Royal Borough of Windsor & Maidenhead

Guidance notes on the operation of Council pay scales and grades for schools
1 Introduction
1
This guidance notes explain how the Council’s pay scales and grades operate.

1.2
The Council has a Pay and Benefits policy and a Recruitment and Selection Code of Practice, both of which should be read in conjunction with this document.

1.3
The current pay scales for school support staff pay scales can be found on the council’s website and on First Class.

1.4
Staff undertaking recruitment activities are required to ensure that they understand the basis on which grades operate, by ensuring that they have read and understood these guidance notes and the associated documents.
2 Grades

Scales 1 to 6

2.1
Scales 1 to 6 are in line with the nationally agreed scales for Local Government Services and are made up of a variable number of salary points called increments or spinal column points (scp).

2.2
The nationally agreed salaries are enhanced by a 7.5% local allowance, which replaces the nationally agreed Outer Fringe Allowance for the Windsor and Maidenhead area.

2.3
The salaries for these grades are increased annually on 1 April in line with the national pay award.
Management Grades 7 & 8

2.4
These grades are locally determined and are made up of five increments.

Incremental progression takes place in the same way as Scales 1-6.

2.5
The salaries for these grades are also increased on 1 April in line with the national pay award. 
Management grades 1+ to 6

2.6
These grades are locally determined and made up of a salary range.

2.7
Staff are appointed on a ‘spot’ salary within the range.

2.8
The salary ranges are increased annually on 1 April in line with the national pay award. 

3 Progression through the Pay Scales, Grades and Bands

Scales 1-6 and MG7 & 8

3.1
Incremental progression (i.e. movement up to the next scp) takes place annually on 1 April, subject to satisfactory performance and the post holder being in post on 1 October in the previous year.

3.2
Post holders in post between 1 October and 31 March will progress to the next scp on the date they complete six months service, subject to satisfactory performance. 
3.3
An increment may be withheld if an officer’s performance is not satisfactory.  The school must be able to demonstrate that performance is unsatisfactory and must discuss the situation with the Business Partner team in HR before any recommendation to withhold an increment is made. Any employee subject to capability procedures should not receive an increment. Managers should discuss such cases with the Business Partner team. If an increment is withheld and then the performance of the employee subsequently becomes satisfactory, the increment may then be paid.

3.4
Employees may receive accelerated increments within their salary scale on the grounds of special merit or ability. 
3.5
An employee successfully passing an approved examination may be an occasion for granting an accelerated increment.
3.6
Usually only one or two merit increments would be paid dependent upon the contribution or actions to be rewarded.  More than two merit increments would be granted only in exceptional circumstances.
Grades MG6-MG1+

3.1 For staff on these grades there should be no expectation of progression through the range other than in the circumstances outlined in the Pay and Benefits policy.

4 Starting salary
All scales and grades
4.1
When appointing new staff, the starting scp or ‘spot’ salary should reflect their skills and experience and take into account the salaries of any other staff undertaking the same or similar roles.

4.2
In addition any starting salary is subject to the service having funding available, therefore if funding is restricted it is advisable to advertise the anticipated starting salary or to include that information in the information that goes out to applicants.

4.3
It is currently Council policy in the light of severe budget pressures that where there is an increase in grade as a result of JE, the post holder will be placed on the bottom scp or the bottom of the salary range.
.
5 Review

These notes will be reviewed regularly.   
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