DRAFT JULY, APPROVED OctOBER 2016
Berkshire Maestros Pay Policy
Purpose
This policy exists to help the Board and Leadership group of Berkshire Maestros to recruit and retain the best possible staff.
The policy sets out the following goals:
· That all staff are treated fairly
· Pay awards must be financially sustainable in the long term
· To give a career structure for those most effective staff
· To provide job security to staff as far as it is reasonably possible
· Pay staff fairly according to the work they do.

All staff employed by Berkshire Maestros (Maestros) are paid according to this policy.  All pay-related decisions are made taking full account of Berkshire Maestros’ financial performance and business plans.

All pay related decisions are taken in compliance with relevant legislation
The Trustees will determine and approve the funds available for awards and increases.  The executive management will determine the distribution to staff.  
Overview of conditions of employment
The standard working week for full time non-teaching staff is 37.5 hours, totalling 1950 hours per annum.  Full time teaching staff are allocated 1265 working hours per year.  For all teaching staff a directed time document is created annually.  
1062 hours (number of teaching weeks x 32.2 hours per week) should be used for direct income generation activities such as teaching and/or ensemble direction; this includes an allocation of time for planning, preparation and assessment. 
A further 30 hours is available for professional development and training.  The remainder of the time is for concerts, events, courses and other approved activities.  Part time employed staff are paid and allocated time pro-rata.  Line managers are allocated time within the working week to discharge their responsibilities effectively. 
Pay Reviews & Written Statements
Each employee will be given a written statement setting out the salary to which they are entitled on an annual basis.
The written statement will be issued to staff members by the Chief Executive on behalf of the Board of Trustees, and by the Chair of the Board of Trustees in the case of the Chief Executive.

Performance Related Enhancement
Berkshire Maestros employees can expect to receive regular, constructive feedback on their performance and are subject to annual appraisal/performance management process that recognises their strengths, informs plans for future and helps enhance their professional practice.  The arrangements for staff performance management are set out in Berkshire Maestros’ Performance Management Policy.

Pay Structure
Staff at the Start of their Careers (years one to three)
New employees will be allocated to a salary that reflects their experience, qualifications and expertise (see Annex 1).  For all staff entering Berkshire Maestros at the start of their career, automatic progression would be expected subject to successfully passing their probationary period and to there being no outstanding disciplinary or capability proceedings.  It is expected that employees will have fulfilled their full job designations (for teachers: including full directed time allocations).
All new staff will be appointed subject to a probationary period of not less than three months.  Their performance will be appraised during that period and an assessment of their performance will take place at the end of that period with a recommendation to pass, to fail or to extend the period of probation taken. 

ALL OTHER STAFF
Berkshire Maestros does not have a pay scale.  
Subject to conditions set our later in this policy, the Board of Trustees will set their annual budget which will make provision to recognise high performing staff by the payment of a performance based enhancement award.  Any increase will be added to the recipient’s salary for subsequent years and be pensionable. The total financial allocation for this will be set by the Board of Trustees and it will be for the Chief Executive to decide how these awards are made, receiving advice from line managers.  
All staff will be given an annual performance rating. Staff have an annual opportunity to discuss their rating with their line manager. The rating may contribute to any performance based enhancement award.  Line Managers will make recommendations to a pay panel of three members of SMT.
There is no specific pay limit.
Pay Determination on Appointment/DeteRmining pay ranges for vacant positions
Berkshire Maestros will not restrict the pay available for appointees to vacant posts, other than a lower limit.  We will seek to recognise appropriate qualifications when identifying starting salaries.  It is expected that the salaries for leadership roles will take into account the historical allocation of TLR and other similar allowances.
Pay Determination Dates 
Any successful award will be implemented as from 1st September of the current academic year.
ACTING ALLOWANCES
Any staff member who is required to officially act in a more senior position outside of their job role will receive an additional allowance in order that the total pay received is equal to the set minimum salary for the substantive post holder.  Payments will be back dated to the day on which the staff member assumed these responsibilities.
TEACHERS’ Variable Contracts
Variable contracts are expressed as a percentage of Full-Time (100%). To take account of variations in the amount of available teaching contracts may be changed up to 6 times a year. In each case at least two months’ notice must be issued to the teacher warning of the intended change. This is to promote job security and allow the staff member the opportunity to recruit to fill teaching vacancies.  This applies to both increases and decreases in salary.
SETTING THE BUDGET FOR PERFORMANCE AWARDS
The Board of Trustees will annually set a budget for staff pay advancement that takes account of the previous year’s financial out-turn and the need to reward and incentivise high performing staff.  In the event of there being insufficient funds to allocate an enhancement award, (see Financial Responsibility below), the Board of Trustees may agree a ‘Corporate Performance Award’ to all individual members of staff who have satisfied the category 2 requirement as described in Annex 2.  This would be a ‘one-off’ reward to staff in their December pay.
Division of Funds
Annually the budget set by the Board of Trustees will if financial circumstances allow:
· Allocate a sum of money for a number of performance based enhancement awards.  This can be divided into two separate sums of money: a larger number of small awards and a smaller number of larger awards
The smaller number of larger performance based enhancement awards will be available to staff members who are considered to have excelled in their performance and have achieved greater success.  Staff should apply for these following a conversation with their line manager. See Annex 2 for an example of how staff will be rated and therefore the pay awards distributed.
MAKING PAY DECISIONS
Pay decisions are the responsibility of a 3 member pay panel of SMT.  The panel will expect to listen to advice and recommendations from senior and middle leaders before making a decision as to how to allocate funds.  When SMT makes decisions in individual cases, the panel must be constituted to ensure there is no conflict of interest.
To be fair and transparent, assessments of performance will be properly rooted in evidence.   The Senior Management team will seek to ensure that evidence of performance is being assessed and judged consistently.
The panel will expect to take note of:
· Basic Professional Standards
· Quality of Teaching (not applicable to Central Services)
· Business Improvement Criteria

In the case of SMT pay, nominated Trustees will report to the Board of Trustees, or its appointed sub-committee, who is responsible for making a determination about any pay increase to be awarded on the basis of their performance.
If a member of staff feels any part of this process has not been carried out correctly then this can be appealed (see performance management policy). 
Monitoring & Review of the policy
The Board of Trustees will monitor the outcomes and impact of this policy on an annual basis, including trends in pay enhancement across specific groups of employees, to assess its effect and Berkshire Maestros’ continuing compliance with equalities legislation.
The Board of Trustees will review the content of the policy on an annual basis to ensure that it continues to deliver its aims.  Any significant changes will be the subject of consultation with staff before being implemented.
Financial Responsibility/Budgetary Processes
Due to the business model of Berkshire Maestros and current funding streams, any funds allocated to pay awards must be generated above and beyond the minimum amounts required to keep the charity operational.
ANNEX 1
CAREER STARTING POINTS (exemplar figures only, Figures to be reviewed Annually
The recommended initial salaries for new staff to Maestros with little or no previous experience in that role:
		Job roles
	
	Starter
	Year 2
	Year 3
	

	Cleaner
	
	9000
	9250
	9500
	

	Gap Year student
	
	Minimum wage as defined by law

	Assistant
	
	9000
	9250
	9500
	

	Clerk
	
	15000
	16000
	17000
	

	Administrative Responsibility holder
	
	16000
	17000
	18000
	

	Music Centre Manager
	
	21000
	21500
	22000
	

	Central Services Team Leader
	
	26000
	
	
	

	Unqualified Teacher (instructor/intern)
	
	18000
	19000
	20000
	

	Graduate Musician with teaching diploma/s
	
	19000
	20000
	21000
	

	Qualified Teacher (PGCE/QTS)
	
	22460
	23460
	24460
	

	Lead Teacher/Leading Professional
	
	25000
	 
	 
	

	Learning Leader/Small Dept Leader
	
	28000
	
	
	

	Senior Leader – Curricular/Area/other
	
	32000
	
	
	



	
	
	
	

	
	
	
	
	


[bookmark: _GoBack]Starting pay for senior management team to be decided by the Trustees when required.
ANNEX 2
There will be three categories of staff:
· 1	performing well in excess of expectations
· 2	full meeting expectations
· 3	below expectations in key aspects
It is hoped that the overwhelming majority of staff are within group 2 and meeting expectations.  These will be allocated the small financial award.  A small number will present significant evidence to make their case to be considered well in excess of expectations and will receive a larger award. Staff who have not met expectations will not receive a pay award.  Examples of criteria to be used exist in previously circulated performance pay documents: for central services these are the basic professional standards and business improvement criteria; for teachers these are the basic professional standards, teaching standards and business improvement criteria.
Review Date Spring 2017
Sept 2016

