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1. Introduction 
 
1.1  The Academy Pay Policy explains staff pay, its application and that of discretionary payments 

where applicable. The timetable for salary reviews is set out, including the decision process 
and appeals procedure. The policy will be reviewed at least annually and changes made 
where salary regulations require. 

 
1.2  This policy does not include pay ranges – all salaries are assessed independently. 
 
1.3  Substantive changes to this policy will be made in consultation with all employees. 
 
 
2. Aims of the policy 
 
2.1  This policy is consistent with the principles of public life in respect of objectivity, openness and 

accountability, as listed in the official guidance. 
 
2.2  Big Creative Academy is committed to ensuring equality of opportunity for all staff, complying 

with all discrimination legislation, in particular the Equality Act 2010. This policy shall be 
applied in such a way as to comply with the Academy’s equal opportunities policy and also its 
single equality scheme. 

 
2.3  Decisions regarding pay progression will be made with reference to appraisal reports and the 

pay recommendations included. For teaching staff, the evidence will also draw upon self-
assessment, peer review, student success rates and lesson observations.  

 
2.4  Maternity leave, paternity leave, adoption leave, parental leave and sick leave should all count 

as service for calculation purposes. The Academy has discretion to count other leave as 
service for calculation purposes. The Academy may also determine to count service in other 
appropriate establishments – city technology colleges, academies or other recognised 
independent schools. 

 
 
3. Salary Assessment – Teaching and Support Staff 
 
3.1  The senior management team (SMT) will review the salaries of all teaching and support staff 

who are working in the Academy as at 1 September of each year. Each employee will be given 
a formal written statement by 31 October of each year setting out their salary from 1 
September, together with details of how it was calculated. 

 
3.2  Teaching and support staff are listed in the organisation structure at Appendix A. 
 
 



3.3  Any employee appointed during the academic year and after the annual review will, upon 
appointment, receive a formal statement of salary together with details of how it was 
calculated, and it will include detail of any safeguarded salary, where applicable. Where the 
salary changes, other than as a result of any salary settlement or where the safeguarded 
sum varies during an academic year, a revised salary statement will be issued. 

3.4  Big Creative Academy will determine the salary for a vacancy before advertising it. On 
appointment, it will determine the starting salary within that range to be offered to the 
successful candidate.  

3.5  In assessing the starting point, Big Creative Academy will take account of:  

• Each completed year of service as a teacher in a maintained Academy, a college, 
Academy or other independent Academy or school of the requisite standard. 

• Any other relevant teaching experience. 
• Relevant industrial, commercial, professional or research experience of value to the 

teacher in the performance of his/her duties. 
• Relevant qualifications including a teaching qualification for teaching staff. 
• A new employee’s previous earnings. 

3.6  Pay progression will be considered annually for all staff and will have regard to any 
recommendation in the latest performance appraisal statement, which in turn will consider 
performance in respect of agreed targets for the year.  

3.7  In the case of formal capability or disciplinary procedures having been initiated, or when an 
employee’s performance appraisal is unsatisfactory, pay progression may be withheld. 

3.8  Where an employee’s performance or conduct is such that pay progression is to be withheld, 
Big Creative Academy will review the position at a later date during the academic year. 
Where such review identifies satisfactory improvement, pay progression shall be awarded 
from the date that the performance or conduct was considered satisfactory and/or the 
capability or disciplinary procedure closed.  

3.9  Whenever the performance or conduct of an employee is deemed unsatisfactory, they should 
be so informed in writing in accordance with the Academy’s performance appraisal and/or 
capability or disciplinary procedures as soon as the concern becomes apparent or, where 
such issues are identified during the year end performance appraisal no later than 31 
October, and in advance of the notification of their annual salary assessment. 

 

4. Salary Assessment – Senior Management Team 

4.1  The Principal will review the salaries of the senior management team working in the 
Academy as at 1 September of each year. Each employee will be given a formal written 
statement by 31 October of each year setting out their salary from 1 September, together 
with details of how it was calculated. 

4.2  The composition of the senior management team is set out in the organisation structure at 
Appendix A. 



4.3  Any employee appointed during the academic year and after the annual review will, upon 
appointment, receive a formal statement of salary together with details of how it was 
calculated, and it will include detail of any safeguarded salary, where applicable. Where the 
salary changes, other than as a result of any salary settlement or where the safeguarded 
sum varies during an academic year, a revised salary statement will be issued. 

4.4  Pay progression will be considered annually for all staff and will have regard to any 
recommendation in the latest performance appraisal statement, which in turn will consider 
performance in respect of agreed targets for the year.  

4.5  In the case of formal capability or disciplinary procedures having been initiated, or when an 
employee’s performance appraisal is unsatisfactory, pay progression may be withheld. 

4.6  Where an employee’s performance or conduct is such that pay progression is to be withheld, 
Big Creative Academy will review the position at a later date during the academic year. 
Where such review identifies satisfactory improvement, pay progression shall be awarded 
from the date that the performance was considered satisfactory and/or the capability or 
disciplinary procedure closed.  

4.7  Whenever the performance or conduct of an employee is deemed unsatisfactory, they should 
be so informed in writing in accordance with the Academy’s performance appraisal and/or 
capability or disciplinary procedures as soon as the concern becomes apparent or, where 
such issues are identified during the year end performance appraisal no later than 31 
October, and in advance of the notification of their annual salary assessment. 

 

5. Salary Assessment – Principal 

5.1  The Finance and General Purposes Committee, with formal approval from Chair of 
Governors will review the salary of the Principal annually. The Principal will be given a formal 
written statement by 31 October of each year setting out their salary from 1 September, 
together with details of how it was calculated. 

5.2  With regard to the Principal’s salary, the Governing Body recognises that additional payment 
may be awarded for additional responsibilities or increase in size of the Academy and are not 
related solely to the performance appraisal. The Principal’s pay progression will have regard 
to the recommendation in any relevant performance appraisal.  

5.3  If the Governing Body wishes to make additional payments to the Principal, these will not 
exceed a sum equal to 25% of the substantive salary and will be paid as an additional 
payment on a monthly basis.  

5.4  Whenever the performance of the Principal is deemed unsatisfactory, they should be so 
informed in writing in accordance with the Academy’s performance appraisal and/or 
capability procedures as soon as the concern becomes apparent or, where such issues are 
identified during the year end performance appraisal no later than 31 October and in 
advance of the notification of their annual salary assessment. 

 



6. External Factors to Pay Progression 

6.1  General principles for pay progression for all employees will take regard of current inflation 
rates, Academy funding and public sector guidance in line with the business needs of the 
organisation.  

6.2  General principles for pay progression will be determined and agreed by the Finance and 
General Purposes Committee. 

 

7. Leading practitioners 

7.1  Big Creative Academy will not consider the creation of leading practitioner teacher posts.  

 

8. Salary assessment – part-time staff 

8.1  Part-time employees will have their salary calculated in accordance with any statutory 
entitlement including their right to pro-rata arrangements, including planning, preparation and 
assessment time. All part-time teachers will be provided with a contract of employment 
clearly defining working hours and rates of salary. These are calculated on a pro-rata basis 
with a full-time teacher, based on the percentage contact time when compared with the 
normal expectation for such comparable full-time teachers in the Academy. 

 

9. Salary assessment/review for short notice/supply teachers 

9.1  When a supply teacher is employed through an agency, the Academy will determine and 
agree the appropriate salary level.  Consideration will be given to the Agency Workers 
Directive 2010 when determining the salaries of agency personnel.  

 

10. Salary assessment/review for unqualified teachers and instructors 

10.1  The Academy will, when placing an unqualified teacher/instructor, take account of any 
relevant qualifications and experience, including: 

• A recognised overseas teaching qualification. 
• A recognised qualification relevant to their specialist subject area. 
• Relevant teaching experience 

10.2  The Academy will consider on a case-by-case basis time spent outside teaching but in an 
occupation relevant to teaching. 

10.3  The Academy will make an additional payment to any unqualified teacher/instructor 
required to undertake additional responsibility beyond that normally required of a classroom 
teacher or to recognise difficulty in recruitment.  



 

11. Salary assessment/review for staff who have received a recent salary increase 

11.1   Any member of staff who, in the six months prior to 1 September, has been appointed to a 
position that resulted in a salary increase will not be eligible for a further salary review on 1 
September. 

11.2  Any member of staff who received a salary increase in the six months prior to 1 September 
for any other reason will not be eligible for a further salary review on 1 September. 

 

12. Acting allowances 

12.1   The Academy will apply an acting allowance should a member of staff assume the duties of 
another, at the discretion of the Principal. The allowance will be made within four weeks. 

12.2   Payment of an acting allowance or temporary upgrading shall be from the day the member 
of staff takes on the duties of another.  

12.3  The Academy will review at least annually the basis on which additional payments are 
made. 

 

13. Salary safeguarding 

13.1  Where a pay determination leads or may lead to the start of a period of safeguarding, the 
Academy Trust will give the required notification as soon as possible and no later than one 
month after the date of the determination. 

 

14. Additional payments 

14.1   Where appropriate, the Academy Trust shall make additional payments. These may 
include: 

• A particular task required by the Academy and such opportunities will be advertised 
internally in the first instance 

• Payment for recognised continuing professional development (CPD) commitment 
outside of directed time. 

• Initial teacher training activities (ITT) activities that are a normal feature of the 
Academy’s work and require additional responsibility and level of commitment from a 
teacher. 

• Out-of-Academy learning opportunities for pupils.  Whilst most activities are regarded 
as integral to the work of the school and funding arrangements do not provide the 
opportunity for additional remuneration of staff, the governing board might offer 
payment for particular learning activities. 



14.2  The governing board will review at least annually the basis on which additional payments 
are made. 

14.3  Bonus agreements and payments will be made with distinct criteria over and above job 
description tasks set by and at the discretion of the Principal. 

14.4  Overtime will be paid only when time off in lieu cannot be taken. This will be paid at an 
hourly contact rate for time spent with students, or non-contract rate for time spent without 
students. Contact and non-contract overtime rates are based on a percentage of your full 
time salary and agreed by the Finance and General Purposes Committee.  

 

15. Recruitment and retention incentives/benefits 

15.1  The Academy recognises that it may need to use recruitment and retention incentives in 
response to local recruitment and retention difficulties. 

15.2  Any use of recruitment and retention incentives within the Academy will be on an individual 
and non-discriminatory basis. 

15.3  Recruitment and retention incentives will only be used where it would otherwise be 
impossible to meet the requirements of the staffing structure and/or the Academy 
development plan. 

15.4  These additional payments will be considered as and when necessary and subject to 
budgetary considerations and their duration will be made clear from the outset. 

15.5  The value of any incentive offered will be at the discretion of the Principal and will take into 
consideration the salaries of existing employees in similar positions. 

 

16. Pensions 

16.1  Employees at Big Creative Academy will be automatically enrolled onto a pension scheme 
in accordance with the Pensions Act (2014). Employees are enrolled into the pension 
schemes from the start date of employment. 

16.2  Teaching staff will be enrolled onto the Teachers Pension Scheme (TPS) and business 
support staff will be enrolled onto the Local Government Pension Scheme (LGPS). 

16.3  Employer and employee contributions to pension schemes are set out in individual 
contracts of employment.  

16.4  Employees can opt out of the pension schemes and opt back in at any point during 
employment at Big Creative Academy. Please see the Finance Department for the relevant 
paperwork.  

 

 



17. Appeals against assessment 

17.1  Any teacher aggrieved at being judged as not having attained the required professional 
standards, may appeal to the Principal requesting reconsideration. This will normally take 
place within 20 working days of receipt, with a decision in writing, including the relevant 
reasons if unsuccessful, being provided to the teacher at the end of that period. 

17.2  Appeals against decisions of the Principal, in respect of his/her role in the application of this 
policy, shall be made to the Finance & General Purposes Committee of the Academy Trust 
for resolution, except the professional decision relating to the threshold. Application is 
through the clerk to governors. 

17.3  Appeals will normally be heard within 20 working days of receipt and any decisions made 
will be final. 

17.4  In any appeal, a trade union representative or a work colleague may accompany the 
appellant at all stages.  

 

18. Salary sacrifice 

18.1 Teachers shall be entitled to participate in salary sacrifice arrangements in respect of: 

• A childcare voucher or other childcare scheme. 
• A cycle or cyclist’s safety equipment scheme. 
• A mobile telephone scheme where there is no liability for income tax as a benefit in 

kind. 

18.2  Any teacher opting to participate in the scheme shall have their gross salary reduced 
accordingly for the duration of their participation. 

 

19. Arrangements for payment of salary 

19.1  Arrangements shall be in place to ensure payment of all staff on or before the last Friday of 
each month. 

 

20. Policy review 

20.1  This policy shall be subject as a minimum to annual review by the Finance and General 
Purposes Committee. 

 

 


