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JOB EVALUATION POLICY, 
PROCEDURE & GUIDANCE
Revised November 2006 with GLPC scheme replacing GLWC scheme (Appendix 4)
	OVERVIEW 


The Job Evaluation procedure is written to provide a framework within which jobs can be assessed fairly and consistently.  Evaluation requests may be put forward by postholders or managers.
Postholder-led Requests
•
On receiving a Job Evaluation Application (Form JE1) from the postholder, the Director (or nominated Senior Officer) must note the date of receipt on the form, as it is important in determining the effective date of any grading change.  Evaluation may not proceed beyond this stage without authorisation from the Director to confirm that funding is available to fulfil any potential costs which may result from the evaluation.
•
Requests for regrading arising from comparison with other sections/departments, or with market salaries, recognition of good performance or increase in volume of work (without any increase in responsibility level of the job) are issues which need to be addressed outside of this scheme.  HR & OD provides assistance to departments in developing appropriate pay structures and progression schemes which address the market, performance and competency issues.

•
Job evaluation panels can usually be arranged at short notice if necessary.

•
An up to date Role Profile (JE2) and a person specification should be forwarded (along with the application) to HR & OD.  These should be signed and agreed by the postholder and the Line Manager/nominated Senior Officer and should contain the information required for evaluation purposes.
•
The previous Role Profile and Person Specification should also be forwarded for comparison, as well as a structure chart.

•
Jobs will be evaluated within 6 weeks of all relevant documents being received by HR & OD.

•
The postholder will be interviewed by a member of the HR & OD team, who will then discuss the case with the Line Manager concerned before presenting the case to a Panel.  The Panel's recommended grade will be communicated to the Director for approval (or further discussion).

•
Any costs arising from regradings are a charge to the employing department.

Management-led Requests
•
If a manager feels that an individual's grading needs to be reviewed because of increased responsibilities or major changes to their job, a Role Profile and Person Specification agreed with the postholder (and signed by the Line Manager/nominated Senior Officer and postholder) should be forwarded to HR & OD.  A copy of the previous Role Profile and Person Specification, plus a structure chart, should also be forwarded.

•
For new posts, vacancies or jobs within a restructuring/review, the HR Consultancy will carry out a ‘dry‑run, evaluation after obtaining information relevant to the Job Evaluation Scheme.  This will then be `panelled' by the Recruitment Team.

Job Evaluation Procedure

(Requests initiated by Postholders)

	Postholder
	Director/Manager
	HR & OD
	GLPC


[image: image2.png]Us

p %1 8 ngpt hIe?a :IFWeOwEk\/

CROYDON
COUNCIL

www.croydon.gov.uk



[image: image3.png]peoplefocus

the way we worl




[image: image4.emf]





































Job Evaluation Appeal Procedure
(Requests initiated by Postholders)

	Postholder
	Manager/Director
	HR & OD
	GLPC


































	1.
	JOB EVALUATION POLICY


ADVANCE \u24
1.1
Aim
The job evaluation policy aims to provide a systematic and consistent approach to defining the relative worth of jobs within the Council.  Its focus is the job and not the postholder.  Hence the level of performance, volume of work and even market considerations are not part of the job evaluation scheme.

Full information about the scheme and its procedures will be provided to any employee who wishes to have their post re‑evaluated.
1.2
Consistency
A small panel of a minimum of two but ideally three trained HR Consultants will assess all evaluations in order to ensure consistency of application.  

A comparison may be made of factors allocated for other jobs in the Council to maintain consistency in the application of the scheme.

Standardised forms are used as far as possible at every stage of the procedure.

To maintain objectivity, the evaluating officer at the initial stage and appeal stage of the procedure will not be the same person.  Similarly, the person who chairs the panel at the Inquiry stage will not have chaired previous stages in the evaluation process.

1.3
Involvement of Line Management
Line managers will be consulted during the evaluation process to ensure that the details of the job under evaluation reflect actual work practice.  They will be kept informed of progress throughout the procedure and their views sought before any final recommendation is made.

1.4
Eligibility for Application
Employees may not normally apply to have their job regraded within 12 months of a previous evaluation outcome except where changes occur which fundamentally alter the duties and responsibilities of the job.

New postholders may apply for a grading review after six months in post.

A new postholder may not take over a job evaluation process commenced by a predecessor.

1.5
Protection Arrangements
This will be in accordance with any corporate framework agreed by the Cabinet.
	2.
	JOB EVALUATION PROCEDURE


2.1
Requests initiated by Postholders
2.1.1
Application for Grading Review
Employees wishing to apply for a grading review may download a copy of the scheme, including all relevant documentation from the ‘Working for Croydon’ section of the Council’s Intranet system.

Applications must be in writing addressed to the Director.  This may be done using form JE1 (Appendix 1).  Staff may seek the advice of their Line Manager, the HR Consultancy or staff representatives if they need help in completing this application.

2.1.2
Director’s Response
Directors (or their nominated Senior Officers) review the application for regrading with the postholder having regard to the Job Evaluation Policy.  They must communicate their decision within one month of an application being received.

If it is felt that a job evaluation assessment of the post is not appropriate, the Director (or nominated Senior Officer) should communicate that decision to the postholder.

If the Director concurs that there is sufficient cause for examining the level of responsibility of the post, the application form should be signed and forwarded along with an agreed Role Profile and Person Specification to HR & OD within two months of the initial request being received.

Directors are responsible for ensuring any costs arising from a regrading can be met.

2.1.3
Preparation of Agreed Role Profile
A role profile should be prepared and signed as agreed by the postholder and Line Manager concerned in consultation with the HR Consultancy.  Any supplementary information for job evaluation should be provided through form JE2.  A staff representative may be involved in this process.

All Job Evaluation applications should be accompanied by agreed Role Profiles and Person Specifications which are certificated by the relevant Director (or an authorised senior officer).

If applicants are not satisfied with responses within their Department, they must raise the matter with management.  If they still fail to get a satisfactory response, the appropriate stage of the Grievance Procedure may be used.

Cases which have not been submitted to HR & OD within three months from the date the application is received by the Director will not normally be processed.  Applicants will be required to submit a fresh request for regrading. 
2.1.4
Job Evaluation Interview with Postholder
Applications and agreed Role Profiles and Person Specifications sent to HR & OD will be evaluated within six weeks of the receipt of the documentation.

A member of the HR & OD will make direct arrangements with the postholder and their line manager for an interview.

2.1.5
Discussion with Managers
Following the job evaluation interview with the postholder, the Evaluating Officer will meet the line manager concerned to discuss and clarify details of the postholder's job, with special reference to factors in the Job Evaluation Scheme.

If a Line Manager differs significantly in his/her perceptions of the postholder's duties this should be communicated to the postholder.  If there is a disagreement, a meeting should be convened between the postholder, the Line Manager and HR & OD to resolve the differences.  Postholders may be represented at this meeting if they wish.

2.1.6
Job Evaluation Panel
An initial assessment of the post will be presented by the Evaluating Officer to a Job Evaluation Panel consisting of a minimum of 2 trained HR & OD Consultants. The Panel will arrive at a recommendation on the grading of the post.

2.1.7
Notification to Chief Officer
The provisional results of the Panel's evaluation will be notified to the Director concerned (or nominated Senior Officer) and the appropriate HR Consultant.

Where the Director disagrees with a Panel recommendation, a meeting will be arranged with appropriate members of the Panel to explore the areas of disagreement.

If there is justification to reconsider the case based on job evaluation criteria, the job will be referred to another Panel for further consideration.

The final recommendation of the Panel will be communicated to the Director.  If the disagreement persists, the Director may take up the matter with the Head of HR Consultancy.
At no point should a postholder be informed of a recommended grade until it has been agreed by the Director

Ultimately, Directors have delegated authority to decide grading issues.

2.1.8
Communication to Postholder
Within one month of the Director communicating approval, the Recruitment Consultancy must notify the postholder in writing of the outcome.

2.1.9
Effective Date of Change
The effective date of change will normally be the first of the month after the date of the letter of application for regrading was received by the Director.  This may be extended at the discretion of the Director, however.
2.1.10
Appeals
There is a three stage appeals procedure for those who are dissatisfied with the result of their grading review.  The stages involved are outlined below:‑

Initial Appeal
If a Postholder is dissatisfied with the recommendation of a Job Evaluation Panel as approved by the Director, an appeal may be made in writing to the Recruitment Consultancy, within one month of the decision being communicated.

The job will be reviewed by a different evaluation officer who will re-interview the employee and the manager and re‑submit a new assessment to a new Job Evaluation Panel.

Inquiry
Postholders dissatisfied following the results of an Appeal, may request an Inquiry to be held.  This Inquiry will be jointly chaired by the Divisional Director HR & OD (or their nominee) and the relevant Staff Side Lead (or their nominee).

Communication of Results
The results of an Appeal or an Inquiry will be reported to the Director concerned.  An Inquiry result will be considered as the final decision of the Council.

Appeal to GLPC Joint Secretaries
While the GLPC does not encourage appeals outside of the Authority, in exceptional cases of failure of the Inquiry Panel to agree following the Inquiry stage, the employee or management may request the assistance of the GLPC Joint Secretaries.

2.2
Applications by Groups of Officers
Where the post to be reviewed has more than one postholder, the application of grading review may be made by one or two representatives on behalf of the group.

These representatives will be contacted for the purposes of a job evaluation interview as well as for any communication to the group regarding the procedure.

All other steps in the procedure outlined in Section 2.1 above will be the same.

2.3
Requests Initiated by Management
2.3.1
Reasons for Assessment
If a Director believes that there have been changes which affect the level of responsibilities of a post they may request a job evaluation assessment.
(a)
Such instances would include jobs where there are no current postholders undertaking the duties, for example:
•
a vacant post

•
the creation of a new post

•
an  organisational restructuring/review

(b)
Proposed changes in duties which could include:

•
additional supervisory responsibilities

•
greater range or type of services managed

•
technological changes affecting the level of skill required
•
greater delegated decision making

•
other organisational changes such as combining roles, removal of management level or integrating separate functions

(c)
Acknowledgement of past changes in duties.

If it is acceptable to the postholder then the evaluation can be made through the "dry run procedure” as indicated below.  Otherwise the full Job Evaluation procedure detailed in Section 2.1 above (paragraphs 2.1.2 onwards) will apply except the effective date of change which will be determined by the Director.

2.3.2
Preparation of Role Profile
A Role Profile should be prepared by the postholder and their manager consultation with an HR Consultant.  This should be signed by the postholder (if any), the Line Manager is to indicate that it is an agreed accurate description of the job.  The information required for evaluation purposes should be provided on Form JE2.

2.3.3
‘Dry‑Run’ Assessment
A `dry‑run' Job Evaluation Assessment will be made of the post by the Recruitment Consultancy unless otherwise agreed by the postholder as in 2.3.1(c).  This will involve using the Role Profile, Person Specification and other information relevant to the Job Evaluation Scheme gathered from the Director and/or the Line Manager.

2.3.4
Job Evaluation Panel
The above assessment will be presented at a Job Evaluation Panel, who will recommend a grading for the post (please see Paragraph 2.1.6).  Thereafter, the procedures indicated in Section 2.1.7 will be followed.

Where current postholder(s) are expected to undertake new responsibilities (for example in case of organisational restructuring) Paragraph 2.1.8 (Communication to Postholder) should be followed too.  A copy of the new Job Description should be provided to the employee(s) concerned. 
In cases of evaluations under para 2.3.1 (a) & (b) there is no immediate right of appeal as these are essentially new responsibilities which will take time to become established elements of the job.  In these cases Postholders may request a re‑grading after six months in the new job.










Appendix l
FORM JE1

JOB EVALUATION APPLICATION FORM
(To be completed by employees wishing to have their post re‑evaluated.  Please refer to the guidance notes before filling in this form.)
Postholder's name:



Department:

Job Title:




Division:

Grade:




Section: 

To the Director
I would like to have a job evaluation assessment of my post.

REASON FOR REQUEST
(This should highlight the nature of changes affecting the job and the impact of these changes on your job requirements in terms of supervisory responsibility, knowledge and skill level, contacts, creativity, decision making, demands and work environment.
I request the opportunity to discuss this matter with you, with a view to submitting an approved application for a job evaluation assessment of my post.

SIGNATURE OF POSTHOLDER: ...................................................

Date form sent to Director:

Date received by Director
To the Divisional Director of HR & OD
I have discussed this request for a job evaluation assessment with the postholder.  I confirm that there have been substantial changes in the job requirements resulting in increased duties and responsibilities.  I support a job evaluation assessment of this post.  A copy of the role profile agreed with the postholder is attached. Any regrading resulting from this exercise can be funded from my Department’s budget.

The line manager to be contacted to discuss the Postholder's job is:

...................................................................................

I do not support this request for a job evaluation assessment at this time because

________________________________________________________________

________________________________________________________________
I have communicated this decision to the postholder.

SIGNATURE OF THE DIRECTOR:

..........................................................................................

DATE ……………………
APPENDIX 1A
JE1 GN

GUIDANCE NOTES FOR COMPLETION OF

THE JOB EVALUATION APPLICATION FORM (JE1)
(This form may be filled as a formal request to the Director for a job evaluation assessment of your post.  Alternatively, you could write a letter to the Director.

REASON FOR REQUEST
Normally such a request arises from changes of various kinds which may affect the job responsibility and requirement levels.  For example, legal requirements like the Education Reform Act or organisational changes like restructuring of the department/change in service delivery or technological changes such as computerisation which may require the use of new skills at a higher level.

Hence, this section requires a brief description of the nature of changes and their impact on the requirements of the job/increased responsibility levels.  This may be reflected in one or more of the factors used in the GLPC Scheme.  The use of concrete examples to illustrate any of the factors will help present a case.
Please note that you have to discuss the changes which have already taken place in terms of their effect on your job and not events which are likely to take place in the future.

You may want to discuss the changes in job requirements using the framework of the factors used in the Job Evaluation Scheme:

A.
Supervision/Management of People
You should indicate responsibility in terms of full or shared, direct or deputising responsibility for staff.  The numbers of staff should be specified.  These may be full time or part time/job share staff or indirect staff like volunteers and contractors' staff or temporary staff (averaged on an annual basis) for whom you have a supervisory responsibility.  If you regularly manage staff on projects, please give examples of the projects and approximate numbers of staff managed through the year.

You should also specify any management of one or more groups of staff in the same or more than one functional area or supervision of staff dispersed over several locations.
B.
Creativity and Innovation
For this factor, you can demonstrate in what respect your job requires you to be more creative or imaginative in response to issues and resolution of problems.  This may be evident in caring/counselling work, design of computer systems and programmes, written or oral presentations and reports, drawings, training etc.

e.g. If you are now required to design computer programmes whereas earlier you may have only entered data or used standard packages.

C.
Contacts and Relationships
Any increase in the frequency and/or nature of your contact with different people, either within the organisation or outside, and any change in the purpose/content or potential implications of this contact should be reflected here.

e.g. If you were earlier taking messages or receiving enquiries from the public but now you interview them to determine service requirements.

D.
Decisions
This factor measures the degree to which you are required to make decisions/recommendations regularly, your accountability for the outcome, the extent of constraints on decisions and the availability of guidelines or advice.  The other aspect is the nature of consequences or outcome of your decisions in terms of their impact on people, finance, property, policies etc.

E.
Resources
Here you need to demonstrate any responsibility you have for assets belonging to the Council.  This may range from low cost items such as hand tools and/or responsibility for keeping various amounts of cash safe, right up to responsibility for the safekeeping of major buildings.  You need to show the frequency and/or level of accountability which you have for resources, which may include data and record systems.
F.
Work Environment (4 elements)

1.
Work Demands

The impact of deadlines, interruptions and pressure to change between work areas/ tasks, or a need to manage a number of concurrent work areas should be explained.

2.
Physical Demands

This measures the intensity of physical effort needed to carry out your duties.

3.
Working Conditions

This measures the degree to which you need to endure an unpleasant or disagreeable working environment in order to do your work.

4.
Work Context
Here you should show any potential risk to personal safety, injury or ill health likely to occur as a result of doing your job, including stress and emotional outcomes.

G.
Knowledge and Skills
Specify the knowledge/skills necessary to satisfactorily carry out the full responsibilities of your job.  Knowledge and skills are not restricted to only specific technical, professional or specialist disciplines but may also refer to caring, counselling, training, communications, language skills, numeracy, diplomacy, dexterity, management or organising skills necessary for the job, acquired in both formal and informal ways.

DISCUSSION WITH CHIEF OFFICER
Once the reasons for requesting the evaluation are explained, you must request an opportunity to discuss your job with the Director (or nominated officer).

It is important that you note the date on which you sent the form to the Director.  This is because the Director has to respond to your request in terms of whether or not to approve it within 1 month of the date he/she receives your application.

If your Director supports your application and feels there is a justification under the scheme, you will be required to submit a Role Profile Form and Person Specification and get this agreed with your Line Manager and HR Consultant.

This needs to be done within two months of your initial request for evaluation.

If your Director feels it is not appropriate to request a grading review, this will be communicated to you within one month of your application.

APPENDIX 2
JE2


Croydon Council 

	R o l e   P r o f i l e


	Job Title:


	<insert the job title>

	Department:


	<insert the department for example, Education, ECSS, Social Services>

	Division:


	<insert the division the post is in>

	Grade Range:


	<please indicate the grade range here – if it is a new role please write ‘to be evaluated’>

	Hours:


	<insert how many hours per week are to be worked>

	Location:


	<insert the name and location of the school>

	Reports to:


	<insert the Line Manager to which this position reports to>

	Responsible for:


	<indicate any job titles who report directly to this role>

	Role Purpose and Role Dimensions:
	<write one or two sentences as to the overall purpose of the job.  This should be a couple of paragraphs at the very most and should convey an overview of the position not an extension of the job duties>


	Commitment to Diversity:
	As a member of the <insert the name of the team here>Team to take individual and collective professional responsibility for championing the council's diversity agenda and proactively implementing initiatives which secure equality of access and outcomes.  Also to commit to continually developing personal understanding of diversity.

	Key External Contacts:
	· <please insert the main external organisations or individuals this job may be expected to deal with for example other local authorities, Department of Trade and Industry>

	Key Internal Contacts:
	· <please insert the main job titles or departments in terms of internal contacts this job may be expected to deal with, for example HR and OD>

	Financial Dimensions:
	<does the postholder have any budgetary responsibility, if so please enter details here, if not please delete this sentence>

	Key Areas for Decision Making:
	· 

	Other Considerations:
	<enter any special working considerations for example ‘ability to drive a van’, ‘shift work’, ability to work two evenings per month>



	Key Accountabilities and Result Areas:
	Key Elements:

	<In this column enter in the overall competence or result area; for example this could be ‘maintaining, monitoring and reviewing the budget for the recruitment consultancy’>

	This will involve:

· <listed here should be the duties associated with meeting the area of performance listed in the left hand column>
· 

	
	This will involve:

· 

	
	This will involve:

· 

	
	This will involve:

· 


	Key Accountabilities and Result Areas:
	Key Elements:

	
	This will involve:



	
	This will involve:



	
	This will involve:



	Green Statement
	This will involve:

· Seek opportunities for contributing to sustainable development of the borough, in accordance with the council’s Green Commitment. In particular, demonstrate good environmental practice (such as energy efficiency, use of sustainable materials, sustainable transport, recycling and waste reduction) in management of the service provision.



	Data Protection
	This will involve:

· To be aware of the council’s responsibilities under the Data Protection Act 1984 for the security, accuracy and relevance of personal data held on such systems and ensure that all administrative and financial processes comply with this.

· To maintain client records and archive systems, in accordance with departmental procedure, policy and statutory requirements.



	Confidentiality


	This will involve:
· You are expected to treat all information acquired through your employment, both formally and informally, in strict confidence.  There are strict rules and protocols defining employees access to and use of the council’s databases.  Any breach of these rules and protocols will be regarded as subject to disciplinary investigation.  There are internal procedures in place for employees to raise matters of concern regarding such issues as bad practice or mismanagement.



	Equalities
	This will involve:
· The council has a strong commitment to achieving equality of opportunity in its services to the community and in the employment of people. It expects all employees to understand, comply with and to promote its policies in their own work, to undertake any appropriate training and to challenge racism, prejudice and discrimination.



	Customer Care
	This will involve:
· Able to demonstrate a commitment to the council’s Customer Care Policy

	Health and Safety


	This will involve:

· Every employee is responsible for their own Health & Safety, as well as that of colleagues, service users and the public.  Employees should co-operate with management, follow established systems of work, use protective equipment where necessary and report defectives and hazards to management.  


	To contribute as an effective and collaborative member of the <insert the name of the team here> Team


	This will involve:

· To participate in training to be able to demonstrate competence.

· To participate in first aid training as required.
· Participating in the ongoing development, implementation and monitoring of the service plans.

· Championing the professional integrity of the <insert the name of the service here> Service 

· Supporting Customer Focus, Best Value and electronic management of processes.

· Actively sharing feedback on School policies and interventions 




	P e r s o n   S p e c i f i c a t i o n


	Job Title: 


	<Write down the job title along with the appropriate department e.g. ECSS, Housing etc>


	Essential knowledge:
	<write the kind of knowledge essential for the post holder to perform the job.  For example it could be a specific industry sector, certain legislation, knowledge of working with disabled children etc.  In addition any specific qualifications which are essential should be included, please note qualifications should only be included if they are unable to operate in their profession without it>

	Essential skills and abilities:
	<indicate the specific skills and abilities required e.g. people management skills, interpersonal skills, numerical skills, budget maintenance skills.  Abilities can be explained as the ability to develop a skill e.g. ‘the ability and willingness to undertake training to acquire word processing skills’>


	Essential experience:
	<indicate the experience the individual must possess e.g. experience of working with the general public, experience of working within a similar role in a Human Resources environment.  Please note ‘experience of working in local government’ is too wide and may be considered discriminatory or exclusive.  Experience can be gained from unpaid work, work experience and life experience.  For example, languages, driving, ability to use equipment>

	Special conditions:
	<any activities or requirements not covered by the other sections should be included e.g. required to work outside of core hours, required to travel between sites, required to drive a vehicle etc.  Careful consideration should be made as to whether these requirements are absolutely essential.  The need to drive a vehicle should not be used to exclude a disabled person unless it is absolutely  essential and a regular part of the job>






APPENDIX 2A
JE2 GN

GUIDANCE NOTES FOR COMPLETION OF THE


ROLE PROFILE

AND SUPPLEMENTARY FORM FOR


JOB EVALUATION (FORM JE2)
ROLE PROFILE
Introduction
The role profile should provide an accurate, concise and up‑to‑date picture of your job.  It should be agreed by you and your Line Manager (or a nominated Senior Officer) describing your job accurately.

All details should be filled in, especially the "reference date".  This is the date on which the role profile is produced and will be used as a reference point for all discussions on the duties and responsibilities of the post.

1.
Role Purpose and Role Dimensions
This should state the basic purpose or aims of the job and what it broadly seeks to accomplish.  This should be stated in about two to three sentences.  E.g.: "To provide a comprehensive HR service to departments in the appointment, termination, retention, motivation and management of their human resources".

2.
Reports To:

Who you report to.


Responsible for:

Who reports to you.


Key External Contacts:

List regular contacts external to the Council.


Key Internal Contacts:

List regular contacts within the Council.


Financial Dimensions:

Explain responsibilities for budgets and/or other financial responsibilities.


Key Areas for Decision Making:

Outline usual decisions made and level of autonomy to do so.


Other Considerations:

List any other areas of work not included in the above.

3.
Key Accountabilities and Result Areas
The key accountability areas that are allocated to you should be listed here, broken down into the key elements of each area.  The approximate percentage of time spent on each of the areas should be indicated.  The percentage of time spent on each task need not be broken down into units of less than 5%.
E.g.:‑ One of the key accountability areas for the HR & OD Consultant’s post shown above could be "Recruitment and selection of staff to meet departmental requirements".

Some of the key elements under that could be:‑

To advise on the appropriate recruitment strategy to be adopted.....5%

To assist in interviews and advise on selection of staff up to grade PO6.....15%

To ensure the completion of all administrative matters relating to the appointment of staff.....10%. 
Result areas are areas of responsibility which can be measured by results and therefore monitored.  Each result area will comprise a number of elements or activities.

e.g.  A result area might be to complete the effective administration of all new contracts of employment for the Housing department:  Elements might include: compilation of letters, consulting management, updating the personnel database.

FACTORS
The following factors will be assessed by the Job Evaluation Scheme.  It will be useful, therefore, to consider these factors when explaining your key accountabilities and results.
(A)
Supervision/Management of People
Show here the number of staff supervised and the degree of accountability you have for them, including details of different groups of staff you manage. Include the number of part‑time, job share and full‑time staff as well as voluntary workers and contractors' staff that you directly supervise, plus any project staff you manage.  (Temporary/seasonal staff regularly supervised should be averaged out on an annual basis).  Also indicate posts for which you have only a deputising management role.
(B)
Creativity and Innovation

For this factor, you are required to show in what respect your job requires you to be creative or imaginative in response to issues and resolution of problems. This may be evident in caring/counselling work, design of computer systems and programmes, written or oral presentation and reports, drawings, training, etc.

(C)
Contacts and Relationships
A brief description is required of the nature of interactions you have with people both within and outside the organisation and the frequency and purpose of these interactions.  These may involve, for instance, customer/ client services, interviewing, fact finding, providing or obtaining information or negotiating on behalf of the Council.

 (D)
Decisions 

The types of decisions or recommendations regularly made and the degree of accountability for these should be specified. Demonstrate the extent to which regulations and guidelines are available and the level of autonomy you have to make decisions. You should also show how your decisions impact on other people, budgets, policies, the organisation, etc.  
(E)  Resources
Give details of any plant, equipment, vehicles, property or cash for which you are personally responsible.  
(F)
Work Environment

(i)
Work Demands

Relates to the level of impact on the job made by deadlines and the amount of pressure caused by changes to the daily work programme.  Frequency and number of priorities are also considered.

(ii) Physical Demands

        You need to show the nature, level and continuity of physical effort needed to complete           your tasks. 

(iii) Working Conditions

        Here you need to identify where your job is carried out, the degree to which you have to          endure unpleasant conditions and the frequency of your exposure to such conditions. 

(iv)        Work Context
        The normal work environment, the extent of availability of support if needed and security         arrangements are important here. Potential risk to personal safety, injury or illness                   occurring as a result of doing your job should be demonstrated within these constraints.          This includes stress and emotional outcomes as well as physical threats. 
(G)
Knowledge and Skill Requirements
        This refers to the type of knowledge and skills required for satisfactory performance of the full duties and responsibilities of the post.  It may include technical/ professional or specialist disciplines as well as interpersonal, linguistic, caring, numeracy, tact, communication, management and other skills. If a statutory need for a qualification is needed to do your job this should be highlighted. 
PERSON SPECIFICATION

This should list the knowledge and skills needed to the job.  This means what is essential to do the job, not a personal list of the current postholder’s achievements.  For some posts, essential experience may be necessary.  This does not mean length of experience, as this can be used to discriminate, but does include quality of experience.  You should include particular conditions which must be adhered to in order to do the job, for example, to attend out of hours meetings, to drive a vehicle, or to wear a uniform.
COMPETENCY FRAME
The Council has a competency framework which provides a platform on which to assess performance.
Competency Domains refer to broad areas such as ‘technical know-how’, ‘project management’, or ‘financial skills’.  Within each domain, there are several levels of competence, from a basic level up to an expert level.  These are known as behavioural indicators.  So, for example, if the domain is Technical know-how, the Indicator may be level 1, 2 or 3.  The postholder would be expected to work to the stated level.  Example:  IT Officer Post:
	Level 1

	Level 2
	Level 3

	· Able to send and receive emails, basic housekeeping of personal mailbox

· Able to input simple data on a spreadsheet
	· Able to produce and format complex documents

· Able to interrogate and manipulate data and produce standards reports
	· Able to resolve integration problems with partner systems.

· Able to produce complex reports and set targets for changes and improvements to systems.


Certification and Approval
The postholder must sign the form, certifying that it is an agreed and accurate description of the job. The role profile and person specification must then be forwarded for approval by the Line Manager (or a nominated senior officer).


APPENDIX 3

APPEALS PROCEDURE
STAGE 1:‑
1.1
Initial Appeal
If an employee is dissatisfied with the recommendations of a Job Evaluation Panel as approved by their Director, an appeal may be made in writing to the Divisional Director HR & OD, within one month of the decision being communicated.

1.2
Communication of factor levels
The appeal request will be acknowledged normally within four working days and the job evaluation factor levels and points on which the grading decision was made will be communicated to the postholder.

1.3
Justification for appeal
If the postholder wishes to press the appeal further, the grounds of the appeal should be specified in writing to the Divisional Director of HR & OD within two months of the initial decision on the grading of the post being communicated to the postholder by the Recruitment Consultancy.  The factor levels thought to be inappropriate should be identified and illustrated with examples.

If the postholder has decided not to press with the appeal, (s)he should communicate this in writing to the Divisional Director of HR & OD within two months of the initial decision being informed to the postholder.

1.4
Further Interview
Following receipt of the grounds of appeal, a further job evaluation interview will be arranged.
An Evaluating Officer (who has not been involved thus far) will contact the postholder and the manager as in Sections 2.1.3 and 2.1.4 of the main procedure.
The purpose of these interviews will be to seek elaboration of the nature of the postholder's responsibilities based on the factors of appeal, although reviewing the entire job, including the factors not being appealed.

1.5
Appeal Hearing
A new Job Evaluation Panel will hear the appeal of the postholder as presented by the Evaluating Officer, with special reference to the factors appealed against.  Since the whole job is being re‑assessed, it is possible that factors not being appealed on are reviewed (with higher/ lower/ same levels being allocated) in addition to ones the employee is appealing on. The Panel will either uphold the initial evaluation result or recommend a regrading.

1.6
Appeal Result Notification to Director
This will be according to Section 2.1.7 of the main procedure.

1.7
Appeal Result Notification to Postholder(s)
The Recruitment Consultancy will communicate in writing the provisional results of the appeal normally within one week of the Director communicating his/her approval of the results.

1.8
Postholder's Response to Appeal Decision
The postholder must respond in writing within three weeks about whether or not the appeal result is acceptable.

If the result is unacceptable, the postholder should request in writing for an Inquiry to be held into the matter.

STAGE 2:‑
2.1
Inquiry
A meeting will normally be convened within one month of the postholder's request to have an Inquiry.  The inquiry will be jointly chaired by the Divisional Director of HR & OD and the Corporate Staff Side Lead.  Also present at the inquiry will be the evaluating Officer, the manager, the postholder and his/her representative/work colleague.  The job as a whole as well as each factor on which the appeal was heard will be explored until a sufficient understanding has been reached about the various points of view.

The postholder and his/her representative will put forward their case first.  The joint chairs will be entitled to ask questions for clarification.  The Manager will also have the opportunity to ask questions for clarification.

The evaluating officer and line manager will then describe the job as they view it and the basis on which it has been assessed.  The joint chairs will be entitled to ask questions of the Manager and/or evaluating officer for clarification.

The postholder and his/her representative will also have the opportunity to ask questions for clarification.

The postholder or his/her representative and the evaluating officer or the manager will have the opportunity of summing up their case.  All parties will then withdraw from the hearing.
2.2
Recommendation
The Divisional Director of HR & OD will discuss the job evaluation with the Corporate Staff Side Lead.  Their recommendation on the grading of the post (in case of agreement) or their failure to agree will be reported to the Director.
2.3
Communication to Postholder
This will be done as per paragraph 2.1.8 (of the main procedure) and a copy  sent to the postholder's representative.  This will be the final decision of the Council.

STAGE 3:‑

Exceptional Appeals to GLPC Joint Secretaries
3.1
In a few cases of "failure to agree" following the Inquiry stage at the local level, the postholder/management may request the assistance of the GLPC Joint Secretaries.  Appeals are required to be registered within two months of an Officer receiving the final decision of the Authority, stating the grounds of the appeal.

3.2
Submission of case papers
Both sides are required to produce case statements within two months setting out their arguments and the reasons leading to the outcome of the appeal at local level.

3.3
Referral to Inquiry Panel
After considering the case papers, the Joint Secretaries may decide to refer the case back to the Authority's Inquiry Panel for further consideration.  Should there be a further failure to agree, the matter may be referred by either side for the consideration of the Joint Secretaries, whose recommendation in this case would be binding.




APPENDIX 4

	GREATER LONDON PROVINCIAL COUNCIL

JOB EVALUATION SCHEME

2000
AS ADOPTED BY THE
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JOB REQUIREMENTS

Supervision/Management 

of People
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Creativity and Innovation
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Contacts and Relationships
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Discretion
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Decisions
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Consequences
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Resources





5.3  

WORK ENVIRONMENT

Work Demands




4.2  )

Physical Demands



2.5  ) 12.5

Working Conditions



2.5  )

Work Context




3.3  )

	KNOWLEDGE & SKILLS


	           28.9

	
	


S U P E R V I S I O N / M A N A G E M E N T   O F   P E O P L E

Introduction and Objectives
This factor measures the degree of responsibility for the supervision/ management of employees and others for whose work the post can be considered directly accountable and in particular the qualitative aspects of supervision/management of staff.

To score Levels 3 and above the post will have full permanent accountability on all elements of supervision/management including: accountability for quality and quantity of work; the extent to which a range of activities requires co-ordination and the complexity of such activities; discipline; welfare; training and development.  An exception to this is the application of this factor to Contract/Non-direct staff; see (iii) below.

The assessment of posts must not reflect the particular supervisory/ management style of an individual postholder, nor problems which arise from personality difficulties with or among subordinates.

In the context of this factor “a group of employees” must consist of more than one person.

Aspects of Supervision/Management
i)  Dispersal of staff

Consideration should be given in all cases to whether full accountability exists, the inherent difficulties to the work being supervised/managed, and the level of difficulty of supervision/management.  In particular, where supervision/management is made more difficult because of the wide physical dispersal or mobility of staff, an additional 6 points shall be added to the factor; these additional points can only be applied up to and including Level 5. 

ii)  Deputising

A post with a deputising role would not automatically be assumed to have full supervisory/managerial responsibility for posts which it supervises/manages only as a deputy.

iii) Contract/Non-direct Staff

Where the duties and responsibilities of a post require aspects of supervision/

management of voluntary workers or contractors’ staff, including the regular monitoring and issuing of directions and instructions, an award may be considered under this factor.  Such an award would be at least one factor level less than would be awarded for the full supervisory/managerial responsibility of direct staff.

iv) Flexible or variable working arrangements
The determination of the number of staff supervised/managed shall be on the basis of the actual numbers of staff employed.  Part-time, job share and full-time staff should be treated equally on this basis.  Recurring supervision/ management of temporary staff or seasonal variations should be averaged on an annual basis.

Factor Levels

1. Little or no supervisory responsibility other than assisting in work familiarisation of peers and new recruits.

2. Some supervisory responsibility for temporarily assigned or shared employees including on the job training or the allocation and checking of work for quality and quantity.

3. Direct supervision of at least one employee carrying out tasks in one identifiable area of work or, for example, work of a project nature.

4. Supervision/Management of a group of employees undertaking tasks either in the same general area of work or, for example, work of a project nature.

5. Management of more than one group of employees carrying out diverse tasks in the same general type of work.

6. Planning, co-ordination and management of groups of employees carrying out work across a wide range of different activities.

7. Planning, co-ordination and management of groups of employees carrying out work across a range of major functions.

C R E A T I V I T Y   A N D   I N N O V A T I O N

Introduction and Objectives

This factor considers the extent to which the work requires innovative and imaginative responses to issues and in the resolution of problems.

It assesses the details, implications, variety, and complexity of problems, the recognition and interpretation of evidence, consideration of alternatives and development of solutions.

All public sector work is to a greater or lesser extent carried out with regard to the broad policy objectives of the organisation concerned. The purpose of this factor is to measure the degree of creativity required to ensure the satisfactory completion of the individual function, task, etc.

The fullest range of potentially creative work should be taken into account.  This can be exercised in a number of ways including, for example: caring and counselling; design and application of information technology systems and programmes; creation and planning of menus; repair and maintenance of hard and soft landscapes, buildings, plant and machinery; cleanliness and well-being of the environment; preparation of specifications and tenders; preparation of plans and drawings; development and implementation of policy, practice and procedures; and in the use of the written and spoken word.

Account should not be given under this factor to any decision-making element which may be involved in the exercise of creativity.  This is more appropriately measured under the Decisions factor.

Factor Levels
1. Work with very limited opportunity for creative or innovatory thinking. 

2. Work largely regulated by laid down procedures, but needing occasional creative skills to deal with routine problems.

3. Creativity is a feature of the job but exercised within the general framework of recognised procedures.

4. Creativity and innovation are essential to the job and need to be regularly exercised within general guidelines.

5. Work which requires a range of imaginative solutions or responses and involves application of fresh and innovatory thinking.

6. Work which requires creative and innovative input in a number of diverse subjects and range of expertise where the opportunity and need for imaginative thinking is not limited by defined policies.

7. Work carried out in new and challenging situations frequently involving innovatory response on diverse subjects which have extensive policy or service implications.

C O N T A C T S   A N D   R E L A T I O N S H I P S
Introduction and Objectives

This factor measures the degree of personal contact and appraises the nature of the relationships with other people which are required to be maintained by the postholder in the course of the job.

Relationships may involve dealing with the physical, mental, social, financial and environmental well being of clients.

Contacts must play a significant part in the duties of the job and be frequently made.  The regular contact requirements are the level which should be assessed.  Rare exceptional levels of contact will not normally be assessed unless they can be shown to be a significant role of the job.

The purpose, content, potential outcome and conflict/stress of a contact are more important factors than the status of the person or organisation with whom the contact is made.  Where employees undertake contacts in well-recognised, defined terms of reference, this must be borne in mind in making the assessment.  Cognisance should be given under this factor to employees regularly dealing with situations of rudeness and abuse in the course of their work.

Contacts may involve customer/client services; caring; assessing; supporting; evaluating; advising; fact-finding; interviewing; developing, motivating, influencing, persuading, negotiating, providing or obtaining information.  These activities may be present at all levels in this factor.

Account should not be given under this factor to any decision-making element which may be involved in contacts.  This is more appropriately measured under the Decisions factor.

Factor Levels

1. Routine or incidental contacts involving exchange of information on non-contentious matters.

2. Contacts on well established matters providing readily available information or assistance, or occasionally dealing with issues where the outcome may not be straightforward. 

3. Issues generally not contentious, but where the outcome may not be straight-forward.  Within the Council, the advice or guidance would relate to issues which are less well established. Alternatively outside contacts would involve identifying details of service needs, assessment and initiating action to provide assistance, offering straightforward advice or delivering more comprehensive support and/or care.

4. Situations where the content and outcome are not straightforward or well established and could involve more detailed assessment, planning, evaluation, care and assistance.  Some authority in the provision of services is required.

5. Some matters are likely to be contentious or complex requiring support, tact, persuasion and sensitivity, within the application of operational guidelines.   The outcome will have a material effect, including care, on the person, service or organisation contacted.

6. Dealing with a range of complex and contentious matters requiring support, persuasion, advocacy and sensitivity, within the application of operational guidelines.  The outcome will have significant implications, including care, for the contact or the service.

7. Regularly dealing with a range of complex and contentious matters requiring a consistently high degree of support, persuasion and advocacy and an awareness of the Council’s major policy objectives.  The outcome will have substantial implications for the contact or the Council.  The post holder may act on behalf of the Council.  
8. Advising the Council on high level complex matters with major implications for the contact/s or organisation contacted, or which require a responsibility to act on behalf of the Council and commit the authority to a course of action involving a substantial impact on resources.  It would be expected that the expert guidance would be accepted and only overruled as a result of a change in policies.
D E C I S I O N S

Introduction and Objectives
This factor considers both the requirement to make decisions or recommendations as a regular feature of the work and the consequences of those decisions or Recommendations.  The degree of supervision over the postholder will also need to be considered.

The Discretion Sub-Factor will assess the need to make choices, the accountability for the outcome, the constraints upon decisions and the availability of guidelines, advice, precedents, regulations and procedures which will determine the extent of discretion.

The Consequences Sub-Factor will assess the nature of the consequences or outcome of the decisions which will be considered in terms of the effect upon people, property, finance, budgets, policies, objectives, targets, etc. both inside and outside the department or the authority.

In assessing the elements of decision-making in a job the aspects relating to the discretion and the consequences should be clearly identified and assessed separately under the respective sub-factors.

Direct decisions are those where action is taken without reference to a higher authority.  Recommendations are treated as decisions where action is recommended to a higher authority within the organisation or to another department which is accountable for making the direct decisions.  Normally recommendations carry less accountability than direct decisions.  Where the job requires a regular involvement with working parties or other similar groups making collective decisions, it is necessary to identify the actual role played by the post.

It must be stressed that the decisions or recommendations must be part of the regular pattern of the work of the post.

Factor Levels
Discretion 

1. Post requires little freedom to act, work is carried out within clearly defined rules or procedures and advice is available if required.

2. Work is carried out within clearly defined rules and procedures involving decisions chosen from a range of established alternatives.

3. Work is carried out within programmes and objectives where there is a wide range of choices and where advice is not normally available and/or decisions where policy, procedures and working standards provide only general guidelines.

4. Decisions which lead to the setting of working standards in the provision of operational services and/or decisions leading to changes in important procedures or service practice.

5. Posts which have a major responsibility for monitoring and evaluating important policy, service practice and provision affecting a whole service, for making recommendations for change and for managing their implementation.

6. Posts which have a continuing responsibility for reviewing important policy, service practice and provision affecting the whole Council, for making recommendations for change, managing the implementation and following up and dealing with the implications of the change.

Consequences

1. Decisions which have a limited and short-term effect on employees beyond immediate colleagues or on the public.  Effects of decisions would be quickly known and readily amended if necessary.

2. Decisions which have a material effect on the internal operations of the post’s own or other departments or on the individual or on the provision of service to the public.

3. Decisions which have significant implications for the service or significant effects on employees or other individuals or other organisations.

4. Decisions which have a major impact on service provision, the public or other organisations.

5. Decisions which have a major impact on the Council’s policies and activities across a number of departments or on large numbers of people or on organisations in receipt of the Council’s services.

R E S O U R C E S

Introduction and Objectives

This factor assesses personal and identifiable accountability for physical and financial resources including those of clients.  Account should be taken where the responsibility is less than continuous or complete.

This accountability will involve the handling and the security, safekeeping, proper use, and/or repair and maintenance of the resources. It will also include less than advanced tasks arising out of the substantial use and manipulation of information technology and equipment.  

The factor covers the extent of responsibility for the proper handling, care, security and maintenance of equipment, plant, buildings, and materials, which will include data and record systems whether manual or electronic.  It also measures the direct accountability for the security and safekeeping of cash, cheques and other securities.

These responsibilities include the physical and financial resources of clients as well as those of the employer.

Factor Levels

1. Little or no responsibility for physical or financial resources.

2. Responsible for the proper use and safekeeping of hand tools, small items of equipment and low cost materials or for the accurate handling and security of small sums of cash and cheques or financial resources.

3. Responsible for the proper use and safekeeping of smaller plant, vehicles, machinery and higher cost materials or for the accurate handling and security of larger sums of cash and cheques or other financial resources.

4. Responsible for the proper use and safekeeping of larger vehicles and larger items of plant and machinery or of high value stocks and supplies or for the accurate handling and security of large sums of cash and cheques or other financial resources.

5. Responsible for the proper use and safekeeping of major physical resources or other financial resources.

W O R K   E N V I R O N M E N T

Introduction and Objectives

This factor considers four elements characterising the environment within which the work is carried out; work demands, physical demands, working conditions and work context.  The elements are to be assessed separately.

There is always the assumption that the Council’s procedures and safe working practices under health and safety legislation have been strictly adhered to.

Work Demands

This element considers the impact of deadlines, the frequency and suddenness of demands for changes between work, communication problems, and the resolution of conflicting resource needs and priorities on the work of the post holder

Physical Demands

This element considers the amount and continuity of physical effort required.  For example bending, crouching, keyboarding, lifting, lowering, pressing, pulling, pushing, rolling, standing, stretching, walking, working in constrained positions. It also covers manual dexterity where the speed and accuracy or consistently high use of IT equipment is a valid requirement of the job.




Working Conditions
This element considers the exposure to disagreeable or unpleasant working conditions present in the physical environment.  The frequency of the exposure and its nature need to be evaluated.  This would include for example, dirt, dust, lighting, inclement weather, noise, ventilation, vibration and disagreeable and unpleasant working conditions associated with caring responsibilities.  Consideration must also be given to the possibility that the job holder may be unable to take shelter without prejudicing operational needs.

Work Context

This element considers the potential risk to health and general well being of illness and injury, emotional as well as physical inherent in the job, including abuse, aggression and risk of injury from the public. 

It is assumed that boroughs have ensured that appropriate assessments of risk have been undertaken and hazardous conditions avoided or reduced as far as practicable.

Factor Levels

Work Demands

1. Work where tasks are interchanged but the programme of tasks is not normally interrupted.

2. Work subject to interruption to the programme of tasks but not involving any significant change to the programme.

3. Work subject to deadlines involving changing problems, circumstances or demand.

4. Work subject to deadlines involving frequently changing circumstances and conflicting priorities.

5. Work subject to constant change and the management of conflicting priorities and deadlines.

Physical Demands

1. Work requiring normal physical effort.

2. Work requiring normal physical effort with periods of substantial effort; or normal physical effort occasionally in awkward postures: or prolonged effort in a constrained position involving considerable manual dexterity.

3. Work requiring substantial physical effort with short periods of intense physical effort; or normal physical effort regularly in awkward postures.

4. Work regularly requiring intense physical effort; or lengthy periods of substantial physical effort in awkward postures.

Working Conditions

1. Work normally performed in a heated, lit and ventilated indoor environment; may be exposed to occasional noise or outside conditions.

2. Work includes significant elements of inside or outside work involving some exposure to moderate noise, heat, cold, disagreeable or difficult surroundings/conditions.

3. Majority of work performed outside involving exposure to all weather conditions or exposure inside or outside to considerable noise or dirty or difficult  or disagreeable and unpleasant surroundings/conditions.

4. Working continuously outside involving exposure to all weather conditions or exposure inside or outside to continuous noise or work in dirty or very disagreeable and unpleasant surroundings/conditions.

Work Context

1. Work involves minimal risk to personal safety of injury, illness or health problems arising from the environment or the public/clients.

2. Work potentially involves some risk to personal safety of injury, illness or health problems arising from the environment or the public/clients.

3. Work potentially involves moderate risk to personal safety of injury, illness or health problems arising from the environment or the public/clients.

4. Work potentially involves a substantial risk to personal safety of injury, illness or health problems arising from the environment or the public/clients.
K N O W L E D G E   &  S K I L L S



Introduction and Objectives

This factor measures knowledge and skills, in their broadest sense, in relation to the work or discipline required by any job covered by the Scheme, and which are necessary for the competent performance of the full duties and responsibilities of the job.

These may include technical, professional, operational or specialist disciplines as well as caring, interpersonal, literacy and linguistic skills, diplomacy, sensitivity, tact, dexterity, numeracy, knowledge of equipment and machinery, operational techniques, concepts, theories, procedures, and communications and management skills.  These considerations will apply at all levels of this factor. 

In the context of this factor a function is defined as a work area and a specialist discipline as a discrete body of knowledge or skills.

While the cumulative knowledge and skills of a particular job holder are not especially relevant to the evaluation of a post, it may be a useful guide in demonstrating that at every level knowledge and skills can be acquired in different ways, through formal education/training; informal education/training; socially acquired skills; practical experience within a similar job or work area; and/or practical experience in a dissimilar but relevant work area.

This factor recognises an initial, introductory level of practical understanding of the immediate work environment, systems and procedures, together with a continuing updating of the relevant level of knowledge and skills.

Factor Levels

1.
Ability to undertake work consistent with a basic knowledge and skills requirement, which involves a limited range of tasks that can be carried out after initial induction.

2.
Ability to undertake work consistent with a comparatively basic knowledge and skills requirement, which encompasses a range of tasks involving application of readily understood rules, procedures or techniques.

3.
Ability to undertake work concerning more involved tasks confined to one function or area of activity, which requires a good standard of practical knowledge and skills in that area of activity.

4.
Ability to undertake work of a variety of advanced tasks, confined to one function or area of activity, which requires detailed knowledge and skills in a specialist discipline.

5.
Ability to undertake work of a range of advanced activities:

EITHER

applying to more than one function which requires detailed knowledge and skills in a specialist discipline;

OR

applying to one function which requires detailed knowledge and skills in more than one specialist discipline.

6.
Ability to undertake work of a complex nature which requires:

EITHER

detailed knowledge and skills in a diverse range of specialist disciplines;

OR

advanced/high level knowledge and skills in a specialist discipline.

7.
Ability to undertake work of a more complex nature, which requires advanced/high level knowledge and skill across a range of specialist disciplines.

8.
Ability to undertake work of a highly complex and diverse nature, which requires advanced/high level knowledge and skills in a range of specialist disciplines.

POINTS WEIGHTING

	FACTOR
	Level

  1        2        3        4       5        6        7        8



	Supervision/Management of People


	
	
	    see matrix
	
	
	

	Creativity and Innovation


	28
	40
	52
	64
	76
	88
	100
	

	Contacts & Relationships


	20
	38
	56
	74
	92
	110
	128
	146

	Decisions -    Discretion


	20
	36
	52
	68
	84
	100
	
	

	                       Consequences


	12
	24
	36
	48
	60
	
	
	

	Resources 


	10
	20
	30
	40
	50
	
	
	

	Work Environment -   Work Demands


	8
	16
	24
	32
	40
	
	
	

	                        Physical Demands


	6
	12
	18
	24
	
	
	
	

	                        Working Conditions


	6
	12
	18
	24
	
	
	
	

	                        Work Context


	8
	16
	24
	32
	
	
	
	

	Knowledge & Skills


	48
	80
	112
	144
	176
	208
	240
	272


SUPERVISION/MANAGEMENT OF PEOPLE: 
Number of People Supervised/Managed

In any assessment see ‘Supervision/Management of People Introduction and Objectives’ for: (a) the calculation of number of staff supervised; (b) the recognition of less than full supervision/management; and (c) a possible plusage for dispersed subordinates.

The following matrix sets the limits of a reasonable relationship between the factor level and the number of people supervised/managed and should be used in assessing these factors.  In assessing this factor the factor points should be calculated.

i)
on the basis of the factor level.

ii)
then apply the relevant number column in the matrix.

iii)
add any additional relevant plusages* where applicable.

	FACTOR LEVEL
	UP TO 5 STAFF
	6-15 STAFF
	16-49 STAFF
	50+ STAFF

	1*
	16
	-
	-
	-

	2*
	28
	34
	-
	-

	3*
	46
	52
	58
	-

	4*
	58
	64
	70
	76

	5*
	64
	70
	76
	82

	6
	-
	82
	88
	94

	7
	-
	-
	94
	100


*
An additional six points for ‘dispersal’ may be awarded where applicable.

POINTS TO GRADING RELATIONSHIP

	POINTS
	GRADE
	Anchor Point

	182-217
	Scale 1a
	5

	218-257
	Scale 1b
	7

	258-298
	Scale 1c
	10

	299-338
	Scale 2
	12

	339-379
	Scale 3
	16

	380-419
	Scale 4
	20

	420-461
	Scale 5
	24

	462-496
	Scale 6
	27

	497-533
	SO1
	30

	534-558
	SO2
	33

	559-585
	PO1
	35

	586-610
	PO2
	37

	611-637
	PO3
	40

	638-662
	PO4
	43

	663-689
	PO5
	46

	690-714
	PO6
	48

	715-764
	PO7
	50 to 70
	Locally

Determined

	765-816
	PO8
	
	


Anchor Points

The national grading arrangements will no longer apply following a pay & grading review.  The anchor point system has been designed to produce London-wide consistency in the application of job evaluation to the pay and grading review.

The anchor points are set at the penultimate point of the former national grades for APT&C staff and allow boroughs to construct a local pay system around these points.

Job Evaluation Pack (Policy, Procedure and Scheme) sent to postholders by Recruitment Consultancy





Requests Information





Postholder completes application form JE1 and send to Director





Director reviews application and discusses it with postholder





Director communicates his/ her decision within 1 month





If JE is agreed, postholder prepares Role Profile using form JE2





Agrees Role Profile in consultation with





Agrees Role Profile In consultation with





JE1 and JE2 sent to HR & OD within 2 months of application





Job Evaluation Officer is nominated and arranges JE interview





First Job Evaluation Interview





Discussion and clarification of post





Discusses with manager





JE Panel assesses post and makes recommendation





Director





Agrees





OR





Disagrees





 Panel re-assesses post and makes recommendation





Director





Agrees





OR





Discussion with Director of HR & OD who will review case





Disagrees





Agrees, or disagrees and uses Appeals Procedure


(See next page)





Recruitment Consultancy notify decision to postholder within 1 month





If dissatisfied, postholder requests JE Factor Levels within 1 month





Supply JE Factor Levels within 4 days





Appeals within 2 months of grading decision, specifying grounds of appeal





A different Job Evaluation Officer is nominated and arranges JE interview





Second Job Evaluation Interview





Discussion and clarification of post





Discuss with line manager





JE Panel assesses post and makes recommendation





Director





Applicant





AND





Agrees





Agrees





OR





Set up inquiry within 1 month





Appeals within 3 weeks





INQUIRY (Final Decision of the Council)


- Jointly chaired by Divisional Director of HR & OD and Corporate Staff Side Lead





Applicant





Recruitment Consultancy notify decision to postholder within 1 month





Agrees





Joint Secretaries request case papers from both sides to be submitted within 2 months of registration date





OR





Registers appeal within 2 months





Submit case papers





Joint Secretaries make observations to the INQUIRY for further consideration





Submit case papers





	Abbreviations used:


RP...........………………..Role Profile


JE………………………...Job Evaluation


GLPC…………………….Greater London Provincial Council


HR & OD ………………..Human Resources & Organisational Development





If the INQUIRY fails to agree the Joint Secretaries make a recommendation which is binding on all parties
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<enter the department here for example Education, ECSS, Social Services>











<insert job title here>


Role Profile and Person Specification























<insert month and year of review>
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