
1 
 

 

 

 

 

 

 

 

 

 

 

 

PAY AND PERFORMANCE MANAGEMENT 

FOR SUPPORT STAFF 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

January 2019 



2 
 

SECTION ONE – PAY AND GRADING 

 

1. INTRODUCTION AND PURPOSE 

All our staff are valued and should receive proper recognition and remuneration for their work and contribution to 

The White Horse Federation (TWHF). This policy seeks to ensure that the pay and grading of jobs is fair and non-

discriminatory and complies with equal pay legislation and associated codes of practice. It also seeks to provide the 

Federation with a pay framework which allows them to compete effectively with other employers in the local area and 

recognise skills and experience. 

A consistent approach to pay and grading is applied across TWHF. This applies to all support staff, for example Teaching 

Assistants; clerical/administrative staff; Caretakers; Cleaners and Mid-day supervisors. Teaching staff should refer to 

the Pay Policy for Teaching Staff. 

2. SALARY QUERIES 

If a member of staff has a query about his/her salary s/he should, in the first instance, seek to resolve the matter 

informally with their line manager. If the matter remains unresolved it should be discussed with Central HR Services 

who will advise on next steps.  

3. JOB DESCRIPTIONS AND PERSON SPECIFICATIONS 

The HR Central Team will provide job descriptions for all members of staff on behalf of the Board. Job descriptions 

and person specifications need to be in place at the time of appointment and should be reviewed regularly as part of 

the performance management process to check that they are still appropriate. Any changes will be made in consultation 

with the employee. Job descriptions should identify key areas of responsibility and line management structures. 

Job descriptions for new posts should be evaluated prior to advertisement to determine the correct grade – see 

section 10. 

4. SALARY ON APPOINTMENT 

The Board has the overall responsibility for pay and grading for support staff as long as this complies with the TWHF’s 

pay framework.  

It is important for the Federation to meet its obligations under the equal pay legislation however there is still discretion 

when appointing within this framework as outlined below: 

 there is the opportunity for TWHF to appoint at any point/salary within the evaluated grade both within the 

NJC and Hay scheme therefore account can be taken of relevant experience and qualifications 

 TWHF does not have to appoint to the generic roles that have been produced by the Local Authority.  If 

TWHF agrees a new and unique role then this can be evaluated as such  

 the introduction of performance related pay for support staff allows TWHF to reward high performance   

 allowances for honoraria and higher duty can be paid at the discretion of the Board– further guidance on these 

payments is given at paragraph 8  

 introduction of market factor supplements, which TWHF can use for recruitment/retention purposes so long 

as they are consistently applied. 

Where an appointment is made above the bottom of the grade, the budget holder should clearly document the 

rationale for doing so. Central HR should retain a note on the individual’s personnel file clearly stating the reasons for 

doing so.  In relation to appointments within the Hay grades, appointments should be made between the bottom of 

the scale and 90% of the mid-point (for example for a Q grade this would be between £30,754 and £32,145).  If 

appointments are made above this level, then this decision should be made by the Board and Central HR should keep 

appropriate documentation to justify such a decision. 
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To allow for a salary match with the candidate’s current salary where s/he transfers from one local authority to another 

on the same grade, the individual would normally transfer on his/her current pay. If the new post is a promotion then 

it is usual for one extra increment to be offered. 

5. MARKET FACTOR SUPPLEMENTS 

Any market factor supplement considered for a post should be effected in line with the Market Factor Supplement 

guidance – copy attached at Appendix 1 

If a market factor supplement is payable with the role, then this can be included in the advertised salary.  It must be 

made clear that this allowance is reviewable.  

6. BASIC PAY/INCREMENTAL PROGRESSION FOR NEW EMPLOYEES APPOINTED FROM 1st 

SEPTEMBER 2016 

The basic pay of staff evaluated under the NJC evaluation scheme consists of incremental points within Grades J to N.  

The Hay grades (Grades Q to U) do not have specific spinal column points within them, however for the purposes of 

managing potential progression within TWHF, the Board has the discretion to award a percentage increase.  

Increments are paid subject to satisfactory service in line with the guidance on performance management. 

An increment may be withheld if the probationary period has not been satisfactorily completed after six months and 

is to be extended. 

Once the top of the grade is reached there is no automatic progression to a higher grade. Movement to a higher grade 

will only be achieved if the roles and responsibilities of the existing post have changed significantly and the post is re-

graded following job evaluation or the employee is appointed to a new post of a higher grade following a recruitment 

and selection process, or the post is part of a career graded framework, i.e. some Teaching Assistant posts. 

7. PAY PROGRESSION/ACCELERATED INCREMENTS 

Employees salaries will be reviewed annually and any eligibility for salary progression will be considered in line with 

performance management processes and any increase awarded will be effective from 1st April. 

Depending on budget constraints the Board will reserve the right to either restrict or withdraw pay progression.    

The member of staff must have completed at least six months service before being considered for pay progression.   

8. HIGHER DUTY PAY/HONORARIA PAYMENTS  

A higher duty payment is payable only where an employee takes on the duties and responsibilities of a higher 

graded post for a continuous period of at least four weeks. This may occur as a result of: 

 Temporarily filling a post until a substantive appointment can be made 

 Filling a key post while another employee is on maternity leave 

 Filling a key post to cover long term sickness absence 

 Filling posts due to other temporary extended leave arrangements e.g. secondments 

It is not appropriate to use higher duty payments as a means for covering annual leave. 

An honorarium payment may be granted in the following circumstances: 

 Where an employee undertakes a significant proportion of higher level duties and responsibilities outside the 

scope of their normal post for a limited period of time 

 Shared responsibility with more than one employee undertaking a specific and or separate part of a wider role 

which has been evaluated as having higher level duties 
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 Where an employee undertakes work from a different job in addition to their own role, with no additional 

staffing resource, and that work is evaluated on the same band. 

Honoraria will not usually be paid where additional work is undertaken which is of a like nature to the individual’s 

existing job description. 

9. PROGRESSION FOR TEACHING ASSISTANTS (Swindon NJC) 

In order to attract, develop and retain high calibre Teaching Assistants, a career-graded structure exists for 

this group of staff, which incorporates four levels for the role as follows: 

 TA Entry  Grade J 

 TA Standard  Grade K 

 TA Specialist  Grade L 

 HLTA   Grade M 

TA Entry post-holders will have the opportunity to move to a TA Standard job description and grading when they 

have successfully completed two years in a TA Entry post, or have at least two years evidenced experience in a similar 

role. On moving to the TA Standard role, they will be required to undertake the criteria outlined in the job 

description/person specification for that post. 

There is no automatic movement from TA Standard to Specialist or from TA Specialist to HLTA.  Individuals wishing 

to undertake a higher graded role will need to apply for a post at that level when a suitable vacancy exists. 

Progression through the various grades is not automatic and is dependent upon individual review and assessment in 

line with performance management guidance.  

10. JOB EVALUATION 

Job evaluation may be carried out on posts for a number of reasons including: when posts are newly created or 

vacant; as part of a restructuring exercise or when it is considered that the duties of the post have changed since 

it was last evaluated (re-evaluation). 

Job evaluation is necessary to determine the appropriate level of remuneration as a fair reflection of the duties 

and responsibilities of the job. Job evaluation also helps to ensure that the pay and grading of similar posts across 

schools is consistent and establishes the extent to which there is comparable work between jobs so that equal 

pay can be provided for work of equal value. It is important to remember that job evaluation is an evaluation 

of the job that is required, not the person. 

There are a number of generic job descriptions covering a wide range of roles within TWHF. These posts have been 

evaluated using the Local Authority’s job evaluation scheme and it is expected that most posts within TWHF will be 

in accordance with these generic job descriptions. 

There may be occasions when the duties and responsibilities undertaken or required by TWHF fall outside these 

generic roles and in these instances the following procedure should be adopted. 

The current job description (if applicable), the new proposed job description and a structure chart should be completed 

and sent to the Central HR team. 

The basis for job evaluation is the information contained in the job description, person specification and structure 

chart.  The HR team will work with the line managers, to ensure that these documents accurately reflect the full 

responsibilities and duties of the post and the skills, knowledge and experience required to carry out the duties. Where 

the post holder is in place at the time of evaluation these documents should be drawn up in consultation with the post 

holder and agreed. 

Once the relevant documentation is complete, the job will be evaluated and HR will inform the line manager of the 

resultant grade.    
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Job evaluation should not be used to recognise temporary additional duties where employees act up in the absence of 

more senior employees.  Temporary responsibility and honorarium payments can be used for this purpose as outlined 

in paragraph 7. 

11. RE-EVALUATION 

There may be occasions when a job changes substantially in terms of the duties and responsibilities attached to it. In 

these circumstances, line managers should firstly agree a revised job description with the employee. This revised post 

needs to be mapped against the generic job descriptions in the first instance to establish whether the revised duties 

and responsibilities are encompassed within an existing evaluated job. 

If this is not the case, then the process outlined in paragraph 11 should apply. 

Re-evaluation of newly appointed or previously restructured posts will only be considered once the post holder has 

been in the post for a period of twelve months, unless it is agreed that the role of the post is significantly different 

from that envisaged or if there has been a significant change in the duties and/or responsibilities of the post 

since the date of appointment. 

Re-evaluation of existing posts may only occur where it is considered that there has been a significant change in the 

duties and/or responsibilities since the previous evaluation, or it is perceived that a comparator post is graded 

higher and the employee has identified the job title and location of that comparator post. 

If evaluation is being requested as a result of a change in responsibility for managing other posts this should be 

included on the form and whether they are new or existing posts.  If any other post loses direct responsibility for 

managing posts as a result of the re-evaluation, then they will also need to be re-evaluated as part of this process. 

Following evaluation, the line manager will be informed of the evaluated grade.   

12.       APPEALS AGAINST JOB EVALUATION 

Appeals can be made against Job Evaluation on the following grounds:- 

 The employee thinks that the scheme has been wrongly applied, e.g. factor levels have been wrongly allocated.  

The post-holder should indicate where s/he considers them to have been wrongly applied by giving examples 

and providing evidence.  The post-holder should not suggest the level s/he thinks is appropriate. 

 The employee believes that an equivalent job within the school is more highly graded.   The post-holder should 

give specific examples. 

 The Job Description/Person Specification has been misinterpreted.  The post holder should give examples and 

evidence to indicate where s/he believes the information was misinterpreted.  The submission should clarify 

information, not include additional information.  Re-written job description/person specifications should not 

be submitted at this late stage and will not be considered. 

The post-holder has 10 calendar days from the date s/he was notified to submit his/her appeal in writing to Central 

HR. 

There is only one level of appeal and the outcome of the appeal could result in the evaluated grade going up, staying 

the same or going down. 

Following the appeal, the job holder will be informed of the outcome.  If the grade has changed the Central HR Team 

will notify its payroll provider and ensure that the correct contract documentation is in place. 

 

 

13. INTERNAL RE-DEPLOYMENT INTO A LOWER GRADE (Protection Arrangements) 
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For staff who are re-deployed to a lower level job due to restructuring, their new substantive level of pay will be to 

the top of the new grade for NJC grades and to the mid-point of the grade for Hay grades.  Pay protection will apply 

for 1 year from the date of appointment and will be applied as follows: 

 If the new grade is one level below the old grade, then salary will be protected at the current level.   

 If the new grade is more than one level below the old grade, then salary will be protected to a level relevant 

to one grade above the new grade.  This will be at the top of that grade for NJC grades and to the mid-point 

of the grade for Hay grades.   

Examples:   

Current grade T, salary £52,902, new Grade Q.  New substantive salary will be £35,717 (mid-point of Q), protection 

for 1 year at £40,576 (mid-point of R) 

Current grade N, salary £28,987, new Grade M.  New substantive salary will be £26,198 (max of M), protection for 1 

year at current rate of £28,987 

Employees on pay protection will not receive pay progression whilst receiving pay for the higher grade.  

 

SECTION 2 – PERFORMANCE MANAGEMENT 

1. INTRODUCTION 

Pay progression for support staff is directly linked to the outcome of the performance management process. 

Performance Management for support staff is a process designed to support the development of staff in order to 

continually improve professionally, raise standards and drive improvement across TWHF 

This guidance is intended to ensure that each member of staff’s performance is reviewed and targets set on an annual 

basis and that an exchange of views will take place between the jobholder and their line manager. 

The benefits of performance management in terms of improved communication and enhanced performance, both for 

the individual and the TWHF, will only be achieved by the continuous commitment of all those involved in the process. 

The performance management scheme has been designed to meet the following specific objectives:- 

 To assist staff in performing their roles to the best of their ability and maximise their contribution to the 

overall objectives 

 To identify individual training needs 

 To highlight the potential that each individual has to develop within his/her current position or for another 

role 

 To give the basis for determination of pay progression within the Pay and Grading system and to provide an 

opportunity to either: 

a) Award pay progression to those who achieve an overall ‘achieved’ or exceed’ rating against objectives 

and overall performance 

b) Withhold pay progression for those that are awarded a ‘not achieved’ or ‘partly achieved’ rating against 

their objectives 

Employees will still receive any nationally agreed cost of living increase each year. 

 

2. NEW STARTERS 
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All employees must have more than 6 months service in their current post, when the annual Performance Management 

appraisal takes place in April to qualify for the award of an increment.  

Where employees have 6 months or less service they will be rated as ‘No rating -Too early to assess’ and will have to 

wait until the following performance year to be eligible for pay progression.  This will apply to employees starting after 

1 October each year. Incremental awards will not be granted part way through the year, backdated or be pro-rata’d 

once the employee has reached more than 6 months service.  

Employees starting after 1 October each year will still participate in the performance management process and have 

objectives set and reviews undertaken.  

All employees who start after 1 October 2018 will have to wait until April 2020 for their first potential pay progression.  

 

3. OBJECTIVES 

 

The Support Staff Performance Appraisal requires managers and employees to agree objectives for each performance 

year.  The overall rating is based on an assessment of the performance against individual objectives at the annual 

appraisal. There will need to be sufficient evidence at the end of the cycle to make an appropriate judgement with 

regard to the PM rating.   
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4. LINKING OVERALL RATINGS TO PAY 

From April each year pay progression will be awarded as follows: 

‘Achieved/Exceed’ rating (not at top of grade) 

An employee who is appointed after April 2018 or employed on a J grade post on the NJC scale who receives an 

overall ‘Achieved’ rating and is not at the top of their grade will move one increment to the next spinal column point 

(SCP).  In exceptional circumstances where they are awarded ‘Exceed’ then the Board has the discretion to award an 

additional increment where there is scope to do so within the grade. 

If an employee appointed to Swindon NJC grades K – N prior to April 2018 receives an overall ‘Exceed or ‘Achieved’ 

rating and there is scope to progress within the grade they will be awarded 2 increments. 

For staff on Hay grades progression will be determined by the TWHF. 

 

‘Exceed/Fully Achieved rating (at top of grade) 

 

All employees at the top of their grade, will not be eligible to receive an increment 

Withholding pay progression: Not Achieved or Partly Achieved 

Pay progression will be withheld where an employee is rated as ‘Not Achieved or ‘Partly Achieved.  Where this occurs, 

the manager will need to identify with the employee what support is required in order for the employee to achieve a 

‘Fully Achieved’ in the following year. This may require further training and support which should be included in an 

employee’s Personal Development Plan and associated objectives. 

Pay progression can also be withheld where; 

 An employee is being managed under the formal performance capability process. 

 

 An employee has a formal performance improvement plan in place. 

 

Payment of previously withheld pay progression 

Where pay progression has been withheld for a ‘Partly Achieved rating the increment may subsequently be paid 

following the mid- year performance review if;  

The employee is subsequently withdrawn from the formal performance capability process If the employee 

can demonstrate sustained improved performance to the required level at the mid- year performance review.  

 

Any withheld pay progression that is subsequently awarded following the mid-year review in October will be paid in 

the November salary and will not be backdated to the normal annual increment payment date of April. 
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5. Managing Absence within the Performance Year 

Long Term Sickness and Career breaks  

An employee will need to accrue more than 6 months in their role during the performance year to receive a 

performance rating for that year. The same principle applies if someone has had a number of absences due to sickness 

over the year, in which case there must be more than 6 months cumulative attendance at work for an assessment to 

take place. If an employee is off for more than 6 months cumulative in a performance year then a rating of ‘No rating 

- insufficient service due to absence’ will be entered for that performance year, unless the absence is linked to a 

recorded disability. 

Disability 

Where an employee is absent from work for a reason relating to a recorded disability, which is covered within the 

Equalities Act 2010, and the absence spans the whole performance year or the employee is at work for less than 6 

months of the performance year, then the employee should be awarded a rating based on their performance over the 

previous performance year. This should be at a maximum of an ‘Achieved’ rating. For further advice and support 

relating to disability please contact your HR Business Partner. 

Maternity, Paternity & Adoption Leave 

If Maternity, Paternity or Adoption leave starts during the performance year, but the employee has completed more 

than 6 months in their role then their performance rated up to the point of leaving should be used to award the overall 

year end performance rating. If Maternity / Paternity or Adoption leave spans the whole performance year or the 

employee is at work for less than 6 months of the performance year, then the employee should be awarded a rating 

based on their performance over the previous performance year. This should be at a maximum of an ‘Achieved’ rating. 

6. Changing roles mid-year  

If an employee changes job internally during the performance year including acting-up and secondments, the current 

manager should hold an interim review with the employee before the change takes effect to agree and provide a 

provisional overall rating to the new manager (if appropriate).  The new manager can then make an assessment of the 

employee’s overall performance at the end of the performance year taking into account the information from the 

previous manager.  

7. Fixed Term Contracts 

Where a fixed term contract ends and an employee is immediately employed on a further fixed term contract, within 

TWHF, providing the employee has more than 6 months’ service, a rating will be awarded. The process will follow as 

detailed above in ‘Changing roles mid- year’. If the fixed term contract ends before the end of the performance year, 

the process ceases with the contract.  

8. Moderation Process  

It will be the responsibility of the Pay & Remuneration Committee to review all ratings entered to ensure that there 

has been a consistent approach to the awarding of ratings and raise concerns with the appraising manager regarding 

ratings entered where appropriate.  This may result in a review of the performance appraisal rating awarded. 
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9. Payment of Achieved / Exceed rating outcomes 

Following the moderation and approval process overall ratings entered will be amended where necessary, and those 

employees who have a ‘Achieved’ or ‘Exceed’ rating will be awarded the relevant pay progression. 

Process for withholding pay progression 

Where a manager assesses an employee with one of the following ratings, pay progression will automatically be 

withheld: 

 No overall rating - Too early to assess 

 No overall rating - Insufficient service due to absence 

 Not Met 

 Partly Met 

Any pay recommendations should be referred to the Pay & Remuneration Committee for ratification before 

implementation.  Pay progression will take effect from 1st April each year. 

 

Performance appraisal overall 

rating 

Pay Progression 

No overall rating: 

Too early to assess 

Insufficient service due to 

absence 

None 

Not met None from 1 April 

Partly met None from 1 April 

Fully Achieved/Exceed 

Not top of grade 

Pay progression – either 1 

point or 2 dependent on grade 

and when employed  

Fully achieved/ Exceed 

Top of grade 

None 

 

 

 

Appeals within the PM Process 

If employees feel unhappy regarding their assessment they should speak to their line manager in the first instance. If 

concerns remain the appeals process detailed in Appendix 2 should be followed. 

 



 

 

(Appendix 1) 

 

MARKET FACTOR SUPPLEMENT  

 

All employees are appointed to posts, which have been evaluated under either the NJC or Hay job evaluation 

scheme and pay grade structures and salaries are determined under these schemes. External labour market 

conditions can produce a situation in which staff with scarce skills and expertise can command higher salaries than 

the maximum provided under the current grading mechanism for that post.  The relevant labour market may include 

another local authority or elsewhere in the public or private sectors. 

 

The Equal Opportunities Commission (EOC) recognises that an employer may wish to pay one group of workers 

more than another, even though their work is of equal value, because the “going rate” for the job is higher. This may 

be due to geographical reasons or a skills shortage in one job compared to another.  

 

Market factor supplements are not linked to an individual’s actual or anticipated performance within the role.  They 

are linked to the difficulty in recruiting to certain posts requiring specific skills or qualifications. 

 

In these exceptional circumstances, the HR Director can, at his / her discretion, make additional payments to recruit 

and retain such employees. 

 

The rationale for applying a market factor supplement is to: 

 Support the recruitment and retention of quality employees to key roles within TWHF. 

 Ensure there is strong evidence to support a supplement/adjustment, so that the Federation is not at risk of 

being challenged on the basis of Equal Pay. 

 Ensure that additional supplements/adjustments will be applied to achieve effective recruitment and retention in 

a fair, consistent, transparent and robust manner and in a way that does not discriminate against any individual or 

groups of employees. 

 Ensure that TWHF remains competitive within the market place. 

 

The HR Director must be able to demonstrate that there are objectively justified grounds to enhance the pay of a 

particular job by the payment of a market factor supplement. 

The assessment should be based on all or some of the factors below, by demonstrating that: 

 There is difficulty in recruiting to a post resulting in actual or foreseeable operational and/or organisational 

problems;  

 A high turnover rate is linked to employees leaving due to salaries not being high enough; 

 These problems will be removed or reduced by paying a market factor supplement and that it will be subject to 

review as circumstances change;  

 The external market rate for the job is higher than the internal rate. This includes knowledge of pay offered by 

competitor organisations, locally or nationally, and other local authorities that employ similar roles (evidence of 

pay rates based on adverts etc. must be provided); 

 

This research for evidence will vary depending on the nature of the role(s) and the type of information available but 

must be robust to support any supplement that may be challenged through an Equal Pay Claim.   The evidence may 

include some or all of the following: 

 Recent salary surveys supplied through recognised providers (e.g. Hay); 

 Internet research of similar jobs being advertised by other organisations; 

 Details of minimum, maximum and median salaries of the role(s) in the other organisations being investigated.  

 

The cost of any market factor supplement must be met by TWHF. 

Market factor supplements will not be included as part of an employee’s total salary when responding to e.g. 

mortgage application references. They may, however, be stated separately. 

Any request for market factor supplements must be determined by the HR Director.  To assist their deliberations, 

the following must be provided 

 Evidence of comparable posts in three relevant organisations 

 Evidence of inability to recruit to the post on the evaluated scores/grades 



 

 

 Outline of operational problems caused by non-filling 

 Amount of supplement recommended (having regard to comparative salary levels) 

 Timescale of review 

 

The value of the market factor should be capped and will not exceed the maximum market rate that has been 

identified as part of the evidence gathering. 

 

The value of the supplement/adjustment will be the difference between TWHF pay level and the market rate, as 

detailed above. It will be a specific amount and it is not linked to the annual cost of living increase or performance 

pay progression. 

 

Records must be maintained to demonstrate the purpose, justification and extent of any proposed supplement.  

If a market factor is applied to a particular post, it will be applied to all current and new employees in that post. 

For current employees, the increase will take effect the month after the review. 

 

TWHF should send written confirmation to the employee detailing the basis for the application of the market factor, 

the amount of the market factor supplement, the effective date, the duration for which the payment will be applied, 

arrangements for review and how any subsequent changes will be implemented. 

 

The Federation should ensure that their payroll provider is given notification of any supplement to be paid. 

The payment of market factor supplements is temporary and may cease if the market conditions change and market 

pay rates fall or rise, or the employee leaves, transfers to another role or is seconded to a different post that does 

not attract a market factor supplement/adjustment.  Similarly in the event that the post is vacant and subsequently 

filled, the market factor is not inherited and will need to be determined at the point of offer of that post. 

 

In the event of there no longer being a justification to pay a market supplement, it will be withdrawn. Following the 

review, a notice period of 3 months will be given of the intention to reduce or withdraw the additional payment. The 

market factor supplement will then be reduced or withdrawn. 

  

If the post holder is promoted or appointed to another position, which is not subject to a market factor supplement, 

the market factor will cease with effect from the last date of their existing post.  

The market factor will not be subject to any annual pay award. The market factor will be applied in addition to the 

incremental point at which the individual is paid for NJC graded posts and in addition to their basic pay for Hay 

graded posts. 

The amount of any market factor should be clearly identified as a separate temporary payment/adjustment and not 

incorporated in the basic grade/rate of pay for the post. It will not alter the grade of the post which is determined by 

the job evaluation process. 

 

Payments will be made on a pro-rata basis to the hours worked for staff working part-time in the post, based on the 

amount for full-time employees.  The payment will be subjected to tax and national insurance contributions. 

 

As the market factor supplement forms part of the employee’s contractual pay, it is therefore pensionable. 

Employees are required to pay pension contributions on the value of the market factor supplement if they are a 

member of the Local Government Pension Scheme. 

 

The market factor supplement will be included in gross pay and will be included in calculations for e.g. sick pay, 

maternity/paternity/adoption pay, holiday pay, overtime pay, redundancy pay and when making any deductions. 

 

The HR Director must review at agreed intervals the payment of a market factor supplement in order to ensure that 

it continues to be justified and the amount paid is still appropriate.  The review date may differ from the salary 

review date, but must be done at least every two years, depending on the circumstance of the case.  



 

 

(Appendix 2) 

 

Terms of Reference – Pay Panel/Appeals Committee 

  

Pay Panel 

The Board shall establish a Pay & Remuneration Committee to agree and implement the approved Pay and Performance 

Management Policy in respect of the pay for all support staff 

Membership 

The Staff Pay & Remuneration Committee shall consist of at least two non-employee trustees, the Primary Director, 

the Secondary Director and a member of the HR team. The member of the HR team must withdraw when their own 

salary is being discussed.  

The salary of the CEO are remitted to a separate pay panel made up of the chair of the board plus two trustees. 

Terms of Reference   

The HR Director must 

 Ensure that pay recommendations for support staff are made and submitted to the Pay & Remuneration 

Committee in accordance with the terms of the Pay Policy and within their designated staffing budget and that 

staff are informed of the outcome of decisions of the Pay & Remuneration Committee and of the right of 

appeal. 

 

The Pay & Remuneration Committee is responsible for: 

 Determining the Pay Policy for TWHF and reviewing it annually, submitting any revisions to the Board for 

approval; 

 Advising the Board /Finance Committee on current and future pay levels; 

 Ratifying appropriate salary ranges and starting salaries for additional payment ranges and members of the 

leadership group; 

 Ratifying annual pay progress, (by 31st March at the latest) as set out in the Support Staff Pay and Performance 

Management Policy, taking account of any recommendations made through the PMR process. 

 Determining the application of national inflationary increases as required; and 

 Monitoring and reporting to the full Board on the annual pattern of performance pay progression at each level 

and the correlation between pay progression and outcomes for pupils.  

 

The Board is responsible for: 

 Establishing a Pay Appeals Committee as described below to deal with all appeals against pay decisions.  

 

Appeals Committee 

 

Membership  

The Pay Appeals Committee shall consist of at least three named members of the Board, none of whom shall be 

employees or members of the Pay & Remuneration Committee, the Chief Operating Officer and a member of the HR 

Team.  

The Line Manager may be invited to attend proceedings of the Pay Appeals Committee for the purpose of providing 

information and advice (except where the appeal is in respect of his/her own salary, where s/he will attend for the 

purposes of making his/her case).  


