







Date (important – it must be within 10 days of receipt of the written confirmation of the pay decision).
Dear ***,
Upper Pay Spine Progression
I refer to your communication of ***** advising me that it had been decided not to permit me to proceed to Point 2/3* of the Upper Pay Spine.

I am advised by my union, the National Union of Teachers, that the only statutory criteria for progression under para. 19.4 of the 2008 School Teachers’ Pay and Conditions Document are that:- the relevant body is satisfied that the teacher’s achievements and contribution to the school, or to the school or schools in which he previously
worked, have been substantial and sustained.

And paragraph 19.4.2 states: “When making any determination under sub-paragraph 4.1 in the case of a post-threshold teacher who is subject to the 2006 Regulations, the relevant body must have regard to any recommendation on pay progression recorded in the teacher’s most recent planning and review statement.

The School Teachers’ Pay and Conditions Document makes it a requirement on headteachers to review my pay whenever I become eligible for the award of the next UPS point and to inform me of the decision by October 31st.

In the light of these criteria, I request the following information:
· The governing body’s salary policy operating in the “review” period from September 20** to August 20** (insert relevant years which should be reviewed – normally the 2 years since obtaining UPS1 or 2), advising me what the basis would be for the decision on progression to UPS Point 2/3*.
· Details of the Headteacher’s review and recommendation re. UPS 2/3*.
· How my performance was reviewed by the Governing Body, including full details of the following:

-How it was decided that my contribution to the school had changed from that at the time of originally passing the threshold (and to UPS2)*
-In what way my contribution was deemed not to be “substantial and sustained”.
· The basis for your recommendation that I should not progress to Point 2/3*.
· If the Headteacher’s recommendation was altered by the Governing body, the reason for not accepting that recommendation.

· The date on which the governing body reached its decision
· What advice the Governors obtained from the LEA, or others, in this regard.
· The appeals process to apply in this matter **.
Yours sincerely
*   Delete or complete as necessary

**  The NUT and Suffolk LEA recommends that the DfES Model Pay Appeals Policy is used. 

Always contact the NUT for advice, support and representation.  Do not attempt to proceed without our help.
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