9OYAL BOROUGH OF WINDSOR AND MAIDENHEAD

 Model Pay and Benefits Policy

School Support Staff

1. Principles

1.1 The (name of school) aims to ensure good and supportive employment and its Pay and Benefits Policy aims to reflect:

· Fairness and Equality of Opportunity

· The need to encourage and enable people to perform well

· The need to recruit and retain in a competitive market

· The desire to operate a single transparent pay and grading structure

1.2 The employment offer includes a wider range of issues alongside pay, including: access to learning and development, performance management (where a school applies performance management to support staff) and the opportunity to undertake work of public value.

1.3 To make these principles work,(name of school) needs remuneration arrangements which:

· Are based on a clear and rational process for setting and reviewing the pay of employees

· Provide a pay practice and levels of remuneration which are sufficiently flexible and reasonably competitive, taking account of relevant data on pay markets and recruitment and retention factors

· Are affordable and support the provision of quality teaching and learning.
1.4 Appendix 1 (optional - to be provided by the school if so desired) Shows the school’s support staff structure.
2. Elements

The main elements of these arrangements are:

2.1 Job Evaluation

2.1.1 The grade and pay range for every support staff post will be set based on an analytical job evaluation undertaken by RBWM  HR.  The council has adopted a points assessment scheme, which enables jobs to be assessed against a number of factors.  The scheme can be applied to all types and levels of jobs in the grade range Scale 2 to M1+.  

2.1.2 The process of evaluation involves:

· Providing a clear description of the job agreed by the manager/headteacher in consultation with the employee

· Assessment of the job information by RBWM HR
· The coverage of grades is defined by evaluation points/scores, and the evaluation score determines the grade and therefore the pay range.  

2.1.3 Jobs will be evaluated if they are new or if the Governors and/or the headteacher recommend an evaluation on the grounds the post has undergone substantial change and grown significantly in responsibilities. Small changes will not affect grading and should not lead to evaluation requests. Grade changes will result in the salary being paid at the minimum of the grade unless specific circumstances determine otherwise.  

2.2 Pay Ranges

2.2.1 (Name of school) applies the council’s single pay and grade structure, ranging from Scale 2 to M1+.  

2.2.2 Posts at Scales 2 to MG7 and MG8 have pay ranges determined locally, based on the NJC pay spine.  Arrangements for these scales provide for individuals to receive annual incremental progression within the grade subject to satisfactory performance.  

2.2.3 (Include if you have posts within this range) Pay ranges for management grades M1+ to MG6 are not incremental. Appointments are made on a ‘spot salary’ and there should be no expectations of an increase within the range other than in the following circumstances: 

· The person takes on additional duties but this does not warrant a regrading under job evaluation.
· Following an appraisal where it is acknowledged that they have performed exceedingly well.

· For retention purposes, where the individual has received a job offer

2.2.5 Salary on recruitment in all pay ranges should be set at a level within the range consistent with attracting good calibre people.  Flexibility exists however, to pay a higher incremental point or in the case of M1+ to MG6, a higher salary within the range, for both recruitment and retention purposes.  

2.3 Pay Review

2.3.1 All pay ranges are reviewed annually, effective April 1st in line with the nationally agreed pay award. 

2.4 Pay arrangements

2.4.1 Support staff posts in schools are usually contracted for a variety of paid weeks over the school year depending upon the school’s requirements. Most posts are contracted term time only and paid pro-rata for 38 weeks plus an additional 6.3 weeks for holiday and bank holiday entitlement. Some posts are contracted for more than 38 weeks and others full year. See Appendix 2. (insert list of support posts and the standard contracted weeks as operated in the school)

2.5 Menu of Benefits

2.5.1 Staff have access to:

· Free access - KAARP discount scheme:  username - RBWM and password BENEFITS
· Membership fee paid by employee – Boundless or CSSC discount schemes

· Eyecare voucher for DSE users
· GAYE scheme

· Care First – advice/information and counselling service: username -RBWM, password – RBWM

· School’s Dell Advantage offer

Information about all of these can be found on the AfC Leadership site or from the (Insert Bursar/School Business Manager/other post).
2.6 Allowances

2.6.1 Overtime

2.6.1.1 Overtime is paid in accordance with the National Agreement and at the individual's grade rate, unless the contract of employment states otherwise.  

2.6.1.2 All overtime must be agreed by (insert posts authorised to agree) and closely monitored.  

2.6.2 Shift Allowance/Call Out and Standby.  Payments are made to reflect the unsociability of working in the particular circumstances.  (include if this applies to site management staff)

2.6.3 Honoraria

2.6.3.1 Honoraria may be paid in the following circumstances if an employee has undertaken:

· Significant additional work in line with the job description resulting in 

additional hours being worked.  

· Work outside the normal parameters of the job.  

2.6.3.2 The Head Teacher can agree payments up to £ insert amount in consultation with the Chair of Governors.  Payments over £ insert amount  will be subject to the  approval of the insert name  Committee.  (If applicable : Amounts detailed here may be reviewed from time to time as necessary).
2.6.4. Relocation.  

(Insert name) school may provide relocation assistance to new recruits as part of the employment package.  

2.7 Annual Leave

2.7.1 The standard annual leave entitlement is 29 days plus 8* bank holidays for full-time full-year employees irrespective of status in the school or length of service. Part-time and part-year employees receive a pro-rata entitlement to holiday and bank holidays. (See section 2.4)

*Plus any additional/occasional national bank holidays as and when they occur.

2.7.2 Staff employed term time only are not entitled to take annual leave during term time. Staff contracted to work throughout the year will generally be required to take their leave outside term time, subject to agreement with their line manager.

2.8 Time off 

2.8.1 Paid time off during the school term and the normal school day will be approved in the following circumstances:

Insert when paid leave will be given e.g. interview, compassionate leave (define criteria -RBWM standard is up to 5 working days for the death or serious illness of a close family member); other reasons could include moving house.
2.9 Sickness Benefit.  

2.9.1 Sickness benefit for all staff will be in accordance with the National Agreement for Local Government Services.  The insert name school has adopted the councils’ policy and procedure for managing absence and long-term ill health.  The documents can be found on the AfC leadership site
2.9.2 Where an employee is returning from sick leave on a phased or part time basis, as recommended by their GP/ Specialist or occupational health, they will receive their full pay.  The time not at work will not be regarded as sick leave.

3. Equal Opportunities Considerations

3.1 Pay and conditions will apply equally to employees working full-time and part-time in accordance with the Part-Time Employment (Prevention of Less Favourable Treatment) Regulations 2000.  

3.2 Pay practice will be monitored by the insert name Committee.  

4. Review of the Policy

4.1 The Policy will be kept under review and developments considered in the light of issues including external best practice and legislation, internal data on recruitment and retention, external pay data and changes to council policy.

5. Effective Date

5.1 This policy was approved by the insert name Committee on (insert date) and will be reviewed annually.

6. Appendices

Appendix 1 School Staff Structure (where provided)
Appendix 2 School Support posts and contracted weeks

APPENDIX 2  -  SCHOOL SUPPORT STAFF AND CONTRACTED WEEKS POSTS

School to insert structure if required
Term Time Only Calculation (TTO)

Applies from 1 April 2023

Leave 29 days plus 8 BH’s = 37/5 = 7.4 weeks

52.143 weeks – 7.4 = 44.74 weeks

TTO 1 = 38 weeks/44.74 = 84.94%

7.4 * 0.8494 = 6.28 rounded to 6.3

Paid weeks = 38 + 6.3 = 44.3

TTO 2 = 39 weeks/44.74 = 86.78%

7.4 * 0.8678= 6.42, rounded down to 6.4

Paid weeks = 39 + 6.4 = 45.4
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