Attachment 8


GLPC Job Evaluation Procedure
- Support Staff



	1.0
	Backgrounds

	
	

	1.1
	All support staff should have a job profile assigned to them to describe their role and to determine their grade within the Council’s pay and grading structure.

	
	

	1.2
	In assigning a job profile, schools have two options available to them;

	
	

	1.2.1
	Model Job Profiles

	
	These are generic profiles for common roles across all schools which can then be used for specific posts within a school

	1.2.2
	School Specific Job Profile

	
	For posts either not covered by a model job profile or where there is an insufficient match to a model job profile, the school has the option to produce a school specific profile.




	2.0
	Creating & Reviewing Model Job Profiles

	
	

	2.1
	Current Job Profiles

	
	

	2.1.1
	Any school that wishes to update a model job profile can do so by submitting to HES HR either a completed or amended Model Role Description Form.

	2.1.2
	Any changes will be forwarded to schools seeking comment from both Head Teachers and role holders.

	2.1.3
	HES HR will then issue the updated Model Role Description Form and Job Profile to all schools for their use, along with any notification of change in grade.

	
	

	2.2
	New Model Job Profiles

	
	

	2.2.1
	Any school wishing to create a model job profile would need to submit to HES HR a completed Model Role Description Form in the first instance.

	2.2.2
	This will be reviewed and forwarded to schools seeking comment from both Head Teachers and role holders.

	2.2.3
	HES HR will then issue the completed Model Role Description Form and new Model Job Profile, along with notification of grade, to all schools for their use if appropriate.











	3.0
	Creating & Revising School Specific Job Profiles

	
	[bookmark: _GoBack]

	3.1
	Evaluation Process

	
	

	3.1.1
	Schools that either have new or current school specific job profiles which the Head Teacher wishes to send for evaluation must submit to HES HR the following:

	3.1.1.1
	New/Amended Job Profile.

	3.1.1.2
	Current Job Profile where the profile has been amended.

	3.1.1.3
	Completed School Specific Role Description Form.

	3.1.2
	HES HR will then review the documentation to determine whether or not formal evaluation is appropriate and if so will do by 10 working days using the Havering Schools GLPC Rationale.

	3.1.3
	Head Teachers are entitled to receive feedback on the reasons for the evaluation scores and may resubmit one further time for formal re-evaluation.

	
	

	3.2
	Appeal Process

	
	

	3.2.1
	If a school specific role description was revaluated or created at the request of the post holder(s) with the support of the Head Teacher and the post holder(s) were unhappy with the outcome then they would be able to appeal as follows: 

	3.2.1.1
	The post holder(s) should submit a Job Evaluation Appeal form to the Head Teacher in the first instance who will then complete and forward the form, with a copy to the post holder(s), to HES HR.

	3.2.1.2
	HES HR will then submit an Evaluator Response form to the Head Teacher by 10 working days of receipt. The Head Teacher will then meet with the post holder(s) to feedback the response.

	3.2.1.3
	If the post holder(s) remains unsatisfied then they can appeal to the Pay Committee within 10 working days from the meeting with the Head Teacher.

	3.2.1.4
	The appeal should be held within 20 working days from receipt of the appeal to the Pay Committee using the documentation generated from above.

	3.2.1.5
	At the appeal the post holder can be accompanied by a work place colleague or trade union representative. In the event of there being more than one post holder, only one can attend; or two if one is in attendance as a work place colleague. 

	3.2.1.6
	A representative from HES HR will also be in attendance to present the Evaluator’s case. 

	
	

	3.3
	Decision of Appeal Hearing

	
	

	3.3.1
	The Appeal Hearing has three options from which to make a decision which would be final with no further scope for appeal:

	3.3.1.1
	To uphold the Evaluator Response

	3.3.1.2
	Job profile to include specified additions and/or amendments as specified by the Appeal Hearing and is then re-evaluated on this basis 

	3.3.1.3
	Decide at the school’s own risk that irrespective of the job evaluation score the grade of the post is to be increased. 
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