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This policy must be read in conjunction with the Trust's Scheme of Delegation document.

1.

1.1

1.2

2.1

2.2

INTRODUCTION

Policies for the Chiltern Learning Trust are designed to support the ethos, aims and
vision of the Trust and each school.

The Chiltern Learning Trust and its schools will act with integrity, confidentiality,
objectivity and honesty in the best interests of the Trust and the schools; will be open
about decisions made and actions taken and will be prepared to explain decisions and
actions to legitimate, interested persons. Its procedures for determining pay will be
consistent with principles of public life: objectivity, openness and accountability.

BACKGROUND

The Trust has prepared this policy in respect of pay which has regard for the following:

2.1.1  the requirements of the School Teachers’ Pay and Conditions Document
(STPCD)

2.1.2 the requirements of the NJC Conditions of Service Green Book

2.1.3 the School Staffing (England) Regulations 2009 (as amended in 2012)
2.1.4  the Local Authority’s Single Status Agreement

2.1.5 the school’'s delegated budget

2.1.6 the current staffing structure of the school

2.1.7  legislation in respect of equal opportunities and equal pay.

2.1.8 Attached to this policy are:

Appendix 1: Appeals in respect of matters relating to pay
Appendix 2: Pay Committee Terms of Reference
Appendix 3: Application for Upper Pay Range

Appendix 4: Salary statement

Appendix 5: Report to Local Governing Body

Appendix 6: Employee Referral Scheme

Appendix 7: Acting Up and Honorarium Payments
Appendix 8: Leadership pay spine

The Trust seeks to ensure equal opportunities and respects the diversity of all staff
regardless of gender, sexuality, race, religious belief, disability or age.

The Trust will abide by all relevant legislation and, in particular, will not discriminate on
grounds of age, sex, sexuality, race, religion or disability. The Trust will promote
equality in all aspects of school life, particularly as regards to advertising of posts,
appointing, promoting and paying staff, training and staff development

The Trust will operate the policy in respect of its responsibilities as the “relevant body”
as defined in the School Staff Regulations 2012 which will:

221 Ensure posts are graded appropriately within the appropriate conditions of
service (ie STPCD, referred to in this policy as ‘Document’, the Green Book and
local agreements adopted by the local authority or the Trust).
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2.5

2.6
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3.1.1

222 take into account pay relativities between posts within the school.

2.2.3 ensure that discretion in awarding allowances, payment, incentives or honoraria
(where appropriate) and the determination of the salary and pay progression is
exercised in a fair and equitable manner

224 give recognition, in line with statutory guidance to assigned increased
responsibilities, whether on a temporary or permanent basis

2.25 assure the highest quality of teaching and learning at the school

226 enable the school to recognise and reward teachers appropriately for their
contribution to the school

This policy will be subject to annual review by Chiltern Learning Trust's Board of
Trustees, or on any other occasion as required, following consultation with the
recognised trades unions.

Having determined the policies set out below, the Trust delegates the management of
the policy to each school’s Local Governing Body (LGB) Pay Committee. The LGB Pay
Committee will be responsible for implementing the pay policy, subject to the approval
of the Trust and have full authority to take pay decisions on behalf of the Trust in
accordance with this policy. The Chief Executive is responsible for making
recommendations to and for advising the relevant LGB Pay Committee on its decisions
on the Headteachers. The Headteacher is responsible for agreeing pay
recommendations with the Chief Executive, for all other staff, for decision by the LGB
Pay Committee. The Chief Executive will report to the Committee on those occasions
when it may be necessary to exercise delegated responsibility in respect of the school’s
discretion. The Board of Trustees will delegate the task of appraising the Chief
Executive to a sub-group consisting of normally three members of the Board and seek
independent advice on the pay of the Chief Executive.

In exercising their delegated responsibilities, the Trust requires each school's Pay
Committee to have appropriate regard to their budget approved by the local governing
body and the requirements of employment legislation, particularly the Equality Act
2010, Part Time workers Regulations, Fixed Term Employees Regulations 2002. The
Trust expects each Pay Committee to act on the recommendations of the Trust and
seek external objective advice where appropriate and applicable.

Chiltern Learning Trust has adopted a whole school approach to matters of pay and
will have particular regard to the issue of salary differentials and similar pay for posts
carrying similar responsibilities. By adopting such an approach, the Trust will ensure
that discretion is exercised in a considered and careful manner and avoid potentially
divisive initiatives or decisions.

In reviewing the implementation of this policy, each school’s Local Governing Body will
receive an annual HR report via the Headteacher to allow them to review and monitor
the pay of staff.

TEACHERS
Pay Reviews

The Trust will ensure that each teacher’s salary is reviewed annually with effect from 1
September, that each teacher is notified of the outcome by no later than 30" November
each year, and that all teachers are given written notification of their salary and any
benefits to which they are entitled. Reviews may take place at other times of the year
to reflect any changes in circumstances or job description that led to a change in the
basis for calculating an individual's pay. A written statement will be given after any



review and, where applicable, will give information about the basis on which a decision
was made.

3.1.2 Any teacher away from school because of maternity leave must receive any pay increase

that they would have received had they not been on maternity leave. Account should
be taken of performance in previous appraisal periods if the teacher has been absent
for much of the current appraisal year.

3.1.3 Consideration of reasonable adjustments which allow an equal opportunity to participate

3.2

3.2.1

3.3

3.3.1

in appraisal and access to pay progression must be considered for any teacher absent
for a disability related reason for much of the current appraisal year.

Where a pay determination leads or may lead to pay safeguarding, the Trust will give
the required notification as soon as possible and no later than one month after the date
of the determination.

Starting salary of new appointments

The local governing body will determine the starting salary to be offered to the
successful candidate within the staffing structure agreed by the Chief Executive and
the Headteacher.

Classroom teachers pay ranges

The Trust has established the following pay scales for classroom teacher posts paid
on the Main Pay Scale and Upper Pay Range

Main Pay Range

£32,916
£34,822
£37,101
£39,555
£42,055
£45,350

DDA WN -~

Upper Pay Range*

1 £47,472
2 £49,232
3 £51,047

(*As amended by the Department for Education’s response to the 2025 School Teachers
Review Body pay review process).

3.3.2

3.3.3

The Local Governing Body will, if necessary, use its discretion to award a recruitment
incentive benefit as per this pay policy following discussion with the Chief Executive
and Headteacher, where a post may be hard to fill and/or to secure the candidate of its
choice.

The Local Governing Body will apply the principle of pay portability in making pay
determinations of all new appointees. It will also exercise its discretion to take into
account previous relevant experience in determining the starting point on the
appropriate scale.

Pay progression for existing main pay scale teachers, effective 15t September 2025
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3.3.5

3.3.6

The Local Governing Body will consider annually whether or not to increase the salary
of teachers who have completed a year of employment since the previous annual pay
determination.

A written pay recommendation is required for every teacher following the outcome of
the teacher’s appraisal. Pay progression must be awarded within the maximum of the
teacher’'s pay range, unless they are subject to capability proceedings. This may
include being in a review period following a Mid-Cycle Review meeting under the
appraisal policy or being under the formal capability procedure. Teachers will, in the
vast majority of cases, move up the main pay range one annual point at a time.

The arrangements for teacher appraisal are set out in the Trust’s Appraisal Policy.

Early Career Teachers (ECTs)

3.3.7

4.1

411

4.2

4.21

In the case of early career teachers (ECTs), whose appraisal arrangements are
different, performance and pay recommendations will be made by means of the
statutory induction process. Teachers in their two-year induction period may be
awarded pay progression on the successful completion of each year of their statutory
induction period.

MOVEMENT TO UPPER PAY RANGE (UPR)
Applications to be paid on the Upper Pay Range

Any qualified teacher can apply annually to be paid on the Upper Pay Range. (If a
teacher is simultaneously employed at another school they will need to submit separate
applications if they wish to apply to be paid on the UPR in each school). This school
will not be bound by any pay decision made by another school. It is the responsibility
of the teacher to decide whether or not they wish to apply to be paid on the upper pay
range.

To be eligible to apply to be paid on the UPR, teachers will normally have been at the
upper point of the main pay scale for one year and have a minimum of two years post
ECT experience as a teacher. In exceptional cases, applications from teachers with
two years post ECT teaching experience may be considered.

Appraisers should discuss career aspirations with the teacher at their appraisal
meeting(s) and as part of those discussions, the teacher may express an interest in
applying to the UPR with teachers. If a teacher wishes to pay progress to the UPR
they should, where possible, discuss their intention to apply with their assessor at the
start of the appraisal cycle. However, it is the responsibility of the teacher to decide
whether or not they wish to apply to the UPR.

In order for the assessment to be robust and transparent, it will be an evidence based
process only. Those teachers who have been absent for an extended period (through
sickness, maternity leave or disability), may use as written evidence appraisals from a
2-year period before the date of application. This should be agreed with the
Headteacher in advance. Those teachers who have been absent for an extended
period (through sickness, maternity leave or disability), may cite written evidence from
a three-year period before the date of application. This should be agreed with the
headteacher in advance

Process

One application may be submitted annually. The closing date for applications is
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4.3

4.31

4.31

normally 31%t October each year; however, exceptions may be made in particular
circumstances — maternity leave, long term sickness etc. Where this is the case,
teachers should speak to the Headteacher at the earliest opportunity.

The process for applications is as follows:
1. The teacher must complete the school’s application form (appendix 3)

2. The teacher must submit the application form, copies of the two most recent
appraisal documents and any other information they wish to include where gaps
may exist to the Headteacher by 31 October.

3. The teacher will be notified who their assessor will be. If the assessor is not the
Headteacher, then the teacher will be notified who this is within 5 working days.
The assessor may be their line manager, a member of SLT, the Headteacher
or an appropriate representative from the Trust.

4. The application will be assessed by the assessor including making a
recommendation.

5. Where the Headteacher is not the assessor, the application, evidence and
assessment will be passed to the Headteacher for final assessment and
moderation.

6. The Pay Committee will make the final decision, advised by the Headteacher.

7. The teacher will be notified of the outcome within 5 working days of the Pay

Committee having met. If unsuccessful the teacher will receive written
notification by 30" November.

8. Written notification will include feedback on why this was so and the areas for
improvement.

9. If requested, oral feedback will be provided within 10 working days of
notification.

10. Successful applicants moving to the base of UPR will have their salaries

backdated to 15t September.

11. Unsuccessful applicants may appeal the decision in accordance with Appendix
1 of this policy.

Assessment

The appraisal is an evidence based process, therefore in applying to move to the UPR,
the teacher will be required to demonstrate that they have met the criteria set out in
paragraph 15.2 of the School Teachers Pay and Conditions Document (STPCD)
namely that:

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

= The teacher’s achievements and contribution to the school are substantial and
sustained.

The definition of these terms in this school is as follows:

‘highly competent’ - the teacher has demonstrated depth and breadth of knowledge,
skill and understanding of all of the Teachers’ Standards in their particular role and the



5.1

5.1.1

51.3

6.1

context within which they are working. The majority of pupils for which they are
responsible for are making good progress.

‘substantial’ - the teacher’s achievements and contribution to the school are significant
and in raising standards of teaching and learning in their own classroom. They are a
role model for teaching and learning and take advantage of professional development
opportunities using these highly effectively to improve pupils’ learning.

‘sustained contribution’ - the teacher must have had two consecutive successful
appraisal reports which demonstrate the above. They will have shown that their
teaching expertise has grown over the relevant period and is of a consistently high
quality.

UPPER PAY RANGE PAY DETERMINATIONS

Pay determinations effective from 15t September 2025

Movement on the UPR will be considered on a biannual basis. Where the teacher has
had two appraisals since movement onto the UPR or up to the second point of UPR,
the Local Governing Body will consider movement to the next point on the UPR, i.e. to
UPR2 or to UPR3. Pay progression must be awarded on this basis within the maximum
of the upper pay range, unless the teacher is subject to capability proceedings. This
may include being in a review period following a Mid-cycle Review meeting under the
appraisal policy or being under the formal capability procedure.

A written pay recommendation is required for every teacher following the outcome of
the teacher’s appraisal and, in making its decision, the Local Governing Body must
have regard to this recommendation. The arrangements for teacher appraisal are set
out in the Trust’'s Appraisal Policy.

Following recommendations from the Headteacher, the Pay Committee will confirm
whether they support the movement on the Upper Pay Range (UPR). In making such
a determination it will take into account:

e the criteria set out in paragraph 15.2 of the STPCD 2025 as set out at paragraph
6.7, and as defined above by this trust at paragraphs 6.8.

e there is evidence demonstrating continued work at the level appropriate to the
expectations of a teacher on the UPR.

e The Pay Committee must be able to objectively justify its decisions.

Where the evidence shows the teacher has continued to maintain the criteria set out
above, the teacher will move to the next reference point of the UPR.

Where the Headteacher recommends that, based on evidence, the UPR teacher’s
performance has been exceptional and the teacher has met or exceeded their
objectives, the Pay Committee may consider the use of its discretion to award
enhanced pay progression of a further reference point.

MODERATION

The Headteacher will moderate to ensure (in conjunction with other members of the
senior leadership team where relevant) that objectives set across the school are
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7.1

7.2

7.3

7.4

7.5

7.6

7.7

7.8

consistent in terms of challenge for teachers, having regard to the career stage of
individual teachers and to their job role and responsibilities. The Chiltern Learning Trust
will also ensure, through the setting of objectives that the Teachers’ Standards are
interpreted and applied consistently across the trust and will be able to explain and
evidence all pay recommendations made to the Pay Committee.

TEACHING AND LEARNING RESPONSIBILITY PAYMENTS (TLRs)

The Local Governing Body will, following recommendation by the Chief Executive,
determine a school staffing structure which recognises specific posts with a focus on
teaching and learning, with a significant responsibility for which the teacher is
accountable, not required of all classroom teachers. These roles will be recognised by
a Teaching and Learning Responsibility payment appropriate to the level of
responsibility required of the post and as set out in the job description.

Before awarding a TLR1 or TLR2 the local governing body must be satisfied that the
teacher’s duties include a significant responsibility that is not required of all classroom
teachers and that; it requires the teacher to lead, manage and develop a subject or
curriculum or to lead and manage pupil development across the curriculum; has an
impact on the educational progress of pupils other than the teacher’s assigned classes
or groups of pupils and involves leading, developing and enhancing the teaching
practice of other staff. In addition, before awarding a TLR 1 the governing body must
be satisfied that the sustained additional responsibility includes line management
responsibility for a significant number of people.

A permanent TLR payment may be made to a classroom teacher for undertaking a
sustained additional responsibility, for the purpose of ensuring the continued delivery
of high-quality teaching and learning and for which the teacher is made accountable.
Unqualified teachers may not be awarded TLRs.

From 13t September 2025, the Local Governing Body may determine that the value of
any existing or new TLR1 and TLR2 payment, is based on the proportion of the TLR
responsibility the teacher is undertaking i.e. the proportion of the full duties. Where a
part-time teacher is undertaking a TLR1 or TLR 2, the local governing body are no
longer mandated to utilise the pro-rata principle (as set out in STPCD) when
determining the value of the TLR1 or TLR 2 payment. The Local Governing Body will
act fairly and appropriately when determining the value of a TLR1 or TLR2 payment.

From 15t September 2026, Governing Bodies must determine the value of any existing
or new TLR1 and TLR 2 payment based on the proportion of the TLR responsibility the
teacher is undertaking i.e. the proportion of the full duties.

The pro-rata principle does not apply to any TLR3 award.

The Trust has determined the value of TLRs as follows:
TLR 2 £3,527
£5,868
£8,611
£10,174
£12,513
£14,850
£17,216

TRL 1

QP TPOTD

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. The annual value of an individual TLR3 must be no less than
£702 and no greater than £3,478. Although a teacher cannot hold a TLR1 and a TLR2



8.1

concurrently, a teacher in receipt of either a TLR1 or a TLR2 may also hold a concurrent
TLR3. TLR3’s are not subject to safeguarding.

PART TIME TEACHERS

Teachers employed on an ongoing basis at the school but who work less than a full
working week are deemed to be part-time. Part-time teachers’ salary and allowances,
except for TLRs, will be determined in accordance with the pro rata principle, as set out
in the STPCD.

Short notice/supply teachers

8.2

9.1

Teachers employed on a day-to-day or other short notice basis will be paid on a daily
basis calculated on the assumption that a full working year consists of 195 days;
periods of employment for less than a day being calculated pro-rata.

UNQUALIFIED TEACHERS

The Trust has established the following pay scale for unqualified teachers employed in
classroom teacher posts*:

£22,601
£25,193
£27,785
£30,071
£32,667
£35,259

OB WN -~

(*as amended by the Department of Education’s response to the 2025 School Teachers
Review Body pay review process)

The Local Governing Body/Trust Board has determined that the academy may employ anyone
it believes is suitably qualified or is otherwise eligible to plan and prepare lessons and courses
for pupils, teach pupils, and assess and report on pupils’ development, progress and
attainment.

Pay progression for unqualified teachers effective from 15t September 2025

9.4

9.5

9.6

10.

10.1

The arrangements for unqualified teacher appraisal are set out in the Trust’'s Appraisal
Policy.

The Local Governing Body will consider annually whether or not to increase the salary
of unqualified teachers who have completed a year of employment since the previous
annual pay determination.

A written pay recommendation is required for every unqualified teacher following the
outcome of their appraisal and, in making its decision, the governing body must have
regard to this recommendation. Pay progression must be awarded within the maximum
of the relevant pay range, unless an unqualified teacher is subject to capability
proceedings. This may include being in a review period following an Informal Capability
meeting under the appraisal policy or being under the formal capability procedure.

CHIEF EXECUTIVE, HEADTEACHER, DEPUTY HEADTEACHER, ASSISTANT
HEADTEACHERS’ AND SLE’s SALARIES AND PAY PROGRESSION

The Chiltern Learning Trust, following external advice, will determine the Chief
Executive’s terms and conditions of employment.
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10.3

10.3.1

10.3.2

10.3.3

10.4

10.5

10.6

10.7

10.8

10.9

10.9.1

10.9.2

10.9.3

The Chiltern Learning Trust must assign each school to an appropriate Headteacher
Group in accordance with the STPCD.

Pay on appointment after 1t September 2025

At the time of appointing a new Headteacher; the Trust will define the role and
determine the Headteacher Group size, set the Headteacher pay range and decide the
starting salary. A five to seven-point range is advised. All decisions and reasons for
these determinations must be well documented.

The Trust will consider the Headteacher Group as determined by the total unit score
from the School Teachers’ Pay and Conditions Document.

The Trust may take account of additional factors that suggest the Headteacher Range
should be higher. Factors may include;

e The context and challenge arising from pupil needs

e A high degree of complexity and challenge (multiple schools, dispersed sites and
not already reflected in the unit score)

o Additional accountability not reflected in the unit score, for example leading a
teaching school

e Factors that impede the school’s ability to attract a field of appropriately qualified
and experienced leadership candidates

In taking into account any of these factors the Trust must refer to the departmental
advice provided by the DfE.

The Trust must ensure that the maximum of the Head teacher range including factors
and any other temporary payments or allowances, does not, except in exceptional
circumstances, exceed the Headteacher Group range by more than 25%.

If the Trust considers that exceptional circumstances apply, external independent
advice must be sought and should the advice suggest additional payment is
appropriate a business case must be made and agreed by the Board of Trustees.

Reviewing the individual pay range for an existing Head teacher where
responsibilities have significantly changed

In reviewing an existing Headteacher's Range (not progression) the Trust should
consider paragraphs 10.1 to 10.3.7 above, alongside the departmental advice provided
by the DfE. In such circumstances, it may be appropriate to also review other SLT pay
ranges alongside the headteacher pay range.

Temporary payments to Headteachers

The Trust may determine that additional payments be made to a Headteacher for
clearly temporary responsibilities, for example where the Head teacher is temporarily
accountable for more than one school (which can be up to two years in duration only
and for which the Head teacher would be issued with a fixed term variation to contract).

The total sum of the temporary payment must not exceed 25% of the annual salary
otherwise payable and the total sum of the salary and any other payments made to a
Head teacher must not exceed 25% above the maximum of the Headteacher Group
except where exceptional circumstances have been determined in accordance with the
paragraphs above.

If the Headteacher is permanently accountable and responsible for more than one
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10.11

10.12

10.13

10.14

11

11.1
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school, the Trust will determine a Headteacher group size based on the total unit score
of both schools then set the Headteacher range and then determine the starting salary.

Pay on appointment for Deputy and Assistant Headteachers

Deputy Headteachers and Assistant Headteachers will be appointed to a five-point
individual pay ranges on the leadership pay range which ensure that there is a gap
between the salary of the highest paid classroom teacher and the bottom of the school’s
Leadership Team Pay Range. The individual pay range for Deputy and Assistant Head
teacher should only overlap the Head teacher range in exceptional circumstances and
should not exceed the maximum of the Headteacher Group for the school. The Trust
may review the individual pay range for any Senior Leadership Team post, at the point
the post becomes vacant.

Pay progression for Chief Executive, Executive Leadership Team, Headteachers,
Deputy Headteachers and Assistant Headteachers and SLE’s Salaries

Based on the evidence provided by the CEO and/or Headteacher, the Board of
Trustees/Local Governing Body must consider annually whether or not to increase the
salary of members of the leadership team who have completed a year of employment
since the previous pay determination, and if it determines to do so, to what salary within
the pay range.

A recommendation on pay must be made in writing as part of the individual’s appraisal
report, and in making its decision the governing body must have regard to this
recommendation. Pay progression must be awarded, unless a leader is subject to
capability proceedings. This may include being in a review period following a Mid-cycle
Review Meeting under the appraisal policy or being under the formal capability
procedure.

Members of the school leadership team with usually move up the pay range one annual
point at a time. Where a leadership team member has performed exceptionally well,
demonstrating sustained high quality performance, the Pay Committee may
recommend pay progression of two points. The CEO and/or Headteacher must supply
the Pay Committee with evidence to support their recommendation. A teacher on the
leadership spine cannot be awarded more than two performance points in the course
of a single pay review.

ACTING ALLOWANCES

In the event of temporary absence of the Headteacher, Deputy or Assistant
Headteacher; the Local Governing Body will consider within one month of the
commencement of the absence whether another member of the teaching staff should
be asked to act in the capacity of the absent incumbent. Where full duties are being
undertaken by the teacher who is acting up, the Trust will normally agree to acting up
allowance being paid. This will be based upon the Headteacher Group for the school
or five to seven point scale of the substantive postholder as appropriate but may not be
paid at the same point. In the temporary absence of a teacher with management
allowances; the Trust will consider acting up arrangements by means of a fair and
equitable selection process where applicable.

RECRUITMENT AND RETENTION INCENTIVES

The Local Governing Body may award incentives to meet recruitment and retention
needs. In making a decision to award an incentive, the Local Governing Body will have
regard to whole school considerations.
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12.6

12.7

The Local Governing Body will specify the reason for an incentive, its value, its duration
(making clear a review date after which it may be withdrawn), any conditions attached
and method of payment in writing to the teacher on location of the incentive. In
considering the award of incentives for recruitment and retention, the Local Governing
Body will have regard to the supply of suitably qualified and experienced teachers and
will establish their own criteria for the fair allocation of such award to new and serving
teachers at the school. Examples are listed below:

e Identified shortage subjects, clearly based on recruitment data collected

e Prevailing market forces, which indicate that the school or schools locally have
been unable to recruit suitably qualified and experienced teachers in any
subject.

e As part of a retention strategy defined in the School Improvement Plan.

e To support a defined strategy to enhance the Leadership Group.

The Local Governing Body has determined to use the following discretionary
incentives for recruitment and retention purposes:

(a) Golden Hello — to be paid in a lump sum, depending on budget availability,
shortage areas and calibre of candidate appointed, to be repaid if the member
of staff leaves within 2 years.

(b) A lump sum recruitment incentive payable, depending on budget availability and
calibre of candidate appointed. This incentive is payable on completion of 2
year’s satisfactory performance.

(c) Retention incentive of not more than 15% to be offered according to need to
retain a teacher due to shortage subject or quality of performance paid monthly
with salary. The Pay Committee will decide upon any retention incentives and
set the percentage figure.

The Trust will conduct a regular formal review of all recruitment and retention payments.
Reviews will take place at least annually.

13. ADDITIONAL PAYMENTS

13.1

13.2

13.3

Teachers undertaking work relating to ITT will be remunerated in accordance with the
partnership agreement between the school and the relevant ITT provider.

In respect of in-service training outside the directed 1265 hours, at weekends and in
school holidays, for teachers, not on the leadership pay spine, the governors have
agreed that:

(@  in-service training activity outside the directed 1265 hours, at weekends or in
holiday periods must be genuinely voluntary;

(b)  payments for such in-service training, where agreed, will be based on the
hourly rate applicable to the teachers’ pay spine;

(c)  these arrangements do not apply to school closure days;

(d)  the Trust will not penalise teachers who wish to attend a course on a Saturday
if leave of absence would have been granted had the course taken place
between Monday and Friday (i.e. attendance on the Saturday in which
circumstances would attract an appropriate payment).

The local governing body will consider making a discretionary payment to teachers,
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13.5

14

14.11

14.1.2

14.1.3

15.

15.1

15.1.1

15.2

15.2.1

not on the leadership pay spine, who participate in out-of-school learning activities
where the following conditions apply:

(@) a requirement for the activity has been agreed by the Headteacher and the
teacher has volunteered to participate;

(b)  the commitment is substantial and regular — i.e. organised activities which will
probably be more than one hour in length and have a recognised structure for
which a six week minimum may be appropriate; this may be at weekends,
during school closure and during the school week;

(c)  time spent is additional to the existing commitment for 195 days and directed
1265 hours and additional hours needed for effective discharge of duties;

The Trust has determined that the following activities will attract out of school
learning payments for teachers not on the leadership pay spine subject to
agreement by the Headteacher:

Core subject booster classes during Easter, summer holidays and at weekends.
Summer schools agreed with the Headteacher.

The Trust has determined the following criteria for payment of out of school learning
payments, agreed in advance, in para 13.4:

Agreed in consultation and on the basis of written plans with line Manager/Headteacher
at least two months in advance.

LONG SERVICE AWARD

The Trust considers that it is important to acknowledge and reward its long serving
employees, therefore, those employees who have completed 25 years of service with
a school within the Trust will be entitled to receive a long service award as recognition
of their commitment and loyalty to the school.

Entitlement

All employees who complete 25 years’ service with a school within the Trust will receive
a long service award. As the Trust supports the principles of valuing all staff, the long
service award is applicable to all employees regardless of role or grade. This equally
applies to part-time employees or those who have been initially employed on fixed-time
contracts and have remained with the school for 25 years.

The Award

CLT employees celebrating 25 years’ service will receive a personalised letter from the
Chief Executive and a gift (vouchers) to the value of £200 on (or near) the date of the
25-year anniversary.

SUPPORT STAFF

Annual pay awards and increments

The Trust has agreed to have regard for and consider any local agreements of the local
authority and any national pay awards for NJC Green Book employees and to pay
annual increments, where appropriate, on the anniversary of appointment.

Assessing remuneration

The Trust will ensure that a job description is prepared for each post and that all job
descriptions carry a similar format which will be updated in line with current
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15.2.3

15.2.4

15.2.5

15.2.6

16.

16.1

17.

17.1

17.2

18.

18.1

18.2

expectations.

The Trust will make reference to model job descriptions from a variety of sources,
including the local authority when considering the grade of a post. In those cases,
where there is an element of doubt as to the appropriate grade for the post, the local
governing body will request job evaluation using the job evaluation process, allowing
at least four weeks for this to take place.

In normal circumstances the starting pay for NJC Green Book employees will be at the
minimum point of the salary scale for the post.

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

The Trust will attempt to ensure that staff supervising others is on a higher incremental
point than those they supervise.

The Trust may award accelerated increments, honorariums or allowances within the
grade for a particular post. Accelerated increments, honorariums or allowances will only
be awarded following an assessment of performance against personal and school
objectives, and in recognition of these being beyond normal expectation. This will be
based on clear recommendations to the Pay Committee. The Local Governing Body
will specify the reason, its value, its duration, any conditions attached and method of
payment in writing to the employee on allocation of the accelerated increment,
honorarium or allowance.

REGRADING

In those circumstances where the Trust, or the employee, feel it is necessary to
consider the possible regrading of a post, the job description and person specification
will be revised accordingly. A regrading, following job evaluation, will take into account
the changing nature of the responsibilities and accountabilities of the post; it will not be
considered as a measure to address an employee attaining the top of the current grade.
Once the job description has been agreed with the postholder, then the Trust will
arrange for an external agency to be consulted in order that the job evaluation process
can be undertaken. The Trust will comply with the outcome of the job evaluation.

CAREER PROGRESSION

The Trust recognises the importance of opportunities for development and through the
appraisal process will provide development opportunities to enable postholders’ to
undertake new experiences, thus preparing them for promotion should the structure
allow.

All other opportunities for progression will be by advertisement and application to
vacancies in the staffing structure established by the Trust.

HOURS OF WORK

The Trust will pay employees who, at the request of the school, are required to work
beyond their contracted working hours, at the appropriate rate. Additional hours will not
exceed the provision of the Working Time Directive. Employees working term time only,
unless over-ridden by national terms and conditions, will be paid pro-rate for hours
worked and holiday entitlement.

The Trust will make every effort to ensure that contracted hours meet the needs of the
school, including training days and time for planning/meeting if required.
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Time in lieu - Where an employee has a pro rata contract (support staff), any time in
lieu should usually be offset against time when students are not in school. For this
purpose, staff training days’ count as a day when students are present. Time in lieu
must always be agreed with and signed for by the line manager and no employee can
accrue more than 2 days’ worth of lieu time without prior written authorisation from the
Headteacher.

ACTING UP / HONORARIUMS

Acting Up payments may be made to employees who temporarily undertake
additional duties and responsibilities.

This payment is payable where an employee takes on all or a proportion of the duties
and/or responsibilities of an existing higher graded post for a continuous period of at
least 4 weeks. Where an employee undertakes a proportion of the duties and/or
responsibilities they will receive a pro-rated payment. ‘Acting up’ is a temporary
arrangement that should not be in place for longer than one academic year.

This may occur as a result of:

e Covering long-term sickness, maternity leave, or where there is a delay in recruiting
to a post

e Planning for workplace closures and other organisational change, where it helps to
reduce redundancies/at risk employees

Where an individual undertakes the full duties and responsibilities of a higher
graded post they should be paid at the base spinal column point of the higher grade
(unless the post grades overlap).

The duration of the period of acting up should be agreed before it commences. This
may be extended if required.

The employee will be issued with the relevant paperwork confirming the contractual
changes for the duration of the acting up period.

Should either party wish to end the acting up arrangement prior to the agreed end date,
one month’s written notice should be provided unless both parties mutually agree to
end the arrangement earlier.

It is recognised that in some circumstances it will be appropriate in the first instance to
discuss acting up opportunities with the relevant employees that report to or work
alongside the vacant post, for example where specialist knowledge or experience is
required. Where the temporary arrangement is likely to be required for a longer period
of time or a wider pool of employees are likely to have the skills to undertake the role,
the vacancy should be advertised internally as an internal secondment opportunity.

Honoraria payments recognise the efforts of an employee who has undertaken
duties that are not normally expected of them such as:

e Working on a specific project
e Undertaking additional duties in unplanned circumstances

Honoraria payments should be agreed in advance of the employee undertaking the
additional duties. Retrospective payments will only be made in exceptional
circumstances. The business case for the honorarium payment must include specific
details of how the payment was calculated. The payment must link to an evaluated
post. The form for completing honoraria payments/acting up payments can be found in
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Appendix 7 and must be used in relation to all honorarium payments.
REVIEW OF POLICY

The Trust will review this policy on an annual basis or on any other occasion when
required to do so.

The Pay Committee, in liaison with the Chief Executive, will consult staff governors
and professional association representatives at the time of the annual or other
review of the policy.

The policy will be operated on the basis of a whole school approach in order that the
pay of no one employee is considered in isolation.

The Trust will give due consideration to the issue of salary differentials and similar
pay for posts carrying similar responsibilities.

EMPLOYEE REFERRAL SCHEME

The Trust recognises the value of its employees as a source of candidates for
vacant permanent and fixed term contract positions. Appendix 6 describes the process
and incentive scheme of the Trust for all employees (permanent and fixed term) who
wish to refer a person for an advertised position.
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PROCEDURE FOR PAY APPEALS

1.

1.2

1.3

1.4

1.5

2.1

2.2

Where a school employee wishes to challenge the decision of a committee on matters
in respect of pay, or pay progression, the appeal procedure below will be followed.

It is important, that where an appeal arises, the trustees/governors involved at each
stage in the procedure should not have been involved at an earlier stage.
Since the number of governors available is limited, it is advised that no more than three
governors are involved at any stage. In such circumstances, governors  will wish to
give careful consideration to the procedure to be adopted at appeal hearings and the
rights of employees to be accompanied by a work colleague or union representative.

Where an employee is concerned about a decision of the governors’ committee
dealing with pay issues, or a teacher is concerned about the recommendation as a
result of Appraisal, the matter should be raised with the Headteacher, in the first
instance. The employee should set out their concerns in writing to the Headteacher,
who will then arrange a meeting to discuss the issues. This meeting should be
arranged, wherever possible, within five working days. In attempting to resolve the
matter, the Headteacher may wish to consult with the chairperson of the governors’
committee on pay (where the decision was solely the decision of the committee it is
advisable that the chair or a representative is present at the meeting.)

The Headteacher or nominated representative (not the appraiser) will meet with the
committee at this stage. Should this not resolve the grievance, the employee then has
the right to appeal to the Appeal Committee as below. This appeal should be registered
within ten working days of the above meeting.

Where the Headteacher is concerned about a decision of the governors’ committee
dealing with pay issues the matter should be raised with the Chief Executive, in the
first instance. The Headteacher should set out their concerns in writing to the Chief
Executive, who will then arrange a meeting to discuss the issues. Such a request
for a meeting should be granted within five working days. In attempting to resolve
the matter, the Chief Executive may wish to consult with the chairperson of the
governors’ committee on pay (where the decision was solely the decision of the
committee it is advisable that the chair or a representative is present at the meeting.)

The Chief Executive will meet with the committee at this stage. Should this not
resolve the issue, the Headteacher then has the right to appeal to the Appeal
Committee as below. This appeal should be registered within ten working days of
the decision of the Chief Executive.

APPEAL HEARING PROCESS

A full written note should be made of the appeal hearing and the Appeal Committee’s
decision.

A panel of trustees/governors (the Appeal Committee) shall be constituted for the
purpose of hearing appeals relating to the pay of employees. It shall exclude
members of any Pay Committee. An external representative may be present for the
purposes of giving advice only. This is a Trust wide appeal committee.

2.3 The employee (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 Committee.



2.4 The employee (or his or her representative) shall call on any withesses who may be
questioned by the other parties involved (or their representative) or by the Appeal
Committee. The witnesses shall withdraw once they have given their evidence.

25 The Chair of the Pay 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 Committee.

2.6 The Pay Committee (or their representative) may call any withesses who may be
questioned by the member of staff (or his or her representative) or by the appeal
Committee Panel. The witnesses shall withdraw once they have given their evidence.

2.7 Each party (or their representative) shall then have an opportunity to sum up his or
her case, the employee making the appeal to do so last.

2.8 The parties involved, their representatives and any witnesses shall then withdraw.

2.9 The Appeal Committee, together with the external advisor may be present for the
purposes of giving advice only, shall deliberate in private, only recalling the parties
involved (and their representatives) to clarify 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.

210  The Appeal Committee shall announce the decision to the parties involved personally
at the end of the hearing where possible and subsequently confirm it in writing. The
decision of the Appeal Committee is final and binding on all parties and shall be
reported to the next full meeting of the Local Governing Body.

Documentation to be included in the pack for any Pay Appeal

Previous two years appraisal documents and recommendations regarding pay
The UPR application form (if relevant)

Any evidence submitted along with the UPR application form

A copy of the Pay Policy

A copy of the Appraisal Procedure

A copy of the decision recorded by the Pay Committee

A copy of the current and revised job description (if relevant)

Copies of any emails or letters sent to the employee advising of the original decision
Any other documentation deemed to be relevant

A copy of the appeal letter from the employee

A copy of the appeal invite letter sent to the employee

The above should be provided to all parties five working days prior to any appeal hearing. Any
additional relevant information that the employee wishes to submit must be supplied to the
school no later than three working days prior to any appeal hearing.



Appendix 2

Terms of Reference and Remit
of the Local Governing Body’s Pay Committee

1. Membership

1.1 The Pay Committee, three governors excluding the Headteacher, shall consider and
decide upon all matters relating to staff pay in accordance with the pay policy and
the Scheme of Delegation agreed by Chiltern Learning Trust, in respect of the
following staff:

e School Teachers
e Support Staff
e Any other staff as determined by the Local Governing Body.

1.2 The Committee shall be called the Pay Committee.

2. Quorum

2.1 The Committee shall be quorate only when at least two governors (excluding the
Headteacher) nominated to serve on the committee are in attendance. The
Headteacher is to be present for all items (except when the committee discusses the
Headteacher’s pay, if appropriate)

3. Meetings

3.1 The Committee will meet at least once each financial year during the Autumn term.
Additional meetings may be arranged if deemed necessary by the Chair of the
Committee or the Headteacher.

3.2 The Headteacher will invite a member of his or her leadership team to attend as
required and may delegate his/her role to that person should the need arise. The
member of the leadership team will withdraw when the committee consider his or her

pay. Members of the Pay Committee shall not serve on any committee appointed by the Trust

to hear an appeal from a member of staff.

3.3 These terms of reference may only be amended by the Board of Trustees.
4. Establishment of the Pay and Appraisal Policies
4.1 Chiltern Learning Trust’s Board of Trustees is responsible for:

e Establishing the policies, in consultation with staff and trade union representatives
and submitting them to each Local Governing Body for implementation

4.2 The Local Governing Body is responsible for
e Establishing the local pay committee

Appendix 3




Upper Pay Range Application Form

To the
Teacher’s details

Name

Post

Appraisal details
Dates of relevant appraisals (last two years)

1.

2.

Completed appraisal reports must be attached.

Please attach any other evidence that you wish to be taken into account in making your
application including evidence relating to how you meet Teachers’ Standards.

Signed

Print name

Dated

For the

Overall judgement and pay recommendation




Record any criteria for progression as set out in the Pay Policy which have not been evidenced

Record any further areas for professional development

Signature

Print name

Date

This should be passed back to the teacher where criteria for progression have not yet been
met.



Appendix 4

Date

PRIVATE AND CONFIDENTIAL

«Title» «First_Name» «Surname»
c/o Chiltern Learning Trust

Dear «First_Name»,

SALARY STATEMENT 2025/26

On behalf of the Local Governing Body, | write to inform you that your salary with effect from
15t September 2025 has been determined as set out below.

Level Value
Substantive Salary
Teacher Main Scale (TMS) «Level_1» £
Upper Pay Spine (UPS)
Leadership (L)
. . - £
Teaching and Learning Responsibility «TLR»
Recruitment Incentive — ending «Rec_end_date» £
Golden Hello
Retention Incentive — ending «Ret_end_date_»
Development Allowance — ending
«Allowance _sum_and _end date»
Total Annual Salary from 15t September 2025 £«TOTAL
SALARY»

If you have any queries on this salary determination, please raise the matter with HR in the
first instance.

Yours sincerely

NAME
Headteacher
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Model Report to Governors — Performance Pay Progression
Number of teachers employed by the school
Of the number of unqualified teachers that could progress
did not progress
progressed one point
progressed two points
Of the number of main pay range teachers that could progress
did not progress
progressed one point
progressed two points

Of the number of main pay range teachers that applied to progress to the upper pay
range

did not progress
progressed
Of the number of upper pay range teachers that could progress
did not progress
progressed one point

progressed two points

Number of| Male Female White All ethnic| Ethnicity
teachers British minority not known
that: groups

Did not
progress

progressed
one point

progressed
two points

progressed
from MPR to
UPR




Appendix 6
EMPLOYEE REFERRAL SCHEME

The Chiltern Learning Trust recognises the value of its employees as a source of
candidates for vacant permanent and fixed term contract positions. This describes the
process and incentive scheme of the Trust for all employees (permanent and fixed
term) who wish to refer a person for an advertised position.

If an employee knows someone who they believe would be a suitable candidate for a
position currently advertised by the Trust:

a) Send an email to HR@chilternlearningtrust.org and the HR contact in their
individual school stating the name of the referral and the specific position they
are applying for. You should clearly state that you are referring a potential
employee in the email.

b) Your referral will need to state your name and email on the application form
using the area ‘Please state where you saw this post advertised’.

Data Protection principles apply in this situation, any employee referring a
person must have that person's consent before providing his or her name to
HR.

Once the candidate's application has been received, HR will manage the
recruitment process in the same way as for any other candidate for the position.

It is important to note that referring a person does not guarantee that person
an interview. Employees should be aware of this when notifying a person of
a vacant position.

If the referred candidate is the successful applicant:

1. If the referred candidate is subsequently employed by the Trust in a
permanent or fixed term contract in the position for which the Trust employee

recommended him or her, the employee will be eligible to receive a £200 voucher

referral payment. This will be paid in one instalment on successful recruitment.

2. To register for the payment, employees must complete the Referral Process
as stated above (see paragraphs a) and b) above). Incomplete applications
will not be accepted.

3. Please note that employees who have successfully referred a candidate
must still be in employment by the Trust to be eligible for payments.

4, If the candidate is not successful, they will be notified by HR in accordance with
normal recruitment procedures. Any issues regarding a candidate's suitability
or otherwise for a role are between the Trust and that individual only.

5. If the candidate is not successful for the initial role but is subsequently
appointed as a result of referral, the employee will still be eligible for the
referral payment. The employee must apply for payment upon the
appointment of the candidate.

6. If the referred candidate previously worked at the Trust, either directly or
through an employment agency, this will not be classified as a referral for the
purposes of this policy.


mailto:HR@chilternlearningtrust.org

7. In the case of any dispute as to what was the initial point of contact between the
candidate and the Trust, the decision of the Finance Director will be final.

Members of a school’s leadership team are not eligible to receive the referral payment
although all relevant referrals are welcome.
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Acting Up and Honorarium Payments

Name of Employee

Job Title

School

ABOUT THE PAYMENT

Employee undertaking additional
duties for at least 4 weeks

Yes / No

Support Staff: [] Acting Up Payment
Type of Additional Payment (please

indicate) Q Honorarium Payment
Teachers: [0 Acting Allowance

Business Case for Additional
Payment

(Please provide in detail the reason
for the payment, and how the
payment meets the requirements of
the pay policy.)

Current Grade and scp

Higher Grade (base scp)

% of higher graded duties being
undertaken

Start Date of Additional Duties

End Date of Additional Duties

AUTHORISATION

Date Agreed by Local Governing
Body /Pay Committee

Signed

Name

Signed

Name




Appendix 8
LEADERSHIP GROUP PAY RANGE 2025-26

Leadership
1 £51,773
2 £53,069
3 £54,394
4 £55,747
5 £57,137
6 £58,569
7 £60,145
8 £61,534
9 £63,070
10 £64,691
11 £66,368
12 £67,898
13 £69,596
14 £71,330
15 £73,105
16 £75,049
17 £76,772
18 £78,702
19 £80,655
20 £82,654
21 £84,699
22 £86,803
23 £88,951
24 £91,158
25 £93,424
26 £95,735
27 £98,106
28 £100,540
29 £103,030
30 £105,595
31 £108,202
32 £110,892
£113,646
33
34 £116,456
35 £119,350
36 £122,306
37 £125,345
38 £128,447
39 £131,578
40 £134,860
41 £138,230
42 £141,693
43 £143,796







