


[bookmark: _GoBack]Huntington School Upper Pay Range (‘Threshold’) Assessment Support

This document should be read in conjunction with the school’s Pay Policy and Performance Management Policy.

1. Role and Responsibilities

1.1. The Governors’ Pay Committee
1.1.1. The Governors’ Pay Committee has a legal responsibility for making the final decision about whether a teacher should move on to the Upper Pay Range but it delegates the receipt and assessment of Upper Pay Range (‘Threshold’) Applications to the Headteacher. The Headteacher then makes a recommendation to the Governors’ Pay Committee as to whether a teacher should move on to the Upper Pay Range.

1.1.2. The Governors’ Pay Committee, having decided to endorse a successful application, is under a duty to move the teacher concerned to UPR 1 of the pay scale for UPR teachers.

1.1.3. The Governors’ Pay Committee has established procedures for hearing appeals (see page 27 of the school’s Pay Policy).

1.2. The Headteacher
1.2.1. Headteachers have a professional duty to assess Upper Pay Range (‘Threshold’) applications (including those from teachers currently absent from school for any reason and those who have left the school after submitting their application), and to provide feedback to the teacher. This duty cannot be delegated to a Deputy or Assistant Headteacher, except in the absence of the Headteacher when the Deputy may exercise this duty.

1.2.2. Where a teacher has cited evidence from more than one school, Headteachers should consult the previous Headteacher(s), in order to verify the accuracy of that evidence and whether it is representative of the teacher’s performance. 

1.2.3. The Headteacher should promptly notify the Governors’ Pay Committee of his/her assessment of the Upper Pay Range (‘Threshold’) application once it has been assessed and his/her recommendation to move, or otherwise, to the Upper Pay Range.

1.2.4. Headteachers should keep the contents of Upper Pay Range (‘Threshold’) applications and all other documents associated with an applicant’s application confidential. Headteachers should not disclose details to anyone who is not involved in assessing or reviewing the application. 


1.3. Members of the SLT and TLR postholders
1.3.1. Teachers who manage staff have a professional duty to assist, on request, the Headteacher to carry out Upper Pay Range (‘Threshold’) assessments of the teachers they manage. The duty can only reasonably apply to teachers with management responsibilities who have an overview of the relevant aspects of the work of the teachers concerned. Such managers could be a Subject Leader, a Head of House or a member of the School Leadership Team.

1.3.2. All individuals involved in the assessment process must act fairly and in particular must not discriminate unlawfully on the grounds of a person’s sex, sexual orientation, age, ethnic origin, religious beliefs, disability, part-time working, fixed-term contract or trade union activities. Teachers who believe that they have been discriminated against unlawfully have recourse to the pay appeals process within their school in addition to other legal rights and remedies.


2. The Application Process
2.1. Applying for assessment is a voluntary process and entirely a matter of choice for individuals. Teachers are responsible for applying for assessment and they must apply to the Headteacher.


3. Evidence
3.1. It is the teacher’s responsibility to provide summarised evidence – in the form of concrete examples from their day-to-day work – in support of an application. This evidence should be as recent as possible and clearly demonstrate that the teacher has worked at the level indicated by the Upper Pay Range Progression Criteria for a sustained period immediately before the application is submitted. 

3.2. Normally, the evidence should cover two years leading up to and ending at the date of their application. In certain circumstances, evidence collated over a period of up to five years can be taken into account (see below). The evidence of teaching should be taken from all educational settings where the applicant has taught children of school age (up to 19 years of age).

3.3. In assessing evidence provided by teachers some fluctuations in performance are only to be expected. Headteachers will be seeking to determine whether the evidence is accurate and is indicative of the teacher’s overall performance against the Upper Pay Range Progression Criteria. 

3.4. There is no requirement to prepare portfolios of supporting evidence. However, teachers must have immediate access to all evidence cited and any key supporting material such as feedback from classroom observation, students’ work, their own records or schemes of work should the Headteacher wish to see them.

3.5. When making their applications, teachers may want to draw upon evidence from the outcomes of their Performance Development Reviews. Over time it is expected that information from Performance Development Reviews – including information from classroom observations – will provide the bulk of the evidence used to support an applicant’s application. 


4. Absence
4.1. [bookmark: page13]Teachers who have not been teaching children up to 19 years of age in the two years immediately preceding their application and who are not covered by the specific absences defined in the STPCD (paragraph 1.8), or where the Governors’ Pay Committee does not exercise its discretion to recognise the absence, but who have worked for an aggregate period of at least two years in the five years preceding their application, should cite evidence from the most recent two year period (or an aggregate) ending at the point when they last taught children up to 19 years of age. They should not cite evidence more than five years old.

4.2. Absences not covered by the STPCD could, for example, be as a result of the teacher being: an individual who had taught entirely outside the maintained or school sector; on secondment; on study leave; on a career break for reasons other than those specifically covered by the STPCD and regardless of whether the break was in-service or not. 

4.3. All teachers must be in-service on the date of their application to be eligible to apply. Teachers can be absent from work on the date of application, such as on maternity or similar leave, study leave, sickness absence, career break or secondment etc., as long as they are still in service. 


5. Teachers who work in two or more schools simultaneously 
5.1. Where a Upper Pay Range (‘Threshold’) applicant is simultaneously employed to teach at two or more schools (e.g. part-time teachers, or supply teachers attached to those schools) the teacher should submit their application to the Headteacher of the school at which they spend most time. The Headteacher of that school would then assess the application, with appropriate input from the Headteachers of the other school or schools. Where the teacher spends equal time in each school, they should submit their application to the Headteacher of the school at which they have been employed the longest, and the Headteacher of that school would then be responsible for making the assessment. The Headteacher who will be conducting the assessment should consult with the other Headteachers in assessing the application and they should participate in the assessment. 

5.2. Where all the relevant Headteachers agree, it is also possible for any one of them to assess the application if appropriate. Regardless of the number of Headteachers who contribute to the assessment, only one Headteacher should decide whether each of the standards has been met. 

5.3. Teachers may make only one application, however many schools they work in. 


6. Teachers who have worked in two or more schools during the evidence period 
6.1. Teachers who cite evidence from more than one school (e.g. teachers who have changed jobs) should submit their application to the Headteacher of the school they are contracted to work in on the date of submission of their application. 

6.2. [bookmark: page15]That Headteacher should consult with the Headteachers of the other schools in assessing the application and those Headteachers should participate in the assessment. 


7. The assessment process
7.1. The Headteacher must first be satisfied, through the outcomes of Performance Development Reviews, that the teacher meets the Teachers’ Standards 2012 before going on to assess whether the teacher meets the Upper Pay Range Progression Criteria outlined in Appendix 3 of the school’s Pay Policy.

7.2. If the Headteacher is not satisfied that the teacher meets the Teachers’ Standards 2012, the application must be rejected and the teacher provided with a written explanation for the rejection. The Headteacher should do this within 20 working days of informing the Governors’ Pay Committee of the decision. In such cases no assessment will be carried out against the Upper Pay Range Progression Criteria. 

7.3. If the Headteacher is satisfied that the teacher meets the Teachers’ Standards 2012 s/he must go on to assess whether the teacher meets the Upper Pay Range Progression Criteria.


8. Action After Assessment Against the Upper Pay Range Progression Criteria
8.1. Feedback to applicants
8.1.1. After carrying out an assessment against the Upper Pay Range Progression Criteria, the Headteacher must notify the teacher of the outcome of that assessment, and should do this within 20 working days of informing the relevant body of the recommendation with regard to the teacher moving to the Upper Pay Range. The original application form should be returned to the teacher showing any findings/comments the Headteacher may have recorded on it. 

8.1.2. The Headteacher should provide feedback on each of the Upper Pay Range Progression Criteria and the reasons for the outcome of the application. Headteachers should record details of any additional evidence they used in determining that the Upper Pay Range Progression Criteria have or have not been met. A concise record of the reasons for which a criterion has or has not been met, should provide sufficient written feedback, although Headteachers may supplement this. 

8.1.3. Feedback should be sensitive, informative and developmental. Feedback should help the teacher and their manager to identify clear priorities for future professional development. 

8.2. Unsuccessful applicants – written feedback
8.2.1. In the case of unsuccessful applicants, within 20 working days of informing the Governors’ Pay Committee of the recommendation with regard to the teacher not moving to the Upper Pay Range., Headteachers should give written feedback on the reasons for the outcome of the application, criterion by criterion, including those where the criteria have been met. The Headteacher should also provide the teacher with clear advice about how the teacher needs to develop in order to meet the Upper Pay Range Progression Criteria.

9. Appeals against not meeting the Upper Pay Range Progression Criteria
9.1.  All appeals must be made using the procedures set out in the school’s Pay Policy. 
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