


Applications to be paid on 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 head teacher is responsible for moderating the recommendation of the assessor to ensure consistency and compliance with this procedure.

It is the responsibility of the [pay 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 head teacher by [31 October].

4. The head teacher 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 [pay committee].

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

8. The head teacher will then refer the recommendation to the [pay committee] for consideration. The head teacher will act as adviser to the [pay committee].

9. The [pay committee] will consider the application and evidence and advice of the head teacher and make a decision.

10. The [pay 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 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.  

[bookmark: _GoBack]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 [list 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. 
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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)







