
APPENDIX 2   
 
PAY APPEALS 
 

SUPPORT STAFF 

The order of proceedings is as follows: 

1. A member of staff receives written confirmation of the pay determination in relation to the 
post grade and /or other allowances from the Head teacher.  

2. The member of staff should set down in writing the grounds for questioning the pay 
determination and send it to the Head teacher, with a copy to the Chair/Clerk of the 
Governing Body, within ten working days of the notification of the decision being 
appealed against. The Governing Body may extend the time limit for good and sufficient 
reason.  

Informal stage (optional) 

3. It may be possible to resolve the pay determination issue without the need to use the full 
formal appeals process. The member of staff will be invited to meet with his/her line 
manager with appropriate professional support to seek to resolve the pay determination 
issue in the first instance.  

The meeting will be used to: 

Give the member of staff an opportunity to expand on aspects of the job and working 
arrangements which it is felt have not been considered.   

Give the line manager and their professional support the further opportunity to clarify 
aspects of the job and working arrangements with the member of staff. 

4. The meeting is not a negotiating forum but is used to clarify and identify information that 
may not have been taken into account. Following the meeting the line manager can 
review the pay determination taking account of any additional information. The outcome 
of this review will be confirmed in writing. If, following the review, the assessment 
remains unchanged and the member of staff is still dissatisfied with the pay 
determination the formal appeals process would be continued with. 

Formal Stage 

5. The member of staff should confirm their intention to proceed with formal appeals 
process and include any additional information they feel relevant to their appeal, within 
ten days of being notified of the outcome of the informal process (if used). 

6. The member of staff will be sent a copy of a management statement setting out the 
reasons for the pay determination. 

7. The Governing Body will convene an appeals panel of at least 3 Governors, who were 
not involved in the original determination and who are not otherwise excluded by virtue of 
regulation 57 or Schedule 6 of the School Government Regulations, normally within 20 
working days following receipt of the completed Appeal proforma.  The member of staff 
and the line manager will be given the opportunity to make representations in person 

8. The decision of the appeal panel will be given in writing.  The decision of the appeal 
committee is final. 

 

  



TEACHERS 

The order of proceedings is as follows: 

1. A teacher receives written confirmation of the pay determination and where applicable 
the basis on which the decision was made. 

2. The teacher should set down in writing the grounds for questioning the pay decision and 
send it to the Head teacher, with a copy to the Chair/Clerk to the Governing Body, within 
ten working days of the notification of the decision being appealed against. The 
Governing Body may extend the time limit for good and sufficient reason. If the Head 
teacher wishes to appeal, a notification should go to the Chair of the Governing Body, 
with a copy to the clerk, within the same period of time. 

Informal stage (optional) 

3. It may be possible to resolve the pay determination issue without the need to use the full 
formal appeals process. The teacher will be invited to meet with the Pay Committee or 
person who made the determination to seek to resolve the pay determination issue in the 
first instance.  

4. The meeting is not a negotiating forum but is used to clarify and identify information that 
may not have been taken into account. Following the meeting the pay determination can 
be reviewed taking account of any additional information. The outcome of this review will 
be confirmed in writing. If, following the review, the assessment remains unchanged and 
the teacher is still dissatisfied with the pay determination the formal appeals process 
would be continued with. 

Formal Stage 

5. The teacher should confirm their intention to proceed with formal appeals process and 
include any additional information they feel relevant to their appeal, within ten days of 
being notified of the outcome of the informal process.   

6. The teacher will be sent a copy of a management statement setting out the reasons for 
the pay determination. 

7. The Governing Body will convene an appeals panel of at least 3 Governors, who were 
not involved in the original determination and who are not otherwise excluded by virtue of 
regulation 57 or Schedule 6 of the School Government Regulations, normally within 20 
working days following receipt of the teacher’s statement and the management 
statement. The teacher will be given the opportunity to make representations in person.   

8. The decision of the appeal panel will be given in writing, and where the appeal is 
rejected will include a note of the evidence considered and the reasons for the decision. 
The decision of the appeal committee is final.  



 


