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Pay Scales FAQ

To create Pay Scales you can either:

e import the Pay Scale and Pay Scale Spinal Point templates in bulk
using our Entity Importer
e set them up manually in Arbor following the instructions below

Spinal Point values within a pay scale can be updated from one easy slide
over at once (for example when all points are updated in April/September
to account for inflation). You will need to enter the full salary amount
manually as Arbor won’t be able to calculate a percentage increase. Follow
the Adding new salaries to a Pay Scale after review or inflation section
below.

You can also see more detail on our FAQs here:

e Can we set up pay scales for the schools in our MAT?
e Can | import a Pay Scale?

e Can we update Pay Scales in bulk?

e Why does my Pay Scale show as 'No longer in Use'?

Which pay scales must be set up for the
Workforce census?

The DfE requires you to report on the pay scales and spinal points for your
leadership staff only i.e. leadership staff must have their salary linked to a
Headteacher, Assistant Head or Deputy Head pay scale in Staff Profile >
Contracts > Salary. If you haven’t yet set up a separate pay scale each for
Headteachers, Assistant Heads and Deputy Heads or updated the spinal
point salary amounts for this year, take a look at the instructions below.

FTE Salary
Pay scale Head teachers Qv
Pay scale grade v
Pay scale spine point@ = 2 (£69,000.00) Qv

Custom FTE salary amount @ £ Leave blank to use the pay scale salary

For non-leadership staff, you can add all the pay scales for every staff if
you wish, or use the Custom FTE salary amount to enter the full-time


https://support.arbor-education.com/hc/en-us/articles/5438858648733-Entity-Importer-for-setting-up-your-site-data-from-scratch
https://support.arbor-education.com/hc/en-us/articles/360019128398-Can-we-set-up-pay-scales-for-the-schools-in-our-MAT-
https://support.arbor-education.com/hc/en-us/articles/4408830642961-Can-I-import-a-Pay-Scale-
https://support.arbor-education.com/hc/en-us/articles/4790532650141-Can-we-update-Pay-Scales-in-bulk-
https://support.arbor-education.com/hc/en-us/articles/360021025077-Why-does-my-Pay-Scale-show-as-No-longer-in-Use-
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equivalent salary. Just ignore the first three boxes and enter the custom
FTE salary amount instead.

FTE Salary
Pay scale v
Pay scale grade v
Pay scale spine point @ v
Custom FTE salary amount@ £ 30000.00 :

Setting up a new Pay Scale

To set up the pay scales go to School > All Staff > HR Admin > Pay
scales and click +Add.

Pay Scales © Add

Hide columns Q, Search this table zDownloadv 8 # © X

Pay Scale v | Dates v | Category v ‘

Headteachers 01 Sep 2021 - ongoing Leadership

Complete the information for the pay scale - name, effective date, end
date, minimum salary and maximum salary. Here is an example:
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Create Pay Scale

Pay scale name® Head teachers

Effective date  1st Sep 2020 B
End date M
Minimum salary £ 67495.00 ot
Maximum salary £ 77642.00 =

Cancel Create pay scale

Click the field to add the Pay range and Regional pay range. Remember to
choose the Pay range of Leadership for Headteacher, Assistant Head or
Deputy Head pay scales!

Change Pay Scale
Payscale Head teachers
Pay range” Leadership o w
Regional pay range @ | Outer London Qv

Cancel Save Changes

Click the +Add in the spinal Points section to define the spinal points.

Spinal Points © Add
Current and Next Values [RZIIITH \
o ) c> Hide columns ¥ Q, Search this table (V] ﬁ 0 x

Spinal point v | Current FTE Salary 4 Until \ | Next FTE Salary v ‘ Grades v |

£70000.00

("] N~ [
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The slide over will automatically populate to create 32 spinal points, but
you can change this as required. For example, to create 2 new spinal points
you would put 1 and 2 in the boxes respectively.

Create Pay Scale Spinal Points

From point" 1
To point” 32

Spinal point name prefix Eag 'L

Cancel Save Changes

You will then see the spinal points added.

Then click Set New FTE Salary Values button to enter the desired values
for the salary and effective dates for this set of spinal points.

Set New FTE Salary Values

Payscale Head teachers

Effective date®  1st Sep 2020 £
End date 31st Aug 2021 ]
ks

1 £ (New FTE Salary) =

2 | £ (New FTE Salary) =

F

3 £ (New FTE Salary) =

.

4 £ (New FTE Salary) =

F

5 £ (New FTE Salary) =

6 £ (New FTE Salary)

Cancel Save Changes
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Spinal Points © Add
(@I EHENLLDIAEIECE ALl Values
“ ¢ | Hide columns ¥ Q, Search this table L 8 0 X

Spinal point >, Current FTE Salary v Until v | Next FTE Salary ¥ ‘ Grades ¥ |

£69000.00 31st Mar 2023

£71000.00 31st Mar 2023

I~ [¥) =

£73000.00 31st Mar 2023

Step 4 - Add Grades (Optionad
Adding grades can help you to distinguish the level or responsibility taken

on by your staff members, showing that they should be assigned to a

higher pay spinal point. Adding grades is optional, and this data is not
collected in the Workforce Census.

To add a grade, click +Add in the grades section.

Add Grade to Head teachers

Grade name” | | |

Cancel Save Changes

Once you have added your grades you can then assign them to spinal
points. You can do this in two ways:

Click into the Spinal Point table then click +Add in the Grades section.

Pay Scale Spinal Point

MName 1

>

Spinal Point FTE Salaries © Add
01 Sep 2020 - 31 Aug 2021  £67,495.00 Current b
01 Sep 2021 -31 Aug 2022  £68,000.00 >
Grades © Add

Add grade
MNa grades
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In the Grades section, click the grade. Click +Add to add more spinal points
to the grade.

Pay Scale Grade Grade 1 - Manager

Spinal Points © Add

L
vy v v v

Go to the staff member's Staff Profile and go to Contracts from the left-
hand menu. Scroll down to the Salary section. Click +Add to add pay
information.

Can't see the salary section? See this article: The salary section is missing
from the Contract on the staff profile

Here you can choose the pay scale, grade (optional) and pay scale spinal
point, then scroll down and click Save changes to apply the pay scale.

Add Salary

FTE Salary

Pay scale Headteachers e v

Pay scale grade v

Pay scale spinal point @ ‘ 1 (£69,000.00) | o v

Custom FTE salary amount @ £ Leave blank to use the pay scale salary :

The staff member will then appear in the Staff Contract Posts with Pay
Scale section on the Pay Scale Overview.

Staff Contract Posts with Pay Scale

Current v

Stefan Campbell Head Teacher (13 Nav 2018 - ongoing) »

Adding new salaries to a Pay Scale after review or
inflation


https://support.arbor-education.com/hc/en-us/articles/5735545588381-The-salary-section-is-missing-from-the-Contract-on-the-staff-profile
https://support.arbor-education.com/hc/en-us/articles/5735545588381-The-salary-section-is-missing-from-the-Contract-on-the-staff-profile
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So you can keep a record of any salary changes for pay scale spinal points,
you can define the effective dates for each salary. This enables you to set
the next salary a staff member will move to, and the date this will happen.

For example, my initial pay scale went from £30,000 to £62,000 but | know
that the pay for each spinal point would be reviewed, and new salaries will
be implemented on 1 April 2019.

When setting up your initial salaries you should have specified an end date.
This will determine when the salaries switch over.

Payscale Head teachers

Effective date" 1st Sep 2020 2

Enddate | 31st Aug 2021 ]

Then, once you know what the new salaries would be for each spinal point,
add these in by clicking the Set New FTE Salary Values button.

Note that for this new set of salaries, set them to begin the day after the
previous set.

Set New FTE Salary Values

Payscale Headteachers
Effective date” 1st Apr 2023
Enddate  31stAug 2023
1 £ 70000.00

2 £ 72000.00

OO0 B B

3 £ 74000

Cancel Save Changes

The Pay Scales table will then show the Next FTE Salary. This salary will
also automatically be applied to the staff members assigned to each spinal point
once the Effective date has passed.
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Spinal Points © Add
(@TCLIEN DAL All Values
b= ) c* | Hide columns ¥ Q, Search this table m & 0 X
Spinal point ¥ | Current FTE Salary ¥ | Until v ‘ Next FTE Salary v | Grades v ‘
1 £69000.00 31st Mar 2023 £70000.00
2 £71000.00 31st Mar 2023 £72000.00
3 £73000.00 31st Mar 2023 £74000.00

Editing current Pay Scales

Go to School > All Staff > HR Admin > Pay scales. Here you can see all the pay scales you
have set up. Click on a scale to visit the Pay Scale Overview.

On the Pay Scale Overview you can view and edit your pay scale set up. In the Pay
Scale information section, you can edit any of the information that has an arrow symbol.

Pay Scale - Head teachers
Pay scale name  Head teachers
Effective date 01 Sep 2020
End date
Minimum salary  £67495.00
Maximum salary  £77,642.00
Payrange Leadership

Regional payrange  Outer London

In the Spinal Points section, you can see all the spinal points of the pay scale that you have
set up, the salary of each spinal point, when the current pay is valid until, the next salary if it
has been set up and the grade assigned to each spinal point.

Spinal Points © Add
Current and Next Values IWAIR'EINTH
“ ¢ | Hide columns ¥ Q. Search this table m & 0 X
Spinal point 1 v, Current FTE Salary v Until v ‘ Next FTE Salary v Grades v ‘
i £69000.00  31st Mar 2023 £70000.00
2 £71000.00 31st Mar 2023 £72000.00

(%]

£73000.00 31st Mar 2023 £74000.00
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To see or edit more information about the spinal point, or delete it, click the row in the table
containing the spinal point. You can only delete a spinal point if there are no staff members

assigned to it.

Pay Scale Spinal Point

Name 1 >

Spinal Point FTE Salaries © Add
01 Sep 2020 - 31 Aug 2021  £67,495.00 Current &
01 Sep 2021-31 Aug 2022  £68,000.00 >
© Add

Grades

Mo grades

Delete Pay Scale Spinal Point

To add new spinal points, click +Add. The slide over will automatically populate to create 32
spinal points, but you can change this as required. For example, to create 2 new spinal points

you would put 1 and 2 in the boxes respectively.

Create Pay Scale Spinal Points

From point" 1
To point” 32

Spinal point name prefix Eg. 'L

Cancel Save Changes

In the Staff Contract Posts with Pay Scale section, you can see a list of all the staff
members that are currently assigned one of the spinal points. Click a staff member to visit

their Staff Profile.

Staff Contract Posts with Pay Scale

Current v

Stefan Campbell Head Teacher (13 Nov 2018 - ongaing) »
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Deleting a Pay Scale

You can only delete a pay scale if there are no staff members assigned to it. You must first
remove all the staff members from the pay scale using the salary section in Staff Profile >
Contracts > Salary.

Returning to the pay scale, you will then be able to delete it by clicking the red Delete Pay

Scale button.

Staff Contract Posts with Pay Scale

Current v

Delete Pay Scale
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