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Introduction 
 
Support staff will be paid in accordance with nationally and where appropriate locally 
agreed conditions of service.  The relevant conditions will be as outlined in the 
employee’s contract of employment. 
 
1. Starting salary 
 
The grade and range for each post will be determined at the recruitment stage in 
accordance with the demands and responsibilities of the post and considering 
differentials in comparison to other and similar posts in the locality. The salaries of 
new staff will be set within the range for the post. 
 
In determining the starting point for individual staff, within the range, account may be 
taken of: 
 
1.1 The individual’s skills, experience and qualifications; 
1.2 market conditions 
 
2. Continuous Service 
 
The Trust Board recognises continuous service for the purpose of redundancy, 
sickness absence and maternity leave, etc.   
 
3. Pay Progression 
 
Payment of incremental increases will be on the anniversary of the starting grade. Pay 
progression will be automatically generated for all employees. Managers will inform 
the Director of Finance & Resources/School Business Manager should any increments 
need to be withheld due to performance issues. 
 
Nationally agreed cost of living increases will be applied to staff paid on local 
government pay scales and the same increases will be applied to staff on local terms 
and conditions. (Appendix shows the new pay scales, which come into operation on 
1st April 2025) 
 
4. Part-time staff 
 
Support staff who work less than a full day, week (37hrs) and/or working year (52 
weeks) are deemed to be part-time.  The proportion of full-time will be calculated as 
follows: 
 
Hours per week x weeks per year 
--------------------------------------------- 
                 37 x 52.14 
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5. Overtime 
 
The school will operate a policy of providing time in lieu for additional hours worked 
outside of the normal school week where business operations make this practical to 
do so. Where this is not possible, the school will make payment of overtime to support 
staff employees in accordance with the following: 
 
5.1 The Principal/Headteacher has sanctioned, prior to it being worked, the need 

for the overtime and the payment of overtime.  
 
5.2 The employee has completed their normal contractual hours. For full time 

employees this will 37 hrs per week.  
[NB If absences occur during the school day (e.g. personal, medical 
appointments etc.) overtime may not be claimed until normal working hours 
have been completed.) 

 
5.3 Overtime must not be claimed in advance of it being worked. In signing an 

overtime claim the employee is making the statement “I have actually worked 
these additional hours and am entitled to additional pay.” This cannot therefore 
be done before the event, which would be contrary to financial regulations 

 
5.4 Employees must keep accurate records of additional hours worked, for 

checking and audit purposes.   
 
5.5 “Regular” Overtime: any agreement in principle that regular overtime may be 

claimed does not make additional pay an automatic entitlement. The employee 
must claim hours: 
a) only where it is absolutely necessary and  
b) only those additional hours actually worked.  
 
e.g. If longer is taken than is usual for lunch, or if the employee arrives late, the 
“agreed overtime” claim must be adjusted accordingly. Claims must be made 
only for additional time/work actually undertaken. 

 
5.6 All overtime claims must be checked for accuracy by the line manager and 

authorised by the Principal/Headteacher. 
 
5.7  For part-time staff, agreed overtime will be paid at the normal hourly rate, unless 

otherwise agreed. Please refer to Appendix A for the calculations to be applied. 
If TUPE applies for staff who have transferred from Kirklees then please refer 
to the calculations in appendix B regarding TUPE staff and this is where the 
Kirklees calculation will apply. 

 
5.8  For full-time staff agreed overtime will be paid at time and half. 
 
5.9 Any arrangements in respect of additional work undertaken by term-time-only 

staff in school closure periods will be agreed and authorised on an individual 
basis. 
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5.10 Minimum lunch break is deemed to be 30 minutes for all employees, whether 
actually taken or not. 

 
5.11 If leaving site for a break before embarking on overtime, employees should sign 

out and sign in again when they return. 
 
 
Appendix A – Overtime HMAT calculation: 

  

• 37hrs/wk is the full time equivalent for a member of the support staff’s 

working hours per week, so if they work over this then time and a half is 

paid; 

• If the member of staff’s normal working hours are less than 37hrs/wk, then 

they should be paid at plain time for any additional hrs worked above their 

normal working hrs, i.e. their normal hourly rate up to the max 37hrs/wk; 

• If the member of staff’s normal working hours per week plus the additional 

hours in that week go above the 37hrs, then all hours below the 37hrs are 

at plain time and anything above that is at time and a half. 
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Appendix B Overtime TUPE - Kirklees calculation: 

Overtime will be paid only when agreed with your line manager and when one or 
more of the following conditions are met: 

A. Your total hours exceed 148 over 4 weeks (or four times your planned working hours, 

if this is more than7) 

A OR B 

B. Your additional hours exceed 25% of your planned working hours over 4 

weeks. 

 

C. If you are on standard hours and you work more than one hour either side of 

your planned working day 

 
D. You are working on a public holiday and you are not receiving the overtime 

pay for other patterns of work 

 
E. You work on the 6th and the 7th in a “5 days in 7” working pattern, or on the 

11th to the 14th day in a 14-day working pattern, or any similar pattern 

 
F. When you commit to planned additional work (beyond your contractual hours) 

to be carried out on the 6th or 7th day or when the service is closed. You will 

be given at least 6 weeks’ notice of the additional work and you will be paid at 

time and two thirds 

Support staff overtime is hourly rate plus x Holiday pay Ent 7.69% 
 
Casual staff hours is hourly rate plus x Holiday pay Ent 12.07%  
 

Examples: 

4 Weeks Claim period  

Contractual 4 weeks hours                 90 

25% of contractual 4 weeks hours               22.5 

Total addtl. hours worked over contractual in the above 4 weeks claim period      25 

(Time and a half – hours worked more than one hour either side of planned working 

day)            0 

For hours worked on a public holiday, the public holidays hours rate will be paid. 

Work on the 6th & 7th day in a 5 days in 7 working pattern    0 
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Of the 25 additional hours worked, how many were worked on an Inset/School 

closure day?           0 

(Plain Time) (4-week period)                22.5 

(Time and a half) (4 weeks period)       2.5 

 

5 Weeks Claim period  

Contractual 5 weeks hours                      112.5 

25% of contractual 5 weeks hours                     28.125 

Total addtl. hours worked over contractual in the above 5 weeks claim period   25 

(Time and a half – hours worked more than one hour either side of planned working 

day)            0 

For hours worked on a public holiday, the public holidays hours rate will be paid. 

Work on the 6th & 7th day in a 5 days in 7 working pattern    0 

Of the 25 additional hours worked, how many were worked on an Inset/School 

closure day?           0 

(Plain Time) (5-week period)        25 

(Time and a half) (5 weeks period)       0 



  Page 8 of 8 

 

Gr SCP 1.4.24 Hr £ Gr SCP 1.4.25 Hr £ Gr SCP 1.4.24 Hr £ Gr SCP 1.4.25 Hr £       
1 1 23,473 12.17 1 1 24,224 12.56 14 40 49,764 25.79 

14 

40 51,356 26.62       
2 2 23,656 12.26 2 2 24,413 12.65   41 50,788 26.32 41 52,413 27.17       
3 3 24,027 12.45 3 3 24,796 12.85   42 51,802 26.85 42 53,460 27.71       

4 

4 24,404 12.65 

4 

4 25,185 13.05 15 43 52,805 27.37 

15 
  
  

43 54,495 28.25      

5 24,790 12.85 5 25,583 13.26   44 53,748 27.86 44 55,468 28.75  

NATIONAL JOINT COUNCIL 
FOR  

5 5 24,790 12.85 5 5 25,583 13.26   45 54,742 28.37 45 56,494 29.28  

LOCAL GOVERNMENT 
SERVICES  

6 25,183 13.05 6 25,989 13.47 16 46 55,675 28.86 

16 
  

46 57,457 29.78       

6 

7 25,584 13.26 

6 

7 26,403 13.69   47 56,649 29.36 47 58,462 30.30  

SALARY 
SCALES    

8 25,992 13.47 8 26,824 13.90 17 48 57,604 29.86 17 
  
  

48 59,447 30.81  (From 1 April 2025)   
9 26,409 13.69 9 27,254 14.13   49 58,574 30.36 49 60,448 31.33       

11 27,269 14.13 11 28,142 14.59   50 59,546 30.86 50 61,451 31.85       

7 
14 28,624 14.84 

7 
14 29,540 15.31 18 51 60,537 31.38 18 

  
  

51 62,474 32.38  

SINGLE STATUS grades 
ONLY  

15 29,093 15.08 15 30,024 15.56   52 61,336 31.79 52 63,299 32.81       
17 30,060 15.58 17 31,022 16.08   53 62,551 32.42 53 64,553 33.46       

8 
19 31,067 16.10 

8 
19 32,061 16.62 19 54 63,586 32.96 

19 
  
  
  

54 65,621 34.01  

NB The 1 April 2025 Pay Award was 
3.2%0 on all pay points 

20 31,586 16.37 20 32,597 16.90   55 64,648 33.51 55 66,717 34.58       
22 32,654 16.93 22 33,699 17.47   56 66,101 34.26 56 68,216 35.36       

9 

23 33,366 17.29 

9 

23 34,434 17.85   57 70,791 36.69 57 73,056 37.87   
Since 1 April 2019 SCP 
10,12,13,16,18,21  

24 34,314 17.79 24 35,412 18.35  
   

 
 

 
 

  

from the national scales are 
unused  

25 35,235 18.26 25 36,363 18.85  
            

26 36,124 18.72 26 37,280 19.32              

10 

27 37,035 19.20 

10 

27 38,220 19.81     

 

       

28 37,938 19.66 28 39,152 20.29         

29 38,626 20.02 29 39,862 20.66         

  30 39,513 20.48 30 40,777 21.14  

     

11 

31 40,476 20.98 

11 

31 41,771 21.65  

     

32 41,511 21.52 32 42,839 22.20  

       

33 42,708 22.14 33 44,075 22.85  

       

12 

34 43,693 22.65 

12 

34 45,091 23.37  
  

 

  35 44,711 23.17 35 46,142 23.92  

36 45,718 23.70 36 47,181 24.46  
    

13 

37 46,731 24.22 

13 

37 48,226 25.00  

38 47,754 24.75 38 49,282 25.54               

39 48,710 25.25 39 50,269 26.06               

 


