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1. Aims and scope 
 
Educational visits are activities arranged by, or on behalf of, our school, which require students 
to leave the school premises, having been authorised to do so by the headteacher(s) or other 
designated member of staff. 
 
At the Frances Bardsley Academy we believe that learning outside the classroom is an 
essential component of our curriculum. Our educational trips are many and varied, but with a 
clear purpose offering our students unique opportunities to develop their resourcefulness and 
initiative, to extend their learning and to spend time together in an informal environment. 
 
This policy sets out our approach to planning and operating educational visits, to ensure the 
health and safety of our students and staff, and to make sure that our visits are available to all 
students. It sets out the roles and responsibilities of staff, students and volunteers when it comes 
to visits. 
This policy applies to activities taking place within and outside of normal school hours, including 
weekends and holiday periods. This includes (but is not limited to): 
 Visits to places of interest in the local area 
 Day visits to places such as museums and other cultural and educational institutions 
 Sporting activities  
 Adventurous and recreational activities 
 Residential trips organised by the school 
 Trips abroad organised by the school 
 

2. Legislation and guidance 
It is the Academy’s duty to ensure that all educational visits are safely managed and that the 
health, safety and welfare of students, staff and volunteers are maintained in accordance with 
the guidelines provided by the DFE in the Health and safety on educational visits (November 
2018) posted on DFE website https://www.gov.uk/government/publications/health-and-safety-
on-educational-visits  
 
This policy also follows legislation and statutory guidance: 
 Equality Act 2010 
 SEND Code of Practice  
 Keeping Children Safe in Education 2022 
 

3. Roles and Responsibilities 
 

Local Governance Committee 
The Local Governance Committee will satisfy themselves that appropriate safety measures are 
in place and that training needs have been addressed. The LGC will approve residential and 
overseas visits, and delegate the responsibility for the approval of other visits to the 
headteacher(s).  
 

Headteacher(s) 
The headteacher is responsible for: 
 Approving staff requests for educational visits, including having final authority to approve any 
educational visit of less than 24 hours 
 Making sure staff, including the educational visits co-ordinator, have received any necessary 
training 
 Working with the LGC to approve residential trips of more than 24 hours 
The educational visits co-ordinator (EVC) 
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Their role is to:  
 Oversee and guide other staff to arrange and organise educational visits 
 Assess the ability of other staff to lead visits and a designate suitable trip lead for each visit 
 Assess outside activity providers 
 Advise the headteacher and LGC when they’re approving trips 
 Access the necessary training, advice and guidance 
Evaluate all visits once complete, from planning to the visit itself, and use this to improve future 
arrangements 
 

Trip lead 
Every educational visit will have 1 member of staff designated as the trip lead. The trip lead will: 
 Plan the proposed visit, considering the health and safety risks to students, staff and 
volunteers 
 Assign staff and volunteer roles, as needed 
 Make sure the school has accurate and up-to-date information about the trip destination, to be 
used in risk assessments  
 Make sure the needs of everyone taking part are considered, including co-ordinating any 
additional support needed  
 Make sure parents and carers are given accurate information about educational visits, 
including any costs or necessary equipment not supplied by the school or a third party 
 Communicate key details about the visit and all locations to staff, students and parents/carers, 
including roles and responsibilities and expected behaviour  
 Make sure staff are capable and able to fulfil their roles at all times while responsible for 
students and others 
 
The Trip Organiser has overall responsibility for the supervision and conduct of the visit and 
continues to monitor the arrangements to ensure the ongoing health and safety of the group. The 
Trip Organiser is responsible for seeking approval and advice from the EVC, assessing the risk 
levels of the trip and making the necessary safety arrangements. 
 

Other Staff 
Other supporting staff have a responsibility to make sure all students and staff who take part in 
visits are kept safe and understand the proper way to prepare for trips, as well as how to act while 
taking part. They will: 
 Carry out any required risk assessments and work with the trip lead 
 Look out for the health and safety of themselves and those around them  
 Help manage student behaviour and discipline as required while on the visit 
 Share any concerns or worries with the trip lead and others, as appropriate  
 
The Academy recognises the key role of accompanying staff in ensuring the highest standards of 
learning, challenge and safety on an educational visit. The selection of staff for educational visits is 
a key priority in determining the initial approval of any proposed visit. Where it is appropriate the 
Academy will ensure that DBS screening is available for volunteer adults assisting with 
educational visits e.g. overnight stays.  
 

Volunteers 
Volunteers attending school trips, including parent volunteers, agree to: 
 Follow the directions of staff and act accordingly 
 Behave appropriately and model good behaviour for students 
 Report any concerns to the trip lead or other staff present as soon as possible 
 Make sure students under their supervision are acting safely and appropriately, and raise any 
issues with staff as soon as possible 
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Parents and carers 
By agreeing that students can take part in educational visits, parents/carers agree that they will: 
 Provide all information required, such as emergency contact details and health/medicine 
information if applicable 
 Sign and return consent forms and any other documentation required in a timely manner 
 Share any concerns or information about the student that may affect or impact their ability to 
safely take part in the trip 
 
In all cases the parent consent form requires that parents agree that the Academy reserves the 
right to send their daughter home at the parent’s expense if she jeopardises her safety, the safety 
of others or the good name of the Academy. For residential visits it may be appropriate to require 
parents and students to sign a Code of Conduct Agreement. 
 

Students 
Our school behaviour policy also applies to all educational visits. This includes the expectation 
that students will: 
 Follow instructions given to them while on the trip 
 Dress and behave as expected for the length of the trip 
 Take responsibility for their own safety and the safety of others, reporting any concerns to a 
staff member or trip supervisor 
 
Students will always be reminded of our behaviour expectations before going off-site for a visit, 
and will be expected to uphold the school’s behaviour policy at all times. 
For all visits, the students should be adequately briefed about the aims, expectations and 
codes of conduct for the visit. Students should be engaged in evaluating the risks of the tasks 
they are about to undertake.  
 
 
4. Planning and preparation 
 

For any venture, a preliminary discussion must be had with the Headteacher(s) or senior 
leader in charge of trips and visits and subject to satisfactory submission of a draft outline for 
the educational visit, preliminary approval will be given to continue. 
 
Residential visits or hazardous activities need to be agreed by LGC via the Headteacher(s) in 
the previous academic year unless there are exceptional circumstances. 
 
In deciding if a visit application merits approval to take place, the school will consider 
the following: 
 

 Objectives: There are clear and justifiable objectives for the visit. For example, where does 
it fit into the structure of the year? What is the educational value of the event to individuals and 
groups? 
 Finance: The trip is financially viable and the expense for students is commensurate with the 
educational value. The financing of the trip must comply with FBA regulations. 
 Leadership: The visit leader is clearly identified and sufficiently responsible and capable of 
taking charge of the particular visit. 
 Timings: What are the teaching implications due to staff and student absence? Can the trip 
be undertaken at a more convenient time during the academic year? 
 Inclusion: Do the arrangements allow all students from the target year group/ subject group 
equal access to the trip/ visit regardless of background or abilities? 
 Risk assessment plans, first aid provision and insurance  
 
In cases where a trip involves activities for more than 24 hours, an overnight stay and/or travel 
overseas, the headteacher(s) will seek approval of the LGC.  
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5. Inclusion 
 

All students, regardless of background or abilities, should be able to take part in every aspect of 
our school life, including visits. If a student with a disability, statement of special educational 
needs (SEN) or an education health and care (EHC) plan, or any other specific needs (e.g. 
medical conditions including allergies) is participating in the visit, they will have the same support 
that is available to them during the school day.  
We will adjust the trip programme where necessary, working with parents/carers to provide 
additional support, making reasonable adjustments to itineraries, providing additional support 
staff, and other adjustments as appropriate.  
Additional risk assessments may be carried out to ensure the safety of all staff and students.  
 
6. Risk assessment 
 

A full written Risk Assessment is required for all visits (using the Evolve system and related 
paperwork).  
The Risk Assessment must: 
a) Identify specific hazards/risks associated with activities 
b) State who is at risk. 
c) Set out measures to control/minimise the risk.  
d) any specific medical issues and allergies (for staff and students) 
e) Calculate the estimated Risk Rating 
f) Set out the emergency procedure to be followed. 
g) Include a completed ESRA (EV5)  
h) Include other relevant risk assessments for adventurous or riskier activities e.g. swimming  
 

All Risk Assessments must be visit specific and must cover the full itinerary. Risk Assessments 
should be reviewed and, if necessary, updated, even for visits/expeditions that occur regularly. 
 

If a licensed provider is responsible for a visit/activity, you are advised to ask for a copy of their 
own Risk Assessment and to refer to and include this as part of your own. 
 

There must be on-going risk assessment by group leaders and staff as the visit progresses and 
as circumstances require. On expeditions and visits involving hazardous activity, Group Leaders 
and staff should always have and be prepared to revert to a ‘Plan B’. Students must not be made 
to undertake or to continue with an activity if they are expressing serious concerns about their 
health, well-being and overall safety. 
 

Any student who is deemed to be a risk to the safety of other students should not be allowed on 
a visit. (In such circumstances you must discuss the matter with the EVC in the first instance). 
 

Generic risk assessments are available from the EVC and may be helpful (though they must be 
adapted to the specific visit). 
 

It is important that students going on a visit are properly briefed before departure and given clear 
instructions as the visit progresses. 
 

Trip leads must raise any concerns or questions about potential risks and safety measures with 
the headteacher and, where appropriate, third party vendors prior to any visit taking place.  
 

Every risk assessment will be approved by the headteacher, and a copy taken on the visit and 
another copy left with the emergency contact (member of SLT) 
 

A full risk assessment must be complete by: 
 4 weeks before the start of the trip for day visits 
 7 weeks before residential and adventurous visits. The Local Authority require 6 weeks’ 
notice to approve the visit.  
 

All the associated paperwork can be found in the All Staff drive  
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Staff to student ratios 
It is important to have a high enough ratio of adult supervision to students for any visit. Various 
factors should be taken into consideration such as the: 
 age of the group  
 type, level and duration of the activities 
 duration and nature of the journey  
 nature and requirements of individuals within the group including consideration of special and 
additional needs 
 experience and competence of the staff and other adults 
 venue, time of year and prevailing/predicted conditions 
 contingency/ Plan B  
 medical needs of any students within the group. 
 
Supervision covers 24 hours of the day and the minimum supervision recommended ratios are 
within the LA approved limits: Age 11 – 18 (Years 7 -13) 1:15 - 20 
 
At FBA, we expect a minimum of 2 staff must accompany any group of students, unless agreed 
otherwise by the EVC and headteacher. An example of a trip where 2 staff might not be required 
would be a public bus ride into Romford with a small group of Sixth Formers. If students are not 
accompanied by an adult, specific permission must be sought from parents/carers. 
 
For day trips, we expect a ratio of 1 member of staff per 15 girls not to be exceeded, with a 
suggested minimum of 2 staff for every trip. 
 
For residential trips (UK and abroad), a ratio of 2 members of staff for the first 20 students and 
1 member of staff for every subsequent 20 students is the suggested guideline. At least one 
member of staff on all trips must be female. 
It is good practice for at least one member of staff to be First Aid trained. 
 
 All supervising adults will be made aware of any medical issues or allergies at the start of the 
trip 
 Adults without a DBS check will not be left alone with students at any time 
 The trip lead and staff will take regular headcounts and/or rollcalls  
 

First Aid 
First aid requirements form part of the risk assessment carried out by the trip leader. As a 
minimum a suitably stocked first-aid box and a person appointed to be in charge of first aid 
arrangements will be in place for every trip. Increased levels of first aid cover will be dependent 
upon the nature of the trip and the students taking part. 
 
It is best practice to take one 1 first aid trained member of staff per visit; however, if the 
destination of the trip is to a place where medical assistance is easily available or where trained 
first aiders are present, then it may not be necessary to have a trained first aider amongst the 
accompanying staff e.g. a day trip to London; Colchester Zoo; an art gallery 
A visit rated as overall low risk will only require 1 first aid trained staff member. Students with 
serious medical conditions such as anaphylaxis, or insulin dependent diabetes will require a 
higher level of first aid competence during the trip such as an HSE Appointed Person or 
Emergency First Aider at Work (EFAW). 
 
Activities which are potentially hazardous or remote from medical assistance will also require a 
higher level of first aid competence namely an HSE certified First Aider (FAW). 
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Remote Supervision 
‘Unsupervised time’ on a visit is no longer an acceptable concept. At all times group leaders 
and staff are responsible for students. Any period of ‘remote supervision’ must be covered by 
the drawing of clear boundaries for students, emergency procedures and how contact with 
staff can be made. It is often good practice to issue students with a card giving mobile phone 
contact numbers of staff and the address and contact numbers of the place of residence if an 
overnight stay is involved. The associated hazards should be considered in the overall risk 
assessment. When under remote supervision, students should normally be in groups of at 
least four and briefed on how to respond to an emergency. Parents must be fully briefed on 
the arrangements for any period of remote supervision. 
Students who are under remote supervision must remain in groups of at least 4 people.  
 
 
7. Travel Arrangements and Transport 
 

Only reputable companies are used for transport. The travel requirements are risk assessed 
considering all the relevant factors such as distances to be travelled and likely weather conditions 
and appropriate arrangements are made to ensure optimal safety conditions for travel.  
All staff who drive students are checked for valid driving licences, and, if they are driving a minibus 
they must follow the guidance of the Trust and DVLA. 
The safety standards in some countries for roads and vehicles are variable and the Trip Organiser 
must inform parents when this will be the case. The Trip Organiser must carry out all reasonable 
checks to make sure that safety is maintained as far as is reasonably practicable. 
 

Unless previously agreed with parents, transport for visits will leave from, and return to, the 
school site. 
 
 
8. Use of external organisations, Tour Companies and External Providers 
 

As part of the risk assessment process, we will check that any external organisations providing 
an activity have appropriate safety standards and liability insurance. This includes checking that 
organisations hold the Learning Outside the Classroom (LOtC) Quality Badge. Where an 
organisation does not, we will check additional details as outlined in the DfE’s guidance on 
health and safety on educational visits to make sure it is an appropriate organisation to use.   
We will have a written agreement in place with each external organisation outlining what 
everyone is responsible for during the activity.  
 

The Academy will look to only use licensed providers (e.g. Adventurous Activities Licensing 
Authority AALA). It is also advisable to obtain recommendations from other schools that have 
used the provider if the company is otherwise unknown to you.  The Borough of Havering will 
request whether destination and providers are LOtC Quality Badge Holders; if not, trip leaders 
will need to fill out the EV4 form. 
 
For adventurous or remote expeditions, the risk assessment process and advanced visit 
may be replaced by information and advice received from other sources (e.g. school or 
independent person with local knowledge). Where this is the case the risk assessments must 
take this into account and the leader must be sufficiently experienced. 
 Written risk assessments and measures to control the risks must be produced. Control 
measures must be understood and complied with by all persons staffing the visit. 
 Consideration must be given to deciding if contractual insurance (personal accident and 
travel insurance) is necessary for the participants and staff and for informing parents about 
any cover applying to the visit. 
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9. Accommodation 
 

Where overnight accommodation is involved, fire exits and emergency evacuation procedures 
should be checked by the Group Leader on arrival. The group should then be given a 
briefing/fire drill. 
 

Students should know where staff rooms are located and these should be in the vicinity of 
student accommodation. Group accommodation should be located in one area rather than 
scattered in different parts of a residential complex. As far as is reasonably possible, ground 
floor accommodation should be avoided for female students. It is important to have proper 
details of the accommodation that is being provided before the visit, even if a pre-visit is not 
possible. The Group Leader should have a room list. 
 
10. Communication and consent 
 

Parental Consent: Parents must give this consent on the basis of having been fully informed of 
the arrangements for the visit. They should not be informed on a ‘need to know’ basis only. 
 
Students may not go on a visit if the signed consent form has not been received. 
 

Day Visits: When parents give their consent, they should be aware of the following as 
applicable to the specific visit: 
 The purpose of the trip and a broad itinerary 
 Start and end times and arrangements for collection/ dismissal at the end of the trip 
 Any hazardous activities, the supervision provided and the risk assessment. 
 Details of any periods of ‘remote supervision’ provided and the control measures in place. 
 Medical arrangements e.g. policy on the dispensing of medication (normally if a student needs 
to purchase and take any medication, she should obtain either in advance or at the time 
permission from a parent). 
 
Residential Visits: In order for parents to give their consent they should be aware of the 
following via letters and a risk assessment meeting for parents: 
 The itinerary and the supervision provided 
 Any hazardous activities, the supervision provided and the risk assessment. 
 Details of any periods of ‘remote supervision’ provided and the control measures in place. 
 Insurance arrangements including insurance for hazardous activities. Policy schedules must 
be provided as appropriate. 
 Medical arrangements e.g. policy on the dispensing of medication (normally if a student 
needs to purchase and take any medication, she should obtain either in advance or at the time 
permission from a parent). 
 Full contact details of the hotel/place of residence and group leader. 
 The Code of Conduct for the visit 
 A copy of the risk assessments will be made available on request 
 
The signed consent forms should be retained by the Group Leader throughout the visit. A copy 
of the set of consent forms must be given to the EVC before departure. 
 
All staff should be given and retain through the visit a list of staff and students on the visit, along 
with their mobile contact numbers, their emergency home contact numbers and the contact 
numbers for the hotel or equivalent if a longer or overseas visit. To comply with GDPR 
regulations, when not being carried by the trip leader, this must be in a secure place e.g. a locked 
room. 
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Medical Information 
When assessing risk, particular attention is paid to any member of the group who has a disability, 
medical condition, or specific educational need. As previously stated parents are requested to 
provide any update of medical information on the consent form and to give consent for any 
emergency medical treatment which may be considered necessary. In addition, the school data 
base is checked for medical conditions. Key staff such as the Health Care Coordinator are 
consulted where further information and advice is required as well as the parents. 
 
It is the Trip Leader responsibility to take all medical information on the trip and ensure the 
relevant supervising staff are provided with appropriate information. Students must be reminded 
and checked that they have all the necessary medication and equipment. 
 

 
Emergency Procedures 

The Trip Leader must ensure that full details of the visit are retained at school by key personnel 
who can be contacted if there are changes of plan or if there is an emergency.  
The Trip Leader and staff must be familiar with the act in accordance with HASPEV Section 10 
Emergency Procedures and the ‘Emergency Procedures for Group Leaders’ (A handbook for 
Group Leaders part 3 supplement to HASPEV). Staff must ensure that they keep emergency 
contact details for students and staff with them at all times, and that they have the correct 
insurance information readily available. 
 
In an emergency, the school staff will: 
 Ensure that the group are all present and accounted for 
 Seek immediate medical attention for any casualties 
 Ensure that any casualty going to hospital is accompanied by a teacher 
 Maintain adequate supervision for the remaining group members 
 Notify the police and/or the British Embassy as appropriate 
 Keep the emergency school contact information of the nature, date and time of the incident, 
location, names of casualties and details of their injuries, names of others involved so that 
parents can be reassured. 
 
And in accordance with Emergency Procedures for Group Leaders the Academy staff will: 
 Know that no-one in the group should speak to the media. All media enquiries should be 
handled by the designated media spokesperson 
 Names of those involved in the incident should not be given to the media as this could cause 
distress to their families 
 Record accurately as soon as possible all relevant facts and witness details and preserve any 
vital evidence 
 Parents are to be provided with the contact details of the Trip Leader and for residential trips, 
the contact of members of the School Leadership Team. 
 

Insurance 
The School’s insurance policy provides group cover for all members of parties involve in non- 
hazardous trips. Details can be obtained from the Finance Officer. 
 
Hazardous activities require separate insurance and you must discuss this with the Finance 
Officer. If you are using a licensed provider you must obtain details of their insurance 
arrangements and parents should be given a copy of the policy schedule. 
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11. Residential visits 
 

The headteacher, together with the LGC, will approve all residential trips longer than 24 hours. 
The planning and preparation laid out in this policy will apply to residential visits as well as 1-day 
visits. In addition, the trip lead will make sure: 
 Staff have received any necessary training 
 All necessary permissions and medical forms are obtained at least 1 month before the start 
of the trip 
 All adults, including volunteers, have had adequate safeguarding checks. Where appropriate 
– e.g. if the volunteer will be in direct unsupervised contact with students – this will include 
relevant DBS checks 
 Parents and carers will be given information about the visit and asked for permission at least 
2 months before the first day of the visit. 
Information shared with parents will include: 
 The dates and time of departure and return to school  
 The full address and contact details of the destination 
 Planned activities and options 
 Meal provision  
 Costs and optional charges, including deposits and the date by which this must be received, 
in line with our charging and remissions policy (this will include information about exemptions) 
 Clothing and equipment provided, and what students must bring themselves 
 Public health requirements, including any required vaccinations  
 Accommodation options and arrangements 
 The names of staff attending   
 
For visits abroad, we will make sure that any organisation providing activities hold the LOtC 
Quality badge or similar local accreditation. We will follow the Foreign and Commonwealth 
Office’s overseas travel guidance and foreign travel advice when organising these visits.   
 
 

Passports, Visas and GHIC (EHIC)  
Group Leaders should make a copy of all passports, visas and GHIC (EHIC) and relevant travel 
insurance, and retain a copy throughout the visit.  A second copy should be given to the EVC 
before departure. For trips in Europe all students should have an a GHIC (EHIC) or appropriate 
travel insurance. 
 
12. Educational Visit Evaluation 
 

The Academy recognises that every educational trip requires considerable time and effort to 
organise, and there are associated costs such as lessons missed, staff cover, study and revision 
time lost. For this reason, the Trip Leader is required to state the purpose of the visit at the 
outset when seeking initial approval. 
 

The Trip Leader should evaluate the trip on return and liaise with the Finance Team to ensure 
that the finances are complete. 
 
If required, the Trip Leader must submit the Standard accident report form to the Health & Safety 
Officer for any accident that resulted, or could have resulted, in serious injury.  
An Incident Report must be submitted to the school giving details of any incident that could have 
had severe consequences to the welfare of any participant or staff member, and any failure of 
the services offered by a provider. 
 



11
 

Appendix  
 
Parent Volunteers for School Trips and Activities 
 
(This appendix should be read in conjunction with the Academy’s Safeguarding and Child 

Protection Policy for Schools). 
 
Parent Volunteers who are engaged in formal regular contact with students (e.g. through library 
duty, sports coaching or supporting a club or society) will be subject to the normal school 
procedure for checking staff, including a requirement for a DBS disclosure. 
 
Parent Volunteers who may be considered by the School to accompany a school trip or visit 
that involves a residential stay will be subject to the normal school procedure for checking 
staff, including a requirement for a DBS disclosure. 
 
It is an offence for any person barred by the ISA from regulated activity with children to seek 
to volunteer for such activities. 
 
Parent Volunteers who assist the Academy in one-off activities or shorter trips (not involving 
a residential stay) will agree to be subject to the Academy’s guidance for their involvement. 
 
This guidance states that: 
 Parent Volunteers will receive a copy of the Academy’s Safeguarding and Child 
Protection Policy in advance of their involvement and will provide formal evidence to the 
Academy that they have received, read and understood this policy. 
 Parent Volunteers cannot be included in the staff, student ratio for any trip or activity. 
 Parent Volunteers must never be allocated sole responsibility for an individual child or 
group of children on any trip or activity. 
 Parent Volunteers must always work under the direct supervision and guidance of a 
nominated member of staff on any trip or activity. 
 The member of staff in charge of the trip or activity where Parent Volunteers are involved 
must make reference to their involvement and the guidance given to parent volunteers in the 
Risk Assessment prepared in advance of the trip or activity. 
 
If a member of staff in charge of a trip or activity has any questions about the guidance given 
above they should contact the EVC or the appropriate Designated Teacher for Child 
Protection. 
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The Frances Bardsley Academy for Girls  

Educational Visits Protocol 

 

1. Trip Approval - Trip to be agreed by the Joint Headteacher (or senior leader in charge of trips 
and visits). This can be completed when the calendar is written or by completing an Additional 
Calendar Request and submitting to SLT i/c trips David Turrell). 
Residential visits or hazardous activities need to be agreed by Governors via the Headteacher in the 
previous academic year unless there are exceptional circumstances. 
 

SLT i/c trips (David Turrell) to notify the Trip Leader and EVC by email, when trip has been approved. 
 

2. Costing - A Costing sheet (School Trip Proforma) needs to be completed before any 
commitments are made and agreed by Headteacher and the Finance Team. The cost of cover must 
be included. If it involves travel e.g. a coach, there must be at least three quotes and it is the 
responsibility of the group leader to organise these, not the Finance Office. Once the Costing sheet 
has been approved, this needs to be given to Finance Department. There is a 3% admin cost which 
needs to be added to all trips which require the collection of money.  
 

3. Letter - The trip leader produces a letter to all parents (following the guidelines for letters 
concerning visits) and passes to the Joint Headteacher for approval before it is distributed to 
students.  
There may be different letters required depending on the nature of the visit i.e. launch letter, 
confirmation letter; specific details letter etc 
 
Most letters should include: 
 Dates and timings 
 The nature of visit  
 Cost and payment procedures 
 Permission slip 
 Medical form (for residential visits) 
 Other specific instructions e.g. kit list; travel documentation; spending money 
 

It is vital that all letters concerning visits include a reference to girls not being excluded from visits for 
financial reasons.  
 

Once approved, the letter can be sent home via Parentmail and a copy given to the EVC and Finance 
Department. 
 

You may need additional letters nearer the time of the visit with specific instructions.  

 

4. Collection of payments - The trip or event is loaded onto PARENTPAY where parents/carers 
can log into their account and pay online. The parent/carer will receive an automatic email receipt 
confirming that their payment has been made. Parentpay will keep a record of all payments received 
and can provide reporting to keep track of outstanding payments. 
 

Visit leaders should check regularly with the Finance Assistant that students are paying in expected 
monies and chase up debtors. If financial viability becomes a concern, this should be raised with 
Joint Headteacher immediately.  
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5. Orders and Payments - The Trip leader needs to liaise with the Finance Assistant or ASO about 
the booking of coaches, tickets etc and complete the relevant order forms. Order forms and currency 
requests should be with the Finance Department 10 working days before any payment is due. 
 
 

6. Staffing - The Trip leader must agree staffing with SLT i/c trips (David Turrell) via the SLT line 
manager. The Academy has the final decision on staffing.  If this changes then the Joint Headteacher 
via the SLT line manager should be notified and agree changes. The EVC and SLT i/c trips and visits 
should be informed by the member of staff in charge of the trip. 
 
Ratios: Supervision covers 24 hours of the day and the minimum supervision recommended ratios 
are within the LA approved limits: 

 Age 4 and under (Nursery) 1:6 
 Age 5-6 (yrs 1 & 2)              1:6 
 Age 7-10 (Yrs 3 - 6)             1:15 
 Age 11 – 18 (Yrs 7 -18)       1:15 – 20 
 

A good rule to work by is: 2 members of staff for the first 20 students and then 1:20 after that.  

 
It is possible that visits involving the 6th form can be unaccompanied. Please liaise with D Turrell if 
this is something you are considering.  
 
First Aiders:  
 It is advisable that you have a first aider on a visit; however, if this is not possible please speak to 
D Turrell. The nature of the visit and the destination may allow a degree of flexibility with this 
 There should be at least one First Aider present for all residential visits 
 The number of first aiders required will be determined by the number of students on the visit 
 The first aiders may require additional training based on the needs of the students e.g. epi-pen 
training.  
 
7. Risk Assessment - The Trip leader must produce a risk assessment on Evolve. The Risk 
assessment must be sent initially to the EVC for checking. The EVC will then pass this onto the SLT 
i/c trips and visits for final approval.  
 Residential or Adventurous visits: you must complete the risk assessment 7 weeks before the 
date of the visit. The Local Authority require 6 weeks’ notice for the approval of all visits 
 Day visits: please ensure risk assessment documentation is submitted 4 weeks before the visit 
 

If a trip arises that does not fit into the timescales for the risk assessment process set by Havering, 
please speak to D Turrell.  
 
Purpose of the Visit: 
Do not put Personal Development as a purpose as it won’t be approved by the local authority  
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Risk Assessment Documents: 
Document Key Information 

ESRA (EV5)  
 

This is essential for all visits and is the main document to judge the risks and outline 
measures to mitigate the risks 
 
Plan B: please make sure this is specific  
 
Please make sure the signatures are added and the dates of the risk assessment meetings 
are recorded on page 4 

Itinerary All visits must have a detailed itinerary attached  
 

Letters Attach all parent letters to the risk assessment on Evolve 
Student details Make sure you have a copy of key information about the students and take this on the visit 

The information can be gathered via SIMs for day visits but up to date information must be 
copllected for residential visits 
Name     Emergency Contacts (x2) Name and Number      Medical Information  

Staff Details Complete the form with staff contact details and emergency contacts  
Other forms There are a range of other documents for specific visits and activities 

Accommodation      Swimming       Exchange visits  
 

8. Communication with Key People 
 Canteen - The Trip Leader must inform the canteen of the date of the trip and the number of 
students involved. 
 Staff - The Trip Leader must inform the year group ASO and Reception of the date, time of visit, 
names of staff and timings. Basic visit arrangements must be published in the Staff Bulletin. 

 

 Destination  List of Staff 

 Contact Number  Approximate time of arrival home 

 
9. Risk Assessment Meetings 

Day Visit Residential Visit 
Hold a verbal risk assessment with students prior 
to the visit, setting out expectations and    
outlining procedures to be followed as in the 
written risk assessment to reduce risks. It is good   
practice to record this – see separate guidelines. 

For residential visits, a risk assessment meeting 
attended by parents and students should be held 
at least one week prior to the visit. 
 
This could be done in person or via Zoom  

 

Staff Risk Assessment & Briefing - A staff briefing session to provide essential information 
including copies of risk assessments, student groupings and medical concerns, staff contact 
details and itinerary must be held in advance of the visit. 

 
10. Changes to the trip - Any changes to circumstances will necessitate a review of 
financial and risk assessments and should be taken to SLT i/c trips by visit leader to discuss 
consequences of change. 
 
11. Final Approval - Trips should not depart before the visit leader has checked with EVC 
that final approval of Risk Assessment has been given. 
 
12. Trip Evaluation - After the visit, an evaluation of the visit must be entered onto Evolve  
 
13. Final Accounts – Following the trip, the final accounts must be given to the Finance 
Office. 
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For Residential Visits including overseas trips 

Pre-visit: you may wish to conduct a pre-visit if possible to ensure you are familiar with the 
accommodation 
 
Fire Regulations and Evacuation: on arrival, you should brief the students (and staff) about the 
procedures for evacuation 
 
Rooming: ensure that you control the rooming rather than the students. It is advisable that you 
ensure that students get to room with at least one person they request; however, do not allow the 
students overall control of this process.  
 
Mobile phones: think about the way in which you would like students to use their phones. During 
school hours or directed activities, the same rules in school can be applied if you clearly explain 
the rationale 
 
Code of Conduct: you may wish to supply the students and parents with a CofC document that 
they sign  
 
 
 
 
Medical Facilities: you need to know how you will manage the need for a student to attend a 
doctors or A&E.  
 Where is the nearest facility? 
 How will you get there? 
 Payment (for non-UK trips) 
 Who will attend with the students?  
 
Key documentation for overseas visits: you will need to consider the following:  
 Insurance 
 Travel documents and visas 
 Health Insurance GHIC Cards 
 Currency 
 Local risks – use the FCO advice 
 Any inoculations or entry requirements in terms of health 
 

 

Updated: 20/11/2022 
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Purpose of the policy 

The centre is committed to ensuring that the exams management and administration process is run 
effectively and efficiently and in compliance with the published JCQ regulations and awarding body 
requirements.  

This exam policy will ensure that: 
 all aspects of the centre’s exam process are documented, supporting the exams contingency 
plan, and other relevant exams-related policies, procedures and plans are signposted to 
 the workforce is well informed and supported 
 all centre staff involved in the exams process clearly understand their roles and responsibilities 
 all exams and assessments are conducted according to JCQ and awarding body regulations, 
guidance and instructions, thus maintaining the integrity and security of the exam/assessment 
system at all times 
 exam candidates understand the exams process and what is expected of them 

This policy is reviewed annually to ensure ways of working in the centre are accurately reflected and 
that exams and assessments are conducted to current JCQ (and awarding body) regulations, 
instructions and guidance.  This policy will be communicated to all relevant centre staff. 

Roles and responsibilities overview 

The Head of Centre is the individual who is accountable to the awarding bodies for ensuring that 
the centre is always compliant with the published JCQ regulations and awarding body 
requirements to ensure the security and integrity of the examinations/assessments. 

The examinations officer is the person appointed by the head of centre to act on behalf of, and 
be the main point of contact for, the centre in matters relating to the general administration of 
awarding body examinations and assessments.  

The head of centre may not appoint themselves as the examinations officer. A head of centre 
and an examinations officer are two distinct and separate roles. (GR, section 2) 

Head of centre responsibilities  

 Overall responsibility for the school as an exam centre  
 
 Understands the contents, refers to and directs relevant centre staff to annually updated JCQ 
publications including: 
o General Regulations for Approved Centres (GR) 
o Instructions for Conducting Examinations (ICE) 
o Access Arrangements and Reasonable Adjustments (AA) 
o Suspected Malpractice - Policies and Procedures (SM) 
o Instructions for conducting non-examination assessments (NEA) (and the instructions for 
conducting coursework) 
o A guide to the special consideration process (SC) 
 
 Ensures the centre has appropriate accommodation to support the size of the cohorts being 
taught including appropriate accommodation for candidates requiring access arrangements for 
exams and assessments. 
 Ensures irregularities are investigated and informs the awarding bodies of any cases of alleged, 
suspected or actual incidents of malpractice or maladministration, involving a candidate or a member 
of staff, are reported to the awarding body immediately  
 Ensures risks to the exam process are assessed and appropriate risk management 
processes/contingency plans are in place (that allow the senior leadership team to act immediately 
in the event of an emergency or staff absence)  
 Ensures required internal appeals procedures are in place  

 
  



National Centre Number Register 

 Provides contact details and an address to which all correspondence in 
connection with the administration of examinations and assessments can be directed which 
must be the registered address of the centre 
 Ensures the National Centre Number Register annual update is responded to by 
the end of October 
 Takes responsibility for confirming, on an annual basis, that they are both aware of and 
adhering to the latest version of the JCQ’s regulations. This confirmation is managed as 
part of the National Centre Number Register (NCNR) annual update  
 

 Understands that this responsibility cannot be delegated to a member of the senior 
leadership team or the examinations officer, and acknowledges that failure to respond to 
the NCNR annual update, and/or the head of centre’s declaration, will result in: 
o the centre status being suspended 
o the centre not being able to submit examination entries  
o the centre not receiving or being able to access question papers  
and ultimately, awarding bodies could withdraw their approval of the centre 

Recruitment, selection and training of staff 

 Retains a workforce of an appropriate size and competence, including sufficient managerial 
and other resource, to undertake the delivery of the qualification as required by an awarding 
body. This includes taking reasonable steps to ensure occupational competence where this is 
required for the assessment of specific qualifications 
 Provides fully qualified teachers to mark non-examination assessments, and/or fully qualified 
assessors for the verification of centre-assessed components  
 Enables the relevant senior leader(s), the examinations officer (EO) and the ALS lead/SENCo 
to receive appropriate training and support in order to facilitate the effective delivery of 
examinations and assessments within the centre, and ensure compliance with the published JCQ 
regulations  
 Appoints an ALS lead/SENCo who will determine appropriate arrangements for candidates 
with learning difficulties and disabilities  
 Ensures that the ALS lead/SENCo has sufficient time to both manage the access 
arrangements process within the centre and familiarise him/herself with the JCQ 
publication Access Arrangements and Reasonable Adjustments 
 Ensures that the examinations officer is line managed and actively supported by a 
member of the senior leadership team who has a good working knowledge of the 
examination system 

Internal governance arrangements 
 Has in place a written escalation process should the head of centre, or a member of the senior 
leadership team with oversight of examination administration, be absent (included in exam 
contingency plan) 
 Has in place a member of the senior leadership team who will provide support and guidance 
to the examinations officer and ensure that the integrity and security of examinations and 
assessments is maintained throughout an examination series  
 Ensures centre staff undertake key tasks within the exams process and meet internal 
deadlines set by the EO 
 Makes sure that a teacher, a tutor or a senior member of centre staff who teaches the subject 
being examined, is not an invigilator during the examination. 
 
Delivery of qualifications 
 Delivers qualifications, as required by the awarding body, in accordance with relevant equality 
legislation. This includes but is not limited to ensuring that qualifications are made available to 
all candidates capable of undertaking them and seeking reasonable adjustments for disabled 
candidates   
 Enables candidates to receive sufficient and up to date laboratory experience, or relevant 
training where required by the subject concerned 
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Security of assessment materials 

 Takes all reasonable steps to maintain the integrity of the examinations/assessments, 
including the security of all assessment materials, by ensuring: 

o the location of the centre’s secure storage facility in a secure room which must only be 
used for the purpose of administering secure examination materials 

o the secure room only contains exam-related material 
o there are between two and six keyholders only, each of whom must fully understand 

their responsibilities as a key holder to the secure storage facility 
o access to the secure room and secure storage facility is restricted to the authorised 

two to six keyholders and staff approved by the head of centre are accompanied by a 
keyholder at all times 

o appropriate arrangements are in place to ensure that confidential examination 
materials are only handed over to authorised members of centre staff 

o appropriate arrangements are in place for handling secure electronic materials 
o the relevant awarding body is immediately informed if the security of question papers 

or confidential supporting instructions is put at risk  
that when it is permitted to remove question papers packets from secure storage, 
and to avoid potential breaches of security, arrangements are in place to 
carefully check and record that the correct question paper packets are opened.  
(If it is ever subsequently identified following this check that the wrong question 
paper packet has been opened, it will be resealed and the incident reported to 
the relevant awarding body’s Malpractice Investigation Team immediately) 

 Makes arrangements to receive, check and store question papers and examination 
material safely and securely at all times and for as long as required in accordance with 
the current JCQ publication Instructions for conducting examinations  

 Makes arrangements to receive and issue material received from the awarding bodies 
to staff and candidates, and notify them of any advice and instructions relevant to the 
examinations and assessments 

 Allows candidates access to relevant pre-release materials on, or as soon as possible 
after, the date specified by the awarding bodies 

 

Conflicts of interest  

 Ensures the relevant awarding bodies are informed before the published deadline for entries 
for each examination series of any potential conflict of interest where: 

o a member of centre staff is taking a qualification at the centre which includes internally 
assessed components/units (noting that being entered at the centre must be as a last 
resort where unable to find an alternative centre) 

o a candidate is being taught and prepared for a qualification which includes internally 
assessed components/units by a member of centre staff a close relationship to the 
candidate 

 Maintains clear records that confirm the measures taken/protocols in place to mitigate 
any potential risk to the integrity of the qualifications affected by the above, and where: 

o a member of exams office staff has a close relationship to a candidate being 
entered for exams and assessments at the centre or at another centre 

o a member of centre staff is taking a qualification at the centre which does not 
include internally assessed components/units (noting that being entered by the 
centre must be as a last resort where unable to find an alternative centre) 

o a member of centre staff is taking a qualification at another centre 
 
 
 



Centre inspections 

 Co-operates with the JCQ Centre Inspection Service, an awarding body or a regulatory 
authority when subject to an inspection, an investigation or an unannounced visit, and takes all 
reasonable steps to comply with all requests for information or documentation made by an 
awarding body or regulatory authority as soon as is practical 
 Allows all venues used for examinations and assessments, paperwork and secure storage 
facilities to be open to inspection 
 Understands the JCQ Centre Inspector will identify him/herself with a photo ID card and must 
be accompanied throughout his/her tour of the premises, including inspection of the centre’s 
secure storage facility 

Exams officer  

 Understands the contents of annually updated JCQ publications including: 
o General Regulations for Approved Centres 
o Instructions for Conducting Examinations 
o Suspected Malpractice - Policies and Procedures 
o Post-results services (PRS) 
o A guide to the special consideration process  

 Completes/submits the National Centre Number Register annual update (administered on 
behalf of the JCQ member awarding bodies by OCR https://ocr.org.uk/administration/ncn-
annual-update/) by the end of October each year 

o Confirms the details or informs the awarding bodies of any changes to the centre’s 
contact details through the National Centre Number Register  

o Informs the National Centre Number Register Team immediately (e-mail address 
– ncn@ocr.org.uk) if any changes occur after the National Centre Number 
Register annual update has taken place 

o (Where it may be applicable) Informs the National Centre Number Register Team 
no later than 6 weeks prior to moving to a new address or a re-location of the 
secure storage facility 

o Informs the National Centre Number Register Team immediately of any other 
changes in circumstances that could affect the centre’s status 

 Is familiar with the contents of annually updated information from awarding bodies on 
administrative procedures, key tasks, key dates and deadlines 

 Advises the senior leadership team, subject and class tutors and other relevant support staff 
on annual exam timetables and application procedures as set by the various exam boards 

 Ensures key tasks are undertaken and key dates and deadlines met 
 Recruits, trains and deploys a team of internal/external invigilators; appoints lead invigilators, 

as required and keeps a record of the content of training provided to invigilators for the 
required period 

 Administers access arrangements and makes applications for special consideration using 
the 
JCQ Access arrangements and special considerations regulations and Guidance relating to 
candidates who are eligible for adjustments in examinations 

 Works with the ALS lead/SENCo to ensure invigilators supervising access arrangement 
candidates and those acting as a facilitator supporting access arrangement candidates fully 
understand the respective role and what is and what is not permissible in the exam room  

 Supports the Head of Centre in ensuring that awarding bodies are informed (where required) 
of any conflict of interest declared by members of centre staff and in maintaining records that 
confirm the measures taken/protocols in place to mitigate any potential risk to the integrity of 
the qualifications affected before the published deadline for entries for each examination 
series 

 Receives, checks and stores securely all exam papers and briefs other relevant centre staff 
where they may be involved in the receipt and dispatch of confidential exam materials on the 
requirements for maintaining the integrity and confidentiality of the exam materials 

 Dispatches completed scripts in line with awarding body requirements and JCQ regulations. 
 Informs candidates and their parents on how the exam timetable that will affect them 
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 Submits the relevant exam entry and/or qualification registration by the required deadlines 
as instructed in writing by the Head of Departments. 

 Consults with teaching staff to ensure that necessary coursework/non exam assessment is 
completed on time and in accordance with JCQ guidelines 

 Co-operates with the JCQ Centre Inspection Service, an awarding body or a regulatory 
authority when subject to an inspection, an investigation or an unannounced visit, and takes 
all reasonable steps to comply with all requests for information or documentation made by an 
awarding body or regulatory authority as soon as is practical 

 Identifies and manages exam timetable clashes and overnight supervision arrangements in 
accordance with JCQ regulations 

 Responsibility for collecting income relating to exam costs lies with ParentPay 
 Submits candidates’ coursework/ non exam assessment/internally assessed unit results as 

completed by the Head of Department (for BTEC the qualification declaration of unit 
outcomes will be submitted jointly by the EO and HOD). 

 Tracks, dispatches and stores returned coursework/controlled assessment and any other 
material required by the appropriate awarding bodies correctly and on schedule. 

 Ensures awarding body procedures and forms are completed by the published deadlines in 
order that full qualification results and certification can be received 

 Arranges for dissemination of exam results and certificates to candidates and forwards, in 
consultation with the SLT, any appeals/review of results requests 
 

Senior leaders/Heads of Department 

 Are familiar with the contents, refer to and direct relevant centre staff to annually updated 
JCQ publications including: 

o General Regulations for Approved Centres 
o Instructions for Conducting Examinations 
o Access Arrangements and Reasonable Adjustments 
o Suspected Malpractice - Policies and Procedures 
o Instructions for conducting non-examination assessments (and the instructions for 

conducting coursework) 
o A guide to the special consideration process 

 Ensure teaching staff undertake key tasks, as detailed in this policy, within the exams 
process (exam cycle) and meet internal deadlines set by the EO and ALS lead/SENCo 

 Ensure teaching staff keep themselves updated with awarding body subject and 
teacher-specific information to confirm effective delivery of qualifications 

 Ensure teaching staff attend relevant awarding body training and update events 
 Guidance and pastoral overview of candidates who are unsure about exam entries or 

amendments to entries. 
 Involvement in post-results procedures. 
 Accurate completion of coursework/non-exam assessment mark/internally assessed unit 

sheets and declaration sheets. 
 Accurate completion of entry and all other mark sheets and adherence to deadlines as set 

by the exams officer. 
 

Additional Learning Support (ALS) lead/Special educational needs co-ordinator (SENCo) 

 Understands the contents, refers to and directs relevant centre staff to annually updated 
JCQ publications including: 

o Access Arrangements and Reasonable Adjustments 
 Leads on the access arrangements and reasonable adjustments process (referred to in this 

policy as ‘access arrangements’) 
 Checks the qualifications of the centres assessor(s) before submitting access arrangements 

applications in line with JCQ regulations. 
 Seeks parental consent prior to access arrangement applications being submitted. 
 If not the qualified access arrangements assessor, works with the person appointed, on all 

matters relating to assessing candidates and ensures the correct procedures are followed 



 Presents when requested by a JCQ Centre Inspector, evidence of the assessor’s 
qualification 

 Provision of additional support — with spelling, reading, mathematics, dyslexia or essential 
skills, hearing impairment, English for speakers of other languages, IT equipment — to help 
candidates achieve their course aims. 

  Co-operates with the JCQ Centre Inspection Service, an awarding body or a regulatory 
authority when subject to an inspection, an investigation or an unannounced visit, and takes 
all reasonable steps to comply with all requests for information or documentation made by 
an awarding body or regulatory authority as soon as is practical 

 
Teaching staff 
 Undertake key tasks, as detailed in this policy, within the exams process and meet 

internal deadlines set by the EO and ALS lead/SENCo 
 Keep updated with awarding body subject and teacher-specific information to confirm 

effective delivery of qualifications 
 Attend relevant awarding body training and update events 

 
Invigilators 
 Attend/undertake training, update, briefing and review sessions as required 
 Provide information as requested on their availability to invigilate 
 Sign a confidentiality and security agreement and confirm whether they have any 

current maladministration/malpractice sanctions applied to them 
 
Candidates 
Where applicable in this policy, the term ‘candidates’ refers to candidates and/or their 
parents/carers. 
 Confirmation of entries and reporting any errors/omissions to Exams Officer 
 Understanding coursework/controlled assessment regulations and signing a declaration 

that authenticates the coursework/controlled assessment as their own. 
 

Statutory Tests and Qualifications Offered 
 
The statutory tests and qualifications offered at this Centre are decided by the senior leadership 
team. The statutory tests and qualifications offered are GCSE, GCE, BTEC, Cambridge Nationals, 
Edexcel Awards and Cambridge Admissions Assessment Tests. 
 
The subjects offered for these qualifications in any academic year may be found in the Centre’s 
published prospectus for that year. If there has been a change of syllabus from the previous year, 
the exams office must be informed. 
 
The school also require NFER tests to be completed by all pupils at the beginning of Year 7. 
 
At Key Stage 3: All candidates will take examinations in core and foundation subjects at the end of 
the Key Stage. The school will consider the use of intervention or booster strategies in connection 
with any candidates who are not achieving expected progress. 
 

Decisions on whether candidates should not take an individual subject or all examinations will be 
taken in consultation with the parents/carers, SENCO, subject teachers and the head of key stage. 
 
At Key Stage 4: All candidates will be entitled, and enabled, to achieve an entry for qualifications 
from an external awarding body. The level of entry will be determined by the Head of Department, 
with regard to previously achieved levels in interim tests. 
 
At post-16 
Modules will be completed during Year 12 and Year 13. The level of entry will be determined in 
Year 13 by the Head of Department and Head of 6th Form, with regard to previously achieved 
levels in interim tests and mocks. 
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Access Arrangements 

Head of Centre 

 Ensures there is appropriate accommodation for candidates requiring access arrangements 
in the centre for all examinations and assessments 

 Ensures a written process is in place to not only check the qualification(s) of the appointed 
assessor(s) but that the correct procedures are followed as per Chapter 7 of the JCQ 
publication Access Arrangements and Reasonable Adjustments  

 Ensures the ALS lead/SENCo is fully supported in effectively implementing access 
arrangements and reasonable adjustments once approved 

ALS lead/SENCo 

 Assesses candidates (or works with the appropriately qualified assessor as appointed by 
the head of centre) to identify access arrangements/reasonable adjustments requirements 

 Gathers evidence to support the need for access arrangements for a candidate 
 Liaises with teaching staff to gather evidence of normal way of working of an affected 

candidate 
 Determines candidate eligibility for arrangements or adjustments that are centre-delegated 
 Gathers signed Personal data consent, Privacy Notice (AAO) and Data Protection 

confirmation forms from candidates where required 
 Applies for approval through Access arrangements online (AAO) via the Centre Admin 

Portal (CAP), where required or through the awarding body where qualifications sit outside 
the scope of AAO 

 Keeps a file for each candidate for JCQ inspection purposes containing all the required 
documentation (if documentation is stored electronically, an e-folder must be created for 
each individual candidate. The candidate’s e-folder must hold each of the required 
documents for inspection)  

 Employs good practice in relation to the Equality Act 2010 
 Liaises with the EO regarding exam time arrangements for access arrangement candidates  
 Ensures staff appointed to facilitate access arrangements for candidates are appropriately 

trained and understand the rules of the particular arrangement(s) and keeps a record of the 
content of training provided to facilitators for the required period 

 Works with the EO to ensure invigilators and those acting as a facilitator fully understand the 
respective role and what is and what is not permissible in the exam room  

 Provides and annually reviews a centre policy on the use of word processors in exams and 
assessments 

 Assess candidates on an individual basis on their requirement to use a Word Processor 
during exams in accordance with JCQ regulations and the Equality Act 2010, and ensuring 
this is their normal way of working.  Records are held on student files within the SEN 
department. 

 Ensures criteria for candidates granted separate invigilation within the centre is clear, 
meets JCQ regulations and best meets the needs of individual candidates and remaining 
candidates in main exam rooms  
 

Exam Seasons and Timetables 

Exam seasons 
 
 Internal exams are scheduled throughout the year, particularly in December, January, 
February; May and June. 
 External exams are scheduled in November, January and May/June. These dates are set by 
the Examination Boards.  Which exam series are used in the centre is decided by the heads of 
subject and the senior leadership team 
 
 



Timetables 
The exams officer will circulate the exam timetables for internal and external exams 

 
Internal assessment, NEA/Coursework and endorsements 

Head of Centre 

Controlled assessments, coursework and non-examination assessments 

 Ensures arrangements are in place to co-ordinate and standardise all marking of centre- 
assessed components and ensures that candidates’ centre-assessed work is produced, 
authenticated and marked, or assessed and quality assured in accordance with the awarding 
bodies’ instructions (including where relevant, private candidates)  

 Ensures that teaching staff, in accordance with awarding bodies’ instructions, return all 
subject-specific forms by the required date  

 Provides fully qualified teachers to mark non-examination assessments, and/or fully qualified 
assessors for the verification of centre-assessed components 

 Ensures an internal appeals procedure relating to internal assessment decisions is in place 
for a candidate to appeal against and request a review of the centre’s marking (see Roles 
and responsibilities overview) 

 Ensures any irregularities relating to the production of work by candidates are investigated 
and dealt with internally if discovered prior to a candidate signing the authentication statement 
(where required) or reported to the awarding body if a candidate has signed the authentication 
statement 

Exams officer 

 Submits marks, endorsement grades and samples to awarding bodies/moderators/monitors 
to meet the external deadline 

 Keeps a record to track what has been sent  
 Logs moderated samples returned to the centre   
 Ensures teaching staff are aware of the requirements in terms of retention and subsequent 

disposal of candidates’ work 
 Identifies relevant key dates and administrative processes that need to be followed in 

relation to internal assessment 
 Signposts teaching staff to relevant JCQ Information for candidates documents that are 

annually updated 
 Enter students for individual units, where applicable, whether assessed by controlled 

assessment, external exam, before the deadline for final entries. 
 Where confidential materials are directly received by the exams office, to be responsible 

for receipt, safe storage and safe transmission, whether in CD or hard copy format. 
 Distribute marksheets for teaching staff to use, and collect and send marksheets to 

awarding bodies before deadlines, or make electronic submissions as per individual 
Examination Board requirements. 
 

ALS lead/SENCo 

 Liaises with teaching staff to implement appropriate access arrangements for candidates 
undertaking internal assessments and practical endorsements 

 

Senior leaders 

 Ensure teaching staff have the necessary and appropriate knowledge, understanding, skills, 
and training to set tasks, conduct task taking, and to assess, mark and authenticate 
candidates’ work (including where relevant, private candidates) 

 Ensure appropriate internal moderation, standardisation and verification processes are in 
place 

 Ensure teaching staff delivering AQA Applied General qualifications, OCR Cambridge 
Nationals, Entry Level Certificate or Project qualifications (and CCEA GCE unitised AS and 
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A-level qualifications and WJEC GCE legacy AS and A-level Health & Social Care) follow 
JCQ Instructions for conducting coursework and the specification provided by the awarding 
body  

 Ensure teaching staff delivering GCE & GCSE specifications (which include components of 
non-examination assessment) follow JCQ Instructions for conducting non-examination 
assessments and the specification provided by the awarding body 

 For other qualifications, ensure teaching staff follow appropriate instructions issued by the 
awarding body  

 Ensure teaching staff inform candidates of their centre assessed marks as a candidate may 
request a review of the centre’s marking before marks are submitted to the awarding body 

Teaching staff 

 Ensure appropriate instructions for conducting internal assessment are followed 
 Ensure candidates are aware of JCQ and awarding body information for candidates on 

producing work that is internally assessed (coursework, non-examination assessments, 
social media) prior to assessments taking place 

 Ensure candidates are informed of their centre assessed marks as a candidate may request 
a review of the centre’s marking before marks are submitted to the awarding body 

 Provide required samples of work for moderation and sample recordings for monitoring to the 
EO to the internal deadline 
 

Candidates 

 Authenticate their work as required by the awarding body 

Invigilation 

Head of Centre 

 Ensures relevant support is provided to the EO in recruiting, training and deploying a team of 
invigilators 

 Ensures, if contracting supply staff to act as invigilators, that such persons are competent and 
fully trained, understanding what is and what is not permissible (and not taking on its own an 
assurance from a recruitment agency, that this is the case) 

Exams officer 

 Recruits additional invigilators where required to effectively cover all exam periods/series’ 
throughout the academic year 

 Collects information on new recruits to identify if they have invigilated previously and if any 
current maladministration/malpractice sanctions are applied to them 

 Provides training for new invigilators on the instructions for conducting exams and an annual 
update for the existing invigilation team so that they are aware of any changes in a new 
academic year before they are allocated to invigilate an exam 

 Ensures invigilators supervising access arrangement candidates understand their role (and 
the role of a facilitator who may be supporting a candidate) and the rules and regulations of 
the access arrangement(s) 

 

 Ensures invigilators are briefed on the access arrangement candidates in their exam room 
and made aware of the access arrangement(s) awarded (ensuring these candidates are 
identified on the seating plan) and confirms invigilators understand what is and what is not 
permissible  

 Collects evaluation of training to inform future events 

Invigilators 

 Provide information as requested on their availability to invigilate throughout an exam series 



Entries: roles and responsibilities 

Estimated entries 

Exams officer 

 Requests estimated or early entry information, where this may be required by awarding 
bodies, from HoDs in a timely manner to ensure awarding body external deadlines for 
submission can be met 

 Makes candidates aware of the JCQ Information for candidates – Privacy Notice at the 
start of a course leading to a vocational qualification or when entries are submitted to 
awarding bodies for processing for general qualifications 

Senior leaders 

 Provide entry information requested by the EO to the internal deadline 
 Inform the EO immediately of any subsequent changes to entry information 

Final entries 

Exams officer 

 Requests final entry information from HoDs in a timely manner to ensure awarding body 
external deadlines for submission can be met 

 Informs HoDs of subsequent deadlines for making changes to final entry information without 
charge 

 Confirms with HoDs final entry information that has been submitted to awarding bodies 
 Ensures as far as possible that entry processes minimise the risk of entries or registrations 

being missed reducing the potential for late or other penalty fees being charged by awarding 
bodies 

 Observes each awarding body’s terms and conditions for the entry and withdrawal of 
candidates for their examinations and assessments, and observes any regulatory 
requirements for the qualification  

Senior leaders 

 Provide information requested by the EO to the internal deadline 
 Inform the EO immediately, or at the very least prior to the deadlines, of any subsequent 

changes to final entry information, which includes 
o changes to candidate personal details 
o amendments to existing entries 
o withdrawals of existing entries 

 Check final entry submission information provided by the EO and confirms information is 
correct 

Entry fees 

 KS4 initial registration and entry exam fees are paid by the Centre. 
 AS initial registration and entry exam fees are paid by the Centre. 
 A2 initial registration and entry exam fees are paid by the Centre. 
 BTEC initial registration and entry exam fees are paid by the Centre. 
 Cambridge Assessment Admissions Testing initial registration and entry exam fees are paid 

by the Centre. 
 Late entry or amendment fees are paid by the Centre unless it is the fault of the candidate in 

which case they pay. 
 Candidates or departments will not be charged for changes of tier, withdrawals made by the 

proper procedures or alterations arising from administrative processes, provided these are 
made within the time allowed by the awarding bodies. 

 Reimbursement will be sought from candidates who fail to sit an exam or fail to meet the 
necessary coursework/controlled assessment requirements. 

 This fees reimbursement policy will be communicated in writing to candidates and 
parents/carers at the start of GCSE and post-16 courses. 

 All retake fees for KS4 and KS5 modules are paid by the candidates.  
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Candidate statements of entry 

Exams officer 

 Provides candidates with statements of entry for checking 

Teaching staff 

 Ensure candidates check statements of entry and return any relevant confirmation required 
to the EO 

Candidates 

 Confirm entry information is correct or notify the EO of any discrepancies 

Pre-exams: roles and responsibilities 

Briefing candidates 

Exams officer 

 Issues individual exam timetable information to candidates and informs candidates of any 
designated contingency day awarding bodies may identify in the event of national or 
significant local disruption to exams  

 Prior to exams, issues relevant JCQ information for candidates documents 
 Where relevant, issues relevant awarding body information to candidates 
 Issues centre exam information to candidates including information on: 

o exam timetable clashes 
o arriving late for an exam 
o absence or illness during exams 
o what equipment is/is not provided by the centre 
o food and drink in exam rooms 
o unauthorised items in exam rooms 
o when and how results will be issued and the staff that will be available 
o the post-results services and how the centre deals with requests from candidates 
o when and how certificates will be issued 

 

Seating and identifying candidates in exam rooms 

Exams Officer 
 

 The exams officer will book all exam rooms after liaison with other users and make the 
question papers, other exam stationery and materials available for the invigilator. 

 
 Provides seating plans for exam rooms according to JCQ and awarding body requirements 

(and ensures candidates with access arrangements are identified on the seating plan and 
invigilators are informed of those candidates with access arrangements and made aware of 
the access arrangement(s) awarded)  

Security of exam materials 

Exams officer 

 Confirms appropriate arrangements are in place to ensure that confidential materials are only 
handed over to those authorised by the Head of Centre  

 Ensures access to the secure room is restricted and staff named and approved by the head 
of centre are accompanied by a keyholder at all times. There must be between two and six 
keyholders only, each of whom must fully understand their responsibilities as a key holder 
to the secure storage facility 

 Has a process in place to demonstrate the receipt, secure movement and secure storage of 
confidential exam materials within the centre 



 Ensures a log is kept at the initial point of delivery recording confidential materials received 
and signed for by authorised staff within the centre and that appropriate arrangements are in 
place for confidential materials to be immediately transferred to the secure storage facility 
until they can be removed from the dispatch packaging and checked in the secure room 
before being returned to the secure storage facility in timetable order  

 Ensures the secure storage facility contains only current and live confidential material  
 Ensures that examination stationery, e.g. answer booklets and formula booklets are stored in 

the secure room  
 Ensures the integrity and security of any electronic question paper is maintained during the 

downloading, printing and collating process (ensuring printing is carried out in an area that 
can be controlled to prevent unauthorised personnel accessing live assessment materials 
and ensuring only authorised members of centre staff have access to electronic question 
papers) 

Reception staff  

 Follow the process to log confidential materials delivered to/received by the centre to the point 
materials are issued to authorised staff for transferal to the secure storage facility 

Teaching staff  

 Adhere to the process to record the secure movement of confidential materials taken from or 
returned to secure storage throughout the time the material is confidential 

Timetabling and rooming 

Exams officer 

 Produces a master centre exam timetable for each exam series 
 Identifies and resolves candidate exam timetable clashes according to the regulations (only 

applying overnight supervision arrangements as a last resort, once all other options have 
been exhausted)  

 Identifies exam rooms and specialist equipment requirements 
 Allocates invigilators to exam rooms (or where supervising candidates due to an exam 

timetable clash) according to required ratios 
 Liaises with site staff to ensure exam rooms are set up according to JCQ and awarding body 

requirements 
 Liaises with the ALS lead/SENCo regarding rooming of access arrangement candidates 

Site staff  

 Liaise with the EO to ensure exam rooms are set up according to JCQ and awarding body 
requirements 

Alternative site arrangements 

Exams officer 

 (Where/if applicable to the centre) Ensures question papers will only be taken to an alternative 
site where the published criteria for an alternative site arrangement has been met 

 Will inform the JCQ Centre Inspection Service to timescale by submitting a JCQ Alternative 
Site arrangement notification using CAP (or through the awarding body where a qualification 
may sit outside the scope of CAP) of any alternative sites that will be used to conduct 
timetabled examination components of the qualifications listed in the JCQ regulations 

Centre consortium arrangements 

Exams officer 

 (Where/if applicable to the centre) Processes applications for Centre Consortium 
arrangements using CAP to the awarding body deadline (or through the awarding body where 
a qualification may sit outside the scope of CAP) 

Senior leaders 
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 (Where/if applicable to the centre) Inform the EO of any joint teaching arrangements in place 
and where the centre is acting as the consortium co-ordinator 

Transferred candidate arrangements 

Exams officer 

 (Where/if applicable to the centre) Liaises with the host or entering centre, as required 
 Processes requests for Transferred Candidate arrangements using CAP to the awarding 

body deadline (or through the awarding body where a qualification may sit outside the scope 
of CAP) 

 Where relevant (for an internal candidate) informs the candidate of the arrangements that 
have been made for their transferred candidate arrangement 

Exam time: roles and responsibilities 

The Lead Invigilator, Exams Officer, Senior Staff and HOD may start exams in accordance with 
JCQ guidelines. 

 

Exam papers should not be read by subject teachers or invigilators.  Examination papers must not 
be removed from the exam room before the end of a session. Papers will be distributed to heads 
of department when all candidates have completed the exam. 
 
In practical exams subject teachers may be on hand in case of any technical difficulties. 
 

Exam papers and materials 

Exams officer 

 Organises exam question papers and associated confidential resources in date order in the 
secure storage facility 

 Attaches erratum notices received to relevant sealed question paper packets 
 Collates attendance registers and examiner details in date order 
 Regularly checks mail or email inbox for updates from awarding bodies 
 In order to avoid potential breaches of security, ensures care is taken to ensure the correct 

question paper packets are opened by ensuring a member of centre staff, additional to the 
person removing the papers from secure storage, e.g. an invigilator, checks the day, date, 
time, subject, unit/component and tier of entry, if appropriate, immediately before a question 
paper packet is opened 

 Ensures this additional/second check is recorded 
 Where allowed by the awarding body, only releases exam papers and materials to teaching 

departments for teaching and learning purposes after the published finishing time of the 
exam, or until any timetable clash candidates have completed the exam 

Seating and identifying candidates in exam rooms 

 As best practice the Progress Manager and/or at least one member of the Senior 
Leadership Team will endeavour to be present at the start of each exam for identification 
purposes. 

 The Progress Manager and/or at least one member of the Senior Leadership Team will have 
a copy of the seating arrangements to identify students and ensure they are in the right seats 
to receive the correct papers.  

 Senior members of centre staff approved by the Head of Centre, who have not taught the 
subject being examined, may be present at the start of the examination(s) to assist with 
identification of candidates but must not advise on which questions are to be attempted. 
Staff must follow the very strict JCQ Regulations regarding persons present in an 
examination room. 
 

 



Invigilators 

 Follow the procedure for verifying candidate identity provided by the EO 
 Seat candidates in exam rooms as instructed by the EO/on the seating plan 

JCQ Centre Inspections 

Exams officer or Senior leader 

 Will accompany the Inspector throughout a visit 

ALS lead/SENCo or relevant Senior leader (in the absence of the ALS lead/SENCo) 

 Will meet with the inspector when requested to provide documentary evidence regarding 
access arrangement candidates and address any questions the inspector may raise 

 Ensures that information is readily available for inspection at the venue where the candidate 
is taking the exam(s) 

Food and Drink  

 Candidates may only bring water into the exam room in a clear bottle with all labels removed. 

Candidate absence/late arrival 

 The Centre will attempt to contact any candidate who is not present at the start of an exam 
and deal with them in accordance with JCQ guidelines 

 A candidate who arrives a few minutes late may be admitted to the exam room if it will not 
cause a major disturbance to other candidates. 

 If a candidate is late then a discretionary decision as to whether they will be permitted to sit 
the exam will be made by SLT based on the circumstances.  If a candidate who is late is 
permitted to sit the exam they will be allowed the full amount of time for the exam. 

 Candidates who arrive very late will be kept under supervision by a member of staff until it 
can be established that the timetabled room and invigilation is robust or other arrangements 
have been made. 

Exams officer 

 Ensures that candidates who arrive very late for an exam are reported to the awarding body 
by submitting a report on candidate admitted very late to examination room using CAP to 
timescale 

 Warns candidates that their script may not be accepted by the awarding body 

Invigilators 

 Are informed of the policy/process for dealing with late/very late arrival candidates through 
training 

 Ensure that relevant information is recorded on the exam room incident log 

Leaving the Examination Room  

 Candidates may leave the exam room for a genuine purpose requiring an immediate return 
to the exam room, in which case a member of staff or invigilator who is not the candidate’s 
subject teacher or a subject expert for the exam in question must accompany them. 
 

Exams officer 

 Ensures invigilators understand how to deal with candidates who may need to leave the exam 
room temporarily and how this should be recorded on the exam room incident log 

Emergency Evacuation 

  In the event of an emergency candidates will be evacuated from the exam room and details 
recorded following the centre examination emergencies procedure which will be available in 
every exam room.  

 In the event of a whole centre evacuation (or lock down) during exam time due to serious 
incident resulting in exam candidates being unable to start, proceed or complete their 
exams, procedures from the exam contingency plan will be implemented. 
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Senior leaders 

 Ensure a documented emergency evacuation procedure for exam rooms is in place  
 Ensure arrangements are in place for a candidate with a disability who may need assistance 

if an exam room is evacuated 

Exams officer 

 Ensures sole invigilators have an appropriate means of summoning assistance (if this is a 
mobile phone, instructs the invigilator that this must be on silent mode) 

 Ensures invigilators understand they must be vigilant and remain aware of incidents or 
emerging situations, looking out for malpractice or candidates who may be in distress, 
recording any incidents or issues on the exam room incident log 

 Ensures invigilators and candidates are aware of the emergency evacuation procedure 
 Ensures invigilators are aware of arrangements in place for a candidate with a disability who 

may need assistance if an exam room is evacuated 

Site staff 

 Ensure grounds or centre maintenance work does not disturb exam candidates in exam 
rooms 

 Ensure fire alarm testing does not take place during exam sessions 

Invigilators 

 Conduct exams in every exam room according to JCQ Instructions for conducting 
examinations and/or awarding body requirements and as instructed by the centre in 
training/update and briefing sessions 

Candidates 

 Are required to follow the instructions given to them in exam rooms by authorised centre staff 
and invigilators 

 Are required to remain in the exam room for the full duration of the exam  

 

Irregularities 

Head of centre 

 Ensures (as required by an awarding body) any cases of alleged, suspected or actual 
incidents of malpractice or maladministration before, during or after 
examinations/assessments (by centre staff, candidates, invigilators) are investigated and 
reported to the awarding body immediately, by completing the appropriate documentation 

Senior leaders 

 Ensure support is provided for the EO and invigilators when dealing with disruptive candidates 
in exam rooms 

 Ensure that internal disciplinary procedures relating to candidate behaviour are instigated, 
when appropriate 

Exams officer 

 Provides an exam room incident log in all exam rooms for recording any incidents or 
irregularities  

 Actions any required follow-up and reports to awarding bodies as soon as practically possible 
after the exam has taken place 

Invigilators 

 Record any incidents or irregularities on the exam room incident log (for example, late/very 
late arrival, candidate or centre staff suspected malpractice, candidate illness or needing to 



leave the exam room temporarily, disruption or disturbance in the exam room, emergency 
evacuation) 

Dispatch of exam scripts 

Exams officer 

 Identifies and confirms arrangements for the dispatch of candidate exam scripts with the DfE 
(STA) ‘yellow label service’ or the awarding body where qualifications sit outside the scope 
of the service 

Special consideration 
 

 Should a candidate be too ill to sit an exam, suffer bereavement or other trauma or be 
taken ill during the exam itself, it is the candidate’s responsibility to alert the centre, or the 
exam invigilator, to that effect. 

 Any special consideration claim must be supported by appropriate evidence within five 
days of the exam, for example a letter from the candidate’s doctor. 

 The centre will inform a candidate when an application for special consideration is 
submitted to the awarding body. The centre will that it comply with the UK GDPR/Data 
Protection Act 2018. 

 
Head of Centre 

 Ensures the centre will inform a candidate when an application for special consideration is 
submitted to the awarding body. 

Senior leaders 
 Provide signed evidence to support eligible applications for special consideration 

Exams officer 
 Processes eligible applications for special consideration to awarding bodies  
 Gathers evidence which may need to be provided by other staff in centre or candidates 
 Submits requests to awarding bodies to the external deadline 
 Informs a candidate when an application for special consideration is submitted to the 

awarding body. 

Candidates 
 Provide appropriate evidence to support special consideration applications, where required 

Results and post-results: roles and responsibilities 

Managing Results Day(s) 

Senior leaders 

 Identify centre staff who will be involved in the main summer results day(s) and their role 
 Ensures senior members of staff are accessible to candidates after the publication of results 

so that results may be discussed and decisions made on the submission of any requests for 
post-results services and ensures candidates are informed of the periods during which centre 
staff will be available so that they may plan accordingly 

Exams officer 

 Works with senior leaders to ensure procedures for managing the main summer results day(s) 
(a results day programme) are in place 

Site staff  

 Ensure the centre is open and accessible to centre staff and candidates, as required for the 
collection of results 
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Accessing results 

Head of Centre 

 Ensures results are kept entirely confidential and restricted to key members of staff until the 
official dates and times of release of results to candidates 

 Understands that it is not permitted to withhold provisional results from candidates under any 
circumstances 

Exams officer 

 Informs candidates in advance of when and how results will be released to them for each 
exam series 

 Accesses results from awarding bodies under restricted release of results, where this is 
provided by the awarding body 

 Resolves any missing or incomplete results with awarding bodies 
 Issues statements of results to candidates on issue of results date 
 Provides summaries of results for relevant centre staff on issue of results date 

 

Post-results services 

Review of Results 
 RoRs may be requested by centre staff, candidates or their parents/carers if there are 

reasonable grounds for believing there has been an error in marking with written consent 
from the candidate. 

 When the centre does not uphold a RoR, a candidate or their parents/carers may apply to 
have an enquiry carried out. If a candidate requires this against the advice of subject staff, 
they will be charged. 

 
Appeals 

 Appeals can be requested by centre staff, candidates or their parents/carers if there are 
grounds for appeal in accordance with awarding body appeals policy.  Appeals can only be 
submitted by the Head of Centre following a RoR. 

 Where the centre does not uphold an appeal request, a candidate or their parents/carers 
may apply to have an appeal submitted. If a candidate requires this against the advice of 
the centre, they will be charged. 

 
 
Access to Scripts 
 

 After the release of results, subject staff may request the return of papers with written 
consent from the candidate as long as it is within the JCQ deadline. Candidates may also 
request the return of papers for which they must pay the fee. 

 
 

 

Head of Centre 

 Ensures an internal appeals procedure is available where candidates disagree with any 
centre decision not to support a clerical re-check, a review of marking, a review of moderation 
or an appeal 

 Ensures that senior members of centre staff are available immediately after the publication of 
results 

 Understands that if the centre has concerns about one of its component/subject cohorts, then 
requests for reviews of marking should be submitted for all candidates believed to be affected 
(candidate consent is required as marks and subject grades may be lowered, confirmed or 
raised) 

Exams officer 



 Provides information to candidates and staff on the services provided by awarding bodies 
and the fees charged (see also above Briefing candidates and Access to Scripts, Reviews 
of Results and Appeals Procedures) 

 Publishes internal deadlines for requesting the services to ensure the external deadlines can 
be effectively met 

 Provides a process to record requests for services and to collect candidate informed consent 
(after the publication of results) and fees where relevant 

 Submits requests to awarding bodies to meet the external deadline for the particular service 
 Tracks requests to conclusion and informs candidates and relevant centre staff of outcomes 
 Updates centre results information, where applicable 

Teaching staff 

 Meet internal deadlines to request the services and gain relevant candidate informed consent 
 Identify the budget to which fees should be charged  

Candidates 

 Meet internal deadlines to request the services 
 Provide informed consent and fees, where relevant 

 

Certificates 

Certificates are provided to centres by awarding bodies after results have been confirmed.  

 Certificates are presented in person on Speech Night.  “A” level certificates not collected in 
person are posted (recorded delivery). 

 Year 11 are sent recorded delivery provided the candidate provides the postage. Certificates 
may be collected on behalf of a candidate by a third party, provided that written authorisation 
by the candidate is received by the Exams Officer. Certificates are not withheld from 
candidates who owe fees. 

 The Centre is obliged to keep certificates for one year only and then they may be disposed 
of. 

Candidates 
 May arrange for certificates to be collected on their behalf by providing the EO with written or 

email permission/authorisation; authorised persons must provide ID evidence on collection of 
certificates 

Retention of records: roles and responsibilities 

Exams officer 

 Keeps records as required by JCQ and awarding bodies for the required period  
 Keeps records as required by the centre’s records management policy (Life Retention Policy) 
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A. Introduction 
 
 

1.0 Introduction 
  

1.1 The Pay & Personnel Committee has adopted the policy set out in this document to 
provide a clear framework for the management of pay and grading issues for those 
employed by the Trust. 

  

1.2 The policy complies with the School Teachers’ Pay & Conditions Document (STPCD), 
the National Joint Council (NJC) national agreements, and LIFE specific terms and 
conditions for Central Trust employees. 

  

1.3 The Pay & Personnel Committee is established with delegated powers in respect of this 
policy and to review the application and outcomes of the Trust’s and Local School’s pay 
and performance arrangements.  

 
 

2.0 Aims of the Policy 
  

2.1 To ensure that pay and establishment arrangements enable the current and future 
delivery of the curriculum and local school improvement plans. 

  

2.2 To support the recruitment and retention of great people. 
  

2.3 To demonstrate that decisions on pay are both objectively justifiable and equitable by 
recognising the principle of equal pay for like work and for work of equal value. 

  

2.4 To provide flexibility to recognise individual employee performance linked to pay 
decisions. 

 
 

3.0 Principles 
  

3.1 Diversity and Equal Opportunities 

3.1.1 The Trust seeks to ensure equal opportunities and respects the diversity of all 
employees regardless of age, disability, gender reassignment, marriage or civil 
partnership, pregnancy and maternity, race, religion or belief, sex and sexual 
orientation. 

3.1.2 The Trust will promote equity in all aspects of school life, particularly as regards to 
advertising of posts, appointments, promotions, pay, training and people development. 

  

3.2 Performance 

3.2.1 All employees on school teachers’ terms and conditions are subject to performance 
related pay arrangements will be assessed in accordance with the Trust’s Appraisal 
Policy (Attachment 4). 

3.2.2 Annual progression within any pay range is as set out in the contracts of employment 
for Employees on NJC Terms and Conditions and Central Trust employees 
respectively and will be determined through the performance management process. 
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B. STCPD Employees 
 
 

4.0 Pay Reviews 
  

4.1 The Pay & Personnel Committee will ensure that each teacher’s salary is reviewed 
annually, with effect from 1 September and no later than 31 October each year, and 
that all teachers are given a written statement setting out their salary and any other 
financial benefits to which they are entitled. 

  

4.2 The Pay & Personnel Committee will ensure that the Head Teacher’s annual pay 
review is completed by 31 December. This requirement also extends to Executive 
Head Teachers and Heads of School. 

  

4.3 Reviews may take place at other times of the year to reflect any changes in 
circumstances or job description that lead to a change in the basis for calculating an 
individual’s pay. A formal statement will be issued after any review and, where 
applicable, will give information about the basis on which it was made. 

 
 

5.0 Pay Determination 
  

5.1 Headteacher Pay Determination 

5.1.1 The CEO will recommend the pay range and starting salary of Executive 
Headteachers, Headteachers and Head of Schools including assigning a seven point 
Individual Pay Range (IPR) based on the school group size and any permanent 
additional relevant factors, as determined within the framework of the current STPCD 
for approval by the Pay & Personnel Committee. 

5.1.2 The salary can exceed up to 25% of the maximum of the school(s)’ combined group 
size by the Pay & Personnel Committee making a determination to increase the IPR. 
Other than in exceptional circumstances, the IPR will not exceed 25% of the maximum 
of the school group size. A decision to exceed 25% of the maximum of the school 
group size must be supported by a clear business case referred for external 
independent advice before being considered by the Pay & Personnel Committee.  

5.1.3 The Pay & Personnel Committee will ensure that, other than in exceptional 
circumstances, there is no overlap of salary bands between the Headteacher and other 
leadership posts. 

5.1.4 In addition, the Pay & Personnel Committee may consider an additional payment to the 
Headteacher in respect of temporary additional duties and responsibilities not included 
as a permanent factor in the calculation of the IPR. The additional payment will be time 
limited and will not exceed 25% of the agreed salary or 25% of the school group size, 
whichever is lower. 

5.1.5 The IPR may be reviewed and subject to change to fill a vacant Headteacher post. For 
a newly appointed Headteacher the salary will be within the agreed IPR taking to 
account the experience of the successful candidate. 

5.1.6 The Pay & Personnel Committee will ensure that the reasons for setting the pay range 
at a given level are recorded and that the process for the determination of all 
Headteacher posts is objectively justifiable. 
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5.2 Deputy/Assistant Headteacher Pay Determination 

5.2.1 The Executive Headteacher/Headteacher will determine a five point pay range and 
starting salary for teachers on the Leadership Pay Ranges after consultation with the 
CEO. 

5.2.2 The maximum of the Deputy or Assistant Head Teacher’s pay range must not exceed 
the maximum of the Headteacher group for the local school. The pay range for a 
Deputy or Assistant Head Teacher should only overlap the Headteacher’s pay range in 
exceptional circumstances. 

5.2.3 On appointment, a teacher paid on the leadership scale will be appointed according to 
their experience at any point below the maximum of the pay range. 

5.2.4 Any salary ranges or starting salaries outside the current pay structure must be 
approved by the Pay & Personnel Committee. 

5.2.5 The pay range for teachers paid on the leadership spine will be reviewed on 1 
September each year. Alternatively, the pay range may be reviewed at any time during 
the year where there is a significant permanent change in the duties and 
responsibilities of the post, or where it is necessary to consider a retention payment for 
an employee on the leadership spine. 

5.2.6 The Pay & Personnel Committee will ensure that the reasons for setting the pay range 
at a given level are recorded and that the process for the determination of all leadership 
posts is objectively justifiable. 

  

5.3 Leading Practitioners Pay Determination 

5.3.1 The Executive Headteacher/Headteacher will determine a salary range and starting 
salary for Leading Practitioners after consultation with the CEO. 

5.3.2 These posts will carry responsibility for modelling and leading the improvement of 
teaching skills across the local school and within the Trust which impact significantly 
and positively on pupil progress. These posts will assume a leadership role in 
developing, implementing and evaluating policies and practices in the local school that 
contribute to school improvement. 

5.3.3 The pay range will be within the minimum and maximum of the range for Leading 
Practitioners as set out in Attachment 3a for Havering schools and in Attachment 3b for 
Essex schools. 

5.3.4 When determining the pay range for such posts, the Executive 
Headteacher/Headteacher will do this by reference to the weight of responsibilities of 
the post and also the need to ensure objectively justifiable pay relativities between 
other posts. 

5.3.5 Any Leading Practitioner appointment will be placed at the bottom point of their pay 
range. 

5.3.6 Any salary ranges or starting salaries outside the current pay structure must be 
approved by the Pay & Personnel Committee. 

  

5.4 Unqualified, Main & Upper Pay Range Teachers Pay Determination 

5.4.1 The Pay & Personnel Committee will ensure that posts are paid in accordance with the 
Unqualified, Main & Upper Pay Ranges are set out in Attachment 3a for Havering 
schools and in Attachment 3b for Essex schools. These pay ranges are determined by 
the current STPCD. 

5.4.2 A teacher will normally be appointed to the minimum pay point of the band, or their 
current pay point where continuous service applies. However, appointment to a higher 
pay point in the band may be agreed to take account of a teacher’s previous salary 
and/or relevant skills and experience.  
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5.4.3 For a main pay scale Teacher, who is appointed directly from another school/trust for 
the start of the Autumn term and is not at the top of the scale, it will be expected that 
they would be appointed at the next pay point. The exception to this would be if the 
previous school had notified to both the teacher and the Trust that their incremental 
progression would have been withheld had they remained. 

5.4.4 The pay point awarded on appointment will be determined by the Executive 
Headeacher/Headteacher after consultation with the CEO subject to 5.4.1 to 5.4.3. 

 
 

6.0 Pay Progression Based on Performance 
  

6.1 Head Teacher Pay Progression 

6.1.1 The Headteachers’ Performance Management Review Panel will be responsible for 
making pay progression recommendations for Headteachers. . 

6.1.2 These recommendations will be reviewed and further recommended by the CEO and 
approved by the Pay & Personnel Committee 

  

6.2 Other Leadership Group & Lead Practitioners Pay Progression 

6.2.1 The Executive Headteacher/Headteacher will be responsible for making pay 
progression recommendations for teachers on the Leadership and Lead Practitioner 
Pay Ranges  

6.2.2 These recommendations will be reviewed and further recommended by the CEO and 
approved by the Pay & Personnel Committee. 

  

6.3 Upper Pay Range, Main Pay Scale & Unqualified Pay Progression 

6.3.1 The Executive Headteacher/Headteacher will be responsible for making pay 
progression recommendations for the teachers on these salary ranges. 

6.3.2 These recommendations will be reviewed and further recommended by the CEO and 
approved by the Pay & Personnel Committee. 

6.3.3 Irrespective of performance, there is no entitlement to automatic pay progression from 
Unqualified to Main Pay Scale or from Main Pay Scale to Upper Pay Range or Leading 
Practitioner. 

6.3.4 There will be automatic pay progression for teachers on the Main Pay Scale unless 
concerns about standards of performance have been formally raised with the teacher 
during the performance management cycle and have not been sufficiently addressed 
by the end of the process, despite appropriate support provided to the teacher in which 
case pay progression can be withheld. This may be done without requiring the need for 
capability procedures. 

6.3.5 For teachers’ whose performance has been determined as exceptional there is scope 
for pay to move two progression stages. 

6.3.6 A teacher on the Upper Pay Range will be eligible for biennial performance pay 
progression where they have: 

  Demonstrated increasing levels of outstanding teaching overall 
 Met the requirements of their job description/job role 
 Met their individual performance management objectives, although consideration 

will be given where factors beyond the teachers’ control have impacted on their 
ability to meet those objectives 

 Demonstrated a personal responsibility for identifying and meeting their CPD needs 
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6.4 Pay Progression & Teacher Absence 

6.4.1 Maternity Leave 

6.4.1.1 Teachers should not be disadvantaged by being on maternity leave and as such, the 
Executive Headteacher/Headteacher will base any pay and appraisal determination on 
the evidence available for any period before and after the maternity leave, including 
taking account of performance in previous appraisals. 

6.4.1.2 This also applies for employees on adoption leave and shared parental leave. 

6.4.2 Long Term Sickness 

6.4.2.1 The pay progression process shall be suspended for when a teacher is absent from 
work due to long term sickness. 

6.4.2.2 On return from sickness absence the Executive Headteacher/Headteacher should 
consider an assessment of overall performance for the review year on a case by case 
basis. 

6.4.3 Sabbatical Leave 

6.4.3.1 The pay progression process shall be suspended for the duration of their sabbatical. 

6.4.4 Suspension from Work 

6.4.4.1 The pay progression process shall be suspended for the duration of their suspension. 

6.4.4.2 If the Teacher returns with no formal action having been taken against them, then they 
should not be disadvantaged by this.  

6.4.4.3 If formal action is taken then absence from work due to suspension should not be taken 
into consideration in reviewing their performance for the year. 

 
 

7.0 Movement to the Upper Pay Range 
  

7.1 Applications and Evidence 

7.1.1 Any qualified teacher may apply to be paid on the upper pay range and any such 
application must be assessed in line with this policy. It is the responsibility of the 
teacher to decide whether or not they wish to apply to be paid on the upper pay range. 

7.1.2 Applications must be made on the appropriate form and submitted to the Executive 
Headteacher/Headteacher by 31 October in each year. 

7.1.3 Applicants with a minimum of six years’ teaching experience, with two of those years 
being at the maximum of the main pay scale will be automatically considered. Anything 
less than that will be at the Executive Headteacher/Headteacher’s discretion. 

7.1.4 If a teacher is simultaneously employed at another school either outside or within the 
trust they will need to submit separate applications if they wish to apply to be paid on 
the upper pay range in both schools. A local school will not be bound by any pay 
decision made by another school either within or outside the Trust. 

7.1.5 Applications should contain evidence from the applicant’s last three appraisals and any 
other evidence that they feel demonstrates that they meet the relevant teaching 
standards. 

7.1.6 Where an applicant has had a break in service due for example to maternity leave and 
the evidence above is not available, the Executive Headteacher/Headteacher 
considering the application can take account of other evidence presented in place of 
the appraisal reports. 
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7.2 The Assessment 

7.2.1 An application from a qualified teacher will be successful where the Executive 
Headteacher/Headteacher is satisfied that the teacher is highly competent in all 
elements of the relevant standards, and their achievements and contribution to the 
local school are substantial and sustained. 

7.2.2 For the purposes of this pay policy “highly competent” means performance which is not 
only consistently good but also good enough to provide coaching and mentoring to 
other teachers by giving advice and demonstrating effective teaching practice on how 
to make a wider contribution to the work of the local school, in order to help them meet 
the relevant teaching standards and develop their teaching practice. 

7.2.3 For the purpose of this pay policy “substantial” means: 

  Of real importance, validity or value to the local school 
 Playing a critical role in the life of the local school 
 Providing a role model for teaching and learning 
 Making a distinctive contribution to the raising of pupil standards 
 Taking advantage of appropriate opportunities for professional development and 

use the outcomes effectively to improve pupils’ learning 

7.2.4 For the purpose of this pay policy “sustained” means maintained continuously over a 
period of 3 years. 

7.2.5 Where a teacher has been absent on maternity leave, the local school will base any 
pay and appraisal determination on the evidence available for any period before and 
after the maternity leave, including taking account of performance in previous appraisal 
periods. 

7.2.6 The Executive Headteacher/Headteacher will recommend to the CEO as to whether or 
not the application should be successful. 

7.2.7 This recommendation will be reviewed and further recommended by the CEO and 
approved by the Pay & Personnel Committee. 

 
 

8.0 Part Time Teachers 
  

8.1 Teachers employed on an ongoing basis at a local school but who work less than a full 
working day/week are deemed to be part-time. The Trust will ensure that part time 
teachers’ pay and working time will be dealt with in accordance with the current 
STPCD. All part-time teachers will be given a written statement detailing their working 
time obligations and the basis on which their pay has been calculated. This is subject to 
the provisions of the statutory pay and working arrangements and by comparison with 
the local school’s timetabled teaching week for a full-time teacher in an equivalent post. 
Pay scales and pay progression will be determined in line with the relevant 
arrangements stated elsewhere within the policy. 

  

8.2 Part time teachers will be entitled to be paid for their contractual hours pro rata to a full 
time teacher and will also be entitled to PPA time, other non-contact time and directed 
time which will also allocated on a pro rata basis. 
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9.0 Short Notice/Supply Teachers 
  

9.1 Teachers employed on a short notice or supply basis will have their pay determined in 
line with the arrangements as stated in this policy for other teachers. Teachers paid on 
a daily basis will have their salary assessed as an annual amount, divided by 195. For 
temporary teachers on short notice this will be multiplied by the number of days to be 
worked. 

  

9.2 Teachers who work less than a full day will be paid at an hourly rate, calculated by 
dividing an annual amount by 1265. 

  

9.3 A short notice teacher who is employed by the local school for a consecutive period of 
12 months will not be paid any more in respect of that period than they would have if 
they had been in regular employment throughout the period. 

 
 

10.0 Allowances 
  

10.1 Teaching & Learning Responsibility Payments 

10.1.1 TLR payments will be awarded to a teacher on the Main Pay Range or Upper Pay 
Range where a teacher is required to undertake a clearly defined and sustained 
additional responsibility within the local school’s organisational structure. This 
additional responsibility will be for ensuring the continued delivery of high quality 
teaching and learning for which they are accountable. 

10.1.2 The Executive Headteacher/Headteacher will determine the value of a TLR1 and TLR2 
payment  after consultation with the CEO. 

10.1.3 For a post to be eligible for either a TLR1 and TLR2 payment it will need to cover all of 
the following criteria (for a TLR3 payment it is the first 3 criteria only): 

  Is focused on teaching and learning 
 Requires the exercise of a teacher’s professional skills and judgment 
 Has an impact on the educational progress of pupils other than the teacher’s 

assigned classes or groups of pupils. 
 Requires the teacher to lead, manage and develop a subject or curriculum area; or 

to lead and manage pupil development across the curriculum. 
 Involves leading, developing and enhancing the teaching practice of others. 

10.1.4 Part time teachers must, be paid on a pro rata basis for any TLR1 or TLR2 payments 
but will be paid at the full rate for a TLR3 payment. Where a part time teacher 
undertakes the full additional responsibilities of a TLR1 or 2, their contractual working 
time can be adjusted in order that it both fully reflects the additional time spent 
undertaking those additional responsibilities and provides the full additional payment for 
such responsibilities. 

10.1.5 The Executive Headteacher/Headteacher may award a temporary TLR (TLR3) 
payment to a post requiring additional duties for a time limited period for a specific 
project. This project will be either identified as a priority within the School Development 
Plan, or as a substantial local school improvement project or an exceptional one off 
externally driven responsibility. 

10.1.6 The value of any temporary TLR3 will be determined by the Executive 
Headteacher/Headteacher, in consultation with the CEO, according to complexity, level 
of responsibility and time spent on the role. 
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10.1.7 The duration of such temporary TLR3 payments would normally not exceed a set 
period after which time they will be reviewed and may be extended if appropriate. The 
Executive Headteacher/Headteacher will formally notify the teacher the purpose for 
which the responsibility is paid, the length of the fixed term, the amount of the award 
and that it will be paid in monthly instalments. 

10.1.8 There will be no safeguarding of any TLR3 payments. 
  

10.2 Special Educational Needs (SEN) Allowance 

10.2.1 The Executive Headteacher/Headteacher will award a Special Educational Needs 
Allowance, in consultation with the CEO, to a classroom teacher in the following 
circumstances: 

  Who is in a SEN post that requires a mandatory SEN Qualification. 
 Who teaches pupils in one or more designated special classes or units in the local 

school. 
 Who is in any non-designated setting (including any pupil referral unit) that is 

analogous to a designated special class or unit where the post: 
 o Involves a substantial element of working directly with children with special 

educational needs. 
o Requires the exercise of a teacher’s professional skills and judgment in the 

teaching of children with special educational needs. 
o Has a greater level of involvement in the teaching of children with special 

educational needs than is the normal requirement of teachers throughout the 
local or unit within the local school. 

10.2.2 The value of any SEN allowance in the local school will be within the range prescribed 
in the current STPCD. 

  

10.3 Acting Allowances 

10.3.1 A teacher who covers all of the duties, for a period of at least 4 weeks, associated with 
a post of a higher grade or additional allowances to their own will be considered for an 
acting allowance.  

10.3.2 A determination should be made within a period of 4 weeks, beginning on the day on 
which the duties are first assigned and carried out. If such a determination is made to 
pay an allowance, this payment will normally be the difference between the teacher’s 
substantive salary and the appropriate point on the pay range of the higher level post. 
The payment will cover the whole period of acting up during which the teacher will be 
expected to undertake the full range of duties and responsibilities of the post. 

  

10.4 Recruitment & Retention 

10.4.1 The Executive Headteacher/Headteacher may authorise a recruitment and retention 
payment, after consultation with the CEO, where there is clearly demonstrated 
evidence that such a payment is: 

  Required to attract suitable candidates for a post which it has been or it is 
considered difficult to fill. 

 Required to retain the skills and expertise of a teacher, particularly in a specialist 
area or where it is considered that the subsequent vacancy would be difficult to fill. 

 To recognise a teacher’s performance which exceeds the local school’s 
expectations and which is not recognised through accelerated salary progression in 
other sections in this policy. 

10.4.2 The value of any recruitment or retention payment will be determined according to the 
circumstances of each case and will take to account salary relativities across the 
Trust’s organisational structures and known establishment changes in the future.  
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10.4.3 The duration of the payment will be determined according to the circumstances of the 
payment. Initially this may be for a period of no more than 3 years and will be subject to 
annual review, which may extend the period if appropriate. Any agreement to award a 
recruitment and retention payment will be formally notified and will include details of the 
amount of the award, the duration of the award and the review date after which the 
payment can be withdrawn. 

10.4.4 Other than in respect of housing or re-location expenses, the Leadership Group will not 
be entitled to a separate recruitment and retention payment. Remuneration in respect 
of any recruitment and retention payment will be reflected in their IPR. 

  

10.5 Unqualified Teacher Allowance 

10.5.1 The Executive Headteacher/Headteacher may determine, in consultation with the CEO, 
that an additional allowance be paid to an unqualified teacher where they have taken 
on a sustained additional responsibility which is focused on teaching and learning and 
either requires the exercise of a teachers’ professional skills and judgement or 
qualifications or experience which bring added value to the role they are undertaking. 

 
 

11.0 Additional Payments 
  

11.1 Out of School Learning Activities 

11.1.1 Teachers who undertake agreed voluntary learning activities outside the normal school 
day, and whose salary range does not take account of such activity, may be entitled to 
an additional payment. The Executive Headteacher/Headteacher, will consider each 
case individually before the activity takes place. Such activities may include but are not 
limited to: 

  Activities for more able children 
 Breakfast clubs 
 Curriculum linked sporting or arts related activities or clubs. 
 Holiday revision groups 
 Homework clubs 
 Saturday morning booster classes 
 Study support groups 
 Summer Schools. 

11.1.2 The rate of payment will be determined according to circumstances, but will usually be 
at the teacher’s daily or hourly rate calculated by reference to their actual salary on the 
Main or Upper Pay Range or by reference to a uniform notional spine point salary 
which would most appropriately be the maximum point of the Main Pay Range. 

11.1.3 Where the activity involves an increase in the individual teacher’s responsibilities this 
should be reflected by payment for the activity being on a higher spine point. 

  

11.2 Provision of Services to Other Schools 

11.2.1 The Trust may authorise teachers, including Leadership Group, to undertake additional 
responsibilities and activities relating to the raising of standards in one or more other 
school/academy. 

11.2.2 Where such an agreement is authorised, the CEO will determine, what, if any, payment 
should be paid in recognition of the associated additional responsibility and how much 
shall be retained by the Trust to cover associated costs such as administration or 
supply cover. 

11.2.3 All such payments are temporary with no entitlement to safeguarding when  they cease. 
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11.3 Activities related to the provision of initial teacher training (ITT) 

11.3.1 The Trust does not make payments for ITT activities but employees may be reimbursed 
by organisations for which they deliver activities. 

  

11.4 Continuing Professional Development 

11.4.1 The Trust does not make payments for CPD outside of the school day. 

 
 

12.0 Safeguarding 
  

12.1 The Trust will apply the salary safeguarding provisions of the current STPCD. Where a 
pay determination may lead to the start of a period of safeguarding, the required 
notification will be given as soon as possible and no later than one month after the 
determination. 

 
 

13.0 Appeals 
  

13.1 Teachers may seek a review of any determination in relation to their pay or any 
decision taken by the Trust, or Pay & Personnel Committee or individual acting with 
delegated authority that has affected them. 

  

13.2 A Pay Appeals Committee will consider appeals on the grounds that the decision: 

  Was incorrectly applied to any provision of the Pay Policy or other statutory 
provision. 

 Failed to have proper regard for statutory guidance. 
 Failed to take proper account of relevant evidence. 
 Took account of irrelevant or inaccurate evidence. 
 Was biased. 
 Had unlawfully discriminated against the teacher. 

  

13.3 The procedure for considering appeals is set out in Attachment 5. 
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C. NJC Employees 
 
 

14.0 Pay Determination 
  

14.1 Pay & Grading 

14.1.1 The Pay & Personnel Committee will determine the pay and grading of NJC employees 
in accordance with the National Joint Council (NJC) for Local Government Services 
and those agreed locally by the Trust (see Attachments 6a, 6b, 6c). 

  

14.2 Salary on Appointment 

14.2.1 It is normal practice for new employees to be offered and appointed on the first spinal 
point of the grade. 

14.2.2 It may be appropriate to appoint at a higher spinal point where the preferred candidate 
for the post has been in receipt of a higher hourly rate then the first spinal point of the 
grade. 

14.2.3 In these cases the Executive Headteacher/Headteacher should consider the following 
factors before making a decision in consultation with the CEO: 

  Evidence of the preferred candidate’s current or most recent salary. 
 Preferred candidate’s recruitment selection outcome compared to the second 

placed candidate. 
 Benefits to the local school in appointing the preferred candidate on a higher rate of 

pay. 
 Potential impact on other post holders of appointing the preferred candidate on a 

higher rate of pay. 

14.2.4 Where a candidate is appointed with continuous service in the same role they would 
automatically retain their hourly rate on appointment. 

  

14.3 Term Time Working 

14.3.1 Employees who are term time working and not all year round are regarded as being 
part time workers and therefore the Local Government Services National Agreement on 
Pay and Conditions of Service applies equally to them. 

14.3.2 The only exception to this is annual leave, for which there is no entitlement to take 
during term time. Therefore, as also in the case of casual workers, their pro-rata annual 
leave entitlement is paid as added working weeks as set out in Attachment 7a for 
Havering schools and Attachment 7b for Essex schools. 
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15.0 Pay Progression 
  

15.1 The Executive Headteacher/Headteacher will be responsible for making pay 
progression recommendations for NJC employees. 

  

15.2 These recommendations will be reviewed and further recommended by the CEO and 
approved by the Pay & Personnel Committee. 

 
 

16.0 Additional Responsibility Payment 
  

16.1 This is payable when a higher graded post becomes temporarily vacant for a 
continuous period of at least four weeks for any reason other than annual leave. 

  

16.2 This payment is made to employees who carry out the full duties and responsibilities of 
the higher graded post and will receive the salary that would apply if they were 
promoted to the position, i.e. the first spinal point. However, if cover extends for more 
than six months, employees may be eligible for incremental progression. 

  

16.3 Additional Responsibility Payments should not exceed twelve months unless it is 
covering the substantive post-holder’s absence or the post falls within the scope of a 
proposed organisational change. 

 
 

17.0 Honorarium Payment 
  

17.1 This payment is made to employees who carry out the partial duties and responsibilities 
of a higher graded post. 

  

17.2 Employees who undertake part of the duties and responsibilities of a higher graded 
post will receive a partial payment. For example, if 20% of the higher graded duties and 
responsibilities were being covered then 20% of the grade differential will be paid. 

  

17.3 An honorarium payment may be shared between two or more employees on a pro-rata 
basis 

 
 

18.0 Safeguarding 
  

18.1 The arrangements for the safeguarding of salaries for NJC employees is for a 
maximum period of 18 months. 
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D. Central Trust Employees 
 
 

19.0 CEO 
  

19.1 Pay Determination 

19.1.1 The Pay & Personnel Committee will be responsible for determining the Headteacher 
individual pay range and starting salary of the CEO. 

 
19.2 Pay Progression 

19.2.1 The CEO Performance Management Review Panel will be responsible for making pay 
progression recommendations to be approved by the Pay & Personnel Committee. 

 
19.3 Allowances 

19.3.1 The CEO will be paid a fixed allowance in addition to their substantive role as an 
Executive Headteacher. 

19.3.2 This allowance will take to account the size and complexity of the Trust and will be 
determined by the Pay & Personnel Committee. 

 
 

20.0 Trust Employees 
  

20.1 Pay Determination 

20.1.1 The CEO will recommend the pay range and starting salary for approval by the Pay & 
Personnel Committee. 

20.1.2 Trust Employees may also be given fixed allowances in addition to substantive salaries 
which we will be recommended by CEO and approved by the Pay & Personnel 
Committee. 

 
20.2 Pay Progression 

20.2.1 The CEO will be responsible for making pay progression recommendations in 
accordance with employees’ contractual terms and conditions to be approved by the 
Pay & Personnel Committee. 

 
20.3 Allowances 

20.3.1 STPCD or NJC allowances will also apply to Trust Employees as stated in their 
contractual terms and conditions. 
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E. List of Attachments 
 
 

23.0 List of Attachments 
  

A1a Head Teacher – Groups/Pay Ranges – Havering Schools 

A1b Head Teacher – Groups/Pay Ranges – Essex Schools 

A2a Leadership Group – Pay Ranges – Havering Schools 

A2b Leadership Group – Pay Ranges – Essex Schools 

A3a Teaching Rates of Pay- Havering Schools 

A3b Teaching Rates of Pay- Essex Schools 

A4 LIFE Education Trust Teacher Appraisal Policy 

A5 Teaching Pay Appeals Procedure 

A6a NJC Pay Scales – FBA, Benhurst, The Bridge 

A6b NJC Pay Scales – Dame Tipping 

A6c NJC Pay Scales – Essex Schools 

A7a Term Time Working – Additional Paid Weeks – Havering Schools 

A7b Term Time Working – Additional Paid Weeks – Essex Schools 
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Head Teachers - Groups / Pay Ranges 
Havering Schools 

wef 1 September 2022 
 

 
School Group Size 

 

 
 1 2 3 4 5 6 7 8 

6 £53,637        
7 £54,990        
8 £56,174 £56,174       
9 £57,488 £57,488       
10 £58,876 £58,876       
11 £60,308 £60,308 £60,308      
12 £61,623 £61,623  £61,623      
13 £63,077 £63,077 £63,077      
14 £64,553 £64,553 £64,553 £64,553     
15 £66,073 £66,073  £66,073 £66,073     
16 £67,740 £67,740  £67,740 £67,740     
17 £69,218 £69,218  £69,218 £69,218     
18 £70,169 £70,871  £70,871 £70,871 £70,871    
19  £72,542 £72,542 £72,542 £72,542    
20  £74,249 £74,249 £74,249 £74,249    
21  £75,250 £76,003 £76,003 £76,003 £76,003   
22   £77,795 £77,795 £77,795 £77,795   
23   £79,635 £79,635 £79,635 £79,635   
24   £80,718 £81,526 £81,526 £81,526 £81,526  
25    £83,464 £83,464 £83,464 £83,464  
26    £85,441 £85,441 £85,441 £85,441   
27    £86,604 £87,471 £87,471 £87,471   
28     £89,555 £89,555 £89,555  £89,555 
29     £91,682 £91,682 £91,682  £91,682 
30     £93,877 £93,877 £93,877  £93,877 
31     £95,164 £96,116 £96,116  £96,116

32      £98,411 £98,411  £98,411

33      £100,744 £100,744 £100,744 
34      £103,177 £103,177  £103,177

35      £104,606 £105,651  £105,651

36       £108,178 £108,178 
37       £110,785 £110,785 
38       £113,439 £113,439 
39       £114,964 £116,114 
40        £118,930 
41        £121,811 
42        £124,770 
43        £126,539 

 

 

Note: Salaries at the following points have two values with the maximum of the pay range 
clearly shown for those Head Teachers paid at the top of the school group range: 
L18, L21, L24, L27, L31, L35, L39 
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Head Teachers - Groups / Pay Ranges 
Essex Schools 

wef 1 September 2022 
 

 
School Group Size 

 

 
 1 2 3 4 5 6 7 8 

6 £50,122        
7 £51,470        
8 £52,659 £52,659       
9 £53,972 £53,972       
10 £55,359 £55,359       
11 £56,796 £56,796 £56,796      
12 £58,105 £58,105  £58,105      
13 £59,557 £59,557  £59,557      
14 £61,042 £61,042  £61,042 £61,042     
15 £62,560 £62,560  £62,560 £62,560     
16 £64,224 £64,224  £64,224 £64,224     
17 £65,699 £65,699  £65,699 £65,699     
18 £66,683 £67,350  £67,350 £67,350 £67,350    
19  £69,022 £69,022 £69,022 £69,022    
20  £70,732 £70,732 £70,732 £70,732    
21  £71,764 £72,483 £72,483 £72,483 £72,483   
22   £74,282 £74,282 £74,282 £74,282   
23   £76,122 £76,122 £76,122 £76,122   
24   £77,237 £78,010 £78,010 £78,010 £78,010  
25    £79,948 £79,948 £79,948 £79,948  
26    £81,926 £81,926 £81,926 £81,926  
27    £83,125 £83,956 £83,956 £83,956   
28     £86,039 £86,039 £86,039 £86,039 
29     £88,170 £88,170 £88,170 £88,170 
30     £90,364 £90,364 £90,364 £90,364 
31     £91,679 £92,596 £92,596  £92,596

32      £94,898 £94,898 £94,898 
33      £97,255 £97,255 £97,255 
34      £99,660 £99,660 £99,660 
35      £101,126 £102,137  £102,137

36       £104,665 £104,665 
37       £107,267 £107,267 
38       £109,921 £109,921 
39       £111,485 £112,601 
40        £115,410 
41        £118,293 
42        £121,257 
43        £123,057 

 

 

Note: Salaries at the following points have two values with the maximum of the pay range 
clearly shown for those Head Teachers paid at the top of the school group range: 
L18, L21, L24, L27, L31, L35, L39 
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Leadership Group Pay Ranges  
Havering Schools 

wef 1 September 2022 
 

 
1 £47,820 
2 £48,932 
3 £50,060 
4 £51,225 
5 £52,415 
6 £53,637 
7 £54,990 
8 £56,174 
9 £57,488 

10 £58,876 
11 £60,308 
12 £61,623 
13 £63,077 
14 £64,553 
15 £66,073 
16 £67,740 
17 £69,218 
18 £70,871 
19 £72,542 
20 £74,249 
21 £76,003 
22 £77,795 
23 £79,635 
24 £81,526 
25 £83,464 
26 £85,441 
27 £87,471 
28 £89,555 
29 £91,682 
30 £93,877 
31 £96,116 
32 £98,411 
33 £100,744 
34 £103,177 
35 £105,651 
36 £108,178 
37 £110,785 
38 £113,439 
39 £116,114 
40 £118,930 
41 £121,811 
42 £124,770 
43 £126,539 
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Leadership Group Pay Ranges  
Essex Schools 

wef 1 September 2022 
 

 
1 £44,305 
2 £45,414 
3 £46,548 
4 £47,706 
5 £48,894 
6 £50,122 
7 £51,470 
8 £52,659 
9 £53,972 

10 £55,359 
11 £56,796 
12 £58,105 
13 £59,557 
14 £61,042 
15 £62,560 
16 £64,224 
17 £65,699 
18 £67,350 
19 £69,022 
20 £70,732 
21 £72,483 
22 £74,282 
23 £76,122 
24 £78,010 
25 £79,948 
26 £81,926 
27 £83,956 
28 £86,039 
29 £88,170 
30 £90,364 
31 £92,596 
32 £94,898 
33 £97,255 
34 £99,660 
35 £102,137 
36 £104,665 
37 £107,267 
38 £109,921 
39 £112,601 
40 £115,410 
41 £118,293 
42 £121,257 
43 £123,057 
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# 

Teaching Pay Scales – 
Havering Schools  

wef 1 September 2022 
 

 

Main Pay Range (MPR) 

Pay Progression Stage 1 £32,407 

Pay Progression Stage 2 £34,103 

Pay Progression Stage 3  £35,886 

Pay Progression Stage 4  £37,763 

Pay Progression Stage 5  £40,050 

Pay Progression Stage 6  £43,182 

 

Upper Pay Range (UPR) 

Pay Progression Stage 1 £44,687 

Pay Progression Stage 2 £46,340 

Pay Progression Stage 3  £48,055 

 

Unqualified 

Pay Progression Stage 1 £22,924 

Pay Progression Stage 2 £25,144 

Pay Progression Stage 3  £27,362 

Pay Progression Stage 4  £29,323 

Pay Progression Stage 5  £31,539 

Pay Progression Stage 6  £33,759 

 

TLR 

 Min Max 

TLR 1 £8,706 £14,732 

TLR 2 £3,017 £7,368 

TLR 3 £600 £2,975 

 

SEN 

Min Max 

£2,384 £4,703 

 

Leading Practitioners 

Min Max 

£48,055 £71,220 
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# 

Teaching Pay Scales – 
Essex Schools  

wef 1 September 2022 
 

 
 

Main Pay Range (MPR) 

Pay Progression Stage 1 £28,000 

Pay Progression Stage 2 £28,064 

Pay Progression Stage 3  £29,800 

Pay Progression Stage 4  £30,144 

Pay Progression Stage 5  £31,570 

Pay Progression Stage 6  £32,344 

Pay Progression Stage 7  £33,850 

Pay Progression Stage 8  £34,630 

Pay Progression Stage 9  £35,990 

Pay Progression Stage 10 £37,409 

Pay Progression Stage 11 £38,810 

 
 

Upper Pay Range (UPR) 

Pay Progression Stage 1 £40,625 

Pay Progression Stage 2 £41,274 

Pay Progression Stage 3  £42,131 

Pay Progression Stage 4 £42,801 

Pay Progression Stage 5  £43,685 

 
 

Unqualified 

Pay Progression Stage 1 £19,340 

Pay Progression Stage 2 £20,184 

Pay Progression Stage 3  £21,559 

Pay Progression Stage 4  £22,402 

Pay Progression Stage 5  £23,777 

Pay Progression Stage 6  £24,620 

Pay Progression Stage 7 £25,733 

Pay Progression Stage 8  £26,841 

Pay Progression Stage 9  £27,954 

Pay Progression Stage 10  £29,060 

Pay Progression Stage 11  £30,175 
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TLR 

 Min Max 

TLR 1 £8,706 £14,732 

TLR 2 £3,017 £7,368 

TLR 3 £600 £2,975 

 
 

SEN 

Min Max 

£2,384 £4,703 

 
 

Leading Practitioners 

Min Max 

£44,523 £67,685 
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TEACHER  
APPRAISAL 
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Policy Teacher Appraisal Policy 

P&P consulted on Pay Policy  

Trust consulted on Pay Policy  

Policy adopted by Trust Board  

Reported to LGBs for implementation  

Implementation Date  

 
 
 
 
 
 
 
 



Attachment 4 

LIFE Education Trust Teacher Appraisal Policy 
 

 
Page 2 of 12 

LIFE HR v1                                                                                                                                                                           September 2022 

 

Contents Page 

1. Purpose 3 

2. Scope 3 

3. Appointment of Appraisers 3 

4. The Appraisal Cycle 4 

5. Objective Setting 5 

6. Reviewing Performance 6 

7. Annual Assessment 8 

8. Pay Progression 9 

9. Appeals 10 

10. Transition to Capability 11 

11. Monitoring and Evaluation 12 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Attachment 4 

LIFE Education Trust Teacher Appraisal Policy 
 

 
Page 3 of 12 

LIFE HR v1                                                                                                                                                                           September 2022 

 

1.0 Purpose 
  
1.1 This policy sets out the framework for a continuous process for identifying, evaluating 

and developing the work performance of teachers, so that the goals and objectives of 
the Trust and local schools are more effectively achieved, while at the same time 
benefiting teachers in terms of recognition of performance, professional development 
and career guidance. 

  

1.2 The policy seeks to minimise the impact on workload for individual teachers, appraisers 
and Headteachers to avoid unnecessary bureaucracy for all parties concerned. 

  

1.3 This policy will also be used to address any concerns that are raised about a teacher’s 
performance and sets out the arrangements that will apply in these circumstances. 

 
 

2.0 Scope 
  
2.1 Application 

2.1.1 This policy applies to all teachers except for: 

  Those on contracts of less than one term. 
 Early Career Teachers 
 Anyone who is the subject of formal capability proceedings. 

  

2.2 Teachers’ Standards 

2.2.1 The standards against which performance must be assessed in respect of a teacher 
are the set of standards articulated in the Teachers’ Standards document and any other 
set of standards relating to teachers’ performance published by the Secretary of State 
that the Governing Body shall determine as being applicable. 

2.2.2 In order to meet the Teachers’ Standards, a teacher will need to demonstrate that their 
practice is consistent with the definitions set out in Part 1 (Teaching) and Part 2 
(Personal & Professional Conduct). 

 
 

3.0 Appointment of Appraisers 
  
3.1 Headteacher Appraisal 

3.1.1 The Trust Board will appoint an appraiser for the CEO and Headteachers. 

3.1.2 Where a Headteacher or CEO is of the opinion that the appraiser is unsuitable for 
professional reasons, then they can submit a written request to the Chair of the Trust 
Board for that person to be replaced setting out the reasons why. 
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3.2 Teacher Appraisal 

3.2.1 All appraisers will have received training as required to enable them to fulfil all aspects 
of their role appropriately and effectively, including appraisal review meetings, objective 
setting, classroom observation and providing quality feedback to appraisees. 

3.2.2 The Headteacher is responsible for the appraisal of all teachers, but may delegate this 
responsibility to the teacher’s line manager. 

3.2.3 Where a teacher is of the opinion that the person to whom the Headteacher has 
delegated the appraiser’s duties is unsuitable for professional reasons, the teacher can 
submit a written request to the Headteacher for that appraiser to be replaced stating 
the reasons why. 

3.2.4 Where it becomes apparent that the appraiser will be absent for the majority of the 
cycle or is unsuitable for professional reasons, the Headteacher may perform the duties 
instead or delegate them in their entirety to another teacher. Where this teacher is not 
the appraisee’s line manager, the teacher will have an equivalent or higher status in the 
organisational structure as the appraisee’s line manager. 

3.2.5 Where a teacher is experiencing difficulties and the Headteacher is not the appraiser, 
the Headteacher may choose to undertake the role of appraiser. 

3.2.6 An appraisal cycle will not begin again in the event of an appraiser being changed. 

 
 

4.0 The Appraisal Cycle 
  
4.1 The annual appraisal cycle will run from 1 September to 31 August. The performance 

of teachers will be reviewed on an annual basis. 
  

4.2 Where a teacher joins a local school part way through a cycle, the Headteacher, or in 
the case where the teacher is the Headteacher the Trust Board in consultation with the 
appointed appraiser, shall determine the length of the first cycle for that teacher, with a 
view to bringing the cycle into line with the other teachers at the local school as soon as 
reasonably practicable. 

  

4.3 Where a teacher transfers to a new post within the Trust part way through a cycle, the 
Headteacher or, in the case of a teacher taking up the post of Headteacher the Trust 
Board in consultation with the appointed appraiser, shall determine whether the cycle 
should begin again and whether to change the appraiser. 

  

4.4 Where a teacher or Headteacher is employed on a fixed term contract for longer than a 
term but less than 12 months, the length of the appraisal period will be determined by 
the duration of the contract. 
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5.0 Objective Setting 
  
5.1 Headteachers & CEO 

5.1.1 The Headteacher/CEO objectives will be set by the Trust Board using the Bluesky 
system in line with published guidance, after consultation with the appraiser and the 
Headteacher/CEO. 

5.1.2 Both the Headteacher/CEO and the Trust Board will seek to agree the objectives, but 
where a joint decision cannot be made, the Trust Board will make the decision after 
taking advice from the appraiser. 

  

5.2 Teachers 

5.2.1 The objectives will be set for each teacher using the Bluesky system in line with 
published guidance, before, or as soon as practicable after, the start of each appraisal 
cycle and will be Specific, Measurable, Achievable, Realistic and Time-bound and will, 
if achieved, contribute to the Trust and local school’s plans for improving educational 
provision and performance, improving the education of pupils and also by taking into 
account the professional aspirations of the teacher. 

5.2.2 Suitable objectives include those related to classroom instructional practices, 
contributions to the development of school curriculum and relationship with pupils, 
colleagues and parents/carers. 

5.2.3 Objectives should also be justifiable and equitable when judged across teachers with 
similar roles and responsibilities as well as being appropriate to the teacher’s role and 
level of experience. 

5.2.4 On the grounds that emerging issues are unlikely to be known at the outset of an 
appraisal period, objectives may need to be adjusted throughout the appraisal period 
so that they remain relevant to the performance of the individual and to the priorities of 
the Trust and local school. 

5.2.5 The appraiser and appraisee will seek to agree to the objectives, but where a joint 
decision cannot be made then the Headteacher shall make the decision. 

5.2.6 The appraisal is not designed to cover the full range of a teacher’s role and 
responsibilities, but instead to focus on the individual priorities for the appraisal cycle. It 
will therefore be assumed at the performance assessment stage that those aspects of 
a teacher’s role and responsibilities not covered by the appraisal have been 
satisfactorily carried out. 

5.2.7 All teachers will be required to show evidence that they have met the Teachers’ 
Standards. A teacher will therefore need to demonstrate that their practice is consistent 
with all the aspects displayed in Part 1 (Teaching) and Part 2 (Personal & Professional 
Conduct) of the Teachers’ Standards document. 
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6.0 Reviewing Performance 
  
6.1 Gathering the Evidence 

6.1.1 As part of the overall appraisal process, it is important that the teacher is clear about 
the evidence that will be required by their appraiser to enable the appraiser to assess 
their performance and in turn make a substantiated and evidence based pay 
recommendation. 

6.1.2 Evidence should show and demonstrate a contribution towards: 

  A positive impact on pupil progress. 
 A positive impact on wider outcomes for pupils. 
 Improvement in specific elements of practice. 
 A positive contribution to the work of the school. 

6.1.3 The evidence gathered will largely be determined by the nature and scope of the 
agreed objectives and the Teacher’s Standards. Examples of evidence may include but 
not be limited to: 

  Classroom observations 
 Task observations 
 Reviews of assessment results 
 Reviews of lesson planning records 
 Internal tracking 
 School Improvement Plans 
 Moderation within and across other local schools 
 Pupils’ voice 
 Parents’ voice 
 Headteacher walkabouts 
 Evidence supporting progress against Teachers’ Standards 

  

6.2 Observation 

6.2.1 Observation of classroom practice and other responsibilities is important as a way of 
assessing teachers’ performance in order to identify any particular strengths and areas 
for development they may have, gaining useful information which can inform local 
school improvement more generally and enabling teachers to learn from each other 
and collaborate. Observation should be carried out in a supportive fashion and not add 
to teacher workload. 

6.2.2 Any classroom or task observations will be carried out in accordance with the local 
school’s classroom and task observation protocol. 

6.2.3 Where evidence emerges about the appraisee’s performance, which gives rise to 
concern during the appraisal cycle, additional observations may be arranged during the 
cycle. 
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6.3 Development & Support 

6.3.1 The local school’s Continuing Professional Development (CPD) programme will be 
partially informed by the training and development needs identified through the 
appraisal process. It is the shared responsibility of both the appraiser and appraise to 
highlight development and support needs. 

6.3.2 The budget planning will ensure that, as far as reasonably practoicable, resources are 
made available for appropriate development and support agreed for appraisees 
maintaining access on an equitable basis. 

6.3.3 With regard to the provision of CPD in the case of competing demands on the local 
school’s budget, a decision on relative priority will be taken with regard to the extent to 
which: 

  The CPD identified is essential for an appraisee to meet their objectives. 
 The extent to which the development and support will help the school to achieve its 

priorities 
  

6.4 Feedback 

6.4.1 Appraisees will receive feedback on their performance throughout the year and as soon 
as practicable after observation has taken place or other evidence has come to light. 
Feedback will highlight particular areas of strength as well as any areas that require 
further development. Where there are concerns about any aspects of the teacher’s 
performance the appraiser will meet the teacher formally to: 

  Give clear feedback to the teacher about the nature and seriousness of the 
concerns.  

 Give the teacher the opportunity to comment and discuss the concerns. 
 Set clear objectives for required improvement. 
 Agree any support (e.g. coaching, mentoring, structured observations), that will be 

provided to help address those specific concerns. 
 Make clear how, and by when, the appraiser will review progress (it may be 

appropriate to revise objectives, and it will be necessary to allow sufficient time for 
improvement. The amount of time is up to the local school but should reflect the 
seriousness of the concerns). 

 Explain the implications and process if no, or insufficient, improvement is made – 
e.g., impact on pay progression and potential move to formal capability. 

6.4.2 When progress is reviewed, if the appraiser is satisfied that the teacher has made, or is 
making, sufficient improvement, the appraisal process will continue as normal, with any 
remaining issues continuing to be addressed though that process. 
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7.0 Annual Assessment 
  
7.1 Each teacher’s performance will be formally assessed at the end of each appraisal 

cycle and assessment of performance will be on the basis agreed at the beginning of 
the cycle. In assessing the performance of a Headteacher the Trust Board must consult 
the appraiser. 

  

7.2 In assessing performance, the following where appropriate, shall also be taken into 
consideration: 

7.2.1 Where factors beyond the teacher’s control have impacted on their ability to meet 
objectives. 

7.2.2 Where a teacher has been absent for some or all of the assessment period, an 
assessment will be based on appraisal during any periods of attendance and/or prior 
appraisal. This will be considered alongside the assumption that, in order to progress, 
the teacher will have been present for the majority of the cycle. 

  

7.3 The teacher will receive as soon as practicable by the end of each appraisal cycle a 
report which will be completed within the Bluesky system, which they will then have the 
opportunity to comment upon. The appraisal report will include: 

7.3.1 An assessment of the teacher’s performance against their objectives 

7.3.2 An assessment of the teacher’s performance against their roles and responsibilities 
and relevant standards. 

7.3.3 An assessment of the teacher’s professional development needs and identification of 
any action that should be taken to address them. 

7.3.4 A recommendation on pay where that is relevant. 
  

7.4 A review meeting will take place to discuss the content of the report and further action 
required and to inform objective setting for the next cycle. 
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8.0 Pay Progression 
  
8.1 The Pay & Personnel Committee will consider annually whether or not to increase the 

salary of teachers who have completed a year of continuous employment since the 
previous annual pay determination and if so, to what salary within the relevant pay 
ranges. 

  

8.2 Deputy/Assistant Headteacher & Lead Practitioners 

8.2.1 A teacher on a Leadership or Lead Practitioner pay range will be eligible for 
performance pay progression where they have: 

  Played a critical role in the life of the Trust/Local school 
 Inspired those around them and worked with others to create a shared strategic 

vision which motivates pupils and employees alike. 
 Taken a lead in enhancing standards of teaching and learning and value 

enthusiasm and innovation in others. 
 They have confidence and ability to make management and organisational 

decisions and ensure equity, access and entitlement to learning 
 Been assessed at an overall outstanding level of teaching, where appropriate for 

the role. 
  

8.3 Upper Pay Range Teachers 

8.3.1 An upper pay range teacher will be eligible for biennial performance pay progression 
where they have: 

  Demonstrated increasing levels of outstanding teaching overall 
 Met the requirements of their job description/job role 
 Met their individual performance management objectives, although consideration 

will be given where factors beyond the teachers’ control have impacted on their 
ability to meet those objectives 

 Demonstrated a personal responsibility for identifying and meeting their CPD needs 
  

8.4 Main Pay Range & Unqualified Teachers 

8.4.1 A teacher will be eligible for annual pay progression where they have: 

  Been assessed as meeting all of the teaching standards throughout the 
assessment period. 

 Met their appraisal objectives 
 Had their teaching assessed as at least good overall during the assessment period. 
 Met the requirements of their job description/role. 
 Demonstrated a personal responsibility for identifying and meeting their CPD 

needs. 

8.4.2 In determining pay progression one pay point will normally be awarded, and two pay 
points may be awarded where performance has exceeded expectations of the role.  In 
the event of a teacher falling someway short of expectations incremental progression 
could be withheld. 

8.4.3 To qualify for a pay point increase the teacher would need to demonstrate most of the 
following: 

  To have met all of the objectives and all of the relevant standards. 
 Shown a commitment to improving their own performance as well as others and to 

continuing professional development. 
 All their teaching will have been assessed as at least good. 
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8.4.4 To qualify for a two pay point increase the teacher would need to demonstrate most, if 
not all of the following: 

  To have exceeded all of the objectives and have fully met all of the relevant 
standards. 

 Shown a strong commitment to the local school by going above and beyond the 
expectations of their job, acting as an exemplar for others and having shown a 
commitment to improve their own performance and their continuing professional 
development. 

 All their teaching was assessed as outstanding. 

 
 

9.0 Appeals 
  
9.1 At specified points in the appraisal process, such as when setting targets, reviewing of 

progress at mid-year or during the final review, all teachers have a right of appeal to the 
Headteacher, and in the case of the Headteacher/CEO to the Trust Board against any 
of the entries in their review statements. 

  

9.2 Where a teacher has concerns about the pay recommendation which cannot be 
resolved at the review meeting, they should include these on the review statement for 
consideration by those responsible for making pay decisions. 

  

9.3 A teacher may make a formal appeal against a decision on pay, which must be 
submitted in writing within ten working days of receipt of written notification of that 
decision. 

  

9.4 A Pay Appeals Committee will consider appeals on the grounds that the decision: 

  Was incorrectly applied to any provision of the Pay Policy or other statutory 
provision. 

 Failed to have proper regard for statutory guidance. 
 Failed to take proper account of relevant evidence. 
 Took account of irrelevant or inaccurate evidence. 
 Was biased. 
 Had unlawfully discriminated against the teacher. 
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10.0 Transition to Capability 
  
10.1 When a teacher is experiencing difficulties in meeting the performance standards and 

objectives set in the appraisal cycle and is unable to be resolved through support and 
guidance, the appraiser will arrange a meeting with the teacher as part of the appraisal 
process to: 

10.1.1 Provide formal feedback to the teacher about the nature and seriousness of the 
concerns. 

10.1.2 Give the teacher the opportunity to comment on and discuss these concerns. 

10.1.3 Give the teacher at least five working days’ notice that a meeting will be held to discuss 
targets for improvements alongside a programme of support. 

10.1.4 Agree and establish, in consultation with the teacher, an action plan with clear 
objectives and support that will help to remedy specific concerns. 

10.1.5 Make clear how progress will be monitored and when it will be reviewed. 

10.1.6 Explain the implications, including impact on pay progression, and process if no, or 
insufficient improvement is made. 

  

10.2 The teacher’s progress will continue to be monitored as part of the appraisal process 
which will normally be between four and eight working weeks and in any case shall only 
be as long as necessary to allow reasonable time for improvement. 

  

10.3 If sufficient progress is made then the teacher should be informed of this by the end of 
the review period and the appraisal process will then continue as normal. 

  

10.4 In cases where insufficient progress has been made, the teacher will be invited to a 
transition meeting to determine whether formal capability proceedings will be invoked, 
at which they can choose to be accompanied by a work place colleague or trade union 
representative. Also present would be the Appraiser and the Headteacher/CEO (or the 
Chair of the Trust Board if it is the capability of the CEO in question). There may also 
be a note taker and a LIFE HR representative present. 

  

10.5 The meeting will consider the following matters, of which will have been submitted to 
the teacher in writing at least five working days before the meeting: 

10.5.1 The evidence that has given rise to the specific concerns about the teacher’s 
performance. 

10.5.2 The seriousness of the concerns and their impact on the performance of the local 
school. 

10.5.3 The support that has been provided to date. 

10.5.4 The time for which the concerns have persisted. 

10.5.5 The degree of improvement achieved and whether or not this has been sustained. 

10.5.6 The extent to which the employee has shown insight and has engaged with the support 
provided throughout the appraisal process. 

10.5.7 Any mitigating factors. 
  

10.6 The teacher will be formally notified of the decision, normally within five working days. 
The decision will be either to continue with the appraisal process or to invoke the 
capability procedure by convening a formal capability meeting. 
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11.0 Monitoring and Evaluation 
  
11.1 The Pay and Pay Personnel Committee will monitor the operation and effectiveness of 

this policy. 
  

11.2 The CEO will provide the Pay & Personnel Committee with a written report on the 
operation of this policy annually. The report will not identify any individual by name. 

  

11.3 This report will include an assessment of the impact of this policy on: 

  Race 
 Sex 
 Sexual Orientation 
 Disability 
 Religion and Belief 
 Age 
 Part-time Status 
 Maternity and Pregnancy 

  

11.4 The CEO will also report on whether there have been any appeals or representations 
on an individual or collective basis on the grounds of alleged discrimination. 
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Teaching Pay Appeals Procedure 
 

 
 

1.0 Informal Resolution 
  
1.1 If following receipt of the written confirmation of the pay determination the teacher is not 

satisfied with the pay recommendation being made to the Pay & Personnel Committee, 
they may choose to resolve the matter informally within 10 working days of the 
notification decision in the first instance. 

  

1.2 Informal resolution would usually be sought through an informal discussion between 
the appraisee and the appraiser or Headteacher/CEO, before the pay recommendation 
is submitted the Pay & Personnel Committee.  

  

1.3 The teacher may also submit a formal statement setting out the grounds upon which 
the pay recommendation is disputed to the Pay & Personnel Committee for their 
consideration before the decision is made. 

  

1.4 If the matter is either not raised or not resolved by informal resolution then the formal 
procedure will need to be followed. 

 
 

2.0 Formal Notification of Appeal 
  
2.1 The teacher will be formally notified of the pay determination of the Pay & Personnel 

Committee and their right of appeal. 
  

2.2 Any appeal must be submitted to the the Chair of the Trust Board, unless otherwise 
advised, within 14 calendar days from receipt of written confirmation of the decision. 

 
 

3.0 Arranging the Pay & Personnel Appeals Committee 
  
3.1 The appeal will normally be heard within four working weeks of the receipt of the written 

notification of appeal. The teacher will be given an opportunity to make representations 
in person and/or be accompanied by a work colleague or trade union representative. 

  

3.2 The Pay & Personnel Appeals Committee shall consist of at least three 
representatives of the Trust Board, none of whom shall be employees or members 
of the Pay & Personnel Committee, one of whom will act as Chair.  

  

3.3 Also in attendance will be a Pay & Personnel Committee representative and/or the 
CEO, a note taker and a Life HR representative to advise the appeals committee, at the 
request of the Chair. 
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4.0 Holding the Appeal Hearing 
  
4.1 Introduction 
  

4.1.1 The Chair to confirm that it is an Appeal Hearing and that it will be conducted according 
to the Trust’s Pay policy. 

4.1.2 The Chair to state that notes will be taken by the notetaker during the proceedings. The 
purpose of the notes is meant to assist the Pay & Personnel Appeals Committee in 
recollection of the proceedings and will not be verbatim. The Pay & Personnel Appeals 
Committee decision will be made on the information presented during the appeal 
hearing and will not be dependent upon the notes. The notes of the meeting, when 
formally written up, will be sent to the employee and companion. 

4.1.3 The Chair to facilitate introductions to the appellant and companion.  

4.1.4 The Chair to remind the appellant of their right to be accompanied if they attend alone. 

4.1.5 The Chair to confirm that the appellant and the companion have received the 
documentation issued for this hearing. 

  

4.2 Pay & Personnel Appeals Committee Roles 
  

4.2.1 Chair to explain the roles of the chair, committee members, LIFE HR representative, 
and companion as follows: 

  

4.2.1 Chair 

4.2.1.1 The Chair has full authority during the course of the appeal hearing. The Chair’s 
decision is final and ensures that the appeal hearing is conducted fairly and 
reasonably. If there is an instance where the Chair has any concerns, or is unclear 
about any point in the procedure, an adjournment can be called to seek advice. The 
Chair will ensure that questions are relevant to the points at issue. The Chair has the 
right to stop a line of questioning of any party or ask that the questioning be modified 
should the Chair consider the line/tone/purpose of questioning to be unacceptable.  

4.2.2 Pay & Personnel Appeal Committee Members 

4.2.2.1 The Committee Members will assist the Chair to assess the merits of the case and to 
reach a decision in light of the information presented and made available. 

4.2.3 LIFE Human Resources Representative 

4.2.3.1 The HR Representative will advise the Appeal Committee on HR policies and 
procedures. The HR Representative may ask questions that are relevant to those 
policies and procedures. Also if necessary, the HR Representative may bring certain 
matters to the Chair’s attention during the proceedings. 

4.2.4 Companion 

4.2.4.1 The Appellant has a right to be accompanied by a trade union representative or a work 
colleague who is referred to as the companion. The companion has the right to address 
the Appeal Committee to put the employee’s case forward, sum up the case, respond 
on the appellant’s behalf to any view expressed during the appeal hearing, and confer 
with the appellant after the appeal hearing. The Companion does not have the right to 
answer questions on behalf of the appellant, address the Appeal Committee without the 
appellant’s consent, or do anything calculated to prevent the Pay & Personnel 
Committee and/or the CEO representative from explaining their case or stop anyone 
else from making a contribution. 
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4.3 Grounds for Appeal 
  

4.3.1 The Chair to read out the ground(s) of appeal. 

4.3.2 The Chair to confirm that those are the ground(s) of appeal with the appellant and they 
understand the purpose of the hearing. 

4.3.3 The Chair to explain the order of business which is as follows: 

4.3.3.1 Presentation by the companion and/or appellant, after which the Pay & Personnel 
Committee representative and/or the CEO may ask questions of the companion and/or 
appellant. The Pay & Personnel Appeals Committee may also ask questions. 

4.3.3.2 Presentation by the Pay & Personnel Committee representative and/or the CEO, after 
which the companion and/or appellant can ask questions. The Pay & Personnel 
Appeals Committee may also ask questions. 

4.3.3.3 There will be a short adjournment to allow both parties to prepare their summaries. 

4.3.3.4 The companion and/or appellant summarises their response, taking to account both 
presentations. 

4.3.3.5 The Pay & Personnel Committee representative and/or the CEO summarises their 
case, taking to account both presentations. 

4.3.3.6 The appeal hearing will be concluded to allow the Pay & Personnel Appeals Committee 
to consider both presentations and the information made available in order to reach a 
decision. 

4.3.3.7 The Chair will then formally notify the decision to all attending parties and the reasons 
for it within 7 calendar days. 

  
4.4 Companion and/or Appellant Presentation 
  

4.4.1 The companion and/or appellant should present their grounds of appeal. 

4.4.2 The Pay & Personnel Committee representative and/or the CEO will then have an 
opportunity to ask questions to the companion and/or appellant regarding the grounds 
for appeal. Please note that they must be questions, as statements or observations will 
not be considered appropriate. 

4.4.3 The Pay & Personnel Appeals Committee will then have an opportunity to ask 
questions of their own to the companion and/or appellant. As above, statements or 
observations will also not be appropriate. 

  

4.5 Pay & Personnel Committee representative/CEO Presentation 
  

4.5.1 The Pay & Personnel Committee representative and/or the CEO should respond to the 
grounds of appeal stating the reasons made for the original decision and the factors 
which were taken to account. 

4.5.2 The companion and/or appellant will then have an opportunity to ask questions to the 
Pay & Personnel Committee representative and/or the CEO. Please note that they 
must be questions as statements or observations will not be considered appropriate. 

4.5.3 The Pay & Personnel Appeals Committee will then have an opportunity to ask 
questions of their own to the Pay & Personnel Committee representative and/or the 
CEO. As above, statements or observations will also not be appropriate. 

  

4.6 Companion and/or Appellant Summary 
  

4.6.1 The companion and/or appellant summarises their response, taking into account both 
presentations. 
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4.7 Pay & Personnel Committee representative/CEO Summary 
  

4.7.1 The Pay & Personnel Committee representative and/or the CEO summarises their 
response, taking to account both presentations. 

  

4.8 Concluding the Appeal Hearing 
  

4.8.1 Should the Pay & Personnel Appeals Committee feel it necessary, further questions to 
clarify or explore a certain matter relating to the summing up may be asked. 

4.8.2 The Chair will then directly ask the appellant if there is anything further they would like 
to say before the hearing is concluded. 

4.8.3 The Appeal hearing will come to an end to allow the Pay & Personnel Appeals 
Committee to consider all the information presented to them, and to reach a decision 
as to whether the appeal is upheld or not. 

4.8.4 The decision will be made within 7 calendar days from the date of the appeal hearing 
and the appellant will be formally notified of this and there is no further right of appeal.   

4.8.5 In cases where the appellant will not be in their school at this time, the Chair should 
establish that the appellant will be have access to their e-mail and/or be at their home 
address around the date of notification. 

 



Attachment 6a

Spinal 
Point 

Annual 
Salary

1 £21,228

2 £21,399

3 £21,783

4 £22,179

5 £22,575

6 £22,983

7 £23,400

8 £23,817

9 £24,243

10 £24,684

11

12 £25,578

13 £26,040

14 £26,508

15 £26,985

16

17

18 £28,470

19 £28,983

20 £29,502

21

22

23 £31,122

24 £31,590

25 £32,112

26 £32,988

27 £33,909

28 £34,809

29 £35,496

30 £36,378

31 £37,353

32 £38,385

33 £39,564

34 £40,566

35 £41,586

36 £42,585

37 £43,605

38 £44,628

39 £45,576

40 £46,638

41 £47,661

42 £48,681

43 £49,674

44 £50,700

45 £51,717

46 £52,746

47 £53,793

48 £54,873

49 £55,980

50

51 £58,173

52 £59,262

53 £60,366

54

55 £62,547

56

57 £64,749

58

59

60 £68,343

61 £69,768

62 £71,229

63

64 £74,247

LPO8(b)

LPO8(f)

LPO8(d)

LPO8(h)

LPO8(i)

LPO7(c)

LPO8(a)

LPO8(c)

LPO8(g)

LPO8(e)

Grade

NJC Pay Scales - FBA, The Bridge, Benhurst - 2021/22

Scale 1

Scale 2

Scale 3

Scale 5

Scale 4

Scale 6

SO1

SO2

PO1

PO2

PO3

PO4

PO5

PO6

LPO7(a)

LPO7(b)
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Spinal Point Annual Salary

1 £21,228

2 £21,399

3 £21,783

4 £22,179

5 £22,575

6 £22,983

7 £23,400

8 £23,817

9 £24,243

Grade 4 10 £24,684

11

12 £25,578

13 £26,040

14 £26,508

15 £26,985

16

17

18 £28,470

19 £28,983

20 £29,502

21

22

23 £31,122

24 £31,590

25 £32,112

26 £32,988

27 £33,909

28 £34,809

29 £35,496

30 £36,378

31 £37,353

32 £38,385

33 £39,564

34 £40,566

35 £41,586

36 £42,585

37 £43,605

38 £44,628

39 £45,576

40 £46,638

41 £47,661

42 £48,681

43 £49,674

44 £50,700

45 £51,717

46 £52,746

47 £53,793

48 £54,873

49 £55,980

50

51 £58,173

52 £59,262

53 £60,366

54

Grade 11 55 £62,547

56

Grade 11 57 £64,749

58

59

60 £68,343

61 £69,768

62 £71,229

63

Grade 12 64 £74,247

65

Grade 12 66 £77,022

Please note that TA2 
allowance is £408

Grade 6

Grade 7 

Grade 8

Grade 9 

Grade 10 

Grade 11

Grade 12 

NJC Pay Scales - Dame Tipping - 2021/22

Grade

Grade 1/2

Grade 3

Grade 4

Grade 5

Grade 5
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Attachment 6c

Grade Spinal Point Annual Salary

Scale 1 1 £18,333

2 £18,516

3 £18,887

4 £19,264

5 £19,650

6 £20,043

7 £20,444

8 £20,852

9 £21,269

10 £21,695

11 £22,129

12 £22,571

13 £23,023

14 £23,484

15 £23,953

16 £24,432

17 £24,920

18

19 £25,927

20 £26,446

21 £26,975

22 £27,514

23 £28,226

24 £29,174

25 £30,095

26 £30,984

27 £31,895

28 £32,798

29 £33,486

30 £34,373

31 £35,336

32 £36,371

33 £37,568

34 £38,553

35 £39,571

36 £40,578

37 £41,591

38 £42,614

39 £43,570

40 £44,624

41 £45,648

42 £46,662

43 £47,665

44 £48,659

45 £50,066

46 £51,463

47 £52,835

48 £54,244

49 £56,745

50 £58,160

51 £59,579

52 £61,007

53 £62,416

54 £64,713

55 £66,339

56 £67,966

57 £69,579

58 £71,194

59 £72,458

60 £74,276

61 £76,085

62 £77,892

63 £79,706

64 £85,629

65 £87,778

66 £89,910

67 £92,046

68 £94,193

69 £96,708

70 £99,222

71 £101,727

72 £104,240

73 £106,753

74 £109,265

Scale 17

Scale 8

Scale 9

Scale 10

Scale 11

Scale 12

Scale 13

Scale 14

Scale 15

NJC Pay Scales - Essex Schools - 
2021/22

Scale 2

Scale 3

Scale 4

Scale 16

Scale 5

Scale 6

Scale 7
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EMPLOYEES WHO ARE CONTRACTED TO WORK LESS THAN 52 WEEKS PER YEAR 

The table below shows the number of weeks worked per annum and weeks paid inclusive of annual 
leave and bank holidays from 1 April 2022 to 31 March 2023 

YEARS OF CONTINUOUS SERVICE 

WEEKS 
WORKED 

PER 
YEAR 

Up to and including SCP 10 Above SCP 12 

Less than 5 
Years 

More than 5 
Years 

More than 
20 Years 

Less than 5 
Years 

More than 5 
Years 

More than 
20 Years 

38 43.6  44.1 44.7 43.9 44.5 45.1 

39 44.7 45.2 45.9 45.0 45.7 46.3 

40 45.8 46.4 47.0 46.2 46.8 47.5 

41 46.9 47.6 48.2 47.4 48.0 48.7 

42 48.1 48.7 49.4 48.5 49.2 49.8 

43 49.2 49.9 50.6 49.7 50.3 51.0 

44 50.4 51.0 51.7 50.8 51.5 * 

45 51.5 * * * * * 

*  In these circumstances the employee would be appointed on an all year (52 week) contract
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EMPLOYEES WHO ARE CONTRACTED TO WORK LESS THAN 52 WEEKS PER YEAR 

The table below shows the number of weeks worked per annum and weeks paid inclusive of annual 
leave and bank holidays from 1 April 2022 to 31 March 2023 

YEARS OF CONTINUOUS SERVICE 

WEEKS 
WORKED 
PER 
YEAR 

Up to & Including SCP22 From SCP23 to SCP 34 From & including SCP35 

Less than 5 
Years 

More than 5 
Years 

Less than 5 
Years 

More than 5 
Years 

Less than 5 
Years 

More than 5 
Years 

38 43.6  43.9 43.5 44.1 43.7 44.3 

39 44.5 45.0 44.7 45.2 44.8 45.5 

40 45.6 46.2 45.8 46.4 46.0 46.6 

41 46.7 47.4 46.9 47.6 47.1 47.8 

42 47.9 48.5 48.1 48.7 48.3 48.9 

43 49.0 49.7 49.2 49.9 49.4 50.1 

44 50.2 50.8 50.4 51.0 50.6 51.3 

45 51.3 * 51.5 * 51.7 * 

*  In these circumstances the employee would be appointed on an all year (52 week) contract
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