
 
 

  

   

 

 

 

Gender Pay Gap Reporting – A Practical Guide for Schools 

 

The Equality Act (Gender Pay Gap Information) Regulations 2017 (“the Regulations”) came 

into force on 6th April 2017.  The Regulations impose an obligation on schools with more 

than 250 staff to publish certain figures that measure their gender pay gap. The first set of 

data must be published by 4th April 2018, and annually by 4th April each year thereafter. 

More information on the background to the requirements and other frequently asked 

questions can be found in our earlier note. 

The methods for arriving at the figures themselves, while potentially time consuming from an 

administrative perspective, are straightforward.  They involve taking the mean and median of 

hourly rates, and bonuses paid of both female and male employees, and putting staff into 

quartiles based on their hourly rate.  The ACAS document “Managing Gender Pay Gap 

Reporting” goes into detail as to how to undertake the calculations themselves to produce 

the data, and this note will therefore not go into the details of those calculations. However 

the first step is of course to calculate the hourly rate.  This, for schools, is the difficult bit.  

There are other anomalies and tricky areas and this note will attempt to address these 

issues, suggesting a pragmatic and practical approach for schools to follow.  

1. Who is included? 

 

You only need to obtain data in respect of those staff who fall within the definition in the 

Regulations which is “full-pay relevant employees”. 

 

“Employee” will exclude genuinely self employed people, but will include workers.  For 

schools, this means that zero hours staff and casual staff, such as exam invigilators and 

sports coaches will be included.  Data in respect of these staff will only be included if they 

were paid any salary in the pay reference period in which 5th April falls (ie April for monthly 

paid, or the week in which is falls for weekly paid staff), although they should be counted for 

the purposes of headcount. 

 

“Full pay” excludes anyone who is on reduced pay or zero pay because they are on sick 

leave, maternity leave, paternity leave, shared parental leave, parental leave, adoption 

leave.  These individuals are discounted completely from your calculations if they are on 

reduced pay or zero pay during the relevant pay reference period, ie April for monthly pay 

staff. 

 

 

 

http://www.acas.org.uk/media/pdf/m/4/Gender_Pay_Reporting_GUIDE3.pdf
http://www.acas.org.uk/media/pdf/m/4/Gender_Pay_Reporting_GUIDE3.pdf


 
 

 

2. How to determine weekly working hours 

 

The Regulations give step by step calculations for arriving at the hourly rate, focusing on 

which elements of pay are included and what the appropriate multiplier is which in turn is 

determined by the pay reference period and weekly working hours.  However, they assume 

that weekly hours of work are easy to determine and do not account for employees who may 

be paid their salary in 12 equal monthly instalments despite only working during term time. 

In order to calculate the hourly rate, we need to identify the number of “working hours in a 

week”.   

 

The Regulations specify 3 ways of doing this: 

 

i. “..where an employee has normal working hours that do not differ from week to week or 

over a longer period, the number of working hours… is the number of normal working 

hours in a week for that employee under the contract of employment..” (reg 7(2)) 

 

 “..where the employee has no normal working hours, or the number of working hours 

differs from week to week or over a longer period” then either: 

 

ii. calculate an average number of working hours “..by dividing by twelve the total number 

of the employee’s working hours during the period of twelve weeks ending with the last 

complete week of the relevant pay period” (reg 7(3)(a)). For the purposes of calculating 

the average, you do not take account of any week where no hours were worked.  A total 

of 12 weeks’ hours should be used, so this is likely to involve going back over a longer 

period and discounting weeks where no work was done (eg school holidays).  For 

monthly paid staff, the 12 week period should end on the last complete week in April. 

 

iii. or if they haven’t worked for 12 weeks yet or for some reason you are unable to do it in 

this way you may “use a number which fairly represents the number of working hours in 

a week” (reg 7(3)(b)). If using this method you must “have regard to…the average 

number of working hours in a week which the employee could expect under the 

employees contract of employment.. and the average number of working hours of other 

employees engaged in comparable employment..” 

 

So what does this mean and how do you apply it to differing categories of staff?   

For some staff, eg year round support  staff, the number of working hours in a week is likely 

to be set out in their contract, either by reference to a number of hours, or by reference to 

their start and finish times each day.  For these members of staff, you should use method i 

above. 

A school is quite likely to have staff who work varying hours each week, for example some 

cleaning and catering staff may work varying hours based on a rota, and for these you 

should use method ii. 

For staff who work variable hours (including zero hours staff), such as employed visiting 

music teachers, sports coaches, exam invigilators, you should also use method ii.   

For others there will be no reference to the number of hours worked.  This will often be the 

case for teachers (although some schools may well have teachers who have set hours, in 



 
 

which case use method i). It is our view that you should identify a sensible figure for the 

working hours in a week and apply it to all teachers equally, pro rated for part time teachers.  

We would suggest that a figure in the region of 40 hours per week would be a reasonable 

figure. Although some teachers may well do extra hours either at home or at school, you do 

not need to account for these on an individual basis.  There may also be boarding staff who 

have no set hours, and again we recommend that you identify a sensible number of hours 

per week and apply it to each job role, pro rated for part time staff. 

 

3. How to calculate the hourly rate 

Regulation 6 of the Regulations sets out six steps that you must go through in order to 

calculate the hourly rate. 

These steps are set out at the Appendix but guidance is set out below to deal with the sector 

specific issues that arise in these calculations due to term time staff. 

 

Factors relevant to the calculation of “ordinary pay” 

Ordinary pay is defined as including: 

 Basic pay 

 Allowances 

 Pay for piecework 

 Pay for leave 

 Shift premium pay 

It excludes: 

 Remuneration referable to overtime 

 Remuneration referable to redundancy or termination of employment 

 Remuneration in lieu of leave 

 Remuneration provided otherwise than in money 

Some of these need further explanation: 

Allowances 

This includes responsibility allowances, car allowances and travel allowances but excludes 

reimbursement of expenses. Therefore if you offer a set allowance for VMTs to get to and 

from school, it is included in pay. If you reimburse their travel expenses in getting to and 

from school, it is excluded. 

Pay for leave 

This may cause confusion and is worth clarifying.  Pay for annual leave is already included in 

salary but if someone is on leave then the hours of leave are counted in working hours. 

“Leave” also includes maternity leave, sick leave etc.  Such leave is included as pay if it is 

full pay.  Anyone receiving less than full pay for leave is excluded from the figures (but 

included in the headcount). 

Remuneration in lieu of leave 



 
 

This refers to a payment in lieu of holiday that will most commonly be paid upon termination 

of employment. 

Remuneration provided otherwise than in money 

This will include any benefits in kind and notably excludes benefits received by way of salary 

sacrifice.  What this means is that any sums sacrificed for benefits (eg childcare vouchers or 

schools fees) will not be included in “ordinary pay”.  This is likely to skew the figures given 

the amounts involved, particularly in respect of school fees.  Although relatively uncommon 

in schools, it is worth pointing out that a car allowance would be included in ordinary pay, but 

provision of a car itself (ie the value of it) is a benefit in kind and is therefore excluded.  

What about responsibility allowances? How do these impact on pay and hours? 

The impact on pay is simple.  A responsibility allowance is an allowance that is caught by the 

Regulations within the meaning of “ordinary pay” and should be included when calculating 

their hourly rate (see below).  Whether the work undertaken for the allowance should have 

extra hours attributed to it in calculating the working hours in a week will depend on the 

nature of the allowance and we recommend that you assign each RA into one of two 

categories. 

1. A RA that reflects a position of status, seniority or management responsibility, for 

example head of year. This is unlikely to attract additional hours but clearly will 

impact on the hourly rate. 

 

2. A RA that reflects specific additional duties, for example an allowance for carrying out 

a tutor role or for running a canoeing club.  This could have a nominal amount of 

hours attributed to it. These would be added onto the weekly working hours when 

calculating the hourly rate. 

 

Worked examples for calculation of hourly rate 

Example 1 – Employee A 

Employee A is a year round administrative staff member whose salary is based on a rate of 

pay of £8 per hour.  The employment contract specifies they will work 35 hours per week, 

and the salary is therefore £14,560 pa. They are paid monthly and are not part of a salary 

sacrifice scheme. 

Using regulation 6 of the Regulations, the steps to go through to calculate their hourly rate 

are as follows: 

Step 1 

Only normal salary was paid in April, therefore ordinary pay was £1,213.33 

Step 2 

No pay would normally fall to be paid in a different pay period 

Step 3 

There was no bonus pay 

Step 4 



 
 

We are therefore starting with a figure of monthly pay of £1,213.33 

Step 5 

We then multiply it by the appropriate multiplier, which for monthly paid staff is 7/30.44 

This gives us £270.02 as the weekly pay 

Step 6 

We then need to divide this by the number of working hours in a week for that employee.  In 

this case it is straightforward: they work 35 hours.  

The hourly rate (£270.02 divided by 35) is therefore £7.97. 

It is acknowledged that this is slightly less than the actual hourly rate, this is because the 

Regulations work on the basis of there being 365.25 days in a year. 

This is the hourly rate figure for this employee that you put into your calculations to arrive at 

the mean and median pay for men and women in your school. 

 

Example 2 – Employee B using Regulations 

Employee B works in the same job as Employee A, working 35 hours per week, is also paid 

based on an hourly rate of £8, but works term time only. In this example they work for 34 

weeks of term and have 6 weeks paid holiday, taken during school holidays – this is 

therefore a total of 40 weeks a year and results in an annual salary of £11,200. This salary is 

spread across the year and paid in 12 equal monthly instalments of £933.33 

Step 1 

Only normal salary was paid in April, the employee is not part of a salary sacrifice scheme, 

therefore ordinary pay was £933.33 

Step 2 

No pay would normally fall to be paid in a different pay period 

Step 3 

There was no bonus pay 

Step 4 

We are therefore starting with a figure of monthly pay of £933.33 

Step 5 

We then multiply it by the appropriate multiplier, which for monthly paid staff is 7/30.44 

This gives us £214.63 as the weekly pay 

Step 6 

We then need to divide this by the number of working hours in a week for that employee. 

This is less straightforward because although the contract states 35 hours per week, the 

employee only works those hours for part of the year.  The second option of averaging over 

12 weeks doesn’t work because you must not count weeks “in which no hours were worked 

by the employee”.  



 
 

If we take 35 hours, we arrive at an hourly rate of £6.13   

This is less than the National Living Wage and of course is inaccurate. It does not represent 

the true hourly rate as we know from the above that their salary is in fact based on an hourly 

rate of £8. 

 

Proposed solution for term time only staff 

One approach for staff in this category, is to find a way which follows the Regulations as 

closely as possible while also ensuring it results in a realistic hourly rate.   

Our suggestion is that we obtain a figure for “working hours in a week” by using an annual 

average of weekly working hours.  It is of course arguable that this will fall within method iii 

above, as it is used in circumstances where weekly hours vary over a longer period, and we 

are not able to accurately undertake the calculation using the average over 12 weeks.  

Our view is that while arguably not totally in keeping with the methodology in the 

Regulations, it is in the best interests of all concerned and in meeting the aim of publishing 

the gender pay gap – it serves no purpose to use inaccurate data to calculate the gender 

pay gap. 

(For staff who are year round or hourly paid with varying hours (ie everyone other than term 

time only salaried staff), although tempting to take their contractual hourly rate and put it into 

the calculations, our recommendation is to follow the method set out in steps 1 – 6 shown in 

the Appendix.) 

 

Calculating annual average weekly hours  

1. Calculate the total number of working weeks in a year (ie Term weeks (or working 

weeks if different) plus holiday entitlement) 

2. Multiply by weekly hours during term 

3. Divide by 52 

For teachers, you may wish to use term weeks, plus holiday weeks, plus a set figure for a 

number of weeks in the year worked in the holidays, if considered appropriate in your school.  

This should be applied consistently and is likely to be a rudimentary figure to take account of 

some planning, preparation, school trips etc. The number of weeks to be added (if any) will 

depend on the school, whether it is junior or senior, whether it is day or boarding and also its 

size.  For a school where teachers are expected to be around during results week and go on 

occasional school trips, do some planning and preparation during holidays, we would 

suggest that adding between 2 and 4 weeks would be appropriate. This can be applied to all 

teachers consistently. 

 

Example 3 – Employee B using proposed methodology 

Follow steps 1 – 5 as above 

Step 6 

Total working weeks x weekly working hours / 52 

Using figures above for Employee B: 



 
 

(40 x 35) / 52 = 26.92   

This is the average weekly working hours 

With weekly pay of £214.63 this is an hourly rate of £7.97, ie the same as in example 1. 

 

Example 4 – Employee C 

Employee C is a teacher with a salary of £36,000.  Employee C is signed up to the childcare 

vouchers scheme, resulting in deductions from salary in the sum of £243 per month. 

Step 1  

Although the gross monthly salary is £3,000, salary sacrifice of £243 must be deducted, 

leaving “ordinary pay” of £2,757. 

Step 2 

No pay would normally fall to be paid in a different pay period 

Step 3 

There was no bonus pay 

Step 4 

We are therefore starting with a figure of monthly pay of £2,757 

Step 5 

We then multiply it by the appropriate multiplier, which for monthly paid staff is 7/30.44 

This gives us £634 as the weekly pay 

Step 6 

There are 34 weeks of term, your contract refers to Employee C getting statutory holiday 

during school holiday periods of 5.6 weeks and you have determined that teachers will work 

on average 2 weeks during school holidays each year.  This gives a total working weeks of 

41.6.  Although there are no specified contracted hours, you have determined that teachers 

will work 40 hours per week.  This gives average weekly working hours of 32. 

With weekly pay of £634, this is an hourly rate of £19.81 

 

Example 5 – Employee D 

Employee D is a teacher with a salary of £40,000 and they are in receipt of a responsibility 

allowance of £3,000 for the Head of Year role. 

Step 1  

The basic salary plus responsibility allowance will be taken into account in determining 

ordinary pay.  The monthly ordinary pay is therefore £3,583.33  

Step 2 

No pay would normally fall to be paid in a different pay period 



 
 

Step 3 

There was no bonus pay 

Step 4 

We are therefore starting with a figure of monthly pay of £3,583.33 

Step 5 

We then multiply it by the appropriate multiplier, which for monthly paid staff is 7/30.44 

This gives us £824 as the weekly pay 

Step 6 

There are 34 weeks of term, your contract refers to Employee D getting statutory holiday 

during school holiday periods of 5.6 weeks and you have determined that teachers will work 

on average 2 weeks during school holidays each year.  This gives a total working weeks of 

41.6.  Although there are no specified contracted hours, you have determined that teachers 

will work 40 hours per week, and although Employee D is HoD, you have determined that no 

extra hours are allocated to this. This gives average weekly working hours of 32. 

With weekly pay of £824, this is an hourly rate of £25.75 

 

 

4. Bonuses 

 

Summary calculations: 

For salaried term time only staff 

1. Calculate ordinary monthly pay using steps 1-5 

2. Calculate average weekly working hours as follows: 

Weeks of the year worked + statutory or contractual 
holiday 

52 
 

For teachers 

1. Calculate ordinary monthly pay using steps 1-5 

2. Calculate average weekly working hours as follows: 

(Term weeks + set number of weeks in holidays + statutory or contractual holiday 

52 
 

For all other staff who work year round, or zero hours staff who work variable hours, the 

method set out in steps 1-6 (see Appendix) should be followed. 



 
 

Bonuses have a separate reporting obligation – employers must report on men and women 

receiving a bonus in the twelve month period leading up to 5th April.  This must be reported 

as two figures:  

1. The proportion of male relevant employees who were paid bonus pay must be 

expressed as a percentage of male relevant employees. 

2. The proportion of female relevant employees who were paid bonus pay must be 

expressed as a percentage of female relevant employees.  

A bonus will include vouchers (eg a Christmas bonus paid in M&S vouchers is caught) and 

also productivity or performance bonus (eg a bonus based on attendance is included). 

It is important to note that bonuses can also form part of ordinary pay. 

As well as this separate reporting requirement, bonuses are included in “ordinary pay” if they 

are paid in the relevant pay period (ie April, for monthly paid staff).  The bonus must be 

apportioned to determine how much of it is attributable to April.  For example, if a bonus of 

£1,000 is paid in April in respect of performance over the last 12 months, 1/12 of this must 

be included in ordinary pay for the purposes of calculating hourly rate.  If a bonus is paid in 

April which is attributable to the previous academic year, none of it will be included in 

ordinary pay. 

 

5. Pay Quartiles 

 

Once you have identified the hourly rate for each member of staff, you then need to put them 

into four pay quartiles made up of an equal number of employees and report the proportions 

of male and female staff in each of the four pay quartiles. The ACAS guide linked in the 

introduction of this note gives very clear guidance on how to do this.  A key point within here 

is that where you have a number of staff straddling two pay quartiles, you must ensure as far 

as possible that equal numbers are spread across the two pay quartiles. 

 

 

6. Information must be accompanied by a signed statement 

It is important to note that the information must be accompanied by a signed statement 

confirming that the information is accurate.  The statement must be signed by a director or 

equivalent. In most cases this will be a member of the governing body. 

 

7. Narrative – what to include 

There is the opportunity to include narrative to accompany the figures and it is highly 

recommended that schools use this opportunity to expand on the figures and explain any 

sector or school specific issues that may have impacted on your figures or that contribute to 

your gender pay gap.  The narrative should appear on the school website and may be an 

important tool for recruitment and retention of staff. If you do have a high gender pay gap 

and can identify any ways to address this, this should be explained in the narrative.  In future 

years you can use the narrative to highlight any changes in your gender pay gap.  

Salary sacrifice – it is important to consider the impact of salary sacrifice arrangements on 

your hourly rates and the impact this may have on your overall gender pay gap, particularly 

in the next few years while significant sums may be sacrificed for school fees. It may be 



 
 

worth undertaking the calculations both with salary sacrifice included (in accordance with the 

Regulations) and with it excluded, and include detail of this in your narrative to illustrate the 

difference it makes to your gender pay gap. 

If you follow the methodology above for term time only staff, we must reiterate that it is 

arguable that this is not strictly in accordance with the Regulations.   

 We recommend following this methodology only for those members of staff for whom 

the methodology in the Regulations produces erroneous results, ie incorrect hourly 

rates. This is limited solely to term time only salaried staff who receive their pay in 12 

equal monthly instalments. 

 We recommend that schools following this methodology are transparent about doing 

so and therefore explain it in the narrative 

 There are currently no penalties for non-compliance and therefore our view is that 

producing figures that correctly reflect the hourly rates using a method which may 

differ slightly from the method provided for in the Regulations is preferable to 

producing inaccurate figures or no figures at all. 

 

  

For more information, please contact Emilie Darwin at 

edarwin@hcrlaw.com or on 01242 246 475  
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Appendix – Extract from the Regulations 

 

Meaning of “hourly rate of pay” 

 

6.—(1) The “hourly rate of pay”, in relation to a relevant employee, is to be determined as 
follows— 

 

 Step 1 

Identify all amounts of ordinary pay and bonus pay paid to the employee during the relevant 

pay period. 

 

Step 2 

Where an amount identified under Step 1 is an amount of ordinary pay, exclude any amount 

that would normally fall to be paid in a different pay period. 

 

Step 3 

Where an amount identified under Step 1 is an amount of bonus pay, and is paid in respect 

of a period (“the bonus period”) which is not the same length as the relevant pay period, 

divide the amount by the length of the bonus period (in days) and multiply it by the length of 

the relevant pay period (in days). 

 

Step 4 

Add together the amounts identified under Step 1 (as adjusted, where necessary, under 

Steps 2 and 3). 

 

Step 5 

Multiply the amount found under Step 4 by the appropriate multiplier (see paragraphs (2) 

and (3)). 

 

Step 6 

Divide the amount found under Step 5 by the number of working hours in a week for that 

employee (see regulation 7). 

 

(2) In this regulation, “the appropriate multiplier” means 7 divided by the number of days in 

the relevant pay period. 

 



 
 

(3) In determining for the purposes of this regulation the number of days in the relevant pay 

period or bonus period where those periods are (or are determined by reference to) a month 

or a year— 

(a)a month is treated as having 30.44 days; 

(b)a year is treated as having 365.25 days. 

 

 


