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CARLTON C of E PRIMARY SCHOOL

School Support Staff Pay Policy
1. Introduction
The Governing Body of Carlton V.C. School has prepared a policy in respect of pay for school support staff which recognises the following constraints:-

· The requirement of the NJC Local Government conditions of service (the Green Book)

· The School’s delegated budget

· The current structure for support staff within the school

· Legislation in respect of equal opportunities for equal pay for work of equal value

2. Background

The Governing Body of Carlton V.C. School will operate this policy in respect of its responsibilities which will:

a) Determine the level of posts appropriately within the conditions of employment identified within the Green Book

b) Take into account pay relatives between posts within the school

c) Ensure than any discretion in awarding accelerated increments or honoraria is exercised in a fair and equitable manner

d) Give recognition to assign increased responsibility whether on a temporary or permanent basis

e) Take into account, so far as is practicable, pay arrangements in other schools particularly those of a similar type and in a similar neighbourhood

The policy statement will be subject to a regular review and consultation with school support staff.

Having determined the policy set out below the Governing Body delegate the management of the policy to the Finance Committee in consultation with the headteacher.  The headteacher will report to the Committee on those occasions when it may be necessary to exercise delegated responsibility in respect of the discretionary elements of the policy or other relevant conditions of service. 

In exercising delegated responsibilities, the Governing Body require the Committee to have regard to the budget approved by the Governing Body, the requirements of employment legislation and, in particular, the equal opportunities policy of the school.  The Governing Body expects the Committee to seek advice from the Borough Council where appropriate.

Any grievances arising from this policy will be dealt with under the appeal arrangements adopted by the Governing Body and appended to this document as Appendix A.

The Governing Body has adopted a whole school approach to matters of pay and will have particular regard to the issue of salary differentials.  By adopting such an approach the Governing Body hopes to ensure that discretion is exercised in a considered and careful manner and to avoid potentially divisive initiatives.

3. Annual Pay Awards and Increments

The Governing Body have agreed to abide by any national pay awards which may take effect for NJC staff on Local Government conditions of service.  The Governors will carry out an annual review of pay of all support staff and will also award annual increments, where appropriate, on 1 April. 
4. School Support Staff

The Governing Body will ensure that a job description is prepared for each post and that all job descriptions carry a similar format as recommended by the Borough Council.  In preparing the job description, the Governing Body will consult with the individual member of staff and this consultation will take place with a view to agreeing the job description.

The Governing Body will make reference to the model job descriptions provided by the Borough Council when considering the level of a post.  In those cases where there is an element of doubt as to the appropriate level for the post, the Governing Body will consult the Borough Council and request that a Job Profile is completed, in order that the Borough Council can make the necessary arrangements to evaluate the post, in accordance with the scheme for job evaluation.

In determining the appropriate scale of four spinal column points for a post, from within the relevant range for the Level, the Governing Body will take into account the following factors:

· Job Weight and Complexity:  It is recognised that the size of the school may impact on the breadth of the role to be undertaken and the need to deal with conflicting priorities
· Recruitment and Retention:  Where there is evidence of recruitment and retention difficulties (for example, the necessary skills are not available or a post has been advertised but not filled) the governors will consider amending the four point scale
· The Circumstances of the School:  The governors will take into account the number of children with SEND, looked after children, ethnic minority children in the school, as well as the number entitled to free school meals
The governors will pay at least the minimum spinal column point of the four point scale deemed appropriate for the post and this will be reviewed on an annual basis, as part of the annual pay review.  It is recognised that staff achieving a spinal column point will be protected for so long as they remain in post at the school (or for three years whichever is the shorter period) In normal circumstances, the starting pay for staff on Green Book conditions of service will be at the minimum point of the salary scale.
All support staff are paid at or above the Living Wage.

The Governing Body reserve the right to exercise discretion in respect of those employees where, for example, an experienced member of staff has had a small break in service (probably less than 12 months) and is seeking to return to work.

The Governing Body will ensure that staff supervising others are on a higher incremental point than those they supervise.

The Governing Body may award accelerated increments within the scale for a particular post.  Accelerated increments will only be awarded in respect of time limited, one-off tasks which can be clearly identified as outside the job description of the post or which represent a minor increase in responsibility, which would not affect the grading of the post.  Significant increases in responsibility will be subject to a regrading review and a revised Job Profile as outlined above.

5.  Regrading

In the circumstances where the Governing Body, or the employee, feel it is necessary to consider the possible regrading of a post, the job description and personnel specification will be revised in order to inform a new Job Profile.  Once the job description has been agreed with the post holder, then the Governing Body will arrange for the Borough Council to become involved in carrying through the job evaluation process.

6.  Appeals

In the event of a member of staff being dissatisfied with the outcome of a salary review or a decision taken by the Governing Body in relation to their pay, the appeal process attached will be applied.
Appendix A
APPEAL MECHANISM

1. The Education Act 2002 provides for the governing body to determine the salary of levels of school support staff posts.  This must be in accordance with the salary scales recommended by the Borough Council and in the light of advice offered by the Borough Council.    This requirement is designed to enable the Borough Council to ensure that comparable staff are employed on comparable terms and conditions so as to avoid problems of equal pay claims.
2. The Borough Council has, therefore, informed schools that it will expect them to follow the codes of practice outlined in the Personnel Handbook for Schools (a copy of which is available to all schools with delegated budgets) and ensure that school support staff are paid in accordance with the principles enshrined within the Single Status Agreement.  The pay scales used by schools must be those adopted by the Borough Council.  The Borough Council has developed an appropriate job evaluation procedure and this is set out at Chapter 3, Section 2, of the Personnel Handbook.  
3. Notwithstanding the clear role for the Borough Council envisaged by the Education Act 2002, it is important to ensure that governing bodies are encouraged, wherever possible, to seek advice from the Borough Council before difficulties are encountered.   Model pay policies have been made available to schools for adoption but these documents have been broadly generic and it has been possible, in areas of discretion, for schools to interpret them in accordance with local circumstances.  Part of the model policy provides for an appeal mechanism and it is recommended that the current arrangements continue to be the basis for dealing with school based appeals in the future in respect of those staff employed on NJC Local Government Services’ conditions.  
4. Appeals will be considered where they are made on the grounds of:-
· A like job (where work is the same or broadly similar) within the employment of the County Council has been more highly graded; or
· A job of equal value (work which is different but of equal value in terms of the demands of the job) within the employment of County Council has been more highly graded.
5. A principal underpinning the advice of the Borough Council is that a small group of governors, probably three, should be responsible for all pay issues within the school and there should be an annual review of all staff (teaching and support staff) as a result of which staff would be informed, in writing, as to their pay position for the next academic / financial year.  Staff who feel that their posts have not been graded correctly then have an opportunity to raise concerns via an appeal panel of governors and, once the appeal has been lodged, the pay committee of the governing body will be able to seek advice from the Borough Council in order that a formal evaluation can be carried out.  This formal evaluation will take place with the trade union and human resource representatives present and the result of the evaluation would be fed back to the school as part of the appeal mechanism.  If for one reason or another the school then chose not to accept the advice of the Borough Council, it may become necessary for the Borough Council to alert the school to the risks of having to pick up a liability resulting from equal pay claims were the school to be used as a comparator.
6. The process of annual review for staff on NJC Local Government Services’ conditions is recommended as good practice to all governing bodies.  It would not, of course, preclude the possibility of staff or senior managers seeking a re-evaluation of a post at other times.  The outcome of such a review, however, would be subject to the same appeal procedure.
7. Accordingly, the Governing Body has adopted the following procedure at hearings or appeals in respect of matters relating to pay.
PROCEDURE AT HEARINGS OR APPEALS IN RESPECT OF MATTERS RELATING TO PAY
8. The Governing Body has adopted an appeals procedure in respect of pay which will operate outside the normal grievance arrangements but which will ensure a fair hearing to all parties concerned.  A full written note will be made of the hearing and the appeal panel’s decision.
9. A panel of governors (the Appeal Panel) shall be constituted for the purpose of hearing appeals relating to the pay of a member of staff.  It shall exclude members of the Governing Body’s Finance and Strategy Committee.   The Borough Council may be represented for the purposes of giving advice.  The member of staff with the grievance (or his or her representative) shall make an opening address explaining his or her case and may then be questioned by the other parties involved (or their representatives) or by the Appeal Panel.
10. The member of staff (or his or representative) shall call on any witnesses who may be questioned by the other parties involved (or their representatives) or by the Appeal Panel.  The witnesses shall withdraw once they have given their evidence.
11. The Chairperson of the Finance and Strategy Committee (or his or her representative) shall then have the right to make an opening address and may then be questioned by the other parties involved (or their representatives) or by the Appeal Panel.
12. The Finance Committee (or their representative) may call any witnesses who may be questioned by the member of staff (or his or her representative) or by the Appeal Panel.  The witnesses shall withdraw once they have given their evidence.
13. Each party (or their representative) shall then have an opportunity to sum up his or her case, the member of staff making the appeal to do so last.
14. The parties involved, their representatives and any witnesses shall then withdraw.
15. The Appeal Panel, together with the representative of the Borough Council who may be present for the purposes of giving advice only, shall deliberate in private, only recalling the parties involved (and their representatives) to clear points of uncertainty on evidence already given.  If recall is necessary, all parties must return even if only one party is concerned with the point giving rise to doubt.
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