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1.
0
Introduction
1.1
Consultation has taken place in relation to this policy and procedure with those trade unions who represent employees covered  by the National Joint Council for Local Government Services i.e. UNISON, GMB and UNITE.  Agreement has been reached with GMB and UNITE in this regard.

1.2 The policy and procedure forms part of the Council’s approach to pay and reward.  All NJC grades will be determined through the use of this policy including temporary uplifts, payments for additional responsibilities and market forces payments.

1.3 Strategic Director and Chief Officer posts will be evaluated using the LGE Job Evaluation Scheme.  This Scheme will be extended to include posts that are:

· 4th tier management posts; and

· Evaluated at grade 15 through the NJC Scheme.  

1.4 This policy and procedure applies to all employees of the Council including those employed in Schools, where the Council is the employer. 

1.5 Other external organisations including Voluntary Aided, Foundation and Academy Schools who choose to mirror the Collective Agreement must also adopt and comply with this policy.

2.0
Principles/Aims 

The Policy aims to achieve/provide: 

· A fair and equitable job evaluation process for new and significantly changed jobs based on the consistent application of the NJC and LGE Job Evaluation Schemes;

· Relativity to other roles within and across the Council (or within and across an external organisation where this policy is mirrored) as determined by the JE Team/Analyst;

· Robust and transparent decision making;

· A joint approach with trade unions, whilst acknowledging that final decisions lie with the employer.
And the following principles will continue to apply:

· Roles are evaluated using the computerised version of the NJC Scheme, based on a completed job evaluation questionnaire, job description, person specification and organisation chart;

· The grades of individual posts cannot be made on comparison with other roles, either within or outside of Dudley Council, unless in accordance with the market forces section of this document;

· Where an evaluation removes one or more employees from a JEQ group, the roles of the remaining members of that group will usually be re-evaluated as the removal of some responsibilities may impact upon the grade of the post.

2.1
The responsibilities of Chief Officers/Headteachers within the Pay Arrangements Policy

The responsibility of Chief Officers/Headteachers in the implementation of the Pay Arrangements Policy is critical in owning, contributing to and supporting the organisational approach to pay and reward and in avoiding the possibility of equal pay claims through ensuring that the ranking of posts is appropriate, both within and to the extent that this is possible, across the organisation.

Specifically this will involve being receptive to training and refresher briefings to ensure the job evaluation process is understood so that the following responsibilities can be fulfilled: 

· The (possible) chairing of a Job Evaluation Appeals & Quality Assurance (QA) Panel (see paragraph 4.0);

· Taking care, when authorising, to ensure that information submitted for evaluation is a fair and accurate reflection of the scope and responsibility of the role in question;

· Challenging the data and requests put forward by managers and encouraging and supporting managers to do the same with their staff;

· Recognising that where restructures occur, either of a team or a particular role, evaluations cannot be undertaken in isolation from related roles within the same team/section/division/School.  There is a likelihood that a wider group of roles will be affected and will therefore also need to be re-considered, ideally at the same time;  

· Ensuring that requests for evaluations are done in a timely fashion, prior to the implementation of e.g. a change or restructure;

· Ensuring that requests for re-evaluations have not been submitted or an appeal heard relating to the post within the previous 12 months, unless by exception and supported by a business case from the relevant Chief Officer/Headteacher.

2.2
The Head of HR will be responsible for the administering and monitoring of the consistent application of this policy, through a quality assurance process operated by the appeals panel.

3.0 Procedure for evaluating new jobs and significantly changed jobs

3.1 For the evaluation of new and significantly changed jobs in schools, please refer to the flowchart in Appendix 3.

3.2 For new jobs, including those created by a decision sheet or where a new job description is created for a post that doesn’t sit on the establishment/already exist in the Gauge system, an interview may be required with the relevant manager/Headteacher, as determined by the job analyst prior to evaluation, to ensure that all necessary information has been captured to reach a sound judgement regarding the grade. 

3.3 A jobholder may request a re-evaluation of their job on the basis of significant changes but this must be supported by the jobholder(s) line manager, Head of Service (if different) and Chief Officer or Headteacher before the post is re-evaluated.

3.4 Examples of a significant change might include one or more of the following features:
a) Introduction of, or significant increases in, supervisory, managerial or financial responsibilities;

b) Major changes in job duties which involve greater personal initiative and a requirement for the jobholder(s) to report to a higher tier of management;

And which have necessitated a revision of the job description/person specification and JEQ.

3.5
HR will work with senior management in Directorates and Schools to determine whether the criteria shown above has been met.

3.6
A new job number will be allocated by the JE team where there is no other sufficiently similar role within the Gauge system.  A manager may consider a role to be sufficiently similar to another known role and a recommendation may be made to the JE team to this effect.  However, it is highly unusual for a role to be an exact match in JE terms.  For a role to be assessed as sufficiently similar, the vast majority of the main duties undertaken will be identical and the fundamental responsibilities in relation to the management of employees and budgets will be at the same level.  The JE team will consider any recommendation of similarity.

3.7     The following documents and information must be provided in order to enable an evaluation of the job to take place.  Managers should offer appropriate support to employees, particularly those who may require assistance to complete the necessary documentation due to a disability.  Managers should also ensure that those who are on long term leave are engaged in and updated on the process.  NB it is extremely important that the following documents are accurate at the time of submission/appeal as backdated changes will not be accepted at a later point, in the event that the desired grade is not achieved.
a) A current Job Description (JD);

b) A current Person Specification (PS);

c) A detailed Job Evaluation Questionnaire (JEQ);

d) A current organisation chart describing how and where the job fits into the organisation structure;

e) The effective start date for the new or significantly changed job.  It is anticipated that evaluations will take place in advance of posts being created or changed and therefore the effective date of implementation of any new grade will be post evaluation or as a maximum, backdated to the date that the new duties commenced, to a maximum of 3 months before the date of evaluation.  Any further backdating would be the subject of a business case made to the relevant Chief Officer or Headteacher;

f) Authorisation by the relevant Chief Officer/Headteacher who must approve the JEQ, JD and PS to confirm that the documents are an accurate reflection of the duties, scope and responsibility of the role and the effective date of the change in respect of existing posts.

3.8      Following receipt of the documentation detailed above, it is anticipated that the evaluation will be completed within 20 working days.  

3.9 Evaluations for posts in schools will be undertaken in accordance with the Traded Services Agreement following receipt of all documentation as set out in 3.7 a) – f) above. 

3.10 The outcome (evaluated grade) and any revised Question Trace will be issued to the relevant Chief Officer/Headteacher, Head of Service and line manager and a copy sent to the relevant HR Service Partner. 

3.11 The line manager will have responsibility for ensuring that the employee is informed of the evaluated grade, factor levels and scores and any relevant question trace.

3.12
Where the evaluation results in a pay reduction for an existing employee, then 12 weeks’ notice of the reduction will be given to the employee at the point of notification of the new grade.  This 12 week period will also be the period of pay protection.  Any appeal will be concluded and the outcome notified within the 90 day notice period, unless extended by mutual agreement.

3.13
The line manager/Headteacher will be responsible for ensuring that HR Transactions/Resources are instructed to amend the grade in the HR/Payroll system where appropriate and issue any relevant paperwork e.g. contract or letter.
4.0 Appeals

4.1
The purpose of this section of the procedure is to provide a fair process for challenging an evaluated grade.

4.2
The following principles will apply:

a) There will be one level of appeal against an evaluated grade;

b) A new/revised JEQ will not be accepted post appeal as an alternative way to achieve re-consideration of the role.  For this reason there will be a period of 12 months post appeal before a revised JEQ can be submitted, unless a business case is made to and supported by the relevant Chief Officer;

c) Appeals will not be allowed on the basis of:

· Comparison with other jobs within or outside of the Council including the fact that they were at the same grade as a colleague pre-job evaluation;

· Where the only evidence submitted is a view about the relative differentials in individual factor level scores or the total points score;

· Any opinion about the suitability of the NJC Scheme in general to measure the characteristics of any given job, or on the basis of disagreement with the jointly agreed local conventions.

d) The Council will endeavour to observe good practice in the constitution of appeals panels in relation to representation from minority groups, however, an inability to identify appropriate representation of this kind will not lead to the delay of panel meetings.

4.3     Grounds of Appeal

An appeal against the evaluated grade of a post will only be considered if the manager/jobholder(s) can provide clear, factual evidence to demonstrate either or both of the following:

a) The factor level given under any of the 13 factors within the Job Evaluation Scheme and the supporting ‘local conventions’ does not adequately reflect the role;

b) The information given in the JEQ was incomplete.

4.4
“Evidence” means significant points of fact which represent additional information not included within the original JEQ and must be supported by relevant examples, which may change the factor level and score.

4.5      With regard to paragraph 4.3 above, appeals must be on the basis of 
the manager/jobholder(s) disagreeing with the level given under any of the 13 job factors for their job.  Such reviews can only be submitted when supporting evidence is provided to challenge the answers to specific question numbers from the final question trace.
4.6     Appeal Outcomes

The appeal process will have one of 5 outcomes:

a) Appeal results in a higher revised job evaluation score and a changed grade for the post;

b) Appeal results in a lower revised job evaluation score and a changed grade for the post;

c) Appeal results in a higher revised job evaluation score with no impact upon the grade for the post;

d) Appeal results in a lower revised job evaluation score with no impact upon the grade for the post;

e) Appeal is dismissed with the job evaluation score unchanged.
4.7      As a general rule, only factors which are the subject of a challenge will 
be reviewed by the panel considering the appeal.  However, jobholder(s) must be aware that, in exceptional circumstances, should evidence be submitted in respect of one factor, which identifies that a separate factor (whether or not subject to challenge) is scored incorrectly, changes to the score of that factor may follow (see example below).  Therefore, the jobholder(s) should note that as a result, their score may, as a result of their appeal, go up or down.  

In addition, it should be noted that once an appellant submits an appeal against a factor, all Gauge questions and answers within that factor are open to examination and potential change arising from the evidence presented to the appeals panel and any verbal evidence presented during the appeal hearing.


4.8      Where the outcome of the appeal applies to more than one employee in a job group, the revised score and/or grade will be applied to every individual in that job group regardless of whether all individuals in that job group were actively involved in pursuing the appeal.  The exception is where the appeal identifies that the appellant should come out of that particular group and sit in a unique role.

4.9
When jobholders who are currently part of a group are re-allocated to another job group, the established evaluations for both the original and new job groups should be re-assessed for any potential grade change.  This is because the basic make-up and dynamics of the groups will have changed as one or more jobholder will have been removed from the original group and added to the new group.  

4.10
Trade Union members are advised to seek advice from their trade union representative before submitting an appeal.

5.0
Procedure for Appeals

5.1
Any appeal must be submitted within 10 working days/school working days of receipt of the outcome of the original evaluation.  An extension can be agreed with the JE Unit in exceptional circumstances e.g. long term absence.

5.2
The appeal will be carried out by a panel that will comprise the following:

· A Chief Officer/Headteacher (or designated representative) from a different Directorate/School (as Chair).  The Chief Officer/Headteacher will not delegate this responsibility where the appellant is a 4th (Head of Service who is reporting to a Chief Officer) or 5th tier officer.

· A representative from the Human Resources Division;

· A representative from one of the recognised Trade Unions.

5.3
The appeal panel will meet bi-monthly (every other month) to consider appeals and undertake a random sample check of evaluations with the aim of ensuring fairness and consistency in the application of this policy.  Roles to undergo this quality check may be recommended by any panel member.  

5.4
An independent technical adviser will be present to explain and clarify any details regarding the NJC scheme (Gauge) and provide advice on whether the local conventions applicable to the Dudley system have been met in relation to the evidence submitted and factors challenged.  
5.5

None of the above must have any line management or close working relationship with the jobholder(s), nor have been involved in the original evaluation.  All panel members will receive training in the NJC Job Evaluation Scheme, including the application of local conventions.

5.6
Each appeal panel member and the jobholder will have access to the job description, question trace and appeal form. 

5.7
Where appropriate and necessary, the disputed factors, including the questions challenged and any subsequent questions, will be further examined by the technical adviser through reference to the Question Library of the Gauge computerised job evaluation system.  

5.8
All evidence submitted will be assessed by the appeal panel.

5.9
Upon request, the jobholder can attend the appeal hearing in order to present his/her case.  This must be confirmed at the time of submitting the Appeal Form (JE1).  If attending, the jobholder(s) line manager (or line manager of the ‘lead’ jobholder, as appropriate) must also attend the appeal hearing.  If there are a number of jobholders within a multi-occupied post, they must agree/elect not more than two colleagues to represent them at the appeal hearing.  During the course of the hearing, the panel may ask questions of the jobholder(s), the line manager or the technical adviser.  The line manager must be in a position to verify or discount any further information submitted.  
5.10
Where in attendance at the appeal hearing, the jobholder has a right to be represented by their Trade Union or a colleague.   

5.11
The jobholder or line manager may request an adjournment during the hearing and will provide the reason for such a request.

5.12
The chair of the panel may call an adjournment at any point during the hearing and will provide the reason for doing so.


5.13
Having considered the evidence for each factor subject to challenge, the panel will adjourn to determine whether the information presented warrants amendments to the Question Trace.

5.14
The chair of the panel will seek consensus on the outcome of the appeal.  Where consensus cannot be reached, the chair of the panel will make the final decision.

5.15
Jobholder(s) will normally be notified of the outcome verbally, on the day of the appeal hearing and in any case, within 10 working days as to whether the outcome of the appeal has resulted in any changes to factor level scores and if so, whether there is a resulting change to the grade of the post.  Where necessary, a revised Question Trace will be issued.  

5.16  Any increase in grade will be backdated to the date that the duties changed/commenced, limited to 3 months before the date of evaluation, as set out in paragraph 2.8e).  Where the appeal results in a decrease in grade, then 12 weeks’ notice from the date of notification letter will be given.  

5.17 The decision of the appeal panel will be final and there is no further right of appeal.

5.18 The Grievance Policy or Procedure cannot be used by an employee to raise issues about the outcome of the evaluation by the analyst (the evaluated grade) or about the process, the Gauge Scheme or local convention through which the evaluated grade has been arrived at.

5.19 Where there is a management dispute relating to the duties undertaken or a decision not to support an employee request for a re-evaluation, then HR will provide an officer to mediate and make a recommendation to the relevant Chief Officer or Head of Service or Headteacher.
5.20 Where mediation is unsuccessful, then the Grievance Policy or Procedure may be followed.  In such cases, any grievance will be heard by the employing Directorate/School.

APPENDIX 1


Introduction

On 31st March 2012 all existing payments for honoraria and acting up arrangements ceased and new authorisation was required in accordance with the provisions of the Collective Agreement for those where managers felt that payments were justified going forward.

These revised arrangements were effective from 1st April 2012.

1.0
Policy
The only circumstances in which consideration will be given to temporary additional payments for an employee undertaking additional duties to their contracted role are:-

	Acting Up  
	Where an employee temporarily covers all of their supervisor or a more senior post holder’s duties during extended periods of absence. 



	Honoraria
	Where an officer agrees to take on additional duties for a temporary period of up to one year, requiring them to exercise increased responsibilities, and/or expand the range of their normal duties e.g. by adding responsibility for a new time limited project over and above their normal substantive duties.  Additional payments will not be considered for increases in workload volumes associated with existing duties and activities. i.e. ‘more of the same’.  HMRC take an interest in whether the use of honoraria payments are appropriate and therefore careful consideration should be given and advice taken, if necessary, prior to use.



1.1
Short term cover for roles up to Grade 8

Cover provided for absences over the shorter term (i.e. less than one calendar month) cannot be paid unless it is to enable cover in key work areas.  This is to ensure managers can secure such cover and provide service continuity to meet statutory and essential operational requirements.  This must be subject to strict criteria as follows: 

i) the service cannot be delivered to the required standard without the absent employee’s duties being covered

ii) the employee covering must be required to “fulfil all the main duties of the post they are covering which are considered essential for completion in a normal working day” 

AND

iii) the employee must provide cover for the full working day in order to receive an equivalent daily rate enhancement equivalent to the minimum spinal salary point for the post which they are covering.

A pay threshold has been set where the level of post to which the employee is acting up to is no more than Grade 8.  These short term cover provisions do not apply for any roles being covered which are graded higher than Grade 8.

1.2
Temporary Acting Up Payments – All Grades

In the event of a temporary unforeseen absence of a manager, supervisor or more senior colleague an employee may be required to undertake the full duties and responsibilities of a higher graded post for a continuous period. 

To qualify for an acting up payment equivalent to the salary of the higher graded post, there is a qualifying period of one calendar month.  Once this has been completed, the employee will be paid the difference between their current SCP and the bottom SCP of the grade of the post being covered.  This will be backdated to the first day on which the employee was required to undertake the duties and responsibilities of the higher graded post.   

Incremental rises will be awarded in the same way as if the employee is permanently undertaking the role.

Where it is known in advance that an acting up arrangement is likely to continue beyond a period of 12 weeks, the manager/Headteacher must consider making an appointment to the temporary vacancy through advertisement to a wider field of potential applicants, as well as seeking approval to advertise through the normal corporate approval to appoint recruitment process in sufficient time prior to the twelve week period elapsing.  In the interim period acting up arrangements may be considered whilst this process is being undertaken.   If it is considered appropriate to cover with acting up arrangement, then this will be for a maximum of 12 months. 

Should the acting up arrangement be shared between more than one member of a team then the payment will need to be calculated and paid on a pro-rata basis.

Any overtime undertaken during a period of acting up remunerated as above will automatically be paid at the hourly rate applicable for the grade of the acting up role.

However, this would not automatically apply to short term ad-hoc acting up arrangements for roles up to grade 8.  Such hours are claimed through the completion of an Acting Up claim form.  If these hours are not part of the normal working hours then the time would also need to be claimed on an overtime claim form.  

1.3
Honoraria payments

Chief Officers/Headteachers have discretion to recommend honoraria payments where employees undertake some additional responsibilities for a limited period of time, e.g. to exercise increased responsibilities, or expand the range of their current role.

The honorarium payment will not be a full job evaluated rate given the time limits on the additional responsibilities, however the Job Evaluation Scheme will be used to help establish an appropriate value for the honorarium payment.  


All honoraria payments should be set for a defined period of time at the point of approval.  Honoraria payments will automatically cease on the end date identified in the original submission for approval unless confirmation is received that the additional payment should continue along with the relevant approval. 

 
Honoraria arrangements should not exceed 12 months and all payments will cease at that point unless a full review has been undertaken on the need for continuing payment by the Chief Officer/Headteacher with subsequent approval being secured from a Head of HR. 
Any overtime undertaken whilst in receipt of an honorarium payment as set out above, will automatically be paid at the hourly rate inclusive of the honoraria. 
2.0
Procedure
2.1
Creating a Request for Temporary Acting Up Payment

Requests for temporary acting up arrangements for directorates are to be completed by the Service Manager/Head of Service for submission and agreement by their Chief Officer and for schools to be completed by the Headteacher.  The application must then be submitted to a Head of HR for further consideration and/or approval.

When considering an ‘acting up’ arrangement the Service Manager/Head of Service/Headteacher must identify the appropriate existing staff within the team/s that would have the required skills to undertake the additional duties.  The selection for acting up duties must be a fair process and should be discussed first with the HR Team who are able to provide further advice and support e.g. a ring fenced expression of interest along with selection criteria where necessary.

The manager creating the request for temporary acting up arrangements must state the name of the employee whose absence is to be covered, the anticipated length of time the arrangement needs to be in place (no longer than 12 months) along with justification for the arrangement and service implications if approval is denied. 

Managers/Headteachers must allow sufficient time for consideration by a Head of HR of any requests for acting up arrangements.  Submissions must be received by HR Transactions for authorisation by the a Head of HR.  The deadline for receipt of authorised forms is 7th of each calendar month for payment to be made during that month.  

2.2
Creating a Request for a Temporary Honoraria Payment

Requests for temporary honoraria payments for directorates are to be completed by the Service Manager/Head of Service for submission and agreement by their Chief Officer and for schools, to be completed by the Headteacher.  The supported application must then be submitted to HR Transactions for consideration by a Head of HR.

The Head of HR will review/determine the amount proposed to be paid as an honorarium, taking account of the extent of any increase in responsibilities and/or expansion of duties.  In doing so, the Council’s Job Evaluation Scheme (Gauge) may be used to determine the appropriate remuneration.  Therefore no final details regarding pay should be given to the employee prior to consultation with HR. 

No decisions related to the outcome of applications for honoraria and levels of payments will be subject to appeal or use of grievance procedures.

In the event of an officer’s work requirement reverting to their normal substantive duties prior to the original agreed end date, the Head of Service/Chief Officer/ Headteacher will be responsible for arranging the immediate termination of honoraria payment via notification to HR Transactions.

Prior to the 12 month anniversary of an honorarium or acting up payment, (and at any further anniversary where appropriate) the relevant Chief Officer/Headteacher will be responsible for arranging a full review of the need for continuing payment, involving HR.  This review will look at all options for continuing services required, including those other than payment of honoraria.  It will take account of service need, equality in employment, and the establishment of implied contractual terms.  Any proposal to continue payment beyond 12 months will require a detailed report dealing with these issues being submitted to a Head of HR for final consideration and/or approval.  If no such report is forthcoming within one month prior to the anniversary review date then HR Transactions will cease the payment automatically. 

Managers/Headteachers must allow sufficient time for consideration by a Head of HR of any requests for acting up or honoraria payments.  Requests must be submitted to HR Transactions for authorisation by a Head of HR.  The deadline for HR Transactions to process the completed and authorised forms is 7th of each calendar month for payment to be made during that month.  

Forms to request acting up or honoraria payments must be completed on-line through Yourself.  Once logged on to Yourself, choose “Your staff” and then “People Management” and choose the relevant option.
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1.0
Introduction

1.1
The Council is committed to the principles of equal pay for work of equal value and has introduced job evaluation schemes to measure the relative value of relevant posts.  

1.2
This document sets out the Council’s Policy relating to Market Forces Supplements (MFS), the Procedure by which requests are considered and approved, how they are determined and the conditions applied to them.

1.3 This document applies to all employees of the Council including those employed in Schools, where the Council is the employer 

1.4  Other external organisations including Voluntary Aided, Foundation and Academy Schools who choose to mirror the Collective Agreement must also comply with this policy.
2.0
MFS
2.1
There will be occasions when the grading determined for a post through job evaluation is insufficient to successfully recruit to or retain staff in particular posts because of market rates offered by other (public sector) employers locally, regionally or, in some cases, nationally.  To address this, it may be appropriate to pay a MFS in addition to salary to ensure that such a post can be filled or the post holder retained by the organisation.  Such a supplement is lawful under the Equal Pay Act (1970/5) where there is evidence to justify that market factors are the ‘genuine material reason’ for the post attracting a higher rate of pay than other similarly graded posts.  

2.2
Market factors should not be used to protect existing hierarchies, therefore, its usage is not intended to be used as a means to re-instate or maintain a particular level of pay.

2.3
The first and most important principle of MFS is that they should reflect the levels of pay (not other benefits) in the market for which they are determined. This allows the supplements to be removed or eliminated over a period and ensures that they are introduced for an identifiable and specific purpose and period.

2.4
The use of MFS must be based on factual evidence and not simply used as an alternative to resolving other managerial issues.  If MFS are not based on market evidence, the employer will remain open to equal pay challenges.

2.5
In applying the MFS scheme, the following criteria must be met: 

a)
Payments must be approved by a Head of HR in conjunction with the relevant service Chief Officer and the Chief Officer with responsibility for Finance and Legal Services;

b)
Clear evidence of difficulties in recruiting or retaining staff must support applications.  This will include advertising costs, numbers of applicants, brief and unbiased comment on calibre of applicants, results of interviews and identified shortfalls.  In the case of retention, evidence of employees applying for the same kind of job elsewhere in the public sector must be provided;

c)
A clear rationale must be outlined with each application for MFS that describes why a particular post should attract a supplement MFS and what benefits the application of a MFS will bring;

d)
The amount to be paid as a market supplement can only be changed (increased, decreased or removed) as a result of a formal review;

e)
All applications will be limited to a three-year span and will end automatically at that time unless a new business case has been submitted and agreed following a formal review by the relevant service Chief Officer after 2 years; 

f)
The supplement will be for a fixed amount based on market data evidence.  Wherever relevant and available in sufficient volume, such evidence drawn only from comparable organisations will be established through the national local government “Epaycheck” database operated in partnership between the LGA and Regional Employers Organisations;

g)
Market supplements will be superannuable and will be subject to normal deductions e.g. tax and national insurance;

h)
All particulars, including employment contracts for such posts must identify market supplements as a distinct and separate element of pay and must state the duration and conditions of the supplement;

i)
All staff holding posts in the same unique job group (as identified under the relevant job evaluation scheme) must receive the same supplement on the same conditions;

j)
On approval of the request for a MFS, the appropriate rate will be determined by HR and OD based on the information held on database;

k)
Only in exceptional circumstances will a MFS payment in excess of two additional grades be approved.  If the MFS identifies the need for more than 2 grades above then the relevant Chief Officer, supported by HR will undertake a formal review of the structure and overall comparative structures to identify whether the issues can reasonably be tackled more holistically.

l)
All post receiving a MFS payment will be reported in the annual Pay Policy statement;

m)
Where appointments are made by the Council’s Appointments Committee, market intelligence from specialist recruitment agents can be used to apply a MFS.

3.0
Managing / Reviewing Market Forces Supplements
3.1
MFS must be approved corporately to ensure that there is consistency across the Council and to ensure that decisions to pay supplements can be objectively justified if challenged.

3.2
To apply for a MFS the relevant Head of Service/Headteacher needs to prepare a business case following consultation with the HR Service Partner and confirmation from the Group Accountant that funding is available.  The business case must meet the conditions outlined in paragraph 2.5 and section 3.0.  The report should be submitted to a Head of HR to confirm 
that the evidence in the business case is satisfactory and that the case is equality compliant before submission to the service Chief Officer and Chief Officer with responsibility for Finance and Legal Services.  If approved by these Chief Officers, a Decision Sheet will be required to be submitted to the Cabinet Member for HR &OD for final authorisation.

3.3
The length of time for which the initial supplement remains in place should not exceed three years.  At the end of year two, the MFS must be reviewed to ensure that the supplement remains justified.  Such a review should take the form of re-submission of evidence indicated in paragraph 2.5 and should be approved through the mechanism in paragraph 3.2.  Where the market changes to the extent that the supplement can no longer be justified, it must be removed.  Equally, if market evidence and recruitment/retention rates indicate the MFS should be increased or decreased, a revised business case may be submitted for approval through the mechanisms outlined in paragraph 3.2.  If a post to which a supplement is attached becomes vacant, the supplement must be reviewed before permission to fill the post is sought.

3.4
At the point of review at the end of year two, any new authorisation of a MSF payment would come into effect at the end of year three.  Therefore, Managers need to be clear about the longer term need for the supplement.  Any decision to increase the supplement would come into effect immediately.  The increased rate would also apply to any extension of the supplement due to take effect at the end of year three.  Similarly, any decision to reduce or remove the supplement would come into effect at the end of year three, effectively giving one year’s protection and notice of the change.  The relevant Chief Officer will issue notice of any change/the outcome of the review.  If a market is particularly volatile any change to these arrangements must be based on a revised business case drawn up in line with paragraph 2.5 and section 3.0.

3.5
At the review stage any MFS payment identified to be reapplied after the 3 years will require confirmation through the Decision Sheet process for HR&OD Cabinet Member (not applicable for Schools). 
4.0
Determining Market Forces Supplements
4.1
In order to be defensible in case of internal or external challenge, any supplement must meet the initial mandatory criteria of being able to evidence one unsuccessful attempt to recruit in the preceding four months plus at least one of the following four criteria:

1) Regional public service market data shows higher salaries for equivalent work;

2) DMBC will only authorise or pay MFS where the median of the salaries range for equivalent work in the organisations covered by the comparative data set is 10% above the level currently paid within the council following evaluation;

3) 
Up-to-date market information must be obtained by HR from the Epaycheck database, or an alternative reputable database for specific roles in particularly volatile areas.  Any costs associated with market testing and research will be met by the relevant directorate and procured by HR;

4) 
Evidence of skilled staff leaving the Council/employer to neighbouring authorities for higher salaries.  (Comparable job descriptions/ specifications and exit interviews evidence should be available).

4.2
In all cases the criteria triggering requests must be valid and demonstrable at the time that the supplement is requested.  Supplements must not be paid to compensate for salary changes arising from restructures or job evaluations.

4.3
In exceptional circumstances, the Head of HR can sanction a MFS where a recruitment agency is appointed to conduct a search for either senior management or highly specialist posts and they advise that the salary will fail or has failed to attract suitable candidates.

5.0
Payment of Market Forces Supplements
5.1
Any supplement paid to a newly recruited post holder should be paid to all other post holders in identical posts (identified as the same job group under job evaluation) as a retention aid.  Failure to do so could result in claims of discrimination.  Details of the number of other posts that would receive the MFS must be included in the initial request for information.  It is critical that an equality impact assessment (EIA) analysis is compiled to assess the affected posts before any MFS payment is approved for a whole job group.  This should be submitted as part of the information for the service Chief Officer and Chief Officer with responsibility for Finance and Legal Services and will be a background paper for the political Decision Sheet.  

6.0
Equality
6.1
Inconsistently managed MFS may give rise to equal pay claims and hence must be based on objective, demonstrable criteria at the time of application and throughout the duration of the payment.  An EIA analysis will be compiled prior to the payment of any MFS as set out in paragraph 5.1.

7.0
Funding
7.1
There is no central budgetary provision for payment of Market Forces Supplements.  Services will need to identify existing resources at the time of application; this needs to be confirmed by the appropriate Group Accountant.  Particular emphasis needs to be given to considering costs when a whole job group would attract payment.  Consideration must also be given to the fact that some job groups are spread across a number of directorates.

APPENDIX 3
Job Evaluation flowchart for new and significantly changed SCHOOLS’ roles 
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APPENDIX 4
Job Evaluation Appeal Form (JE1))
Personal Details

Full Name(s) (please identify all post holders if more than one appellant) 

………………………………………………………………………………………………………….
…………………………………………………………………………………………………………
…………………………………………………………………………………………………………
Job Title ………………………………………….…………………JE Ref………........................

Pay No…………………..… School…………………………………………………………………..

Line Management Comments

Manager’s Name ……………..………………………………….……………………………………………………….

Please confirm whether you agree the information provided within the appeal submission is factually correct:

YES I AGREE/NO I DO NOT AGREE/I AGREE IN PART

Comments……………………………………………………………………………………………….
……………………………………………………………………………………….....
………………………………………………………………………………................
Manager’s Signature………………………………………………………………………………………………

Head of Service/Chief Officer/Headteacher’s Name…………………………………………………..………  

Please confirm whether you agree the information provided within the appeal submission is factually correct:

YES I AGREE/NO I DO NOT AGREE/I AGREE IN PART
Comments………………………………………………………………………………………………
 ………………………………………………………………………………………

………………………………………………………………………………………

Head of Service/Chief Officer/Headteacher Signature……………………………………………………
Grounds of Appeal   

Please see paragraph 3.3, Grounds of Appeal.

Appellants are required to complete the ‘personal details’ above AND the appeal information below and return to the JE Mailbox: JobEvaluation@dudley.gov.uk or post to the Job Evaluation Unit, HR & Organisational Development, 87/88 King Street, Dudley, DY2 8PR within 10 working days/schools working days of receipt of this letter.
Appeal against Job Evaluation Score

	To support your case for appeal, please give full written details.  These must either contain substantial additional evidence or demonstrate that information previously submitted has been incorrectly interpreted.

Please specify under which of the thirteen job evaluation factors you are providing evidence. 

	FACTOR
	(
	FACTOR


	(

	Knowledge
	
	Emotional Demands
	

	Mental Skills
	
	Responsibility For People
	

	Interpersonal & Communication Skills
	
	Responsibility For Supervision
	

	Physical Skills
	
	Responsibility For Financial Resources
	

	Initiative & Independence
	
	Responsibility For Physical Resources
	

	Physical Demands
	
	Working Conditions
	

	Mental Demands
	
	
	

	

	Further to the above, please identify the specific question(s) reference number(s) to be subject of appeal (refer to question trace) and provide written details/evidence in support of your appeal. 

Please continue on additional sheets as necessary


Number of additional pages submitted, if any …………………

Signature(s) of Appellant(s):

…………………………………………………………………………………………
…………………………………………………………………………………………
………………………………………………………………………………………….

Date……………………………
D47





To provide a fair and equitable job evaluation process for new and significantly changed jobs based on the consistent application of the NJC and LGE Job Evaluation Schemes.
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Faye Parrett, HR Change & Strategy Team, 01384 814986, faye.parrett@dudley.gov.uk
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Pay Arrangements Policy











Example:  Where a successful appeal leads to an increase in a factor level as a result of e.g. responsibility for policy development, but the existing evaluation identifies the same responsibility has already been taken into account in another factor, then the positive increase in the appealed factor could result in this being offset by a reduction in the original factor in which it has previously been taken into account.





Temporary Acting Up/Honoraria Payments Policy, Procedure & Guidance





Policy & Procedure for Market Forces Supplements





Headteacher identifies the requirement for a new post on NJC terms and conditions of service (Green Book).


The Headteacher may consider there to be a sufficiently similar role in existence.  Please refer to paragraph 2.7.





JEQ is completed and submitted to the JE Team with job description, person specification and Organisation Chart.  The Headteacher will sign to authorise that the JEQ is an accurate reflection of the duties, scope and responsibility of the role and may make a recommendation as to its similarity to another known role.  Please see paragraph 2.7 for definition of sufficiently similar.








JE Team interviews the Headteacher/ Line Manager to ensure all information is captured for the evaluation.





No





Yes





Is this a new role?





The JE Team undertakes the evaluation with 10 working days in accordance with the Traded Services, Service Level Agreement.





The outcome of the evaluation is notified to the Headteacher.  Where there is a dispute relating to the evaluated grade, the Chief Officer (Children’s Services) will make the final decision, in consultation with a Head of HR.





The Headteacher will inform the employee of the evaluated grade along with the factor levels and scores, question trace and right of appeal, as supplied by the JE Team.





Does the employee appeal?





No





Yes





No





Yes





The Headteacher notifies HR Transactions/Resources of any change to grade using the relevant pro-forma.








The process ends here





HR notifies the Headteacher and the employee of the outcome of the appeal and makes the necessary amendments to PSE.





The decision of the Appeal Panel is final and the process ends here.





APPEALS





The process ends here





Appeal is heard at next scheduled hearing (bi-monthly).


Is the appeal successful?
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