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Employment and legal framework  

SUPPORT 
STAFF  

This policy sets out the framework for determining pay for support 
staff.  It has been developed to comply with current legislation and 
the requirements of the Local Government Services National 
Agreement on Pay and Conditions of Service (the “Green 
Book”). 
 
In determining pay levels for support staff, in accordance with the 
Job Evaluation Scheme, the Governing Board should also ensure 
these are set in accordance with the school’s staffing structure. 
 
The Green Book applies to community schools, where Southwark 
is also the joint employer in law, as well as other schools who have 
chosen to incorporate this in their terms and conditions.    

TEACHING 
STAFF  

Pay and conditions for teaching staff are negotiated nationally.  
Changes are annual, with effect from 1st September of each year.   
 
The statutory requirements are set out in the School Teachers’ 
Pay and Conditions Document (STPCD) (issued annually) and 
the Conditions of Service for School Teachers in England and 
Wales (often referred to as the Burgundy Book).  This section 
complies with the requirements sent out in those documents, as 
well as current legislation.   
 
The STPCD applies to all maintained schools and to other schools 
who have chosen to incorporate this into their teachers' contracts 
of employment.  If your school does not adopt the requirements of 
the STPCD, you should take advice on the formulation of your pay 
policy from your HR Business Partner.   
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Links to other policies and procedures: 
 
This policy should be read in conjunction with the Appraisal Policy, with regard to pay 
decisions, which is linked to individual performance.   
 

Copyright © Schools Human Resources, Southwark Council 
This model document is subject to Southwark Council copyright.  Southwark Council 
will allow use for personal, educational or non-commercial reasons without further 
permission being required. Any other use or re-use, for example commercial use, is 
expressly prohibited unless by prior agreement with Southwark Council. Any permitted 
reproduction of the document should include the statement “Copyright © 2022 
Southwark Council”.  
 
Legal disclaimer  
Whilst every care has been taken to ensure the accuracy of this document and that the 
contents reflects the current state of the law as at the date of publication, the document 
is not intended to constitute legal advice and Southwark Council recommends that you 
should seek formal legal advice if required. 
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SECTION ONE: All Staff 

Introduction 

 
1. The Governing Board aims to maximise the achievement of every pupil at the 

school and recognises that a well-motivated and capable body of teaching and 
support staff are essential to achieve this.   
 

2. This pay policy seeks to ensure that all staff are properly rewarded for their 
contribution towards this shared goal and sets out the framework for making 
decisions relating to pay.   
 

3. The Governing Board is required to establish a pay policy, monitor the 
implementation and outcome(s) of the arrangements and review the policy and 
its operation every year.   
 

4. The Governing Board is committed to ensuring that all decisions in respect of 
this policy are made with full regard to the requirements and principles of the 
Equalities Act 2010 and other relevant employment legislation. 
 

5. In adopting the pay policy the aim is to: 
a) Maximise the quality of teaching and learning at the school, by ensuring 

that implementation of the policy takes full account of the school’s plans 
for improvement and development. 

b) Have proper regard for the work/life balance of staff at the school. 
c) Recruit, retain, motivate and develop staff. 
d) Be able to demonstrate that the policy and decisions on pay are 

managed in a fair, just and equitable way, recognising the principle of 
equal pay for like work and work of equal value. 

e) Determine the annual pay budget, including that for pay progression, 
compatible with the school’s overall budget position. 

f) Ensure that pay decisions are managed in a fair, just and transparent 
way, with objectivity, openness and accountability. 

 
6. This policy applies to all staff, teaching and support staff, who are directly 

employed by the school. 
 

7. This policy has been consulted on with staff and/or recognised trade unions and 
was adopted by the Governing Board of John Ruskin Primary School and 
Language Classes school on TBC. 
 

Basic Principles 

 
8. The day-to-day management of this policy is delegated to the Headteacher in 

consultation with the Chair of the Governing Board.    
 

9. Decisions will be made with due regard to relevant legislation and the school 
budget and where relevant the recommendations arising from the appraisal 
process.   
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10. The Headteacher will report back to the chair of governors on those occasions 

where discretion has been exercised and report annually to the Governing 
Board on the implementation of the policy. 

 
11. The Governing Board has established a pay committee with fully delegated 

authority for pay determinations made under this policy.  The membership and 
terms of reference for the pay committee is attached (Appendix 1).  

 
12. The staffing structure for the school is attached (Appendix 2).  All posts within 

the structure have detailed job descriptions, which are subject to review from 
time to time, in consultation with staff, to reflect the changing needs of the 
school.  Job descriptions are written with due regard to enabling staff to 
maintain a reasonable work/life balance.  

 
13. The Governing Board has determined the range and grade of each post in 

accordance with the relevant job evaluation scheme, taking into account the 
duties and responsibilities of each post and the need to attract and retain high 
performing staff.  When recruiting to positions within the school, the applicable 
pay range will be clearly stated. 

 
14. The Governing Board will recognise and implement nationally agreed pay 

uplifts to salary ranges for teachers in accordance with the School Teachers’ 
Pay and Conditions Document as published annually, and for support staff as 
determined by the National Joint Council for Local Government Service. 

 
15. The Governing Board is committed to the operation of a performance 

management scheme for support staff and an appraisal policy for teachers, with 
the objective of maximising the professional development of all staff and 
progress of pupils.  The Governing Board will ensure that all staff in school have 
access to advice, training and development opportunities appropriate to their 
needs. 

 
16. The Governing Board will ensure that the pay policy is implemented fairly and 

consistently and that decisions can be objectively justified.  Adjustments will be 
made to take account of special circumstances, e.g. maternity absence, on a 
case-by-case basis.  

 
17. The Governing Board will monitor the implementation of this policy annually or 

as often as agreed to assess its effect and compliance with equalities 
legislation. 
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Appeals Procedure 

 
18. Any member of staff may seek a review of any determination in relation to their 

pay or any other decision taken by the Governing Board (or committee or 
individual acting with delegated authority) that effects their pay. 
 

19. An appeal committee made up of no fewer members of the Governing Board 
than the pay committee will be appointed to hear pay appeals.  

 
20. Where incremental progression is not automatic, members of staff will receive 

written confirmation of their pay determination and the basis upon which the 
decision was made.   

 
21. All teachers will receive an annual pay statement. 

 
22. Appeals against pay decisions may be made on the grounds that the person or 

committee by whom the decision was made has: 
 

a) Incorrectly applied this pay policy 
b) incorrectly applied any statutory provision 
c) failed to have proper regard for statutory guidance 
d) failed to take proper account of relevant evidence 
e) achievement of an individual’s objectives or assessment of their 

performance 
f) took account of irrelevant or inaccurate evidence, and/or 
g) otherwise unlawfully discriminated against the individual concerned. 

 
23. There is no appeal against objectives set.  This is a school management led 

activity 
 

24. It is the intention of the Governing Board that appeals will be dealt with promptly, 
thoroughly and impartially. The procedure for considering appeals is as follows: 
 
Stage 1: Review Stage  
 

25. If the employee is not satisfied with a pay decision, they should seek to resolve 
this by discussing this matter with the decision-maker, within 10 working days 
of the decision.   

 
26. Where this is not possible, or where the employee continues to be dissatisfied, 

they may follow a formal appeal process.   
 

Stage 2: Formal stage 
 

27. The employee should set down in writing the grounds for questioning the pay 
decision, noting that all appeals need to be both evidenced and factual. 

 
28. This should be sent to the person or committee who made the decision, within 

10 working days of the notification of the decision being appealed against or 
the outcome of the informal discussion referred to above.  
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29. Any appeal should be heard by a panel of governors, who were not involved in 

the original determination.   
 

30. A formal meeting should be arranged to consider the representations, with 10 
working days’ notice.  

 
31. The employee will have the opportunity to make representations, call witnesses 

and ask questions.   
 

32. At the meeting, the employee is entitled to be accompanied by a work colleague 
or union representative or member of their professional association. 

 
33. Following the meeting, the appeal committee who made the decision will 

confirm their decision in writing within 5 working days.   
 

34. The decision of the appeal committee is final.   
 
 
Modified Procedure 
 

35. There is no entitlement to invoke the appeal procedure after leaving the 
employment of the school.  In the interest of resolving concerns however, if an 
appeal has been lodged under the formal stage of the procedure during 
employment, but has not been heard prior to leaving, the Chair of the Governing 
Board will consult with relevant school staff and provide a written response on 
behalf of the school.  
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SECTION TWO: Support Staff Pay: 

 
 

36. The Governing Board recognises and values the contribution made to the 
school by non-teaching staff, known collectively as support staff.  
 

37. The pay and conditions for support staff are determined through the National 
Joint Council for Local Government Services as adopted by Southwark Council 
and the school.  This group of staff includes all staff at the school that are not 
subject to teachers’ pay and conditions.  
 

38. Southwark Council is a London Living Wage employer.  Support staff will be 
paid on the Southwark Council pay scale for support staff.  The 2023-24 Pay 
Scales are available here - 2023-24 Support Staff Pay Scales  

 
39. The Governing Board will implement discretionary top up payments proposed 

by the council from time to time to ensure a minimum pay rate and uplift. 
 

40. The Governing Board has determined the grade of each post in accordance 
with the agreed job evaluation scheme, taking into account the duties and 
responsibilities of each post.    

 
41. If there is a significant change in responsibilities on a permanent basis, the post 

will be referred for re-evaluation.  
 

42. Where this results in a change in the evaluated grade the Headteacher will 
determine the date from which the change shall be applied. Such changes will 
be reported to the Governing Board. 
 

Salary on Appointment 

 
43. It is expected that on appointment an individual will normally be placed at the 

minimum of the relevant grade.   
 

44. Where an individual was previously employed under the conditions of service 
of the National Joint Council for Local Government Services immediately prior 
to appointment at the school, their starting pay should not be less than their 
previous salary, as far as this may be accommodated within the overall grade 
of the post.   

 
45. Consideration may also be given to appointment above the minimum of the 

scale in recognition of relevant experience and/or qualifications or where there 
are recruitment / retention challenges if there is a justifiable business case for 
doing so. 

Incremental Progression 

 
46. In accordance with the incremental progression procedure adopted by the 

Governing Board, support staff are eligible to progress within their pay grade 

https://acrobat.adobe.com/id/urn:aaid:sc:EU:a5fbf7ee-1878-4006-a6b0-30003081e874
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on 1st April each year based on the employee's performance from the previous 1st 
April until the maximum of the grade is reached. Progression is subject to 
satisfactory performance and there will be no incremental progression beyond 
the maximum of the grade. 

 
47. Incremental progression may be withheld if a staff member’s performance is 

not satisfactory.  The Governing Board may choose to award the incremental 
point at a later date when the staff member’s performance has returned to 
satisfactory. 

Additional Payments 

 
48. Governing bodies have discretion to reward support staff with an additional 

payment in respect of the following, where eligible: 

Acting allowance 

 
49. Where a member of staff covers the full duties of a higher graded role on a 

temporary basis, for example to cover a vacancy or in the absence of the 
substantive post holder (other than to cover for annual leave), for a period of at 
least 4 weeks, they may be paid an acting allowance equivalent to the grade of 
the post they are covering.  

 
50. Acting arrangements are time limited and will be subject to regular review.   

 

Honorarium payment 

 
51. Where a member of staff undertakes partial duties of a higher graded post or a 

temporary and exceptional increase in the volume of duties at their substantive 
grade or a lower grade, for a period of at least 4 weeks, an honorarium payment 
may be considered.  

 
52. The level of payment will depend upon the circumstances and will be paid as a 

percentage uplift in salary, to a maximum of 10% of their basic salary, for a time 
limited period.  It would not normally be expected to award a special recognition 
payment for longer than 6 months duration and any payment will be subject to 
regular review. 
 

Overtime 

 
53. In some circumstances overtime may be offered to staff to cover specific duties.  

 
54. In all cases, overtime must be agreed in advance of any work undertaken.  

 
55. Overtime payments will only be made for hours worked in excess of 36 hours 

per week.   
 

56. Additional time of less than 30 minutes per day will not constitute overtime.  
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57. The rates of pay for overtime employees on grades 1 – 8 inclusive are:  

 
a) Time and a half for all days other than a Sunday or public/bank holidays. 
b) Double time for Sundays and public/bank holidays. 
c) Overtime is based on the grade rate and not enhanced by other 

allowances paid. 
 

58. For employees on grades 9 – 11 inclusive, flat rates apply for planned overtime.  
 

 1 April 2023 

Grade 9 £23.75 per hour 

Grades 10 & 11 £25.42 per hour 

Grade 12 £27.59 per hour 

 

Long service award 

 
59. The Governing Board has agreed to grant a long service award of a gift up to 

the value of £600 for staff that meet the following criteria:  
 

a) 25 years’ continuous local government service of which the last 15 years’ 
continuous service have been with the London Borough of Southwark, 
or 

b) 20 years’ continuous service with the London Borough of Southwark, or 
c) 20 years’ continuous service with ILEA (Division 8) and the London 

Borough of Southwark where a statutory transfer from ILEA took place. 
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SECTION THREE: Teaching Staff Pay: 

 
60. The Governing Board recognises and values the contribution made to the 

school by teaching staff.  This group of staff includes all staff at the school that 
are subject to teachers’ terms and conditions, including unqualified 
teachers/instructors. 
 
 

61. All teachers employed at the school are paid in accordance with the statutory 
provisions of the School Teachers’ Pay and Conditions Document, as updated.  
A copy of the STPCD is available online at 
www.gov.uk/government/publications/school-teachers-pay-and-conditions    
 

Pay Reviews 

 
62. The Governing Board will ensure that every teacher’s salary is reviewed 

annually, to take effect from 1 September each year. Reviews will take place 
no later than 31 October (31 December for Headteachers).  

 
63. Where a teacher is on long-term absence at the relevant time consideration will 

be given to adjusting the timing on a case-by-case basis.  
 

64. Within one month of the determination, the Governing Board must provide the 
teacher with an individual written pay statement setting out their salary and any 
allowances to which they are entitled, and the end date of any temporary 
allowances or arrangements. The statement will advise where a copy of the 
whole school pay policy (including the staffing structure) may be inspected.  

 
65. Reviews may take place at other times of the year to reflect any changes in 

circumstances or job description that leads to a change in the basis for 
calculating an individual’s pay.  A written statement will be provided after any 
review and where applicable will give information about the basis on which it 
was made. 

 
66. Where a pay determination leads or may lead to a period of salary 

safeguarding, the Governing Board will give the required notification as soon 
as possible and no later than one month after the date of the determination.   

Pay ranges for the leadership group 

 
67. The pay ranges for the leadership group will be determined when making 

appointments, on 1 September each year or at any other time of year to reflect 
significant changes in circumstances or responsibilities that lead to a change in 
the basis for calculating pay.  
 

68. In making any decision to exercise discretion in this respect, the Governing 
Board will ensure that to action any such increase will offer the school value for 
money in the services it is able to provide in relation to the costs incurred and 
will require evidence to support any such case.   

http://www.gov.uk/government/publications/school-teachers-pay-and-conditions


 
 

14 
 

Headteachers  

 
69. The Governing Board has a statutory duty to assign a school group size and a 

pay range for the Headteacher when planning a new appointment or when there 
is a change in the school, such as an increase in pupil numbers or the 
introduction of additional services, which leads to a significant change in 
responsibilities for the Headteacher.  
 

70. The Governing Board will calculate the Headteacher group size each 
September or at other times as it sees fit and determine the appropriate 
Headteacher Pay Range (HTPR) within the parameters of the current STPCD 
and with due regard to current Department for Education guidance and advice. 
 

71. The Governing Board will ensure that the process of determining the 
remuneration of the Headteacher is fair and transparent.  There will be a proper 
record made of the reasoning behind the determination of the Headteacher Pay 
Range and the ratification of decisions made in this respect. 

 
72. The group range for the academic year 2023-24 is: group [3, £100,818.75to 

££115,008.75per annum. 
 
The Headteacher pay range for the academic year 2023-24 is: 
 
 
The Governing Body has agreed to incorporate the retention allowance paid to the 
current John Ruskin Primary School and Language Classes Headteacher into the 
Headteacher pay range, which equates to 25% above the published Headteacher pay 
range = L18 to L24M, as follows: 
 
 
 

2023-24 Headteacher  Group 3  

    
Pay 
Range Current 

RR 25% 
incorporated Proposed 

L18 £80,655 £20,163.75 £100,818.75 

L19 £82,433 £20,608.25 £103,041.25 

L20 £84,256 £21,064.00 £105,320.00 

L21 £86,119 £21,529.75 £107,648.75 

L22 £88,036 £22,009.00 £110,045.00 

L23 £89,989 £22,497.25 £112,486.25 

L24M £92,007 £23,001.75 £115,008.75 

 
 

73. The Governing Board will ensure that salary on appointment is such that there 
is scope for future performance related pay progression.  
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Deputy and assistant Headteachers 

 
74. The Governing Board has determined that 2 Deputy Headteacher posts and 1 

Assistant Headteacher posts are to be included in the school’s staffing 
structure.   

 
75. Where there is more than one Deputy Headteacher or more than one assistant 

Headteacher, the Governing Board has the discretion to determine different pay 
ranges for each post. 

 
76. The Governing Board has determined a pay range or ranges for deputy and 

assistant Headteachers in accordance with the STPCD with due regard to pay 
rates for other teaching posts and the Headteacher. 
 

77. The pay range for Deputy Headteachers for the academic year 2023-24 is as 
follows: 
 

Reference Point £ per annum (full time) 

DHT13 £ £72,351 

DHT14 £ £73,933 

DHT15 £ £75,545 

DHT16 £ £77,324 

DHT17 £ £78,896 

 
78. The pay range for Assistant Headteacher for the academic year 2023-24 is as 

follows: 
 

Reference Point £ per annum (full time) 

AHT8 £ £65,007 

AHT9 £ £66,402 

AHT10 £ £67,880 

AHT11 £ £69,407 

AHT12 £ £70,807 

 
79. The Governing Board will ensure that salary on appointment is such that there 

is scope for future performance related pay progression.  

Classroom Teachers  

Main pay range 

 
80. Qualified teachers who have not been assessed as meeting the criteria to 

access the upper pay range will be paid in accordance with the main pay range.   
 

81. The main pay range for the academic year 2023-24 is as follows: 
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Main 
Scale 
Teachers   

Scale £ 

M1 £36,745 

M2 £38,491 

M3 £40,318 

M4 £42,233 

M5 £44,615 

M6 £47,666 

 
 

82. In determining where on the main pay range an individual teacher should be 
placed on appointment, the Governing Board will consider 
 

a) Specialist skills and knowledge 
b) Specialist qualifications 
c) Number of year’s teaching experience 
d) The teacher’s current remuneration 

 
83. On first appointment to the main pay range, a teacher will normally be placed 

at the minimum of the range. 
 

Upper Pay Range 

 
84. Qualified teachers who have been assessed as meeting the criteria to access 

the upper pay range will be paid accordingly.  
 

85. The upper pay range for the academic year 2023-24 is as follows: 
 
 
 
 

Upper 
Scale 
Teachers   

U1 £52,526 

U2 £55,107 

U3 £56,959 

 
 

86. In determining where on the upper pay range an individual teacher should be 
placed on appointment, the Governing Board will consider  
 

a) Specialist skills and knowledge 
b) Specialist qualifications 
c) Evidenced contribution to the development of the school 
d) Number of year’s teaching experience 



 
 

17 
 

e) The teacher’s current remuneration 
 

Applications to the upper pay range 

 
87. Applications to the upper pay range will be managed in accordance with 

paragraph 15 of the STPCD 2023.   
 

88. The school’s criteria for progression to the upper pay range and procedure for 
assessing applications for all other teachers are set out in Appendix 3. 
 

89. Any decision to move a teacher to the upper pay range or to award pay 
progression within the range by this school will be permanent, for as long as 
the teacher remains continuously employed in this school. 
 
 

90. On first appointment to the upper pay range, a teacher will normally be placed 
at the minimum of the range. 
 
 

91. Any qualified teacher may apply to be paid on the upper pay range in any school 
year.  Teachers who are simultaneously employed at another school will need 
to submit a separate application to each school for consideration. This school 
will not be bound by any pay decision made by another school.  

Unqualified Teacher Pay Range 

 
92. An unqualified teacher does not hold qualified teacher status and may be, for 

example, an overseas trained teacher, student teacher or teacher trainee, or 
instructor. 
 

93. The pay range for an unqualified teacher for the academic year 2023-24 is:  
 
 

Unqualified 
Teachers   

UNQ1 £25,831 

UNQ2 £28,194 

UNQ3 £30,557 

UNQ4 £32,640 

UNQ5 £35,000 

UNQ6 £37,362 

 
 
 

94. In determining where on the unqualified pay range an individual teacher should 
be placed on appointment, the Governing Board will consider  
 

a) Specialist skills and knowledge 
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b) Specialist qualifications 
c) Previous teaching experience 
d) The teacher’s current remuneration 

 
95. On first appointment to the unqualified pay range, a teacher will normally be 

placed at the minimum of the range. 
 
 

96. Unqualified teachers are not eligible for teaching and learning or special 
educational needs allowances.  The Governing Board will not under any 
circumstances determine a salary for an unqualified teacher outside of the 
unqualified teacher pay range. 
 
 
An unqualified teacher who becomes qualified 
 

97. Upon obtaining qualified teacher status, an unqualified teacher will be 
transferred to the main pay range. 
  

98. Where the unqualified teacher was employed within this school immediately 
prior to obtaining qualified status, they will be placed on the main pay range on 
the same or a higher salary than the sum of their previous salary in the 
unqualified teacher range and any unqualified teacher allowance they had been 
receiving. 

Unqualified teachers’ allowance  

 
99. The Governing Board will pay an unqualified teachers’ allowance of 

££2,150.52to the holder of Music Instructor in the circumstances that a music 
instructor is necessary and has qualifications and experience that are essential 
for the role of music instructor. 
 

Pay progression for all teachers 

 
100. There is no automatic right to pay progression within the pay ranges for 

teachers.   
 

101. Decisions regarding pay progression will be made with reference to the most 
recent appraisal report and recommendation on pay and an assessment of the 
teacher’s performance against the relevant teacher standards at the expected 
career stage.   

 
102. In the case of Early Career Teachers (ECTs), whose appraisal arrangements 

are different, pay decisions will be informed by the statutory induction process.  
 

103. Where a teacher remains in post in the school on 1 September having been 
continuously employed during the previous school year, the Governing Board 
will give consideration to progression by [one point] up the relevant pay range. 
The criteria for [one point’s] progression are: 
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a) Sustained high quality performance 
b) Demonstrable contribution to the development of the school 
c) Assessed as competent against the relevant Teacher Standards, with 

regard to the defined career pathways set out in the school’s appraisal 
policy 

d) Achievement of or good progress towards their objectives 
e) Improvements in specific elements of practice 
f) Increasing contribution to the work of the school 
g) A record of ‘good’ teaching (as defined by Ofsted) 

 
104. In addition to the criteria for all teachers, upper pay range teachers must 

evidence that they continue to meet the criteria for the upper pay range.  
 

105. In addition to the criteria for all teachers, leading practitioners will be expected 
to meet the following criteria: 
 

a) Is an exemplar of teaching skills  
b) Has a significant impact on pupil progress and the wider school 

community 
c) Has a significant impact on the effectiveness of staff and colleagues 

 
106. In addition to the criteria for all teachers, members of the leadership group must 

meet the following criteria:  
 

a) Provide challenge and hold senior leaders to account for improving the 
quality of teaching and learning, achievement and behaviour and safety 

b) Drive improvements in teaching and learning and provide focussed 
development for all staff to improve outcomes for pupils 

c) Provide leadership which supports staff to improve pupil progress and 
development. 

 
107. Judgements will be properly rooted in evidence.  

 
108. The Governing Board does not intend to exercise their discretion in relation to 

awarding accelerated progression for exceptional performance. 
 
 

109. It is not expected that teachers who are subject to poor performance procedures 
during the previous year will be awarded pay progression.  
 

110. Any pay progression awarded by this school will be permanent, for as long as 
the teacher remains continuously employed in this school 
 

Allowances for teachers  

 
111. The School Teachers' Pay and Conditions Document has required that the pay 

range for members of the leadership group takes into account all of the 
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permanent responsibilities of the role, any challenges specific to the role, and 
all other relevant considerations.   

 
112. No additional temporary allowances are therefore payable to members of the 

leadership group except for clearly temporary responsibilities or duties in 
addition to their post which have not previously been taken into account when 
determining the pay range.  

 
113. The total value of any allowances paid to members of the leadership group must 

not exceed 25% above the Headteacher group size in any one year other than 
in exceptional circumstances.    

 
114. Additional payments for residential duties as a requirement of the post and/or 

personal relocation expenses are however permissible and excluded from the 
25% calculation. 

Teaching and Learning Responsibility Payments  

 
 

115.  TLRs are awarded at the discretion of the Governing Board to the holders of 
the posts indicated in the attached staffing structure.   Unless otherwise 
indicated, the TLR will last for the duration of the post. 

 
116. Where the responsibilities are linked to a clearly time-limited school 

improvement project or one-off externally driven responsibilities, a fixed term 
TLR3 may be awarded.  The expectation is that TLR3 responsibilities would be 
short term, lasting no more than one year 
 

117. The values of TLRs to be awarded are set out below: 
 
TLR1 £9,272per annum to the holder of post in the school’s staffing structure 
 
TLR2A £3,214per annum to the holder of post in the school’s staffing structure  
 
TLR2B £5,531per annum pro-rata to the holder of post in the school’s staffing 
structure 
TLR3 £3,169 per annum pro-rata to the holder of post in the school’s staffing 
structure for the period 01/09/23-31/08/24 
 
 

118. 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.  There 
will be no entitlement to salary safeguarding at the end of this period.  
 
 

119. TLR3s will only be awarded if the Governing Board is satisfied that the duties 
include a significant responsibility that is not required of all classroom teachers 
and that: 
 

a) is focused on teaching and learning,  
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b) requires the exercise of a teacher’s professional skills and judgement, 
and 

c) has an impact on the educational progress of pupils other than the 
teacher’s assigned classes or groups of pupils,  

 
120. In addition to the above, the award of a TLR1 or 2: 

 
a) requires the teacher to lead, manage and develop a subject or 

curriculum area; or to lead and manage pupil development across the 
curriculum,  

b) involves leading developing and enhancing the teaching practice of other 
staff. 

 
121. In addition, before awarding a TLR1, the Governing Board must be satisfied 

that the significant responsibility referred to above includes line management 
responsibility for a significant number of people. 
 

122. A teacher may not hold more than one TLR1 and/or TLR2 concurrently.  
 

123. A temporary TLR3 may however be awarded to a teacher currently in receipt of 
a TLR1 or TLR2.   

 
124. A TLR1 or 2 is a payment integral to a post in the school’s staffing structure and 

may therefore only be held by two or more people when job-sharing that post. 
 

Special Educational Needs Allowance  

 
125. The Governing Board will award a SEN allowance to a classroom teacher:  

 
a) In any SEN post that requires a mandatory SEN qualification (not 

including the mandatory SENCO qualification leading to the 
achievement of the National Award for Special Educational Needs Co-
Ordination), and involves teaching pupils with SEN  

b) In a special school,  
c) Who teaches pupils in one or more designated special classes or units 

in a school or, in the case of an unattached teacher, in a local authority 
unit or service,   

d) In any non-designated setting (including any pupil referral unit) that is 
analogous to a designate special class or unit, where the post 

i. Involves a substantial element of working directly with children 
with special educational needs, 

ii. Requires the exercise of a teachers’ professional skills and 
judgment in the teaching of children with special educational 
needs, and  

iii. Has a greater level of involvement in the teaching of children with 
special educational needs than is the normal requirement of 
teachers throughout the schools or unit within the school or, in the 
case of an unattached teacher, the unit or service.   
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126. The SEN allowance is determined as a spot value, taking into account the 
structure of the school’s SEN provision and: 
 

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

 
127. SEN allowances will be paid to the holders of the posts indicated in the attached 

staffing structure (Appendix 2). 
   

128. The values of the SEN allowances to be awarded are set out below: 
 
SEN1 £2,539to the holder of teaching posts in the Language Unit 
 

Acting allowance  

 
129. Where a teacher is assigned and carries out duties of a Headteacher, deputy 

Headteacher, or assistant Headteacher, but has not been appointed as an 
acting Headteacher, deputy Headteacher or assistant Headteacher, the 
Governing Board will, within the period of four weeks beginning on the day on 
which such duties are first assigned and carried out, determine whether or not 
an ‘acting allowance’ must be paid in accordance with the following provisions. 
 

130. Where the Governing Board determines that an acting allowance will not be 
paid but the relevant duties continue, then the Governing Board may review this 
decision and make a further determination at a future date as to whether or not 
an acting allowance may be paid. 
 

131. If paid, the acting allowance will be of such value as to ensure that the teacher 
receives remuneration of equivalent value to such point on the relevant pay 
ranges that the Governing Board has determined applies to the Headteacher, 
Deputy Headteacher or Assistant Headteacher (as set out in this policy). 
 

132. For as long as an acting allowance is being paid, the teacher will be expected 
to undertake the professional responsibilities applicable to a Headteacher, 
Deputy Headteacher or Assistant Headteacher and work to the relevant 
teachers’ standards. 
 

133. This is not applicable to staff on the Leadership grade. 
 

Recruitment and retention incentives and benefits  

 
134. Payments will not be made under the ‘recruitment and retention’ criteria for 

additional work undertaken, for specific responsibilities or to supplement pay 
for other reasons.  Nor will any recruitment or retention payment be made to a 
member of the leadership group (other than the reimbursement of reasonably 
incurred housing or relocation costs) as this is taken into account when 
determining the appropriate pay range. 
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135. In the case of retention, a recommendation to offer incentives or benefits would 
be made by the Headteacher for teachers.   
 

136. In the case of recruitment difficulties and/or relocation expenses, a 
recommendation to offer incentives or benefits would be made by the chair of 
the selection panel to the Staff Pupils Sub-Committee unless authority in 
respect of this function has been delegated to the selection panel itself. 
 

137. In either case, before a recruitment or retention incentive or benefit is agreed, 
a business case with supporting evidence should be constructed by the 
Headteacher for teaching staff, or the selection panel for new appointments, for 
consideration by the Staff/Pupils Sub-Committee. Recommendations and 
authorisations must be recorded. 
 

138. The governing body has determined that a recruitment award will not be offered by 
the school. 
 

Bonuses/Honoraria 

 
139. The Governing Board recognises that there is no provision within the STPCD 

for the payment of bonuses or honoraria in any circumstances and that any 
such award made to a teacher for their teaching work would be unlawful.  

 
140. The Governing Board will not therefore pay any bonus or honoraria to any 

member of the teaching staff for carrying out their professional duties as a 
teacher. 
 

Part-time teachers  

 
141. Teachers employed on an ongoing basis at the school who work less than a full 

working week are deemed to be part time.  All contractual arrangements 
entered into must comply with the Part-time Workers (Prevention of Less 
Favourable Treatment) Regulations 2000(44) and the Equality Act 2010 

 
142. The Governing Board will ensure that part time teachers are given a written 

statement detailing their working time obligations and the standard mechanism 
used to determine their pay, subject to the provisions of the statutory pay and 
working time arrangements and by comparison to the school’s timetabled 
teaching week for a full time teacher in an equivalent post.   

 
143. Part time teachers will be paid a pro-rata percentage of the appropriate full time 

equivalent salary and the same percentages will be applied to any allowances 
awarded to a part time teacher as set out in the STPCD.   

 

Short notice/supply teachers  
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144. Teachers employed on a day to day or other short notice basis must be paid in 
accordance with the STPCD on a daily rate calculated by dividing the annual 
amount by 195. 
 

145. Teachers who work less than a full day will be hourly paid and will have their 
salary calculated by dividing the annual amount by 1,265 to give an hourly rate. 
 

146. A short notice teacher who is employed by the school or another school in the 
authority throughout a period of 12 months (beginning August or September) 
will not be paid more in respect of that period that s/he would have if s/he had 
been in regular employment throughout the period. 
 

147. All eligible teachers should receive this payment whether they are on a 
published pay point or not. The award should also be paid Independent of 
progression considerations. 
 

148. All payments to be backdated to 1st September 2023. 
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Appendices: 

 
1. Pay Committee Terms of Reference 
2. Staffing Structure 2023-24 
3. Applications to the Upper Pay Range 
 
 
 
© Schools Human Resources, Southwark Council 
September 2023 
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Appendix 1: Staff Pupils Sub-Committee Terms of Reference 

 
 
1. Membership 
 
The membership of the Committee shall consist of not less than three 
governors. 
 
2. Quorum 
 
The quorum for meetings of the Committee shall be three governors, who are 
members of the committee. 
 
3. Frequency of Meetings 
 
The Committee shall meet at least once per year. 
 
4. Delegated Functions 
 
4.1 To carry out an annual salary review of teaching staff (and if appropriate 

other staff) working at the school. 
 
4.2 To consider and determine recommendations for performance pay 

awards for teaching staff, the Headteacher and Deputy/Assistant 
Headteachers. 

 
4.3 To determine any other matters referred to the Committee by the 

Governing Board. 
 
5. Reporting to the Governing Board 
 
5.1 The Committee clerk will send the minutes (or draft minutes) of its 

meetings to the clerk of the Governing Board for inclusion with the 
agenda of the next meeting of the Governing Board. 

 
5.2 The Committee Chair (or, if the Committee Chair is not present at the full 

Governing Board meeting, any other member of the Committee who was 
present at the Committee meeting) shall report to the full Governing 
Board on any actions undertaken by the committee, as delegated to the 
Committee by the Governing Board, including but not limited to the 
approval of any policies. 
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Appendix 2: Staffing Structure 2023-24 

 

 
 
 
  



 
 

28 
 

Appendix 3: Applications to the Upper Pay Range 

 
Introduction 
 
Any qualified teacher may apply to be paid on the upper pay range. The 
procedure for making an application and criteria against which the application 
will be assessed is set out below. 
 
It is the responsibility of individual teachers to ensure that their application is 
submitted on time and is fully supported by appropriate evidence.  
 
It is the responsibility of the assessor to ensure applications are considered 
consistently and that recommendations are clearly attributable to the 
performance of the teacher in question. 
 
The Headteacher is responsible for moderating the recommendation of the 
assessor to ensure consistency and compliance with this procedure. 
 
It is the responsibility of the Staff Pupils Sub-Committee to ensure that pay 
decisions are clearly attributable to the performance of the individual teacher.  
 
Procedure  
 
1. Teachers may apply to be paid on the upper pay range once in any school 

year. 
 

2. The teacher completes the school’s application form. 
 

3. The completed application form and supporting evidence should be hand 
delivered to the Headteacher by [31 October]. 
 

4. The Headteacher will allocate the assessment of the application normally 
within 5 calendar days (excluding school closure periods). 
 

5. The assessor may arrange to meet with the teacher to discuss the 
application and/or evidence for clarification on any matters arising. This is 
not compulsory. 

 
6. The assessor will assess the application and make a recommendation on 

pay to the Staff Pupils Sub-Committee. 

 

7. Where the assessor is not the Headteacher, the application, evidence and 
recommendation will be passed to the Headteacher for moderation 
purposes. 

 
8. The Headteacher will then refer the recommendation to the [Finance 

committee] for consideration. The Headteacher will act as adviser to the 
Staff Pupils Sub-Committee. 
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9. The Staff Pupils Sub-Committee will consider the application and evidence 

and advice of the Headteacher and make a decision. 
 

10. The Staff Pupils Sub-Committee will notify the teacher of their decision 
within 5 days of the determination. 

 
11. Where the application is unsuccessful, the [pay committee] will include in 

their notification the areas where it was felt that the teacher’s performance 
did not satisfy the criteria and the teacher’s right of appeal.  

 
12. The teacher may request oral feedback on the decision within 5 days of 

receipt of the notification.  Where requested, oral feedback will be given by 
the assessor within 10 days of the request. Feedback will be given in a 
positive and encouraging environment and will include advice and support 
on areas for improvement.   

 
13. Any appeals will be managed in accordance with the procedure set out in 

the pay policy. In the event of an appeal, point 12 of this procedure will be 
deemed to constitute the informal stage of the appeal procedure. 

 
14. Where the application is successful, the teacher will move to the minimum 

of the upper pay range from [1 September of the current year].  

 
Criteria 
 
a) Qualified Teacher Status 

 
b) The teacher is highly competent in all elements of the Teachers’ Standards 

[with regard the to the School’s defined Career Pathways]. 
 
c) The teacher’s achievements and contribution to an educational setting or 

settings are substantial and sustained. 

Definitions 
‘Highly competent’: 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 with regard to the Career Stage 
Expectations set out in the school’s appraisal policy and in the context of the 
role they are fulfilling. 
 
‘Substantial’: the achievements and contributions to the school are significant, 
not just in raising standards of teaching and learning in their own classroom, or 
with their own groups of children, but also in making a significant wider 
contribution to school improvement, which impacts on pupil progress and the 
effectiveness of staff and colleagues. 
‘Sustained’: the teacher must have had two consecutive successful appraisal 
reports in this school and have made good progress towards their objectives 
during this period. They will be expected to demonstrate in their application that 



 
 

30 
 

their teaching expertise has grown over the period and is consistently good to 
outstanding (as defined by Ofsted). 
 

Evidence 
 
In order for the assessment to be robust and transparent, it will be evidence 
based. Teachers should ensure they use the appraisal procedure and 
development planning in place in the school to build an evidence base to 
support their application.   
 
All teachers must submit a written statement on the school’s application form 
(attached). The statement must include the results of appraisals (including any 
recommendations on pay), and a summary of the supporting evidence provided 
to demonstrate that the teacher has met the assessment criteria.  
 
Teachers may also wish to include other documents, such as lesson 
observation reports, pupil achievement data, pupil progress data. 
 
Evidence should cover a period of no less than two years’ immediately 
preceding the application. Evidence over a longer period may be submitted if 
relevant (for example if a teacher has been absent from work for a period due 
to parental leave). The aim of the evidence should be to demonstrate sustained 
and consistently high performance over the period.  
 
 
 
 
 
 
© Schools Human Resources, Southwark Council 
Issued: July 2016 
Updated: September 2023 
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Application to be paid on the Upper Pay Range 

 

For completion by the applicant 

Name: 

Job title: 

Supporting statement: 
Applicants should summarise here the information they are providing to 
evidence that they have met the eligibility criteria and any additional 
information they wish to provide in support of their application. 
 
 
 
 
 
 
 
 
 
 

Appendices: 
Applicants should list all supporting documents attached. This must include 
appraisal documents / planning and review statements covering the previous 
2 years.  
 
 
 
 

Signed: 
 

Date: 

 

For completion by the assessor 

Date received:  

Meeting held to discuss 
application?  

Yes 
 
 
Date:  
 
No  
 
 

Decision:  
 

Agreed / Not agreed  
 
If not agreed, feedback meeting to be 
arranged 

Decision confirmed in writing: (date) 
 

Payroll notified (if applicable): (date) 
 

 


