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INTRODUCTION

General Principles

The purpose of this policy is to provide an open and transparent framework that enables the Board of Trustees and

Senior Staff to manage pay issues within the Trust and to ensure that members of staff are paid on a fair and
equitable basis. This document also ensures consistency of treatment in dealing with the administration of pay
matters including pay grievances.

The Board of Trustees recognises the importance of determining a pay policy and administering pay in a way which

enables it to attract, motivate and retain the most suitable staff to fulfil the business needs of the Trust and the
educational needs of the pupils.

Delegation of Authority

Except where otherwise stated, the Board of Trustees, will delegate the day to day management of
this policy to the CEO/Headteacher.

Pay scales

a)

b)

d)

e)

f)

Where members of staff are still subject to TUPE protected terms and conditions, contractual pay
terms continue.

New staff will be appointed to Athelstan Trust pay grades. Any advertisements will show Trust
grades.

The Board of Trustees have delegated responsibility to the CEO/Headteacher/LGB for making
individual decisions within an agreed framework and according to principles agreed by the Board of
Trustees.

In order to provide a consistent approach, all Support Staff are reviewed annually.

Acting Up or Temporary Appointments — The Board of Trustees will pay any member of staff who,
for a period of four weeks or more, is required to carry out the full range of duties of a more senior
member of staff Team. The pay will represent at minimum the bottom of the band for the post.

Overtime — Support staff colleagues may occasionally be required to work more than their
contractual hours. Hours are only eligible to be considered for overtime or time in lieu if agreed in
advance with an approved budget signatory. Annex B
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h)

j)

k)
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The CEO/Headteacher/LGB, as delegated by the Board of Trustees determines the pay band
applicable to a role, based on the information contained within the job specification and the person
specification for a role and with consideration to the bands set for equivalent roles within the Trust
and local area. Pay bands applicable to a role will be included in the job specification. Pay bands
have a minimum and maximum value, which may rise with the inflationary increase agreed by the
Board of Trustees.

Staff who are new to the organisation will normally be appointed at the bottom of the band unless
there are exceptional circumstances based on business need in conjunction with the breadth and
depth of skills and experience offered by the candidate.

Staff who are promoted will normally be appointed at the bottom of the new grade or higher within
the existing band, if the band is not changed.

Pay bands will be in accordance with the Athelstan Trust Pay scales the points values of which
follow the NJC scales in Annex A.

Paid weeks per annum will be in accordance with the Athelstan Trust weeks per annum calculation
in Annex A. Annual leave entitlement for staff who work all year round will be in accordance with
Annex A, pro-rata for part time hours if applicable.

Support staff members may move up the band, until they reach the top of that Grade. Staff move
up the band according to the following guidelines:

1. Staff will have, at minimum, an annual performance review. Staff performance will be
measured against specific, measurable, attainable, relevant and time-bound targets. Staff
performance will be rated according to guidelines issued by the Trust.

2. The CEO/Headteacher will validate performance ratings. The CEO/Headteacher may review
the staff performance reviews to determine whether ratings and performance targets were
appropriate. The CEQO/Headteacher may override performance ratings. There is no recourse
for appeal of adjudicated ratings.

3. All support staff may be eligible to receive the nationally agreed inflationary pay increase at
the discretion of the Board of Trustees. The rate of the inflationary pay increase will
normally be applied to all pay scales within each pay band in line with NJC terms and
conditions.

4. Staff who are rated as underperforming will receive no performance pay increase
(increment) and no inflationary pay increase.

5. Staff who are judged to have been successful in achieving their targets will be eligible to
receive the inflationary pay increase as in 3 above and an increment of 1 point.

6. Salary bands are linked to job roles and not individuals.
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Annex A — Support Staff pay scales 2022/23
with effect from 1 April

Trust 2022/23 Trust 2022/23
£p/a  £p/h £p/a £p/h
1,925 1,925 1,925 1,925
1 | | 20258 1050 29 35411 1835
2| | _ 20441 10.60 | 30 36,298 18.81
3 | | 20812 1079 31 37,261 19.31
4| | 21,189 10.98] 32 38,206 19.85
5 | | 21,575 1118 33 39,493  20.47
6 | | 21,968 1139 34 40,478  20.98
7 | | 22369 1159 | 35 41,49 2151
8 22,777 11.81 36 42,503 22.03
9 23,194 12.02 37 43,516 22.56
10 23,620 12.24 38 44,539 23.09
11 24,054 12.47 39 45,495 23.58
12 24,496 12.70 40 46,549 24.13
13 24,948 12.93 41 47,573 24.66
14 25,409 13.17 42 48,587 25.18
15 25,878 1341 43 49,590 25.70
16 26,357 13.66 44 50,539 26.20
17 26,845 13.91 45 51,625 26.76
18 27,344 14.17 46 53,743 27.86
19 27,852 14.44 47 54,957 28.49
20 28,371 14.71 48 56,018 29.04
21 28,900 14.98 49 57,100 29.60
22 29,439 15.26 50 58,881 30.52
23 30,151 15.63 51 60,212 31.21
24 31,099 16.12 52 61,378 31.81
25 32,020 16.60 53 62,861 32.58
26 32,909 17.06 54 64,080 33.21
27 33,820 17.53 55 65,518 33.96
28 34,723 18.00

Please note — Trust Pay Scales apply to new staff. Staff TUPE’d previously follow their school’s LA banding structure
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Holiday Pay Weeks Per Year
Term time only staff

<5yrs >5yrs
Working weeks Trust
38 43.60 44.48
39 44.65 45.65
40 45.80 46.82
41 46.94 47.99
42 48.09 49.17
43 49.23 50.34
44 50.38 51.51
Holiday entitlement per year
All year round staff 25.00 30.00
Public holidays 8.00 8.00
Total leave 33.00 38.00

Annex B
Payments for Additional Hours

1. Hours worked above a member of staffs’ contracted hours must be agreed in advance with their line
manager and the Headteacher. It is expected that the person’s manager would request that additional
hours are worked.

2. Hours must be needed to meet operational requirements.

3. Payments will be at the flat hourly rate until the standard 37 hours per week are worked. Hours over 37 will
be paid at time and a half.

4, Claims forms must be submitted at the end of the month that the work has been carried out and must be
signed by an authorised signatory (generally the person’s line manager).
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Annex C

General Guidance with regard to Special Paid and Unpaid Leave of Absence

Requests for absence during term time will be considered taking into account the needs of the school, a request
form must be completed and submitted giving as much notice as possible. The decision on whether an absence is
paid/unpaid, granted/refused will be at the absolute discretion of the Headteacher.

There is an expectation that routine appointments, such as a visit to the dentist will be made outside of working
hours/term time. Further information on absence is contained in the staff handbook, this list is for guidance
purposes only. Any absence in term time is a cost to the school, even when that absence is unpaid.

For the purposes of this guidance, ‘near relative’ includes: mother, father, daughter, son, partner, sister, brother,
grandparents, mother/father in law, daughter/son in law, step son/daughter.

Care for near relative during serious illness up to 5 days Paid
Death of near relative up to 5 days Paid
Attendance at any other funeral maximum one day Paid
Wedding of a near relative 1 day Paid
All other weddings are discretionary Unpaid
Sick child 3 days per year Paid
Additional days Unpaid
Moving House 1 day Paid
Graduation of child 1 day Paid
Holidays in term time are discretionary Unpaid

Time off for essential meetings if a governor Paid
at another school

Time off if elected member of a local Council | Max 208 hours Paid
To seek another appointment (account will one day up to a Max of 5 days Paid
be taken of the post applied for)

Approved vocational examinations duration of exam Paid
Approved vocational training Paid
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Annex D — Template Letter for Training Fee Agreement
The Athelstan Trust

Agreement for Refund of Training Fees

The purpose of this Agreement is to allow you to undertake agreed training which is of direct benefit to the School
and yourself, and which the School is prepared to fund subject to your commitment to refunding the School in the
event of your employment terminating within a given period of time.

The School will pay on your behalf (or reimburse you for) fees in respect of the following course(s):
XXXXXX Training which will be pursued from XXXX to XXXXX
The amount to be paid by the School is XXXXX (excluding the cost of travel and accommodation).

If you do not complete the course (for whatever reason through no fault of the School) or your employment with the
School ceases during the period of the course, you will refund the full amount to the School. (The School may, at its
sole discretion, waive the repayment of some or all of the amount if the course is not completed with its consent).

If your employment with the School terminates after the completion of the course, then the whole or part of the
amount paid in respect of training fees shall become due immediately and repayable to the School by way of deduction
from pay, or otherwise, in accordance with the following schedule:

Termination of Employment Portion of Course Fees Repayable
Up to 1 year after payment of course 100%  (E£XXX)
Between 1 year and 2 years after payment of course 75%  (EXXX)
Between 2 years and 3 years after payment of course 50% (EXXX)
Over 3 years after payment of course Nil

Declaration:

| have read, understand and accept the conditions set out in this Agreement.

| hereby authorise the School to make any deductions due under this Agreement from my pay (including any final pay
due) or any other monies due from the School. If any balance remains outstanding after such deduction(s), | undertake
to reimburse the School immediately.

SIBNEA oo Date oo
(Employee)

T e TR (oL a 121 TSRS

SIBNEA .eeeiiiiiee e DAt oo
(On behalf of The Athelstan Trust)

NAMIE (PFINT) 1reeeiiiiiie ettt ettt e e ettt e e e et e e e eeetbeeeeeaabeeeesassaeeesssaeeasassaesesassseeesansreeann
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