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Mission Statement

All policies are written in line with our Trust Mission statement:

“Inspired by faith through love, friendship and joy.”

We embrace the teachings of Jesus Christ, infusing every aspect of our trust with love. Our
pupils, families, and staff are encouraged to show compassion, kindness, and respect to one
another, creating nurturing environments where everyone feels valued and loved. We foster
a deep sense of love for God, self, and others, empowering our pupils to make positive

contributions to society.

We recognise the importance of relationships and the power of friendship in shaping lives.
Our schools foster an atmosphere of genuine fellowship, where pupils form deep connections
with their peers, teachers, and the wider community. We promote inclusivity, understanding,
and empathy, cultivating an environment where diversity is embraced and friendships are
built on mutual respect. Our pupils learn the value of teamwork, cooperation, and service, as

they become compassionate leaders who forge lasting friendships rooted in faith.

We believe that joy is a reflection of God's presence in our lives. Our schools are places where
joy abounds, where pupils are encouraged to find joy in learning, discovering their talents,

and building meaningful relationships. Through engaging and innovative teaching, we inspire
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a lifelong love of learning, instilling in our students a sense of wonder and curiosity about the
world around them. We celebrate achievements, milestones, and special moments, ensuring

that joy permeates our school communities.
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Change Control

Version |Date Author Changes
1.6 October Trust HR Updated to reflect April 2025 support staff pay award
2025 Manager
15 July 2025  [Trust HR Changes in line with Green Book and Wakefield
Manager Support Staff Terms & Conditions

1.4 April 2023 [Trust Head of  |Changes in line with Green Book and Wakefield
HR Support Staff Terms & Conditions

13 April 2022 [Trust Head of  |Changes in line with Green Book and Wakefield

HR Support Staff Terms & Conditions
1.2 April 2021 [Trust Head of  |Changes in line with Green Book and Wakefield
HR Support Staff Terms & Conditions

1.1 April 2020 [Trust Head of  |Changes in line with Green Book and Wakefield
HR Support Staff Terms & Conditions

1.0 April 2019 [Trust Head of  |Changes in line with Green Book and Wakefield
HR Support Staff Terms & Conditions
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1.1 Introduction

The Bishop Konstant Catholic Academy Trust (BKCAT) is a Multi Academy Trust (MAT)
founded by, and part of the Catholic Church. The Trust is conducted by the Trust
Board, with each academy having an Academy Council as Catholic Schools in
accordance with the canon law and teachings of the Catholic Church, and in
accordance with the Trust Deed of the Diocese of Leeds. At all times the academy’s
are to serve as a witness to the Catholic faith in Our Lord Jesus Christ, and will
endeavour to provide for both pupils and staff an environment in which all individuals
are recognised as sons and daughters of God. The Trust Board will therefore seek to
ensure that each member of staff is valued and receives proper recognition for his/her
work and contribution to academy life.

Consequently, the Trust Board has adopted this support staff pay policy to provide a
clear framework for the exercise of its powers in relation to the pay of individual
members of staff. These powers will be exercised to take account of the specific needs
of the academy in the light of flexibility inherent in the National Joint Council for Local
Government Services and JNC for Senior Officers.

1.2 Framework

To provide a clear framework for the management of pay and grading issues for all
support staff employed by the Trust.

An annual review of support staff salaries is not a requirement; the Trust will
undertake a regular review of job descriptions and responsibilities in order to ensure
appropriate pay levels and differentials are maintained. Salary adjustments will apply
(i.e. a re-grading) where there is evidence of increased responsibility comparable to a
higher graded post.

The Trust will ensure that administrative and clerical tasks previously undertaken by
teachers remain with support staff. There will be a regular review of: the suitability of
tasks to the employee’s established role; whether sufficient time has been made
available; what time could be freed up; whether additional training is needed, and;
any implications for pay and grading. Significant changes will be achieved through
consultation and agreement or by giving statutory notice of and justification for the
change.

1.3 Aims

i) To maintain and improve the quality of education provided for pupils in the
academy by having a support staff pay policy and staffing structure which
supports the Trust's Mission Statement and Academy Councils’ current
Development Plans;
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ii) To ensure that members of support staff receive proper recognition for their
work and responsibilities towards achievement of the Mission Statement;

iii) To ensure fair and open treatment of staff within the central team and
academy and to enhance and maintain staff morale through the management
of the pay policy and through an awareness of the impact of decisions on all
members of staff and on other schools / academies;

iv) Within the resources available to the Trust Board and each Academy Council,
to use the flexibilities inherent in the national and local conditions of service
for staff in a positive and constructive fashion so as to assist the Trust Board
and Academy Councils in the recruitment, appointment and retention of a
well-motivated, high quality staff.

In seeking to implement these aims and to apply this policy the Trust Board may take
account of necessary advice issued by the Local Authority (LA), Local Government
Association (LGA), the Diocesan Council for Education and recognised Support Staff
Associations and Trade Unions.

1.4 Consultation

The Trust Board and Academy Council staffing committees will consult fully with the
Headteachers, members of staff and representatives of their professional associations
/ unions and will seek advice as required from the LA / LGA / Diocese both when
drafting amendments to this pay policy and during each annual review of the policy.
Every member of support staff and Academy Council and Trust Board will be given a
copy of the policy. A copy will also be sent to the Diocese.

1.5 Equalities

The Trust Board and Academy Council will ensure that its processes are open,
transparent and fair. All decisions will be objectively justified.

The Trust Board is aware that it must not be in breach of the law on these matters and
wishes to promote and practise the Gospel values of justice and equity. It has
consequently adopted the CES Guidance — Public Sector Equality Duty in England
which will be followed in the application of this pay policy.

The Trust Board will, as necessary, carry out an equality impact assessment to
determine whether the structures agreed will affect some groups differently to others.
The intended outcome of the assessment is that it will reduce likelihood that it
discriminates and that, where possible, it promotes equality and fairness. Adjustments
will be made to take account of special circumstances relating to staff on maternity /
adoption leave or extended long term absence.
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1.6 Decision Making

All support staff employed at BKCAT are paid in accordance with the statutory
provisions of National Joint Council (NJC) for Local Government Services - National
Agreement on Pay and Conditions of Service (the Green Book) and JNC for Senior
Officers. A copy can be found in the Trust Office. All pay-related decisions are made
taking full account of the Trust Board and individual academy development plans and
staff members and unions have been consulted on this policy. All pay and performance
management policy related decisions are taken in compliance with The Employment
Rights Act 1996, The Employment Relations Act 1999 and The Employment Act 2008,
The Part-Time Workers (Prevention of Less Favourable Treatment) Regulations 2000,
The Fixed Term Employees (Prevention of Less Favourable Treatment) Regulations
2002 and The Agency Workers Regulation 2010 and Equality Act 2010.

The mechanism for making these decisions is through the Trust Board and / or CEO for
Trust Central Team and Academy Council Pay Committees (or equivalent) for Academy
staff.

1.7 Pay and Pay Grades

The Trust Board and Academy Councils will ensure that all support staff posts are
evaluated using a chosen job evaluation scheme. The Job Evaluation Scheme will be
managed by the Trust Head of HR and all requests processed by the Trust HR Team.
This analyses all aspects of a job and attributes points to each as appropriate. These
numbers, when totalled, indicate which salary scale the job should be placed and how
it relates to pay. The process of grading jobs and developing a modern pay structure
is to promote fairness (i.e. having regard for Equal Pay legislation), discipline and
credibility in the pay policy.

The Trust Board and Academy Councils will work within the NJC for Local Government
Services - National Agreement on Pay and Conditions of Service (the Green Book) and
IJNC for Senior Officers, and any local arrangements agreed with any trade unions
recognised by the Trust as representing support staff and academy based employees.

Academy Councils undertake to establish the pay grade of a post in accordance with
guidance issued and will pay the rates of pay, relevant to the grade, as determined by
the job evaluation process. The NJC salary scale points 1-43 are shown in Appendix 2.

The Trust are committed to taking account of Local Government Association advice
for any Senior Officer positions above spinal column point 43.

Salary for all NJC employees is paid on the 16" of each month for the whole of that
calendar month, divided equally into 12 monthly payments.
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1.8 Pay Committee

The Pay Committee (Trust Board Pay and Remuneration committee or each Academy
Council equivalent committee) is established in accordance with the Articles of
Association and Trust Scheme of Delegation and has fully delegated powers to
determine the pay of all staff working in the Trust and Academy subject to the relevant
statutory requirements.

1.9 Other Matters Relating to Pay

a. Appointments

External Appointments

The Trust and Academy Council will normally appoint a new employee on the first
spinal column point within the grade, but may determine in exceptional
circumstances (normally recruitment difficulties) to choose a higher spinal column
point within the grade. In these circumstances the Trust Board and Academy
Council need to be aware of setting precedents and / or of any potential equal pay
claims.

Internal Appointments to a Post which carries a higher maximum salary

Where an internal appointment is made to a post which carries a higher maximum
salary than the employee’s previous grade, an employee should receive one spinal
column point in excess of the salary they would have received on their old grade
on the day of appointment. Where the employee has been acting up to a higher
position and doing the full range of duties of the role prior to formal appointment
then the starting salary should be at the same level as the acting allowance and
incremental progression should continue as if the appointment was from the start
of the acting up period, in order that the individual does not suffer detriment.

Internal Appointment to a Post of the same grade

Where an internal appointment is made to a similar or like post of the same grade
that the employee was previously on then, provided the employee can meet the
appropriate levels of skills, experience etc. required of the job, they should be
placed on the same spinal column point they were receiving in their old job.

Internal Appointments to a Post of a lesser grade

Where an internal appointment is made to a post of a lesser grade than the
employee was previously on then, provided they can meet the appropriate levels
of skills, experience etc. required for the job, they could be appointed to a level
felt appropriate above the lowest spinal column point of the new job.

External Appointments to a Post attracting a similar or lesser salary

Where an external appointment is being considered and the candidate is currently
on a salary higher than the lowest spinal column point of the new job, and it can
be demonstrated that the only way they would accept the job is to offer at an
appropriate level higher than the lowest spinal column point and that they are the
only / most suitable candidate due to skills / experience, then they could be
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appointed at a level felt appropriate above the lowest spinal column point of the
new job.

b. Annual Increments
Annual increments are payable on 1° April until the maximum spinal column point
within the salary grade is reached.

This is subject to the qualifying period of six months service being satisfied. Should
an employee be appointed between 1% October and 31°* March they will receive
an increment 6 months after their date of commencement within that position
and then on the 1% April thereafter.

An increment can only be withheld as a result of a formal procedure and will be
subject to a right of appeal to the Trust Board or Academy Council.

c. Promoted or Re-graded Employees
Employees who are either promoted or re-graded to a higher graded post or
whose existing post is re-graded will receive an increase from the agreed effective
date. Salary will be paid at the first spinal column point of the new grade, however
the employee should receive one spinal column point in excess of their existing
salary that they would have received on their old grade on the day of appointment
to the new position or agreed effective date of the re-grade.

There is no discretion to accelerate an employee’s incremental progression within
a grade.

It is important that staff undertaking common duties are paid the same to maintain pay
equality.

2.0 Payment of Acting Allowances

Payment of an acting allowance will normally be made where an employee is called to
undertake additional duties in the absence of a more senior colleague (usually during
sickness absence or maternity / adoption leave) for a continuous period of at least
four weeks and ordinarily for no more than a period of six months.

2.1 Payment of Honoraria

Honoraria are a matter for the Trust Board and / or Academy Council to consider and
award on a case by case basis. Payment will only be made as a one-off reward to staff
who voluntarily made a significant contribution to the Trust and / or academy in an
unforeseen isolated set of circumstances. Payment will not be made to staff on a
regular basis for planned responsibility for which other pay provisions apply.
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2.2 Working Additional Hours

Where an employee is asked to work additional hours or is asked to attend an activity
(e.g. Staff Meeting, Inset, Parent’s Evening), they are entitled to additional payments
at the appropriate hourly rate. Overtime payments will only be made for hours worked
above the standard full time hours for support staff, i.e. 37 hours. Employees may
request to take additional hours worked as lieu time. Any additional hours, overtime
or lieu time, must be approved by the CEO / Headteacher or their designated
representative before it is undertaken.

23 Term Time Only Working

The calculation for the payment of staff working term time only or annualised hours
will be applied for central team and support staff within an academy;

Term time only employees are typically paid for 38 or 39 working weeks, Employees
can be appointed on contracts for term time only plus a specific number of additional
working days or weeks.

For all term time only employees a pro-rata annual leave entitlement is included
within the pay calculation. The calculation of annual leave entitlement depends on
length of service. The statutory entitlement to annual leave coincides with periods of
academy closure and is therefore considered to be taken during this time. There is no
entitlement to take leave during term time.

If a term time only employee is due to leave employment on a Friday, they will be paid
until the Sunday. If an employee works until the end of term (having worked the whole
term) they will be paid until the notional end of the following holiday period. If an
employee works until the end of the academic year (having worked the whole
academic year from the first working day in September) they will be paid to 31
August.

24 All Year Round Employees

Annual leave is normally expected to be taken during academy holidays unless agreed
in advance by the CEO, Headteacher and / or Academy Council. A maximum of two
non-consecutive week’s annual leave can be taken during term time at the discretion
of the CEO, Headteacher and / or Academy Council. The annual leave years runs from
1t April to 31 March for academy based employees. The annual leave year runs from
15t September to 31t August for centrally based employees. Academy Council may
amend the leave year to fall in line with the academic year, 1% September to 31°%
August through consultation and agreement, or by giving statutory notice of and
justification for the change (paragraph 1.2).

If an all year round employee is due to leave employment on a Friday, they will be paid
until the Sunday, however, there is no right to be paid until the notional holiday end
date.
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25 First Aid Payment

For those support staff who act as a qualified first aiders in the Trust or Academy, an
additional allowance will be paid. Where this forms part of a job description, it forms
part of the job evaluated grade for the post and so no additional payment is expected.

The level of training required to be eligible is the Health and Safety Executive approved
First Aid at Work training.

2.6 Appraisal

Appraisal / Performance Management applies to all support staff in the Trust in line
with the Trust Support Staff Appraisal Policy.

The Appraisal period will run for twelve months from 1%t October to 30" September
each year. All appraisals should be completed by 30" November each year, with
interim reviews as necessary.

Accelerated incremental progression is not available to support staff as it may be
contrary to Equal Pay legislation.

Support staff reviews will normally occur following the annual appraisal meeting;
however, they may take place at other times of the year to reflect changes in
circumstances or job description which lead to a change in the basis for calculating an
individual’s pay.

2.7 Fixed Term and Casual Employees

Employees engaged on fixed term or casual contracts will be paid at the appropriate
grade / hourly rate for the role.

2.8 Appeals
The arrangements for considering appeals are as follows:

A staff member may seek a review of any determination in relation to their pay or any
other decision taken by the Trust Board or Academy Council (or Pay Committee or
individual acting with delegated authority) that affects their pay.

The usual reasons for seeking a review of a pay determination or grounds for appeal
are that the person or committee by whom the decision was made:

a) Incorrectly applied any provision of the Trust Support Staff Pay Policy;
b) Incorrectly applied any provision of NJC or JNC National Agreements;
c) Failed to take proper account of relevant evidence;
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d) Took account of irrelevant or inaccurate evidence;
e) Was biased; or
f) Otherwise unlawfully discriminated against the staff member.

The above list is not exhaustive.
The order of proceedings is as follows:

The staff member receives written confirmation of the pay determination and where
applicable the basis on which the decision was made.

Informal Stage

If the staff member is not satisfied, they should seek to resolve this by discussing the
matter informally with the appraiser or Headteacher before the recommendation is
actioned and a pay decision made.

If the staff member continues to be dissatisfied following a formal pay determination,
they may follow a formal appeal process.

Formal Stage

The staff member should set down in writing the grounds for questioning the pay
decision (which must relate to the grounds as set out above) and send it to the Pay
Committee (or person) who made the determination, within 10 working days of the
notification of the decision being appealed against or of the outcome of the discussion
referred to above.

The Pay Committee (or person) who made the determination should provide a formal
meeting within 10 working days of receipt of the written appeal, to consider the
appeal and give the staff member an opportunity to make representations in person.
Following the formal meeting the employee should be informed in writing of the
decision and the right to appeal.

Where the staff member continues to be dissatisfied, they may follow a formal appeal
stage.

Appeal Stage

Any appeal should be heard by a panel of three Governors (Trustees for centrally
based employees) who were not involved in the original determination normally
within 20 working days of the receipt of the written appeal notification. The staff
member will be given the opportunity to make representations in person. 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.
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The decision is final, there is no further right of appeal and no recourse to the Trust
Grievance Resolution Policy and Procedure.

A model procedure to be followed at an Appeal hearing is attached as Appendix 1.
Where a pay determination leads or may lead to the start of salary safeguarding (pay

protection), the Trust Board and / or Academy Council will give the required notification as
soon as possible and no later than one month after the determination.
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Formal Appeal Procedure for Support Staff

1. Before the Meeting

a) The Complaint shall be heard by a Panel of three Governors / Trustees.

b) Human Resources provider will attend to act as Advisor to the Panel.

c) The complainant will be allowed to be represented by their trade union
representative or fellow worker.

e) Prior to the hearing the written complaint including all witness statements and any
other documentation to be used at the hearing should be submitted to HR by the
complainant. The deadline for submitting documentation will be 5 working days
prior to the meeting. The Appraiser / Headteacher should submit their written
response to the complaint and documentation within the same timescale.

f) These documents will be issued to the Panel before the meeting. The Panel
Members will receive the documentation submitted by 2 working days prior to the
meeting. Any documents supplied after the date may, or may not be considered by
Panel Members on the day of the meeting only.

2. Procedure at the Meeting
2.1 a) The complainant or representative will state the case detailing the nature of the
appeal. Witnesses may be called.

b) The Manager / Headteacher will have the opportunity to ask questions of the
complainant / representative and any witnesses they have called.

c) The Panel Members will have the opportunity to ask questions of the complainant
/ representative and any witnesses they have called.

d) The complainant will have the opportunity to make a statement if their
Representative has presented the case.

2.2 a) The Manager / Headteacher will be allowed to respond to the complainant and
they may call witnesses.

b) The complainant or representative will have the opportunity to ask questions of

c)

the Manager / Headteacher and any witnesses which have been called.

The Panel Members will have the opportunity to ask questions of the Manager /
Headteacher and any witnesses which have been called.
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a) The complainant or representative will have the opportunity to summarise
their case, if they so wish.

b) The Manager / Headteacher will have the opportunity to summarise their case,
if they so wish.

The complainant, representative and Manager / Headteacher will withdraw from the
Meeting.

The Panel Members, with the HR Advisor, will deliberate in private, only recalling the two
parties to clear points of uncertainty on evidence already given. If recall is necessary, both

parties will return even if only one is concerned with the point giving rise to doubt.

Both parties will be invited to return to the meeting and the decision will be announced
verbally at the conclusion of the meeting by the Chair of the Panel.

After the Meeting

The decision, as announced by the Chair, together with reasons will be confirmed in writing
to the complainant and the Manager / Headteacher as soon as possible after the meeting.
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Appendix 2

NJC PAY SPINE FROM APRIL 2025

Grade Scale Salary from Salary from Hourly rate from
Point 01/04/24 01/04/2025 01/04/2025

Grade 2 2 | £23,656 £24,413 £12.65
Crade 3 3 | £24,027 £24,796 £12.85
4 | £24,404 £25,185 £13.05

) 5 | £24,790 £25,583 £13.26

Grade 4 6 | £25,183 £25,989 £13.47
7 | £25,584 £26,403 £13.69

8 | £25,992 £26,824 £13.90

Grade 5 9 | £26,400 £27,254 £14.13
10 | £26,835 £27,694 £14.35

11 | £27,269 £28,142 £14.59

12 | £27,711 £28,598 £14.82

13 | £28,163 £29,064 £15.06

14 | £28,624 £29,540 £15.31

Grade 6 15 | £29,003 £30,024 £15.56
16 | £29,572 £30,518 £15.82

17 | £30,060 £31,022 £16.08

18 | £30,559 £31,537 £16.35

19 | £31,067 £32,061 £16.62

20 | £31,586 £32,597 £16.90

Grade 7 21 | £32,115 £33,143 £17.18
22 | £32,654 £33,699 £17.47

23 | £33,366 £34,434 £17.85

24 | £34,314 £35,412 £18.35

; 25 | £35,235 £36,363 £18.85
Grade 8 26 | £36,124 £37,280 £19.32
27 | £37,035 £38,220 £19.81

28 | £37,938 £39,152 £20.29

Grade 29 | £38,626 £39,862 £20.66
30 | £39,513 £40,777 £21.14

31 | £40,476 £41,771 £21.65

32 | £41,511 £42,839 £22.20

Grade 10 33 | £42,708 £44,075 £22.85
34 | £43,603 £45,001 £23.37

35 | £44,711 £46,142 £23.92

36 | £45,718 £47,181 £24.46

Grade 11 37 | £46,731 £48,226 £25.00
38 | £47,754 £49,282 £25.54

39 | £48,710 £50,269 £26.06

40 | £49,764 £51,356 £26.62

Grade 12 41 | £50,788 £52,413 £27.17
42 | £51,802 £53,460 £27.71

43 | £52,805 £54,495 £28.25

Grade 13 44 | £55,903 £57,692 £29.90
Grade 14 45 | £57,975 £59,830 £31.01
Grade 15 46 | £66,554 £68,684 £35.60
Grade 16 47 | £77,540 £80,021 £41.48

JNC for Senior Officer PAY SPINE 2025

As agreed by the Board.
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Application Data

Monitoring and Review of this Policy
The Trust shall be responsible for reviewing this policy from time to time to ensure that it
meets legal requirements and reflects best practice.

The Bishop Konstant Catholic Academy Trust is an exempt charity regulated by the Secretary of State for Education. It is a company
limited by guarantee registered in England and Wales, company number 08253770, whose registered office is at
St Wilfrid’s Catholic High School & Sixth Form College, Cutsyke Road, Featherstone WF7 6BD
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