



6 

 

13. PROCEDURES 

The Governing Body will determine the annual pay budget on the recommendation of the PAY COMMITTEE 

(Leadership Management & Organisation Committee), taking into account ‘the Document’.  

The Governing Body has delegated its pay powers to the PAY COMMITTEE. Any person employed to work at 

the Schools, other than the Executive Headteacher, must withdraw from a meeting at which the pay or 

appraisal of any other employee of the Schools, is under consideration.  The Executive Headteacher must 

withdraw from that part of the meeting where the subject for consideration is their own pay.  A relevant 

person must withdraw where there is a conflict of interest or any doubt about their ability to act impartially. 

Where possible, no member of the Governing Body who is employed to work in the Schools or parents with 

a vested interest shall be eligible for membership of this committee.   

The PAY COMMITTEE will be attended by the Executive Headteacher in an advisory capacity.  Where the 

PAY COMMITTEE has invited either a representative of the LA or the external adviser to attend and offer 

advice on the determination of the Executive Headteacher’s pay, that person will withdraw at the same 

time as the Executive Headteacher while the committee reaches its decision.  Any member of the 

committee required to withdraw will do so. 

The terms of reference for the PAY COMMITTEE will be determined from time to time by the Governing Body.  

The current terms of reference are:  

 to achieve the aims of the whole Schools’ Performance Development Policy in a fair and equal manner; 

 to apply the criteria set by the whole school Performance Development Policy in determining the pay 
of each member of staff at the annual review; 

 to observe all statutory and contractual obligations; 

 to minute clearly the reasons for all decisions and report the fact of these decisions to the next 
meeting of the Full Governing Body; this report must be anonymised 

 to recommend to the Governing Body the annual budget needed for pay, bearing in mind the need to 
ensure the availability of monies to support any exercise of pay discretion; 

 to keep abreast of relevant developments and to advise the Governing Body when the school’s 

Performance Development Policy needs to be revised; and 

 to work with the Executive Headteacher in ensuring that the Governing Body complies with the 

Performance Management and Development Process Regulations 2012 (teachers). 

 

The report of the PAY COMMITTEE will be placed in the confidential section of the Governing Body’s Agenda 

and will either be received or referred back.  Reference back may occur only if the PAY COMMITTEE has 

exceeded its powers under the policy. Recommend this is placed in an appendix not within the main body of 

the Document 

14. Annual determination of pay 

All teaching staff salaries, including those of the Executive Headteacher and Heads of school will be 

reviewed annually to take effect from 1 September.  The Governing Body will endeavour to complete 

teachers’ annual pay reviews by 31 October and the Executive Headteacher’s annual pay review by 31 

December.  They will, however, complete the process without undue delay.   

Non-teaching staff salaries will be reviewed annually if any pay progression applies.  New employees will 

have their pay reviewed after their six-month probation if applicable. 
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15. Notification of pay determination – teachers only 

Decisions will be communicated to each member of staff by the head in writing in accordance with 

paragraph 3.4 of the Document and will set out the reasons why decisions have been taken.   

Appeals procedure 

The Governing Body has an appeals procedure in relation to pay in accordance with the ‘the document’.   It 

is set out as an appendix to this Performance Development Policy. 

16. EXECUTIVE HEADTEACHER PAY 

Pay on appointment 

 the PAY COMMITTEE will review the Schools’ head teacher group and the Executive Headteacher’s 
pay range in accordance with the ‘Document’  

 if the Executive Headteacher takes on permanent accountability for one or more additional schools, 
the PAY COMMITTEE will set a pay range in accordance with the provisions of the ‘Document’ as the 
case may be.   

 for appointments on or after 1 September 2016, the PAY COMMITTEE will determine a pay range, 
taking account of the full role of the Executive Headteacher, all permanent responsibilities of the role, 
any challenges that are specific to the role and all other considerations, including recruitment issues.  
The PAY COMMITTEE will take into account the factors set out in Annex A when determining an 
appropriate pay range.  It will also take account of any other considerations it feels are relevant and 
minute carefully its decisions and reasons for those decisions 

 the PAY COMMITTEE will use reference points within the pay range 

 at the appointment stage, candidate specific factors will be taken into account when determining the 
starting salary.  If necessary, the Governing Body will adjust the pay range to ensure appropriate 
scope of ONE reference point, for performance related pay progression 

 the PAY COMMITTEE will have regard to the provisions of the ‘Document’ and take account of the pay 
ranges of other staff, including any permanent payments, to ensure that appropriate differentials are 
created and maintained between posts of differing responsibility and accountability 

 the PAY COMMITTEE will consider the use of temporary payments for clearly time-limited 
responsibilities or duties only, in accordance with the ‘Document’  

  the 25% uplift does not apply to Teachers; only the Executive Headteacher the PAY COMMITTEE will 
consider whether there is a need for any temporary payments for clearly time-limited responsibilities 
or duties.  The total sum of the temporary payments made to an executive headteacher will not 
exceed 25% of the annual salary which is otherwise payable to the Executive Headteacher; and the 
total sum of salary and other payments made to an Executive Headteacher must not exceed 25% 
above the maximum of the headteacher group, except in wholly exceptional circumstances where it 
has made a business case and with the agreement of the Governing Body.  The Governing Body will 
seek external independent advice before providing agreement 

 
SERVING EXECUTIVE HEADTEACHERS 

 The PAY COMMITTEE will only re-determine the pay range of a serving Executive Headteacher, 

in accordance with the ‘Document’, if the responsibilities of the post change significantly, or if 

the PAY COMMITTEE determines that this is required to maintain consistency with pay 

arrangements for new appointments to the leadership team made on or after 1 September 

2016, or with pay arrangements for a member(s) of the leadership group whose responsibilities 

significantly change on or after 1 September 2016 
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 It will also re-determine the pay range if the group size of the schools increase, or if the 

Executive Headteacher takes on permanent accountability for an additional school(s) If the 

PAY COMMITTEE re-determines the Executive Headteacher’s pay range, it will take account of 

all indefinite responsibilities of the post, any specific challenges and all other relevant factors, 

including retention issues. The PAY COMMITTEE will take into account the factors set out in 

Annex A when determining an appropriate pay range. It will also take account of any other 

considerations it feels are relevant and minute carefully its decisions and reasons for those 

decisions 

 However, before agreeing to do so, it will make a fully-documented business case and will seek 
external independent advice. 

 The Pay Committee will review the Executive Headteacher’s pay in accordance with the 
‘Document’ (and statutory guidance) and award one reference point where there has been 
sustained high quality of performance having regard to the results of the most recent appraisal 
carried out in accordance with the Appraisal Regulations 2012 (and any subsequent 
regulations) and any recommendation on pay progression in the Executive Headteacher’s most 
recent appraisal report 

 Where the Executive Headteacher’s performance is exceptional, it may award accelerated 
performance related pay progression of one additional reference point taking account of the 
most recent appraisal and any recommendation on pay 

 If the PAY COMMITTEE decides to re-determine the pay range, it will only determine the 
Executive Headteacher’s pay range in accordance with the ‘Document’.  

 The PAY COMMITTEE will consider the use of temporary payments for clearly temporary 
responsibilities or duties only, in accordance with the ‘Document’.  

 The total sum of temporary payments made to an Executive Headteacher must not exceed 25 
per cent of the annual salary which is otherwise payable to the Executive Headteacher; and 
the total sum of salary and other payments made to an executive headteacher must not 
exceed 25 per cent above the maximum of the Headteacher group, except in wholly 
exceptional circumstances 

 The PAY COMMITTEE may determine that additional/temporary payments be made to an 
executive headteacher which exceeds the limit above in wholly exceptional circumstances 
and with the agreement of the Governing Body. The Governing Body will seek external 
independent advice before providing agreement 
 

17. SENIOR LEADERSHIP ROLES (for those on the Leadership Pay Spine) 

Pay on appointment 

 For appointments on or after 1 September 2016, the PAY COMMITTEE will determine a pay 
range, taking account of the full role of the Heads of School (part seven), all indefinite 
responsibilities of the roles, any challenges that are specific to the roles and all other relevant 
considerations, including recruitment issues. The Pay Committee will take into account the 
factors set out in Annex A when determining an appropriate pay range. It will also take 
account of any other considerations it feels are relevant and minute carefully its decisions 
and reasons for those decisions 

 The PAY COMMITTEE will use reference points within the pay range 

 At the appointment stage, candidate specific factors will be taken into account when 
determining the starting salary. If necessary, the Governing Body will adjust the pay range to 
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ensure appropriate scope of one reference points, for performance related pay progression 
 

The PAY COMMITTEE will consider whether the award of any additional payments are relevant, as 

set out in the Document.  

Serving senior leadership 

 The Pay  and Staffing Committee will review and, if necessary, re-determine the Heads of 
School pay range where there has been a significant change in the responsibilities of the 
senior leadership roles (paragraph nine of section three guidance), or to maintain consistency 
with pay arrangements for new appointments to the leadership group made on or after 1 
September 2016, or to maintain pay arrangements for a member(s) of the leadership group 
whose responsibilities significantly change on or after 1 September 2016 

 When determining the pay range of a serving Head of School, the PAY COMMITTEE will take 
account of all permanent responsibilities of the role, any challenges that are specific to the 
role and all other relevant considerations, including retention issues. The PAY COMMITTEE 
will take into account the factors set out in Annex A when determining an appropriate pay 
range. It will also take account of any other considerations it feels are relevant and minute 
carefully its decisions and reasons for those decisions 

 The PAY COMMITTEE will ensure the maintenance of appropriate differentials between 
different posts in its staffing structure.  

 The PAY COMMITTEE will consider whether the award of any additional payments are 
relevant, as set out in the ‘Document’  

 The PAY COMMITTEE will review pay in accordance with the ‘Document’ and award one 
reference point where there has been sustained high quality of performance having regard to 
the results of the recent appraisal, and to any recommendation on pay progression recorded 
in the senior leader’s most recent appraisal report 

 The PAY COMMITTEE may award accelerated performance related pay progression of up to 
one additional reference points if there has been exceptional performance, taking account of 
the results of the most recent appraisal and any pay recommendation 

 

18. ACTING ALLOWANCES 

Acting allowances are payable to teachers who are assigned and carry out the duties of head or senior 

leadership in accordance with the ‘Document’.  The PAY COMMITTEE 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.  

 

Any teacher who carries out the duties of head or senior leadership, for a period of four weeks or more, will 

be paid at an appropriate point of the Executive Head’s, Head of School Range or Senior Leadership Range, 

as the case maybe. Payment will be backdated to the commencement of the duties. 

19. CLASSROOM TEACHERS 

Pay on appointment 

The Governing Body may maintain the teacher’s previous salary level in relation to the MPR or UPR, 

depending on the level of roles and responsibilities aligned to that post.  
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The Governing Body will, if necessary, use its discretion to award a recruitment and retention incentive 

benefit to secure the candidate of its choice. 

Annual pay determination 

The PAY COMMITTEE will use reference points.  Therefore, the pay scale for main pay range teachers in this 

school can be found in Appendix H: 

Appraisal objectives will become more challenging as the teacher progresses up the main pay 

range and be appropriate for the teacher’s role and level and experience. Objectives will, however, 

be such that, if achieved, will meet the requirements of the Appraisal Regulations 2012 (see 

Appraisal above).  Further details can be found in the Schools’ Appraisal Policy. 

To move up the main pay range, one annual point at a time, teachers will need to have made good 

progress towards their objectives and have shown that they are competent in the teachers’ 

standards. Teaching should be consistently ‘good’, as defined by Ofsted. However, this does not 

mean that every lesson observation needs to be ‘good’.  

If the evidence shows that a teacher has exceptional performance, the Governing Body will 

consider the use of its flexibilities to award enhanced pay progression, up to the maximum of one 

additional reference point. The quality of teaching, learning and assessment should be consistently 

good.  

Judgments will only be made on evidence gathered which is related to the formal appraisal 

process.  

Further information, including sources of evidence, is contained in the Schools’ Appraisal Policy. 

The PAY COMMITTEE will take account of the pay recommendation contained in the appraisal 

report and will be able to justify its decisions, such decisions will be clearly documented.  

Applications to be paid on the upper pay range 

From 1 September 2016, any qualified teacher can 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 UPR in that school(s). The Federation 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, e.g. 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 

only. Teachers therefore should ensure that they build a mainly paper evidence base to support 

their application. Those teachers who have been absent, through sickness, disability or maternity, 

may cite written evidence from previous years in support of their application. 
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Process 

One application may be submitted annually. The closing date for applications is normally [31 

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 Schools’ application form; 

 submit the application form and supporting evidence to the Executive Headteacher by the cut-
off date of [31 October]; 

 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 Executive Headteacher 
for moderation purposes, if the Executive Headteacher is not the assessor; 

 the Pay Committee will make the final decision, advised by the Executive Headteacher; 

 teachers will receive written notification of the outcome of their application by [1 December]. 
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 (see Assessment below); 

 if requested, oral feedback 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 2016; 

 unsuccessful applicants can appeal the decision. The appeals process is set out in the 
Performance Development Policy. 

 
Assessment 

The teacher will be required to meet the criteria set out in paragraph 15 of the Document, namely 

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. 

 
In this Federation, this is interpreted as follows: 

“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. 

“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. 



12 

 

“sustained”: in relation to a UPR application only, the teacher must have had two consecutive 

successful annual appraisal reports and have made good progress towards their objectives during 

this period (see exceptions, e.g. maternity/sick leave, 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. 

Further information, including information on sources of evidence is contained within the school’s 

appraisal policy. 

Upper pay range 

Annual pay determination 

The upper pay range in this school will consist of three points: minimum, mid-point, maximum as 

set out in Appendix H 

Progression through the UPR will be considered annually, in line with the ‘Document’  

The PAY COMMITTEE will determine whether there has been continued good performance. In 

making such a determination, it will take into account: 

 the criteria set out in the ‘Document’; 

 the appraisal report and the pay recommendation of the appraiser; and 

 the appraisal evidence that the teacher has maintained the criteria set out in the ‘Document’, 
namely that the teacher is highly competent in all elements of the relevant standards; and that 
the teacher’s achievements and contribution to an educational setting or settings are 
substantial and sustained. The meaning of these criteria is set out in the section of this policy 
entitled, ‘Assessment’.  

Pay progression on the upper pay range will be clearly attributable to the performance of the 

individual teacher. The pay committee will be able to objectively justify its decisions. 

Where it is clear that the appraisal evidence shows that the teacher has continued good 

performance, as set out above, and has made good progress towards their objectives, the teacher 

will move to the next point the upper pay range. 

Where it is clear from the evidence that the teacher’s performance is exceptional, in relation to the 

criteria set out above, the PAY COMMITTEE will use its flexibility to decide on enhanced 

progression from the minimum to the maximum of UPR. The quality of teaching, learning and 

assessment should be consistently outstanding.  

Further information, including sources of evidence is contained within Appendix F of this 

document.  The PAY COMMITTEE will be advised by the Executive Headteacher in making all such 

decisions. 
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Leading practitioner roles 

The Governing Body will take account of the ‘Document’ when determining the role of leading 

practitioner in this Federation.  The primary purpose of the role will be modelling and leading 

improvement in teaching skills.  Additional duties will be set out in the job description of the 

leading practitioner and will include:  

 a leadership role in developing, implementing and evaluating policies and practices in the 
school that contribute to school improvement; 

 the improvement of teaching schools within school and within the wider school community 
which impact significantly on pupil progress; 

 improving the effectiveness of staff and colleagues, particularly in relation to specific areas  
 

Pay on appointment 

The PAY COMMITTEE will determine a pay range of for each leading practitioner post in 

accordance with the ‘Document’. The PAY COMMITTEE will use reference points and will ensure 

that there is appropriate scope within the pay range to allow for performance related pay 

progression over time.  

The Executive Headteacher will agree appraisal objectives for a leading practitioner.  

Annual pay determination 

The PAY COMMITTEE shall have regard to the results of the leading practitioner’s appraisal, 

including the pay recommendation, when exercising any discretion in relation to their pay, in 

accordance with the ‘Document’. 

The appraisal evidence should show the leading practitioner: 

 has made good progress towards their objectives; 

 is an exemplar of teaching skills, which should impact significantly on pupil progress, within 
school and within the wider school community, if relevant;  

 has made a substantial impact on the effectiveness of staff and colleagues, including any 
specific elements of practice that have been highlighted as in need of improvement;  

 is highly competent in the teachers’ standards; and 

 has shown strong leadership in developing, implementing and evaluating policies and practice 
in their workplace that contribute to school improvement. 
 

“Highly competent” and “substantial” are defined in the section entitled, Applications to be paid on 

the upper pay range; Assessment. 

The PAY COMMITTEE will determine pay progression such that the amount is clearly attributable to 

the performance of the leading practitioner. The PAY COMMITTEE will be able to objectively justify 

its decision. Judgments will only be made on evidence gathered which is related to the formal 

appraisal process. 
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Where it is clear from the evidence that the teacher’s performance is exceptional, the PAY 

COMMITTEE may award enhanced pay progression of an additional reference point.   

Further information, including sources of evidence, is contained within the Schools’ Appraisal 

Policy – please refer to Appendix F. 

The PAY COMMITTEE will be advised by the Executive Headteacher in making all such decisions 

 

Unqualified teachers 

Pay on appointment 

The PAY COMMITTEE will pay any unqualified teacher in accordance with the ‘Document’. The PAY 

COMMITTEE 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. The PAY COMMITTEE will consider whether it wishes to pay an additional allowance, in 

accordance with the ‘Document’. 

Annual pay determination 

In order to progress up the unqualified teacher range, one point annually, unqualified teachers will 

need to show that they have made good progress towards their objectives.  

If the evidence shows that a teacher has exceptional performance, the Governing Body may award 

enhanced pay progression of an additional reference point. 

Judgments will only be made on evidence gathered which is related to the appraisal process. 

Information on sources of evidence is contained within the Schools’ Appraisal Policy (Appendix F). 

The PAY COMMITTEE will be advised by the Executive 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 COMMITTEE will be able to objectively justify its decisions. 

Teaching and learning responsibility payments 

The PAY COMMITTEE may award a TLR to a classroom teacher in accordance with the ‘Document’ 

and relevant guidance. TLR 1 or 2 will be for clearly defined and sustained additional responsibility 

in the context of the Federation’s staffing structure for the purpose of ensuring the continued 

delivery of high quality teaching and learning. All job descriptions will be regularly reviewed and 

will make clear, if applicable, the responsibility or package of responsibilities for which a TLR is 

awarded, taking into account any relevant criterion and factors.  

The PAY COMMITTEE will ensure that sufficient differential exists between different levels of TLR, 

taking account of the responsibilities for which the TLR is awarded. All decisions will be objectively 

justified. 

In this Federation, the different levels of TLRs are contained in the document. 
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The PAY COMMITTEE may award a TLR 3 for clearly time-limited school improvement projects, or 

one-off externally driven responsibilities as set out in the ‘Document.  The project/responsibility 

will be focused on teaching and learning; require the exercise of a teacher’s professional skills and 

judgement and have an impact on the educational progress of pupils other than the teacher’s 

assigned classes or groups of pupils. The Governing Body will set out in writing to the teacher the 

duration of the fixed term, and the amount of the award will be paid in monthly instalments. If a 

TLR3 is awarded to a part-time teacher, the pro rata principle will not apply. No safeguarding will 

apply in relation to an award of a TLR3.  

Special needs allowance 

The PAY COMMITTEE will award an SEN spot value allowance on a range set out in Appendix H to 

any classroom teacher who meets the criteria as set out in the ‘Document’.  

When deciding on the amount of the allowance to be paid, the Governing Body will take into 

account the structure of the Schools’ SEN provision, whether any mandatory qualifications are 

required for the post, the qualifications or expertise of the teacher relevant to the post; and the 

relative demands of the post. The Governing Body will also establish differential values in relation 

to SEN roles in the Schools in order to reflect significant differences in the nature and challenge of 

the work entailed so that the different payment levels can be objectively justified.  

Support staff 

The PAY COMMITTEE notes its powers to determine the pay of support staff in accordance with  

the School Staffing (England) Regulations 2009 and the associated guidance. The PAY COMMITTEE 

will determine the pay grade of support staff on appointment in accordance with the National Joint 

Council scale of grades provided by the LA which the PAY COMMITTEE consider appropriate for the 

post.  

In reaching its determination, the PAY COMMITTEE will consider the advice of their external pay 

providers but will not consider itself bound by that advice. The appeals process is set out in the 

Appendix to this policy. 

Part-time employees 

Teachers: The Governing Body will apply the provisions of the Document in relation to part-time 

teachers’ pay and working time, in accordance with the ‘Document’. 

All staff: The Executive Headteacher and Governing Body will use its best endeavours to ensure 

that all part-time employees are treated no less favourably than a full-time comparator. 

Teachers employed on a short-notice basis (Supply Teachers)  

Teachers employed on a day-to-day or short notice basis must be paid in accordance with the 

provisions of the Document on a daily basis calculated on the assumption that a full working year 

consist of 195 days, periods of employment for less than a day being calculated pro rata.  (NB: 

decisions will be made locally with regard to pay scale i.e. UPS or MPS this will be dependent on 

the impact of the work being carried out on a regular or long-term basis in order for the wider 

impact on the school being achieved. For part-time staff already employed in either school who 
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carry out supply teaching for any class other than their usual class will be paid in accordance with 

that detailed for supply staff i.e. up to MS6. 

Residential duties (not applicable for the Federation) 

The PAY COMMITTEE will take account of agreements reached by the National Joint Council for 

Teachers in Residential Establishments in determining payments for residential duties. 

Additional payments  

In accordance with the ‘Document’ and section three guidance, the relevant body may make 

payments as they see fit to a teacher 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 head 
teacher; and 

 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 PAY COMMITTEE will make additional payments to teachers in accordance with the provisions 

of paragraph 26 where advised by the Executive Headteacher. 

 

Payment will be calculated on a daily basis at 1/195th of the teacher’s actual salary. 

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 (the ‘Document’ and 

section three guidance). 

The PAY COMMITTEE will consider exercising its powers under the ‘Document’ where they 

consider it is appropriate to do so in order to recruit or retain relevant teachers. It will make clear 

at the outset, in writing, the expected duration of any such incentive or benefit, and the review 

date after which it may be withdrawn. 

The Governing Body will, nevertheless, conduct an annual formal review of all such awards. 

No new awards of recruitment and retention incentive benefits will be made to an Executive 

Headteacher, head teacher, or head of school with effect from 1 September 2016, other than as 

reimbursement of reasonably incurred housing or relocation costs. However, where the Governing 

Body is already paying such an incentive or benefit, determined under a previous policy, subject to 

review, it may continue with it, at its existing value, until such time as the leadership group 

member moves to the new leadership group pay arrangements, as set out in the 2016 policy.  

 

At that point, all recruitment and retention considerations in relation to a leadership group 

member will be taken into account when determining the pay range. 
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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 the ‘Document’. 
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Appendix A: Annex A 

The statutory provisions of the School Teachers’ Pay and Conditions Document (the Document) 

state that when determining the pay range of a leadership group member, the relevant body must 

take into account of “all of the permanent responsibilities of the role, any challenges that are 

specific to the role, and all other relevant considerations”. 

 Social challenge:  
o Number of pupils eligible for the pupil premium/free school meals, 
o Number and challenge of children with special needs [NB: pupils with 

statements or education, health and care plans are taken into account when 
calculating the group size of the school1] 

o Number of ‘looked after’ children  
o Level of pupil mobility in the area  
o Number of pupils with English as a second language  

 

 Complexity of pupil population and school workforce  
 

o Number of staff  
o Variety of school workforce (e.g. teachers, speech therapists)  
o Small school 
o Rural school 
o Specialist units or centres 

 

 Any specific challenges associated with running more than one school, e.g. managing 
geographically split sites, particular challenges of the additional school(s) 

 

 Contribution to wider educational development  
 

o NLE, SLE, LLE responsibilities which are not time-limited  
o Teaching school status  
o Other relevant issues (e.g. NQT lead, multi-stakeholders) 

 

 Recruitment and retention issues  

 

 

 

 

 

 

                                                           
1 
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Appendix B - Annex B  

APPEALS PROCEDURE 

 

The School Teachers’ Pay and Conditions Document (“the Document”) requires schools and local authorities 

to have a Performance Development Policy in place that sets out the basis on which teachers’ pay is 

determined and the procedures for handling appeals.   

 

As part of the overall appraisal process, a pay recommendation is made by the appraiser/reviewer (normally 

the line manager) and discussed with the teacher at the Review Meeting prior to being submitted to the 

Federation’s PAY COMMITTEE (please see TOR Appendix G) or relevant decision-making body.  Written 

details of and the reasons for the pay recommendation will be given to the teacher.   

 

At this particular 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 performance management and development process report.  The nature of any subsequent 

performance management and development process and pay discussion will be informal and therefore 

representation (on either side) is not necessary nor would it be appropriate.  At the conclusion of any 

further discussion, the pay recommendation may be adjusted or it may remain the same; the performance 

management and development process report will be updated to reflect the discussion. 

If a teacher believes that the final pay recommendation falls short of their expectations and they wish to 

seek a further review of the information that affects their pay, they may wish to formally appeal against the 

decision, utilising the formal Appeal Hearing Procedure.  Appeal Hearings against pay decisions must satisfy 

the dispute resolution requirements of employment law (i.e. Part 4 of the Trade Union and Labour Relations 

(Consolidation) Act, 1992) and the ACAS Code of Practice.     

APPEAL HEARING PROCEDURE 

It is the intention that appeals will be dealt with promptly, thoroughly and impartially. 

Guidance 

 when a teacher feels that a pay decision is incorrect or unjust, they may appeal against that decision, 
especially when there is new evidence to consider.   

 teachers/Executive Headteacher/Heads of School should put their appeal in writing to either the 
Executive Headteacher or the Governing Body; their appeal should include sufficient details of the 
grounds upon which the appeal is based.     

 appeals should be heard without unreasonable delay and at an agreed date, time and place.   

 employees have a statutory right to be accompanied at any stage of an appeal hearing by a companion 
who may be either a work colleague or a trade union representative.  
 

Appeal Procedure Steps: Informal Stage 

As part of the pay determination process, the line manager (“the recommendation provider”) will make a 

recommendation to the “the decision maker” (the person/s or committee responsible for approving the pay 

recommendation) supported by relevant assessment evidence.  On determining a teacher’s pay, “the 
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decision maker” will write to the teacher advising them of the pay decision, the reasons for it and will, at 

the same time, confirm their right to appeal the decision to “the decision maker”.   

If the teacher wishes to appeal the decision, they must do so in writing to “the decision maker”, normally 

with 10 school working days or within a mutually agreed alternative timescale.   

The grounds for an appeal are: 

 incorrectly applied any Pay and Conditions of Service provision 

 failed to have proper regard for statutory guidance 

 failed to take proper account of relevant evidence (performance) 

 took account of irrelevant or in accurate evidence (performance) 

 was biased; or 

 otherwise unlawfully discriminated against the employee 

 

The appeal must include a statement, in sufficient detail, of the grounds of the appeal.  In the event that an 

initial appeal is raised, “the decision maker” must then arrange to meet the teacher to discuss the appeal.  

“The recommendation provider” should also be invited to the meeting to clarify the basis for the original 

recommendation.   

“The decision maker” will reconsider the decision in private and write to the teacher to notify them of the 

outcome of the review and of the teacher’s right of appeal to the Governing Body.  If the teacher wishes to 

exercise their right of formal appeal, (the next stage) they must write to the Clerk of the Governing Body at 

the earliest opportunity within 10 school working days, including a statement of the grounds of the appeal 

and sufficient details of the facts on which they will rely. 

This will invoke the Formal Stage of the Appeal Procedure. 

Appeal Procedure Steps: Formal Stage 

On receipt of the written appeal, the Clerk to the Governing Body will establish an Appeal Committee that 

would normally consist of three governors, none of whom are employees in the school and who have not 

been previously involved in the relevant pay determination process. The clerk shall arrange a meeting of the 

Appeal Committee at the earliest opportunity and no later than 20 school working days of the date on 

which the written appeal was received.  Both “the recommendation provider” and “the decision maker” will 

be required to attend the meeting. 

The Chair of the Appeal Committee will invite the employee to set out their case.  Both “the 

recommendation maker” and “the decision maker” will also be asked to take the committee through the 

procedures that were observed in their part of the Performance Development Policy determination process. 

Following the conclusion of representations by all relevant parties, the Appeal Committee will then consider 

all the evidence in private and reach a decision.  The Appeal Committee will write to the teacher within five 

school working days notifying them of their decision and the reasons for it.  Other attendees at the meeting 

will also be notified of the decision.  The decision of the Appeal Committee is final. 
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The Modified Procedure 

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. 

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: 

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

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

3. 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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APPENDIX C  

Pay Progression Application Form - School Teachers 

Name………………………………………………………………………. 

Position in School…………………………………………………… 

Existing Pay Level……………………………………………………. 

Evidence to support application: (Please list all items used for evidence and attach copies) 

 

1: 

 

2: 

 

3: 

 

4: 

 

5: 

 

6: 

 

I am applying for a move to…………………. (Pay level). 

 

Signed…………………………………. 

 

Please complete, sign and return this form to your appraiser by 14th September. 

 

Your appraiser will check the information supplied for accuracy and completeness and pass to the Executive 
Headteacher 

 

The Executive headteacher will assess the information supplied and make recommendation on the evidence 
to the PAY COMMITTEE. 

Pay decisions will be undertaken by 31st October and backdated to 1st September if applicable. You will be 
informed of the outcome in writing



 

 

 

Skills descriptors for the three- band level            APPENDIX D 

CONFIDENTIAL - TEACHER STANDARDS CAREER STAGE EXPECTATIONS INITIAL ASSESSMENT AND AUDIT 

Name                                     Pay Point                      Date                              Self/School Assessment                                Page 1 

Professional 

Area 

Relevant 

Standards 

M2 M4 M6 UPS 1 UPS 3 + - Standards For 

Professional 

Dialogue 

PROFESSIONAL 

PRACTICE 

1.1;1.2(2,3,5) 

1.3(1,3) 

1.4(2,3)1.5 all 

1.6 (1) 1.7(1,2,3) 

1.8 (3) 2.1 (2,4) 

Preamble 

Teaching is 

typically 

satisfactory with a 

large majority good 

or better 

Teaching is 

typically good 

or better 

Teaching is typically 

good; a small 

minority with 

outstanding features 

Teaching is 

typically good; a 

majority with 

outstanding 

features 

Teaching is typically 

good; with a large 

majority outstanding. 

  + 

 

_ 

PROFESSIONAL 

OUTCOMES 

 

1.1(2), 1.2(1,2,3) 

1.5 (1), 1.6 (3,4) 

Preamble 

A large majority 

(65-79%) of pupils 

achieve in line with 

school expectations 

A very large 

majority (80%+) 

of pupils 

achieve in line 

with school 

expectations 

A very large majority 

(80%+) of pupils 

achieve in line with 

school expectations; 

few (4-19%) exceed 

them. 

A very large 

majority (80%=) of 

pupils achieve in 

line with school 

expectations; a 

small minority (20-

34%) exceed them. 

Almost all (97%+) 

pupils achieve in line 

with school 

expectations; a 

minority (35%+) 

exceed them. 

  + 

 

 

_ 

PROFESSIONAL 

RELATIONSHIPS 

1.1(1), 1.6(4), 

1.7(4), 1.8(2,3,5) 

2.1(1,3,4) 

Preamble 

Positive working 

relationships with 

pupils, colleagues 

and parents 

These 

relationships 

are securely 

focussed on 

improving 

provision for 

pupils 

Professional 

relationships with 

pupils, colleagues 

and staff lead to 

excellent class 

provision 

Plays a proactive 

role in building key 

stage or 

departmental 

teams to improve 

provision and 

outcomes 

Plays a proactive role 

in building school-

wide teams to 

improve provision 

and outcomes 

   

+Performance may exceed career stage expectations – Performance may be below career stage expectations 
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CONFIDENTIAL - TEACHER STANDARDS CAREER STAGE EXPECTATIONS INITIAL ASSESSMENT AND AUDIT 

Name                                     Pay Point                      Date                              Self/School Assessment                                Page 2 

Professional 

Area 

Relevant 

Standards 

M2 M4 M6 UPS 1 UPS 3 + - Standards For 

Professional 

Dialogue 

PROFESSIONAL 

DEVELOPMENT 

1.2(4,5) 

1.3(1,2,4,5) 

1.4(5), 1.5 

(2,3,4) 

1.6(1), 1.8(4) 

2.1(2), 2.3 

Preamble 

Able, with support, 

to identify key 

professional 

development needs 

and respond to 

advice and feedback 

Takes a proactive 

role in accessing 

relevant support 

and professional 

development from 

colleagues 

Fully competent 

practitioner able to 

keep up-to-date with 

changes and adapt 

practice accordingly 

Plays a proactive 

role in leading the 

professional 

development of key 

stage or 

departmental 

colleagues 

Plays a 

proactive 

role in 

leading the 

professional 

development 

of colleagues 

across the 

school 

  + 

 

 

 

_ 

PROFESSIONAL 

CONDUCT 

 

1.1(3), 1.7(1) 

1.8(1)2.1(all) 

2.2, 2.3 

Preamble 

Meets all standards Meets all 

standards 

Meets all standards Meets all standards Meets all 

standards 

  + 

_ 

 

+ Performance may exceed career stage expectations   -  Performance may be below career stage expectations 

 

 

 

 

 



 

 

 

 

Teachers’ Standards        APPENDIX E 

 

 

 

Please refer to the current teachers’ standards – follow the link to the Standards: 

 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/301107/Teachers__Stand

ards.pdf  

For Oakfield Staff please note that all relevant performance management documentation is available on the 
T Drive, follow Staff, Performance Management 
 
For Arreton Staff please note that all relevant performance management documentation is available on the 
Y Drive, follow Staff, Performance Management  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 

https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/301107/Teachers__Standards.pdf
https://www.gov.uk/government/uploads/system/uploads/attachment_data/file/301107/Teachers__Standards.pdf
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for Appraising Teachers’ Performance 
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Policy for Appraising Teacher’s Performance 
Contents  

1 Purpose  
2 Application of the Policy  
 

Part A:  
 
 3.1 Performance management and development process  

 3.2 Performance management and development process Period  
 3.3 Appointment of Appraisers  
 3.4 Objective setting  
 3.5 Reviewing performance 

ü Observation    (3.5.1) 
ü Development and support   (3.5.4) 
ü Feedback   (3.5.6) 

 3.6 Transition to capability 
 3.7 Assessment 
 3.8 Confidentiality 
 3.9 Equality and consistency 
 3.10 Retention of statements 

 
 
Appendices  
 
 Appendix A: National Standards – Career Stage Expectations  
 Appendix B: Procedure for Conducting National Standards Audits 
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Policy for Appraising Teacher Performance  

 
 
In formulating its policy, the Governing Body has taken account of the principles set out in the Introduction 
to the national model policy and retained all text in bold from the main body of the model policy itself. 
 
 The Governing Body of the Arreton and Oakfield Federation adopted this policy on 4/11/15. 
  
This policy will be reviewed annually. 
 
1 Purpose  
 
1.1 This policy sets out the framework for a clear and consistent assessment of the overall performance 
of teachers, including the Executive Headteacher and Heads of School, and for supporting their 
development within the context of the Schools’ plan for improving educational  provision and performance, 
and the standards expected of teachers. It also sets out the arrangements that will apply when teachers fall 
below the levels of competence that are expected of them.   
 
2 Application of the policy  
 
2.1 The policy covers performance management and development process, applies to the Executive 
headteacher, Heads of School and to all teachers employed by the schools, except those on contracts of less 
than one term, those undergoing induction (i.e. NQTs) and those who are subject to the Federation’s 
Capability Policy. 
 
2.2 Throughout this Policy, unless indicated otherwise, all references to ‘teacher’ include the head 
teachers.   
 
 
3 Teacher Performance management and development process  
  
3.1 Performance management and development process in the schools will be a supportive and 
developmental process designed to ensure that all teachers have the skills and support they need to carry 
out their role effectively. It will help to ensure that teachers are able to continue to improve their 
professional practice and to develop as teachers.  
 
3.2  The Performance management and development process Period  
 
 The performance management and development process period will run for twelve months from 1 
September to 31 August.   
 
3.2.1 The annual audit against national standards will be completed by the reviewee no later than 30th 
July, in order to review the current and prepare for the next performance management and development 
process period.  
 
3.2.2 Teachers who are employed on a fixed term contract of less than one year will have their 
performance managed in accordance with the principles underpinning this policy. The length of the period 
will be determined by the duration of their contract.  
 
3.2.3   Where a teacher starts their employment at the school part way through a cycle, the head teacher or 
in the case where the employee is the head teacher, the Governing Body, shall determine the length of the 
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first cycle for that teacher, with a view to bringing his/her cycle into line with the cycle of other teachers as 
soon as possible. 
 
3.2.4    Where a teacher transfers to a new post within the school part way through a cycle, the head 
teacher, or if the employee is the head teacher, the Governing Body, will review the objectives to ensure 
accurate reflection of the new post. 
 
3.3  Appointing Appraisers 
 
Note: Executive Headteacher Performance Management:  the Executive Headteacher’s appraisal is usually 

delegated to two or three review governors, the panel must be appointed at a Governor Body Meeting. The 

skills and experience of the panel should be carefully considered, for example, if any governors have senior 

management roles in their own working life which they have experience of appraising staff.  It is usual 

practice for staff to be appraised by a line-manager who has an understanding of the individual’s 

performance; and as the Chair is the governor who will know most about the performance of the Executive 

Headteacher on a week-week basis, unless there are exceptional circumstances, the Chair should be part of 

the process.  The Chair of Governors (COG) has the responsibility to ensure that there is a fair, rigorous and 

robust performance management of the Executive Headteacher, including setting targets that contribute 

towards school and federation improvement. 

Teacher Performance Management: teachers’ appraisal is delegated to the Executive Headteacher who has 

overall responsibility. However, where another member of the Senior Leadership Team has a greater day to 

day working knowledge of the teacher, the Executive Headteacher may delegate the appraiser role to that 

member of the senior leadership team.  The Executive Headteacher retains the overall responsibility to 

ensure that there is a fair, rigorous and robust performance management of teachers, including setting 

targets that contribute towards the school and federation improvement.  

 
3.3.1  The Executive Headteacher will be appraised by the Governing Body, supported by a suitably skilled 
and/or experienced external adviser who has been appointed by the Governing Body for that purpose.   
 
 3.3.2 In the Schools, the task of appraising the Executive Headteacher, including the setting of objectives 
and monitoring performance against objectives, will be delegated to a sub-group consisting of three 
members of the Governing Body, plus the external adviser.   The Chair of Governors (COG) will normally be 
part of this sub-group.  Where the head teacher is of an opinion that any of the governors appointed by the 
Governing Body are unsuitable to act as an appraiser, he/she may submit a written request to the Chair of 
Governors, for that governor to be replaced, clearly stating the reasons for the request. 
 
3.3.3  The Executive Headteacher will decide who will appraise other teachers.  This will normally be:  

 For all other teachers it will be the Executive Headteacher or the Head of School or a 
member of the Senior Leadership Team 

 For Heads of |School it will be the Executive Headteacher 
 

Where teachers have an objection to the Executive Headteacher’s choice, their concerns will be carefully 
considered but ultimately it will be the head teacher’s decision.  
 
3.4 Setting objectives  
 
 3.4.1 The Executive Headteacher’s objectives will be set by the Governing Body after consultation with 
the external adviser. Objectives will be focused on key school priorities and take account of the current 
national standards for head teachers (NB this has been updated since 2004). 
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3.4.2  Objectives for each teacher, including the Executive Headteacher and Head of School, will be set 
before or as soon as practicable after, the start of each performance management and development 
process period. The objectives set for each teacher will be linked to the relevant standards, will be Specific, 
Measurable, Achievable, Realistic and Time-bound and will be appropriate to the teacher’s role and level of 
experience. The appraiser and teacher will seek to agree the objectives but, if that is not possible, the 
appraiser will determine the objectives, and the teacher may record their comments in writing as an 
appendix to the performance management and development process statement. Objectives may be revised 
if circumstances change.  
 
3.4.3 The objectives set for each teacher, including the Executive Headteacher and Head of School, will, if 
achieved, contribute to the school’s plans for improving the school’s educational provision and performance 
and improving the education of pupils at that school. This link will be made: 
 

 By ensuring that the pupil progress objective (all teachers) addresses the key attainment priority 
identified by the school improvement plan 

 By ensuring that the professional development objective (all teachers) addresses the key development 
priority identified by the annual audit against teacher standards (see Appendices A and B) 

 By ensuring that the PAY COMMITTEE objective (all teachers with paid leadership responsibilities) 
addresses the key development priority identified by consideration of the leader’s effectiveness - with 
reference to any relevant leadership standards - in addressing key school improvement plan priorities. 
Where no national standards currently exist (e.g. for assistant and deputy heads), the head teacher will 
develop appropriate standards for these roles by reference to the draft national standards produced by 
NCSL 

 
3.4.4 Under normal circumstances teachers will have a maximum of 3 objectives.  
  
However, in exceptional circumstances where teachers who are found not to be meeting standards at the 
appropriate level for their career stage (Appendix B) by  the annual standards audit (Appendices A and B), 
they may be given as many additional objectives as are required to ensure that the most appropriate 
support can be provided. The appraiser will take into account the effect of an individual’s circumstances, 
including any disability, when agreeing objectives. For example, this might include a reasonable adjustment 
to allow an individual slightly longer to complete a task than might otherwise be the case. When staff return 
from a period of extended absence, objectives may be adjusted to allow them to re-adjust to their working 
environment. 
  
3.4.5 Before, or as soon as practicable after the start of each performance management and 
development process period, each teacher will be informed of the standards against which that teacher’s 
performance in that performance management and development process period will be assessed. All 
teachers will be assessed against the set of standards contained in current “Teachers’ Standards” .  
Assessments will also be conducted (if appropriate) against:  
 

 National Head Teacher Standards (2004)   

 National Standards for Subject Leaders (1998)  

 Excellent Teacher Standards 

 Advanced Skills Teacher Standards  

 SENCO standards  

 Draft National Standards for School Leaders(NCSL)  
 

3.4.6 The Executive Headteacher will be responsible for ensuring that the performance management and 
development process operates consistently, that objectives are focused on school priorities and that they 
take account of the standards audit.  All objectives will be referred to the Executive Headteacher prior to 
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the commencement of the cycle of monitoring.  Where the Executive Headteacher has concerns about the 
relevance of the objectives set, these concerns will be discussed with the appraiser.  The objectives may 
require amendment following discussion with the teacher. 
 
3.4.7   Pay Progression 
Where teachers are eligible for pay progression, the recommendation made by the appraiser will be based 
on the assessment of their performance against the agreed objectives. The decision made by the relevant 
decision making body will be based on the statutory criteria and guidance set out in the ‘Document’) and 
the relevant teacher’s standards. The Governing Body has agreed the Performance Development Policy of 
the school and has considered the implications of the performance management and development process 
policy with respect to the arrangements relating to teacher’s pay in accordance with the ‘Document’. The 
Governing Body will ensure the decisions on pay progression are made by 31st December for Executive 
Headteacher and 31st October for other teachers. 
 
3.5 Reviewing performance  
 
3.5.1 Observation  
 
 3.5.2 This school believes that observation of classroom and leadership practice is important both as a 
way of assessing teachers’ performance in order to identify any  particular strengths and areas for 
development they may have and of gaining useful information which can inform school improvement more 
generally. All observation will be carried out in a supportive fashion by those with QTS.  
 
3.5.3 Detailed arrangements for the observation of classroom and leadership practice are set out in 
Appendix D 
 
3.5.4  Development and support  
 
3.5.5  Performance management and development process is a supportive process which will be used to 
inform continuing professional development. The school wishes to encourage a culture in which all teachers 
take responsibility for improving their teaching through appropriate professional development. Professional 
development will be linked to school improvement priorities and to the ongoing professional development 
needs and priorities of individual teachers as detailed in the section on “Setting Objectives” above. 
 
3.5.6  Feedback  
 
 3.5.7 Teachers will receive constructive feedback on their performance throughout the year and as soon 
as practicable after observation has taken place or other evidence has come to light. Feedback will include 
discussion with the teacher, will highlight particular areas of strength as well as any areas that need 
attention and could determine any appropriate action required. 
 
3.5.8 Where, following the audit against teacher standards or during the review cycle, there are concerns 
about any aspects of the teacher’s performance these will be addressed via the procedure set out in 
Appendix E.  An appropriate period of monitoring and support will be offered to support the teacher in 
improving their performance. 
 
3.5.9 When progress is reviewed, if the appraiser is satisfied that the teacher has made, or is making, 

sufficient improvement, the performance management and development process will continue as 
normal, with any remaining issues continuing to be addressed through that process.  
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3.6  Transition to capability  
 
3.6.1 If the appraiser is not satisfied with progress, the teacher will be notified in writing that the 
performance management and development process system will no longer apply and that their 
performance will be managed under the school’s capability procedure.  This notification will trigger the 
commencement of the formal capability procedure. 
 
3.7  Annual assessment  
 
3.7.1 Each teacher's performance will be formally assessed in respect of each performance management 
and development process period. In assessing the performance of the Executive Headteacher, the 
Governing Body will consult the external adviser.  
 
3.7.2 This assessment is the end point to the annual performance management and development 
process, but performance and development priorities will be reviewed and addressed on a regular basis 
throughout the year by means of: 
 

 Lesson observations 

 Planning and work scrutiny, including work moderation 

 Termly meeting with appraiser 

 Mid-cycle review meeting with appraiser 

 Observation / scrutiny of PAY COMMITTEE activities where appropriate 

 Other feedback obtained during the cycle relevant to the teacher’s overall performance. 
  
3.7.3 Within two months of the end of each performance management and development process period, 
the teacher will receive – and have the opportunity to comment in writing on - a written performance 
management and development process report. In this school, teachers, including the Executive 
Headteacher, will receive their written performance management and development process reports no 
later than 31 October.  The performance management and development process report will include:  
 

 details of the teacher’s objectives for the performance management and development process period in 
question;  

 an assessment of the teacher’s performance of their role and responsibilities against their objectives 
and the relevant standards;  

 an assessment of the teacher’s training and development needs and identification of any action that 
should be taken to address them; 

 a recommendation on pay, where that is relevant. 
 
3.7.4 The assessment of performance and of training and development needs will inform the planning 
process for the following performance management and development process period. 
 
3.7.5 Any recommendations on pay will be referred to the head teacher before being  referred on to the 
Governing Body. 
 
3.8 Confidentiality 
 
3.8.1 Access to the written performance management and development process report will normally be 
limited to the appraisee, the appraiser, the Governing Body sub-group in respect of the Executive 
Headteacher performance management, the Executive Headteacher and / or nominated member of the 
senior management team and where relevant the school’s HR advisory service.  Please note that Ofsted may 
request anonymised performance management documentation.  
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3.9 Equality and consistency 
 
3.9.1 As outlined in paragraph 3.4.6 above, the Executive Headteacher will have overall responsibility for 
the quality assurance of the performance management and development process across the school. This 
will include ensuring the consistency and equality of application of the process throughout the school. The 
Executive Headteacher may delegate responsibility for monitoring consistency and equality of application to 
a teacher, by a member of the senior management team. 
 
3.9.2 The Executive Headteacher will be responsible for reporting annually to the Governing Body on any 
relevant issues, including those of underperformance, arising from the annual review cycle and on any 
action required to address those issues.  The report will enable governors to receive an overall general 
report of the process, but will not include specific details relating to individual members of staff. 
 
3.9.3 The Governing Body is committed to ensuring consistency of treatment and fairness and will abide 
by the school’s single equalities scheme. 
 
3.10 Retention of statements 
 
3.10.1 The Governing Body and Executive Headteacher will ensure that all written performance 
management and development process records are retained in a secure place for six years and then 
destroyed. 
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Appendix A – National Standards Career Stage Expectations 

CONFIDENTIAL - TEACHER STANDARDS CAREER STAGE EXPECTATIONS INITIAL ASSESSMENT AND AUDIT 

Name                                     Pay Point                      Date                              Self/School Assessment                                Page 1 

Professional 

Area 

Relevant 

Standards 

M2 M4 M6 UPS 1 UPS 3 + - Standards For 

Professional 

Dialogue 

PROFESSIONAL 

PRACTICE 

1.1;1.2(2,3,5) 

1.3(1,3) 

1.4(2,3)1.5 all 

1.6 (1) 1.7(1,2,3) 

1.8 (3) 2.1 (2,4) 

Preamble 

Teaching is 

typically 

satisfactory with a 

large majority good 

or better 

Teaching is 

typically good 

or better 

Teaching is typically 

good; a small 

minority with 

outstanding features 

Teaching is 

typically good; a 

majority with 

outstanding 

features 

Teaching is typically 

good; with a large 

majority outstanding. 

  + 

 

_ 

PROFESSIONAL 

OUTCOMES 

 

1.1(2), 1.2(1,2,3) 

1.5 (1), 1.6 (3,4) 

Preamble 

A large majority 

(65-79%) of pupils 

achieve in line with 

school expectations 

A very large 

majority (80%+) 

of pupils 

achieve in line 

with school 

expectations 

A very large majority 

(80%+) of pupils 

achieve in line with 

school expectations; 

few (4-19%) exceed 

them. 

A very large 

majority (80%=) of 

pupils achieve in 

line with school 

expectations; a 

small minority (20-

34%) exceed them. 

Almost all (97%+) 

pupils achieve in line 

with school 

expectations; a 

minority (35%+) 

exceed them. 

  + 

 

 

_ 

PROFESSIONAL 

RELATIONSHIPS 

1.1(1), 1.6(4), 

1.7(4), 1.8(2,3,5) 

2.1(1,3,4) 

Preamble 

Positive working 

relationships with 

pupils, colleagues 

and parents 

These 

relationships 

are securely 

focussed on 

improving 

provision for 

pupils 

Professional 

relationships with 

pupils, colleagues 

and staff lead to 

excellent class 

provision 

Plays a proactive 

role in building key 

stage or 

departmental 

teams to improve 

provision and 

outcomes 

Plays a proactive role 

in building school-

wide teams to 

improve provision 

and outcomes 

   

+Performance may exceed career stage expectations – Performance may be below career stage expectations 
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CONFIDENTIAL - TEACHER STANDARDS CAREER STAGE EXPECTATIONS INITIAL ASSESSMENT AND AUDIT 

Name                                     Pay Point                      Date                              Self/School Assessment                                Page 2 

Professional 

Area 

Relevant 

Standards 

M2 M4 M6 UPS 1 UPS 3 + - Standards For 

Professional 

Dialogue 

PROFESSIONAL 

DEVELOPMENT 

1.2(4,5) 

1.3(1,2,4,5) 

1.4(5), 1.5 

(2,3,4) 

1.6(1), 1.8(4) 

2.1(2), 2.3 

Preamble 

Able, with support, 

to identify key 

professional 

development needs 

and respond to 

advice and feedback 

Takes a proactive 

role in accessing 

relevant support 

and professional 

development from 

colleagues 

Fully competent 

practitioner able to 

keep up-to-date with 

changes and adapt 

practice accordingly 

Plays a proactive 

role in leading the 

professional 

development of key 

stage or 

departmental 

colleagues 

Plays a 

proactive 

role in 

leading the 

professional 

development 

of colleagues 

across the 

school 

  + 

 

 

 

_ 

PROFESSIONAL 

CONDUCT 

 

1.1(3), 1.7(1) 

1.8(1)2.1(all) 

2.2, 2.3 

Preamble 

Meets all standards Meets all 

standards 

Meets all standards Meets all standards Meets all 

standards 

  + 

_ 

 

+ Performance may exceed career stage expectations   -  Performance may be below career stage expectations 

 

 



 

 

 

Appendix B – Procedure for Conducting National Standards Audits   11 
 

 
 Ideally the audits should take place in the summer term as this would be the ideal time to identify 
appropriate performance management objectives for the coming year. The annual audit and 
professional dialogue will be useful in this regard.  
 
The Federation is required to adopt a procedure which is fair, consistent and based on evidence to 
enable a judgment to be made whether or not the standards are met as required by the 2012 
Appraisal Regulations. It is important therefore that teachers are informed of the standards 
against which the teacher will be assessed.  
 
Key stages:  
Teachers should be given reasonable time to self-audit against those career stage expectations as 
detailed in Appendix B  
 
The teacher’s appraiser along with the Executive Headteacher or other appropriate member of 
the senior leadership team should also complete the audit. If it is decided that performance does 
not meet the standard required there should be adequate objective evidence to support that 
judgment and which the teacher has been previously made aware. 
 
At least a week before the professional dialogue meeting the audits should be exchanged which 
will allow the teacher the necessary time to collate any information required in preparation for 
the meeting.  
 
Initially, the standards against which the teachers’ performance will be agreed for assessment in 
the next appraisal cycle.  
 
Where there is agreement that the relevant standards have been met the teacher is able to 
identify professional development objectives within the national standards by which s/he would 
like to be assessed.  
 
Where there is agreement at the initial audit that the standards are not met, these standards will 
be used to assess the teacher’s performance will be assessed in the next appraisal cycle.  
 
In the event that the teacher and appraiser (where the appraiser is not the head teacher) cannot 
agree whether or the standard is met, the matter should be referred to the head teacher who will 
discuss the issue with the teacher and will consider all the evidence available and make a decision.  
 
If the teacher is dissatisfied with the Executive Headteacher’s/head of school’s decision, there will 
be a right of appeal to governors. 
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1. Introduction          3 

This procedure has been produced following consultation with teachers’ unions (ATL, NAHT, 

NASUWT and NUT) governing bodies and teaching staff ending February 2013. 

This procedure should be used on completion of the measures outlined in the appraisal policy in 

Part A above, if these measures have proved unsuccessful. 

1.1 Revised appraisal arrangements come into force with effect from 1 September 2012.  They 

are set out in the education (School Teachers’ Appraisal) (England) Regulations 2012 (the 

Appraisal Regulations which replace the Education (School Teacher Performance 

Management) (England) Regulations 2006 (the 2006 Regulations).  The 2006 Regulations 

continue to apply to any performance management cycle which is in progress on 1 

September 2012 unless the Governing Body or local authority decides to end that cycle early 

and begin a new appraisal period on or after that date. 

1.2 The Appraisal Regulations set out the principles that apply to teachers in all maintained 

schools and unattached teachers employed by a local authority, in each case where they are 

employed for one term or more.  They retain the key elements of the 2006 regulations but 

allow schools more freedom to design arrangements to suit their own individual 

circumstances.  They provide the minimum national framework within which schools should 

operate. 

1.3 Schools and local authorities must have an appraisal policy for teachers and a policy which 

deals with lack of capability.  This capability policy likewise applies to teachers and head 

teachers employed in all maintained schools and unattached teachers employed by the local 

authority.  This policy should be used in conjunction with the Teacher Appraisal Policy (Part 

A) above, September 2012. 

1.4 This policy sets out the capability procedure which reflects the ACAS Code of Practice on 

disciplinary and grievance procedures. 

1.5 As from March 2013, this policy replaces the statutory guidance ‘Capability Procedures for 

Teachers’ that was issued in July 2000 for unattached teachers employed by the local 

authority.  As from 1st March 2013 this policy applies to teachers and Executive Headteacher 

and Head of School about whose performance there are serious concerns that the appraisals 

process has been unable to address.  A transition from the Teacher Appraisal Policy to the 

Teachers’ Capability Policy will trigger the commencement of the capability procedures. 

 

2. General principles underlying this policy 

2.1 Consistency of treatment and fairness 

The governors are committed to ensuring consistency of treatment and fairness.  It will abide 

by all relevant equality legislation – Equality Act 2010, including the duty to make reasonable 

adjustments for teachers who declare that they have a disability.  The governors involved in 

the procedure are aware of the guidance on the Equality Act 2010 issued by the Department 

for Education (DfE) and further advice to be sought form our HR provider before instigating 

these procedures is advised) 

2.2 Definitions 

Unless indicated otherwise, all references to ‘teacher’ include the Executive Headteacher and 

Head of School. 



 

2.3 Delegation          4 

Normal rules apply in respect of the delegation of functions by the Governing Body, Executive 

Headteacher and local authority. 

2.4 Grievances 

Where a member of staff raises a grievance during the capability procedure the capability 

procedure may be temporarily suspended in order to deal with the grievance.  Where the 

grievance and capability cases are related it may be appropriate to deal with both issues 

concurrently. 

2.5 Sickness 

If long term sickness absence appears to have been triggered by the commencement of 

monitoring or a formal capability procedure, the case will be dealt with accordance with the 

school’s attendance management policy and will be referred immediately to the occupational 

health service to assess the member of staff’s health and fitness for continued employment 

and the appropriateness or otherwise of continuing with monitoring or formal procedures. 

(For the avoidance of doubt this means that a decision will be made whether or not the 

procedure will continue during absence or the member of staff will be invited to attend a 

meeting according to the school’s attendance management policy for a decision regarding 

capability as a result of long term sickness.  Long term sickness absence is deemed to be four 

weeks.  In some cases, it may be appropriate for monitoring and/or formal procedures to 

continue during a period of sickness absence. 

2.6 Monitoring and evaluation 

The Governing Body and Executive Headteacher will monitor the operation and effectiveness 

of the school’s appraisal arrangements 

2.7 Retention 

The Governing Body and Executive Headteacher will ensure that all written records are 

retained in a secure place for six years and then destroyed but any written warnings should 

be retained on the teacher’s personnel file for capability purposes only for the period 

specified by the warning 

2.8 Right to be accompanied at formal meetings 

The ACAS guidelines will be used.  If a work colleague, trade union official or trade union 

representative is not available for the first scheduled meeting; the meeting will be 

rescheduled once, which should be within 5 working days.  It is the responsibility of the 

teacher to arrange representation for the meeting. 

3. Commencement of the formal procedure 

3.1 This procedure applies to teachers and Executive Headteacher/head of school about whose 

individual performance there are serious concerns that the appraisal process has been unable 

to address and where there has been a transition to this capability procedure at 3.6 of the 

Teachers Appraisal Policy 2012. 

3.2 See Appendix B for a flowchart of the following procedure 

 

 



 

4. Formal capability meeting        4 

4.1 The purpose of the meeting is to agree the facts and issues that led to the instigation of this 

capability procedure and to allow the teacher to respond to concerns about their 

performance, making any relevant representations.  This may result in new information being 

provided or that, which has already been provided, being seen in a different context. 

4.2 The person at this school who will chair the meeting could be (Executive Headteacher or 

Head of School) for teachers unless that person has been the key provider of evidence 

(through the appraisal process) with a panel of two others and (the chair of governors) for 

the Executive Headteacher unless that person has been the key provider of evidence 

(through the appraisal process) with a panel of two others.  For local authority employed 

unattached teachers, the teacher’s line manager will chair the meeting unless that person has 

been the key provider of evidence (through the appraisal process) in which case the teachers 

line manager’s line manager will chair the meeting. 

4.3 At least five working days’ notice (not days that the teacher works but when the school is 

open, this will also apply to local authority unattached teachers) will be given of the capability 

meeting.  The written notification will set out the nature of the issues that gave rise to the 

instigation of the capability procedure and their possible consequences to enable the teacher 

to prepare for the meeting.  It will contain: 

I. Details of the time and place of the meeting (ensure that this is in an appropriate 

location if the member of staff has declared that they have a disability); 

II. Copies of written evidence; 

III. Notification of the right to be accompanied by a companion who maybe a colleague, 

a trade union official or a trade union representative. 

5. Potential outcomes of the meeting 

5.1 The panel conducting the meeting may conclude by a simple majority that there are sufficient 

grounds for pursuing the capability issue and that it would be more appropriate to continue 

to address the remaining concerns through the appraisal process. In such cases, the capability 

procedure will come to an end.  Such a decision should be recorded in writing and a copy sent 

to the teacher and a copy retained on the personnel file for the period of time specified 

above (2.1 Retention). In the case of the local authority unattached teacher the manager 

chairing the meeting will make the decision.  Further references to ‘manage’ will refer to local 

authority unattached teachers 

5.2 The chair of the panel (or manager) conducting the meeting may also adjourn the meeting, 

for example, if they decide that further investigation is needed or that more time is needed in 

which to consider any additional information.  The meeting should be reconvened by 

agreement within 10 working school days. 

5.3 In other case the meeting will continue.  During the meeting, or any other meeting which 

could lead to a formal written warning being issued, the pan el (or manager) will: 

I. Identify the professional shortcomings; 

II. Provide the employee with the opportunity to respond fully, including an explanation 

of their performance and/or mitigating factors; 

III. Give clear guidance on the improved standard of performance needed to ensure that 

the teacher can be removed from formal capability procedures (this may include the 

setting of new objectives focussed on the specific weaknesses that need to be 



 

addressed), any success criteria that might be appropriate and the evidence that will 

be used to assess whether or not the necessary improvements has been made; 

IV. Set out the precise nature of any support that will be available to help the teacher 

improve their performance; 

V. Set out the timetable for improvement and explain how performance will be 

monitored and reviewed.  The timetable will depend on the circumstance of the 

individual case.  It will be for the panel to decide what a target appropriate period of 

time should be.  Consideration should be given to what is reasonable and 

proportionate and should provide sufficient opportunity for an improvement to take 

place 

VI. Warn the teacher formally that insufficient improvement within the set period could 

lead to a written warning, in very serious cases ti could be a final written warning and 

ultimately dismissal. 

VII. Notes will be taken and a copy sent to the teacher.  There will be an opportunity to 

challenge the notes before they are agreed as a true record of the meeting.  Where a 

warning is issued, the teacher will be informed in writing of the matters covered in 

the bullet points above and given information about the timing and handling of the 

review stage and the procedure for appealing against the warning. (see section 10 for 

appeal procedure guidance) 

 

6. Monitoring and review period following a formal capability meeting 

6.1 A performance monitoring and review period will follow the formal capability meeting.  

Formal monitoring, evaluation, guidance and support will continue during this period 

6.2 If the teacher has been issued with a formal warning, the next stage of the procedure would 

be the formal review meeting.  If the teacher had been issued with a final warning the next 

stage of the procedure would be the decision meeting. 

 

7. Formal review meeting 

7.1 The person conducting this meeting in this school will be the chair of the panel (or the 

manager) 

7.2 At least five working days’ notice will be given of the formal capability meetings.  It should 

contain: 

I. Details of the time and place of the meeting (ensure that this is in an appropriate 

location if the member of staff has declared that they have a disability); 

II. Copies of any written evidence; 

III. Notification of their right to be accompanied by a companion who may be a 

colleague, a trade union official, or a trade union representative 

IV. A statement summarising the nature of the issues which gave rise to the instigation 

of the capability procedure 

7.3 If the panel is satisfied by majority decision (or the manage is satisfied) that the teacher has 

made sufficient improvement, the capability procedure will cease and the appraisal process 

will re-start;          

           5 



 

7.4 If some progress has been made and there is confidence that more is likely, it may be 

appropriate to extend the monitoring and review period.  In this case the panel will: 

I. Identify where further improvements can be made and if appropriate which of the 

professional standards expected of teachers are still not being met; 

II. Provide the employee with the opportunity to respond fully, including an explanation 

of their performance and/or mitigating factors; 

III. Explore and set out any additional support that could be available to help the teacher 

to continue to improve their performance; 

IV. Set out the timetable for continued improvement and explain how performance will 

be monitored and reviewed.  The timetable will depend on the circumstances of the 

individual case.  It will be for the panel (or manager) to decide what a target 

appropriate period of time should be.  Consideration should be given to what is 

reasonable and proportionate and should provide sufficient opportunity for an 

improvement to take place; 

V. Warn the teacher formally and in writing that not achieving the required 

improvements within the revised period could lead to a final written warning and 

ultimately dismissal. 

7.5 In a case where insufficient improvement has been made and in the absence of any 

mitigating circumstances that have had a significant effect during the monitoring and review 

period, the teacher will receive a final written warning; 

7.6 Notes will be taken at the review meeting and a copy sent to the teacher.  There will be an 

opportunity to challenge the notes before they are agreed as a true record of the meeting.  

The final written warning will repeat any previous warnings that have been issued. It must be 

made clear that he teacher may be dismissed if they do not achieve an acceptable standard 

of performance within a revised timescale.  The teacher will be informed in the final written 

warning of the matters discussed at the meeting and given information about the timing and 

management of the decision meeting and the procedure for appealing against the warning 

(see section 10). 

 

8. Decision meeting 

8.1 the person at this school who will chair the meeting could be (Executive Headteacher) for 

teachers unless that person has been the key provider of evidence (through the appraisal 

process) with a panel of two others and (the chair of governors) for the Executive 

Headteacher unless that person has been the key provider (through the appraisal process) 

with a panel of two others.  Ideally, for continuity of process the panel will consist of the 

same members of the previous formal meetings.  For local authority employed unattached 

teachers, the head of service will chair the meeting. 

8.2 As with formal capability meetings and formal review meetings at least five school working 

days’ notice will be given of the decision meeting.  It will contain: 

I. Details of the time and place of the meeting (ensure that this is in an appropriate 

location if the member of staff has declared that they have a disability); 

II. Copies of any written evidence 

III. Notification of their right to be accompanied by a companion who may be a colleague, 

a trade union official, or a trade union representative   6 



 

IV. A statement summarising the nature of the issues which gave rise to the instigation of 

the capability procedure 

8.3 If an acceptable standard of performance has been achieved during this further monitoring 

and review period, the capability procedure will end and the appraisal process will re-start.  If 

the performance remains unsatisfactory, a recommendation to the Governing Body will be 

made that the teacher should be dismissed from employment at this school.  For local 

authority unattached teachers the head of services will make the decision. 

8.4 Before the Governing Body makes a decision it is essential that the matter is discussed with 

the local authority should they have the responsibility as the employer of any teacher being 

taken through the capability process. 

8.5 Once the decision has been ratified by the Governing Body (and employer, where the local 

authority is the employer) the teacher will be informed as soon as possible and confirmed in 

writing of the following: 

I. The reasons for the dismissal; 

II. The date on which the employment contract will end; 

III. The appropriate period of notice; 

IV. Their right of appeal 

 

9. Dismissal 

9.1 Once the decision to dismiss has been taken, the Governing Body will confirm the dismissal in 

writing to the teacher with appropriate notice 

9.2 Where the local authority is the employer, once the Governing Body has decided that the 

teacher should be dismissed, it will inform the teacher in writing and will notify the local 

authority of its decision immediately and the reasons for it.  The local authority will confirm 

the decisions to the teacher in writing within fourteen days. (for non- attached teachers, the 

head of service will inform the teacher in writing) 

 

10. Appeal 

10.1 The teacher has the right to appeal against any written warnings at each stage of the 

procedure including dismissal.  The appeal should be made in writing giving full details of the 

rounds for the appeal within ten school working days of the decision being made. 

10.2 Appeals will be heard without unreasonable delay.  The same arrangements for notification 

and the right t be accompanied by a companion who may be a colleague, a trade union 

official, or a trade union representative will apply s with formal capability and review 

meetings.  As with other formal meetings, notes will be taken and a copy sent to the teacher.  

There will be an opportunity to challenge the notes before they are agreed as a true record of 

the meeting. 

10.3 The appeal process will be dealt with impartially by a strategic director within the local 

authority for unattached teachers or governors from the school who have not been 

previously been involved in the case. 

10.4 The teacher will be informed in writing of the results of the appeal meeting as soon as 

possible. 
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11. The appeal process 

A teacher has the right to appeal against any sanction imposed at any stage of the formal 

capability procedure, including dismissal.  The request for an appeal must be made in writing to 

the clerk to the Governing Body (or in the case of local authority unattached teachers the appeal 

should be made to the manager who made the decision that is being appealed). 

The appeal must be made within ten school working days of the date of the warning letter or 

decision letter and must state clearly the grounds upon which an appeal is being made.  Save in 

exceptional circumstance, the teacher may only make an appeal on the following grounds: 

I. The decision; the evidence did not support the conclusion of the panel and/or 

II. The penalty: this was too severe given the circumstances of the case; and/or 

III. New evidence has come to light since the meeting and was not reasonable available at the 

time of that meeting; and/or 

IV. It is considered that the capability procedure was not followed correctly 

 

The appeal meeting will normally take place within fifteen school working days of receipt of the 

employee’s written notice of appeal or on a date which is mutually agreed by the parties. 

The clerk to the Governing Body will work with the person who conducted the previous capability 

review meetings to arrange the appeal meeting.  The appeal will be heard by a panel of thee 

governors from the Appeals Committee who have not been involved in any part of the 

proceedings to date.  For local authority employed unattached teachers the strategic director will 

arrange the appeal meeting and write to the teacher to invite them to attend an appeal meeting. 

In schools the clerk to the Governing Body will write to the teacher to invite them to attend an 

appeal meeting. 

The teacher will have the right to be accompanied by a colleague, a trade union official or trade 

union representative.  They must take all reasonable steps to attend.  Account will be taken of any 

reasonable adjustments requirements under the Equality Act 2010. 

Where either the employee and / or their work colleague, trade union official or trade union 

representative is unable to attend the meeting and provides with notice a good reason for not 

being able to attend, the meeting will be reconvened within five school working days of the 

original date or on another date which is mutually agreed by the parties. 

The appeal panel / strategic director will consider and representations from the teacher and /or 

work colleague, trade union official or trade union representative.  The teacher must provide any 

supporting evidence for the basis of their appeal to the clerk to the Governing Body or strategic 

director, at least five school working days prior to the appeal meeting date including the details of 

any witnesses the teacher wishes to call.  Witnesses may also be called by the panel/strategic 

director. 
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All parties will receive copies of the information (including any new information) to be presented 

to at the appeal meeting at least two clear working days prior to the meeting including details of 

any witnesses.  The chair of the panel who made the decision at the previous meeting will be 

required to attend the appeal meeting to respond to the grounds of e appeal.  For local authority 

employed unattached teachers, the manager who made the decision at the previous meeting will 

be required to attend the appeal meeting to respond to the grounds of the appeal. 

12. The appeal meeting 

The appeal panel/strategic director will: 

I. Consider all the information, including any new information presented; 

II. Determine whether the grounds for the previous capability sanction were valid; 

III. Determine whether the sanction should remain the same, or should be increased, reduced 

or removed 

 

The chair of the panel/strategic director conducting the meeting may adjourn proceedings if this is 

considered necessary and the teacher (and their companion) will be informed of the period of the 

adjournment.  If further information is to be gathered, the teacher will be allowed a reasonable 

period of time, together with their companion, as should the panel/strategic director, to consider 

the new information prior to the reconvening of proceedings. 

As soon as possible after the conclusion of the appeal meeting, the chair of the panel/strategic 

director will convey the decision verbally to the teacher and to the governor who presented the 

case at the meeting. 

The decision will be confirmed in writing to the teacher by the clerk to governors on behalf of the 

chair of the panel within five school working days of the meeting; the teacher will also be 

informed of the reasons for the decision and that the decision is final. 

For local authority employed unattached teachers the decision will be confirmed in writing to the 

teacher by the strategic director.  The teacher will also be informed of the reasons for the decision 

and that the decision is final. 
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Appendix A – order of events at an appeal hearing 

The purpose of an appeal meeting will be to establish whether any of the grounds for the appeal 

should be upheld or not. 

The chair will invite the teacher to state the grounds of their appeal first and then the chair of the 

panel/manager who made the decision to issue the sanction appealed against will then provide 

the background and reason for the decision. 

The meeting should be adjourned to enable the panel/strategic director to consider the 

information presented. 

The decision of the appeal panel/director will be final and there will be no further right of appeal. 
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Procedure for dismissing teachers under new 
capability procedures 

Final warning 
followed by 
monitoring & review 

Decision 
meeting 

Formal 
capability  
meeting 

1
st
 warning followed 

by monitoring & 
review period 

Formal review  
meeting 

Final warning 
followed by 
further 
monitoring 
and review 
period 

Decision 
meeting 

+ = + 

Note: The timings given above are illustrative only and are offered as minimum periods, which will be appropriate only in 
straightforward cases. Schools will need to tailor the length of their monitoring and review periods to suit individual 

circumstances.                11 

5 
days  

notice 

4  
weeks 

 
minimum 

4  
weeks 

 
minimum 

9 
weeks 

  



 

 

Appendix G:            

Terms of Reference and Responsibilities for the Pay Committee 2016 - 2017  

Á A Clerk will be designated to the committee 
Á Minutes will be taken and sent to the committee Chair for approval 
Á There will be four Governor members 
Á The committee will be quorate – quorum is 3 governors. 
Á The Minutes of the meeting will not be available to the public. 
Á The regulations on declaration of interest apply to this committee. 

 

The Governing Body has delegated its pay powers to the pay committee. Any person employed to 

work at the school, other than the heads, must withdraw from a meeting at which the pay or 

appraisal of any other employee of the schools, is under consideration. The heads must withdraw 

from that part of the meeting where the subject for consideration is their own pay, or that of the 

other head. A relevant person must withdraw where there is a conflict of interest or any doubt 

about their ability to act impartially.i 

 

No member of the Governing Body who is employed to work in either school shall be eligible for 

membership of this committee.  

 

The pay committee will be attended by the heads and School Business Managers (SBM) in an 

advisory capacity. Where the pay committee has invited either a representative of the LA or the 

external adviser to attend and offer advice on the determination of the head's pay, that person will 

withdraw at the same time as the heads while the committee reaches its decision. Any member of 

the committee required to withdraw will do so. 

 

The terms of reference for the pay committee will be determined from time to time by the 

Governing Body. The current terms of reference are:- 

 

to achieve the aims of the whole school pay policy in a fair and equal manner:- 

 to apply the criteria set by the whole school pay policy in determining the pay of each 

member of staff at the annual review; 

 to observe all statutory and contractual obligations; 

 to minute clearly the reasons for all decisions and report the fact of these decisions to the 

next meeting of the full Governing Body; this report must be anonymised;  

 to recommend to the Governing Body the annual budget needed for pay, bearing in mind 

the need to ensure the availability of monies to support any exercise of pay discretion; 

 to keep abreast of relevant developments and to advise the Governing Body when the 

school's pay policy needs to be revised; 

 to work with the heads in ensuring that the Governing Body complies with the Appraisal 

Regulations 2012 (teachers).      12 

 



 

 

The report of the pay committee will be placed in the confidential section of the Governing Body's 

agenda and will either be received or referred back. Reference back may occur only if the pay 

committee has exceeded its powers under the policy. 

 

Delegated Functions 

 

15/16 – Pay discretions  

 

 

Signed…………………………………………………………………. Dated…………………………………….. 

 Chair of Governors 

 

Signed…………………………………………………………………. Dated…………………………………….. 

 Chair of Committee 

 

 

i 
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Appendix H  

School Teachers Pay Award and updated pay frame 2016/7 

 
The range for the main pay scale for teachers in this School/Centrally Employed is: 
   

Point 1    £22,467 
Point 2    £24,243  
Point 3   £26,192  
Point 4   £28,207  
Point 5   £30,430  
Point 6 (maximum) £33,160 
 

 
The upper pay range will be three points as follows: 
 

1 (minimum)  £35,571 
2   £36,889 
3 (maximum)  £38,250 

 
Leading Practitioners pay range  
 
Minimum     £38,984 
Maximum     £59,264 
 
Note: the minimum and maximum of this range equate to the minimum of the Leadership Range 
and to recommended Leadership Range scale point L18 below.  School wishing to use pay scale 
points on this range might therefore decide to use points L1 to L18. 
  
The range for the pay scale for unqualified teachers in this School/Centrally employed is: 
 
Point 1     £16,461 
Point 2     £18,376 
Point 3    £20,289 
Point 4    £22,204 
Point 5    £24,120 
Point 6    £26,034 
 
ALLOWANCES FOR CLASSROOM TEACHERS       
 
The values of the TLR payments awarded are set out below: 
 
Having decided to award a TLR, the pay committee must determine whether to award a first TLR 
(TLR1) or a second TLR (TLR2) and its value, in accordance with its pay policy, provided that:  

a) the annual value of a TLR1 must be no less than £7,546 and no greater than £12,770;  

b) the annual value of a TLR2 must be no less than £2,613 and no greater than £6,386.  
The pay committee 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.  
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The annual value of an individual TLR3 must be no less than £517 and no greater than £2,577. 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 cannot hold a TLR1 and a TLR2 
concurrently, a teacher in receipt of either a TLR1 or a TLR2 may also hold a concurrent TLR3.  
 
Special Needs Allowances 
 
A SEN allowance of no less than £2,064 and no more than £4,075 per annum is payable to a 
classroom teacher.  
  
The Leadership Group will be paid on the following scale of discretionary reference points.  
 
September 2016  
 

     
1 £38,984  23 £66,982 
2 £39,960  24 £68,643 
3 £40,958  25 £70,349 
4 £41,978  26 £72,089 
5 £43,023  27 £73,876 
6     £44,102  28 £75,708 
7 £45,290  29 £77,583 
8 £46,335  30 £79,514 

 9  £47,492  31 £81,478 
10 £48,711  32 £83,503 
11 £49,976  33 £85,579 
12 £51,127  34 £87,694 
13 £52,405  35 £89,874 
14 £53,712  36 £92,099 
15 £55,049  37 £94,389 
16 £56,511  38 £96,724 
17 £57,810  39 £99,081 
18 £59,264  40 £101,554 
19 £60,733  41 £104,091 
20 £62,240  42 £106,699 
21 £63,779  43 £108,283 
22 £65,363    
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