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Workforce Planning Group

Minutes 

4 July 2013
IN ATTENDANCE   

Neil James

LB Barking & Dagenham

Gerard Kennedy
LB Brent

Helena Krawczyk 
LB Greenwich

Daryl Elliott

LB Hackney

Bryan Sweetman
LB Hammersmith & Fulham

Tessa Mapley

LB Haringey

Christiana Kyriacou
LB Haringey

Steve Davies

LB Haringey

Esther Sims

LB Harrow

David Smythe

LB Redbridge

Joanne Ogden
LB Waltham Forest

Patrick Darnell

City of Westminster

Debbie Williams
London Councils

APOLOGIES

Apologies were received from Vik Kapoor (Brent), Emma Downie (Bromley), Alison Sadik (Croydon), Lesley Clarke (Harrow), Gail Owen (Hounslow), Jane Price, David Ward and Kieron Lillis (Kingston), Simon Morley (Lambeth) and Paul Doree (Newham).
APPROVAL OF MINUTES

The minutes from the meeting held on 16 May 2013 were agreed.
MATTERS ARISING

None
HARINGEY HR METRICS UPDATE – GROUP DISCUSSION
Updated HCM survey - questionnaire was sent out to boroughs on 3rd June with a deadline for completion of 26th July 2013. The website will be opened for online completion of the HCM survey questionnaire in the week commencing 8th July 2013. (The reports and pdf outputs will be available once at least 12 boroughs have entered their data as up until that point there will be insufficient data in the system to generate usable reports). Questionnaire attached as Appendix 1.
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This survey is one that the sub-group looked at improving. 

From discussions at the meeting it was noted that the following categories have been added/changed:

· Short term/long term absence

· Occupational health

· Leavers – less than one year

New survey of HR outputs – the survey questions are ready for use. The WFP&I Group is asked for views on when the survey should be conducted (list of survey questions attached as Appendix 2).

The sub-working group mentioned that a number of boroughs were collecting statistics around HR casework, recruitment and training.  It was felt that there were a number of additional metrics boroughs were collecting information which we could include in the metrics survey going forward.

Colleagues were asked if they had any concerns regarding the attached list.
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On the attached appendix 2 sheet (above), the following was agreed at the meeting.

Ref 3 – add collecting the number of dismissals.  Possible future collection of appeals against actual number of cases concluded.

Ref 4  – delete FTE and collect only calendar days.

Ref 9 – add, where HR are required to provide a response.

Ref 12 – add, council employees

Ref 13 – add, need to clarify if the number of different course types generated by council OD

Ref 14 – add, online/face to face training

Ref 15 – delete FTE and add collect days.  Indicate courses organized by HR/OD training department.  All agreed that this question may need reviewing in the future.

Survey of HR Resources (staffing and budgets) – a number of boroughs have suggested that this survey provide HR FTEs broken-down by section/team. A suggested draft is attached as Appendix 3 for the Group’s comments.
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The following was discussed/agreed at the meeting:

· Add a tick box column entitled ‘not in HR’.

· May take out ‘workforce planning’ and replace with Business Planning/Directorate Management Support.

· Add one more category – HR systems report.

· Add ‘redeployment’ next to recruitment in line one.

· Agreed to add examples in each category for guidance.

Following notes to be added:

· Initially looking at being measured by HR resource for the year and not FTE

· Survey is about in-house posts.  If outsourced then will not expect a return.

New survey on employee engagement:

1. The WFP&I membership were consulted in April 2013 on a possible survey to compare/benchmark results of a short set of similar Staff Survey questions that boroughs might have in common. (Responses attached as Appendix 4– seven councils responded – few indicated support for the approach.


2. It might be possible to develop a pan-London employee survey in 2014 on a small number of key employee engagement questions, using the new survey website. There would have to be an additional charge for this due to the significant development costs but if sufficient councils were interested in taking part the cost per council could be reduced.
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Steve informed colleagues that this was an information item.

Steve and Tessa will be, through the Heads of HR Network, hopefully generating a body of staff survey questions which may be used in your own authorities staff surveys.

Other Surveys that have been suggested/requested:
Equalities template for London – this has been suggested as a means of benchmarking diversity and assisting boroughs in meeting their Public Sector Equality Duty under the Equalities Act 2010. A draft template is attached for the Group’s comments – Appendix 5. 
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This could be an initial template that we could develop and use as a London wide equalities monitoring report.   It may not meet all the equality standards but we are currently all collecting different types of information – some more than others.

The template could be produced as a pdf output for your authority which you may wish to publish on your website.
Colleagues in attendance asked the following:

· Could we include atheist under religious beliefs? – agreed Tessa would check what is in the population census categories and mirror these on the template.

· It would be financial year monitoring.

· Under ‘HR casework’ – collect ‘new’ cases in this period.

· Not all will be able to report appraisal scores.

· Agreed to add ‘men’

Steve informed colleagues that there was a view to collect this information later in 2013.

Survey of Diversity in HR Casework (Disciplinaries and Grievances) – Although the equalities template would have some top-level data on this, Haringey have received a request for a more detailed survey (draft suggested questions attached as Appendix 6 (1) and (2)). 

WFP&I Group members are asked to consider whether they are interested and if so what level of detail would be supported/responded to.  It is proposed to go ahead only if half (15 or 16) of the subscribing boroughs indicate they would provide a response to such a survey.
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Colleagues discussed the possibility of offering this survey but it was agreed not to go ahead.
Other surveys for 2013:

The Pay and Benefits survey has been delayed pending clarification on how many boroughs would sign up to Epaycheck (a separate benchmarking provider for which Haringey is Regional Administrator). Only 8 boroughs have registered with Epaycheck so the Pay & Benefits survey will continue for all boroughs that wish to complete it.

 In light of the new NJC Social Worker role profiles the WFP&I Group is asked to comment on whether the new roles have been implemented yet and on the most useful listing of the roles on the Pay & Benefits survey to enable completion and useful benchmarking. Appendix 7 gives alternatives for comment (including leaving the current list for Social Workers unchanged).
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Tessa informed colleagues that on the attached Appendix 7 (above):

Sheet 1 – list of roles have been pulled from the new NJC agreed SW roles.

Sheet 2 – summary of sheet 1

Sheet 3 – current listings from pay and benefits survey

Sheet 4 – existing survey

Colleagues were asked which sheet they would like to collect.

It was agreed that Tessa would email this sheet round to colleagues as not all in attendance collect SW data so would get feedback from colleagues who do.

LONDON COUNCILS REPORT

NATIONAL BARGAINING
NJC Final Pay Offer 2013/4

The NJC Employers Side made the following final offer to the unions on 24 April: 

· 1.0% on all pay points with effect from 1 April 2013 

· the deletion of pay point 4 with effect from 1 October 2013* 

* Spinal Column Point 4 (SCP4) is currently £6.30 per hour, which is just 11p above the National Minimum Wage (NMW) of £6.19. The Government announced on 15 April that the NMW is to increase to £6.31 on 1 October 2013. Therefore, applying the 1.0% offer to SCP4 would further reduce the differential to just 5p per hour, which the Employers consider to be an undesirable situation. 

In deciding to make this final offer, the Employers took into account: 

1. The financial parameters set by councils 

2. The strongly-held view that a fourth consecutive year of no pay increase was not acceptable 

3. That in order for all employees to receive a pay increase a national settlement is necessary 

The Union Side have agreed to put the offer to their memberships. The consultations normally take about six weeks, so the outcome may not be known until towards the end of June.

If agreed the GLPC London Inner and Outer pay spines will be amended to reflect the award.  This will include the 1 per cent across the board increase with effect from 1 April 2013 and with effect from 1 October 2013 the deletion of the bottom spinal points (Point 2 for Inner London and Point 4 for Outer London).

B – JNC Final Pay Offers (Chief Executives, Chief Officers and Craft Workers)
The Employers’ Side wrote to the JNC for Craft & Associated Employees on 24 April 2013 and made the following final offer:

· 1.0% on pay rates of all designated grades with effect from 1 April 2013 

· 1.0% on all allowances with effect from 1 April 2013 

On 26 April the employers’ also considered the other national negotiating groups for which they have responsibility, including the JNC for Chief Executives and Chief Officers of Local Authorities. The employers appreciate that the JNC Officers’ Side has not made a claim in respect of 2013/14, and may not have intended to do so. However, they felt that it was only fair to inform them that they would not be in a position to make any offer in response to a claim from your Side.

C – Future Proposed Scope and Shape of National Bargaining

In the letter dated 24 April to the NJC Union Side, the Employers wrote that whilst councils have, since 1997, been able to reform many of the terms and conditions in the National Agreement through local agreements, this has proved more difficult to achieve through national negotiations. Therefore, in the absence of a significant change in the position of the national unions, the Employers are now minded to begin concentrating their efforts on assisting councils in whatever way possible to achieve reform locally. To this end, they stated they would be seeking the views of Members and officers across the country.   In a separate letter to the JNC for Craft Workers the Employers stated that they now intend to begin concentrating their efforts on assisting councils in whatever way possible to help them assimilate Craftworkers onto local pay and grading structures thereby bringing about the eventual dissolution of the Craft JNC.

At the Heads of HR meeting on 24 May we can discuss the implications for London and explore what support London would most value that either London Councils or the LGA would be best positioned and resourced to provide.

LONDON LIVING WAGE

· Summary of analysis shows:
17 authorities have now taken steps to ensure the LLW is paid
For 4 authorities it is not an issue due to their current pay and grading arrangements
1 are currently considering their position and 10 have no plans to implement it for 2013

· Seven London boroughs are recognised as accredited Living Wage employers with a further three also listed as ‘In the process of accreditation’.  The seven London boroughs that are accredited Employers are also required to implement the revised LLW rate within 6 month of the new rate being announced, with the GLA advising that the new rate should be applied as soon as is practicable for others. 
PUBLIC HEALTH TRANSITION

· The transfer took place on 1 April.  This issue remains an item on the agenda at the Heads of HR meeting.  Louise Hall (NHS Change Manager) has informed London Councils that she is unable to attend any future meetings.  The LGA are in the process of establishing a NJC sub Group for Public Health and as reported at the meeting on 26 April Caroline Anderson is the nominated London representative.
The LGA have requested feedback on future changes:
· The medical examiners duty was given to PCTs under a Labour act in 2009 to improve quality of death-certification but implementation was delayed during the restructure. All relevant councils will have to appoint (employ??) examiners by April ’14 as well as collect a national fee for funding, designed to make the system cost-neutral (already dubbed the “death tax” by some). There have been pilots that have identified some knock-on effects for other services such as an increase in post-mortems and inquests.  Is your authority gearing up for this, asking questions, debating best practice etc. and in particular whether or not you have have concerns about the policy e.g. appointing and employing more medical specialists.

· Health Visitors very specifically the commissioning of HV services that will become a local responsibility in 2015.  Department of Health have recently indicated that commissioned service could be provided by a “stand-alone community trust, or a community unit as part of a largely acute hospital trust, or a social enterprise, or, in some rare cases, a LA”.  Is this on your local authorities radar?

LONDON WORKFORCE IMPROVEMENT PROJECTS

· HR2HR – light touch and simple model of peer support and challenge for Heads of HR partly funded by LGA.  Following a successful test run in early April a maximum of 12 meeting have been offered to all London Heads of HR members.  So far 14 Heads of HR have requested to take up this offer and meetings are now being planned into 2014. 
· London internal job seekers / redeployment system – 20 boroughs signed up so far with the launch of the service planned for early summer 2013.

· CELC report on Future Leadership Development in London – Jo Meagher (Greenwich) is leading the drafting of the report which maps out what Leadership opportunities are available at a national and local borough level. The overall aim is to share information and identify any gaps or opportunities for development of a pan London solution.  The work was discussed at HHR on 26 April and Hackney, Islington, Waltham Forest and CoL indicated they were interested in exploring the possibility of the joint commissioning option.

· Epaycheck –national online benchmarking service with SLA / contracts in the process of being signed off.  Haringey acting as the regional lead as part of the London HR Metrics Service.
ANY OTHER BUSINESS

Epaycheck – Steve reminded colleagues that they need to start populating this information if they had not already started.
Future of HR Metrics – a report will be going the Heads of HR on 12 July regarding the Haringey Metrics service as Steve will soon be leaving Haringey.   
ITEMS FOR FUTURE MEETINGS

Colleagues were reminded that if anyone had any subjects they would like covered at future meetings and if anyone wanted to volunteer to give presentations.  If anyone has any ideas please email Debbie Williams.
DATE OF NEXT MEETING

17 October 2013 (10am-12.30pm)
�
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Emp Eng Qs

		Council and comments provider		General comments

		Southwark - Jill Seymour		Same issues as previous; we need to get the basic right before extending the collation of information any further. And need to be clear on why we are gathering details/  what they tells us. Ironically Southwark isn't in a bad position to respond to as we have recently concluded a staff survey.  As ever, however, the devil is in the detail; unless all contributing boroughs are asking the same questions of their staff we would be interpreting local information to fit the suggestions below.  Not a great approach.  There are also dangers in presenting resulting without information/ context.  

		Kingston - David ward		One thing which immediately occurs is that both Richmond and Kingston currently only carry out staff surveys every two years.

		Havering - Mark Porter		A couple of comments, most local authorities will have different sorts of questions in their employee engagement survey which will make it difficult to compare i.e. they may not all have these questions. Also, when were you planning to collate responses i.e. most local authorities will have different timetables for when they do a survey, some more infrequently than others so you will not always get up to date responses.

		Kensington & Chelsea - Jane Price		We are fortunate to have an in-house consultation team and for the last two years I have worked closely with them on our staff survey. Designing the questions has been an absolute fundamental of the process and reporting has been carefully structured.  They have been extremely cautious to compare without qualification only questions that have exact wording.  We use ORC for our benchmarking and as a member we receive the benchmarking data free of charge.  On that basis I would not be prepared to submit questions from our survey unless they were close or exact matches to the questions you determine and I would also not see the value in using the questions you have over the questions we have designed. Sorry I can’t be of more help with this project.

		Lewisham - Pooja Kulkarni		Some of the metrics you list relate to factors which impact on engagement but don't actually assess it.  For the Talkback survey MORI used a set of engagement questions which are collectively known as an 'employee engagement index' and would suggest that these or something similar are used.

				These are:

				·  Optimising performance - % of staff who feel that the organisation gets the best out of them

				·  Job satisfaction - so the metric would be % of staff who are satisfied with their job 

				·  Feeling valued - % of staff who feel valued and recognised by the organisation 

				·  Motivation - % of staff who are motivated at work 

				·  Advocacy - % of staff who speak highly of the organisation as an employer 

		Hackney - Caroline Anderson		Our most recent staff survey was undertaken in 2011 and the final report was produced in February 2012.  There was a section in the survey that looked, specifically, at staff engagement.  Questions were framed around the Ipsos MORI Employee Engagement Model.  Five questions were identified which are known collectively as an ‘employee engagement index’.  Our employee engagement score was created from this data.

				The five dimensions explored in the employee engagement section of the survey were:

				1. Makes the best use of skills and abilities (optimising staff potential);

				2. Is satisfied with present job (job satisfaction);

				3. Feels valued and recognised for contribution (valued);

				4. Is motivated at work (motivation);

				5. Speaks highly of the organisation as an employer (advocacy).

				These five areas can be mapped across several of the proposed questions contained within the table, below, and where this is the case, the corresponding number has been added in the comments box.  We believe it has been important to adequately define what ‘good engagement’ looks and feels like prior to creating the questions as some questions could otherwise end up measuring secondary or unrelated issues. In our survey, Ipsos MORI used an analytical tool called ‘key drivers analysis’.  This finds patterns in the data that show how one finding (e.g. the level of employee engagement) is associated with how people answer other questions (independent variables). So, for example, the analysis highlighted a strong correlation between managers making decisions quickly when needed and the level of staff engagement.  This does raise the question of whether a discrete set of question on employee engagement can be viewed in isolation from the rest of the survey questions.

		Council and comments provider		Comments on the specific questions that we suggested as a starting point

				Suggested Metric		Links to dimension/s		Comments

		Hackney - Caroline Anderson		% staff who think they are encouraged to give views for improving their work		3		And presumably, that action is taken to address these issues?

				% staff who found their performance appraisal useful		1, 2, 3		‘Useful’ may be ambiguous. Is it clarity of objectives? Feeling valued and recognised? I.e. areas already covered in other questions.  Or is this a completely separate indicator with its own intrinsic value?  A better measure may be how motivating the appraisal is or the extent to which it inspires improved performance, enthusiasm, creativity etc.

				% staff who agree their manager shows appreciation for the work they do		3

				% staff who say their manager helps them reach their full potential		1

				% who believe their opinion is sought on decisions about their work		2 & 3		Unclear. Is this the same as the first question?

				% staff who get the right information to do their job well		?		Is this a question of feeling sufficiently informed? Often we don’t know what we don’t know!

				% staff who think working here makes them do the best they can		4		A bit vague. Not sure how I would answer this one. Is it a question of the extent to which the environment/their manager brings out the best in them? If so, what specifically is it that’s happening? Again this may be covered by other questions on feeling valued, developed etc.

				% staff satisfied or very satisfied with their job		2

				% staff who feel there are good career development opportunities at Council		1

				% staff who plan to remain with the Council for the foreseeable future		5?		What is this measuring? It may indicate a commitment to the organisation or it may be a reflection of the depressed job market in which people feel trapped and unable to move on!

				% staff believe the Council ensures that all have an equal opportunity to Learn & Dev		1

				% staff rating training courses as Good/Excellent to objectives being met		?		Not sure this adds much to the other questions on development.

				NB. These questions could probably be condensed down to 5 or so.

		Hillingdon - Gillian McLean		% staff who think they are encouraged to give views for improving their work				Similar question:  % staff who believe there are ways to feedback their views to senior management

				% staff who found their performance appraisal useful				Have same question

				% staff who agree their manager shows appreciation for the work they do				Have same question

				% staff who say their manager helps them reach their full potential				Similar question:  % staff who feel supported in their job by their manager

				% who believe their opinion is sought on decisions about their work				No match

				% staff who get the right information to do their job well				Have same question

				% staff who think working here makes them do the best they can				No match

				% staff satisfied or very satisfied with their job				Have the same question

				% staff who feel there are good career development opportunities at Council				Have the same question

				% staff who plan to remain with the Council for the foreseeable future				No match

				% staff who believe the Council ensures that all have an equal opportunity to Learn & Dev				No match

				% staff rating training courses as Good/Excellent to objectives being met				Could provide from OD & Learning 
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_1434451754.xls
Template

				Informal Oral Warnings		Written Warnings		Final Written Warnings		Demotions		Resigned during Case		Other Outcomes		Dismissals		TOTAL		%		% of Workforce

		Gender

		Male

		Female

		Ethnicity

		White British

		White Irish

		Any Other White background

		White & Black Caribbean

		White & Black African

		White & Asian

		Any Other Mixed background

		Chinese

		Indian

		Pakistani

		Bangladeshi

		Any Other Asian background

		Black Caribbean

		Black African

		Any Other Black background

		Any Other Ethnic Group

		Not Known / Not Declared

		BME Total		0		0		0		0		0		0		0		0

		Disability Status

		Disabled

		Not Disabled

		Not Known / Not Declared

		Age

		16-24

		25-39

		40-49

		50-64

		65+

		Directorate

		Chief Executive's

		Children's Services

		Housing Services

		Environment

		Finance

		TOTAL		0		0		0		0		0		0		0		0
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_1434451774.xls
Summaries

		DIRECTORATE		Contractual/Proce-dural		Equal Pay/Remune-ration		Discrimination		Bullying/Harassment/Victimisation		Unfair Treatment		Action of Line Manager		Multiple Reasons		Other Reasons		Total Grievances Lodged		Number upheld		Number part upheld		Number not upheld		Number withdrawn		% Upheld/Part Upheld		Number resolved informally		Headcount as at 31/3/12		No. of Grievances as % of Headcount		% of TOTAL Grievances		No. of staff submitting more than 1 Grievance				Grade Band		No.		%

		Chief Executive's																																										PO7 - 10

		Children's Services																																										PO4 - 6

		Housing Services																																										PO1 - 3

		Environment																																										SO1 - SO2

		Finance																																										Scale 4 - 6

		TOTAL		0		0		0		0		0		0		0		0		0		0						0		0		0		0		0		0		0				Scale 1 - 3

																																												Craft

																																												Social Workers

																																												Other

																																												TOTAL		0





Diversity

		Gender / Ethnicity / Disability		Contractual		Procedural Breach		Single Status		Discrimination - Sex		Discrimination - Race		Discrimination - Disability		Discrimination - Religion / Belief		Discrimination - Sexual Orientation		Discrimination - Multiple Grounds		Bullying and/or Harassment		Victimisation		Action of Another Employee		Action of Line Manager		Job Content		Equal Pay / Remuneration		Career Progression		Health & Safety		Unfair Treatment		Multiple Reasons		Other		TOTAL		%		Withdrawn		Successful Informal Resolution		No. Upheld to Date		No. Part Upheld to Date		No. Not Upheld to Date		No. of Employees with 1 to 2 Grievances		No. of Employees with more than 2 Grievances

		Male																																										0																				Grade Band		No.		%

		Female																																										0																				PO7 - 10

		White British																																										0																				PO4 - 6

		BME																																										0																				PO1 - 3

		Ethnicity not known																																										0																				SO1 - SO2

		Disabled																																										0																				Scale 4 - 6

		Not Disabled																																										0																				Scale 1 - 3

		Not Known		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0																				Craft

		16-24																																										0																				Social Workers

		25-39																																										0																				Other

		40-49																																										0																				TOTAL		0

		50-64																																										0

		65+																																										0

		TOTAL		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		%

		DIRECTORATE		Contractual/Proce-dural		Equal Pay/Remune-ration		Discrimination		Bullying/Harassment/Victimisation		Unfair Treatment		Action of Line Manager		Multiple Reasons		Other Reasons		Total Grievances Lodged		Number upheld		Number part upheld		Number not upheld		Number withdrawn		% Upheld/Part Upheld		Number resolved informally		Headcount as at 31/3/12		No. of Grievances as % of Headcount		% of TOTAL Grievances		No. of staff submitting more than 1 Grievance

		Chief Executive's

		Children's Services

		Housing Services

		Environment

		Finance

		TOTAL		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0		0

		Notes:

		The above tables are based on a dataset in use at Greenwich Council. The indicators shaded yellow are additionally broken down by the full set of ethnicity categories (eg: Asian - Chinese, Indian, Bangladeshi etc.)

		The Directorates shown are examples only - there may be some difficulty in comparing data broken down by directorate across a number of councils.
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1st alternative

		1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19

		Ref. No.

peter thomas: Job Reference Number. 
(Not order in the survey.)		Job or Job Family

peter thomas: Survey: Job or Job Family 		Level

peter thomas: The job levels are as follows:

Level I -  Basic Professional
Level II - Experienced/ Senior Professional 
Level III - Principal Professional - manager single function or small team
Level IV - Divisional Head/Head of Service - manager multi function.
		Job Title of Post

peter thomas: Please enter the ‘job title’ of the post being reported: for example, Qualified Social Worker, Team Manager (Adult Services), Principal Accountant, and so on.		Capsule Match

peter thomas: The range and scope of responsibilities of the jobs provided should be similar to those described in the survey capsule job descriptions.  Please indicate whether the job reported is:

- a full match to the 'level' shown in the capsule                
  JD - if so, please enter 'M'
- less than a full match - if so, please enter 'M-'
- more than a full match - if so please enter 'M+'
		Minimum Salary

peter thomas: Please enter the 'consolidated' salary figure listed in the Inner or Outer London Pay Spine, or local arrangements, as appropriate. (London Allowance should not be shown separately) For Hay grades the minimum value of the salary range should be quoted.

You should enter the current salaries  - September 2011 - appropriate for your borough.  For employees on the London pay spine the rates entered should be the current salaries paid, and include the 1 April 2009 pay award.  (Refer to GLPC CIRCULAR 2/2009, 11 September 2009) 

Please simply enter the relevant numbers - do not enter a '£' sign or 'commas' - this will be done for you. For example, £36,960 should be entered as 36960; this applies to all figures entered.  All figures should be ‘annual payments’.










		Maximum Salary

peter thomas: Please enter the 'consolidated' salary figure listed in the Inner or Outer London Pay Spine, or local arrangements, as appropriate. (London Allowance should not be shown separately) For Hay grades the maximum value of the salary range should be quoted.

You should enter the current salaries  - September 2011 - appropriate for your borough.  For employees on the London pay spine the rates entered should be the current salaries paid, and include the 1 April 2009 pay award.  (Refer to GLPC CIRCULAR 2/2009, 11 September 2009)

Please simply enter the relevant numbers - do not enter a '£' sign or 'commas' - this will be done for you. For example, £36,960 should be entered as 36960; this applies to all figures entered.  All figures should be ‘annual payments’.		Lease Car

peter thomas: The value of the lease car subsidy is defined as the annual amount contributed by the employer towards the cost of the vehicle, the cost to include road tax, insurance and maintenance costs. 

If a cash sum is provided in lieu of a car, this amount should be shown as 'other pay'.  If an essential user lump sum is paid this should be included in 'other pay'.

Please enter current payment. If payment is linked to the national pay award it should include the 1 April 2009 award.		Market Supple-ment

peter thomas: Please include any payment made to the job holder's post for recruitment and retention purposes.

Please enter current payment. If payment is linked to the national pay award it should include the 1 April 2009 award.		Health care

peter thomas: Please include the annual cash value of this benefit to the employee, whether the payment is made directly or indirectly through a group scheme.

Please enter current payment. If payment is linked to the national pay award it should include the 1 April 2009 award.		Other Pay

peter thomas: Please enter any other payments made. Do not include overtime payments, meal allowances, expense reimbursements, discretionary and PRP payments and lease car subsidies.

Please enter current payments. Any payments linked to the national pay award should include the 1 April 2009 award.		Minimum Package

peter thomas: Total minimum 
'package' received.
		Maximum Package

peter thomas: Total maximum 
'package' received.
		PRP

peter thomas: The figure entered should represent the average budgeted or average payment made; figures should be based on the mid point of the relevant salary range. 

If payment is linked to the national pay award it should include the 1 April 2009 award.		Recruitment Difficulty

peter thomas: Please indicate how difficult it is to recruit to these jobs by entering A, B, C, D or E as appropriate.

A - Extremely Difficult - Recruitment difficulties threatening ability to provide service at all.
B - Very Difficult - Recruitment difficulties having a significant impact on the quality of service provided.
C - Difficult - Recruitment difficulties impact on the quality of the service provided.
D - Some Difficulty - Isolated recruitment difficulties in individual cases, difficulties can be accommodated, negligible overall effect on service provided.
E - No Difficulty - No recruitment difficulties exist.
		Retention  Difficulty

peter thomas: Please indicate how difficult it is to retain staff in  these jobs by entering A, B, C, D or E as appropriate.

A - Extremely Difficult - Retention difficulties threatening ability to provide service at all.
B - Very Difficult - Retention difficulties having a significant impact on the quality of service provided.
C - Difficult - Retention difficulties impact on the quality of the service provided.
D - Some Difficulty - Isolated retention difficulties in individual cases, difficulties can be accommodated, negligible overall effect on service provided.
E - No Difficulty - No retention difficulties exist.
		Number  Jobs/   Posts

peter thomas:  Please indicate number of jobs for each job and level - either an actual figure or an estimate). Please include vacancies.
		Manager: Levels III & IV only

peter thomas: For Levels III and IV only, please include the job title of the manager of the job holder reported.  
		Tier

peter thomas: Again for Levels III and IV only, please indicate the management tier of the manager of the job holder reported.  

Management Tier 1 - Chief Executive
Management Tier 2 - Director
Management Tier 3 - Deputy Director
Management Tier 4 - Assistant Director


				Social Worker - Newly Qualified - Adults		I																		£0		£0

				Social Worker - Adults		II																		£0		£0

				Social Worker - Adults - Approved Mental Health Professional		II																		£0		£0

				Social Worker - Adults - Duty/Intake		II																		£0		£0

				Social Worker - Adults - Independent Reviewing Officer		II																		£0		£0

				Senior Social Worker I - Adults		SSWI																		£0		£0

				Senior Social Worker II - Adults		SSWII																		£0		£0

				Social Work - Assistant Team Manager - Adults		ATM																		£0		£0

				Social Worker - Advanced/Consultant - Adults		A/C																		£0		£0

				Social Work Team Manager - Adults		III																		£0		£0

				Social Worker - Newly Qualified - Childrens		I																		£0		£0

				Social Worker - Childrens		II																		£0		£0

				Social Worker - Child Protection/Safeguarding		II																		£0		£0

				Social Worker - Family Placement		II																		£0		£0

				Social Worker - Child & Adolescent Mental Health Service (CAHMS)		II																		£0		£0

				Social Worker - Childrens - Duty/Intake		II																		£0		£0

				Social Worker - Childrens - Independent Reviewing Officer		II																		£0		£0

				Social Worker - Childrens - Youth Offending Team		II																		£0		£0

				Senior Social Worker I - Childrens		SSWI																		£0		£0

				Senior Social Worker II - Childrens		SSWII																		£0		£0

				Social Work - Assistant Team Manager - Childrens		ATM																		£0		£0

				Social Worker - Advanced/Consultant - Childrens		A/C																		£0		£0

				Social Work Team Manager - Childrens		III																		£0		£0



				Extract from UNISON website:

				Specialist profiles

				Select a job profile to see details and job evaluation schemes.

				Social worker - adults (covers most adult specialties)

				Social worker - child protection/safeguarding

				Social worker - family placement

				Social worker - child and adolescent mental health service (CAHMS)

				Social worker - youth offending team/ service

				Social worker - approved mental health professional

				Social worker - duty/intake

				Social worker independent reviewing officer

				Social worker trainee (generic)

				Generic profiles

				Select a job profile to see details and job evaluation schemes.

				Social work assistant/support worker

				Social work assistant/support worker higher level

				Social worker newly qualified (generic)

				Social worker (generic)

				Senior social worker I (generic) - experienced practitioner role, providing casework supervision to other team members

				Senior social worker II (generic) - experienced practitioner role developing and sharing with others specialist knowledge and contributing to practice development 

				Assistant team manager (generic)

				Social worker advanced/consultant

				Team manager
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http://www.unison.org.uk/socialwork/sw010.asphttp://www.unison.org.uk/socialwork/sw002.asphttp://www.unison.org.uk/socialwork/sw003.asphttp://www.unison.org.uk/socialwork/sw004.asphttp://www.unison.org.uk/socialwork/sw005.asphttp://www.unison.org.uk/socialwork/sw006.asphttp://www.unison.org.uk/socialwork/sw007.asphttp://www.unison.org.uk/socialwork/sw008.asphttp://www.unison.org.uk/socialwork/sw009.asphttp://www.unison.org.uk/socialwork/sw011.asphttp://www.unison.org.uk/socialwork/sw012.asphttp://www.unison.org.uk/socialwork/sw013.asphttp://www.unison.org.uk/socialwork/sw015.asphttp://www.unison.org.uk/socialwork/sw016.asphttp://www.unison.org.uk/socialwork/sw017.asphttp://www.unison.org.uk/socialwork/sw018.asphttp://www.unison.org.uk/socialwork/sw001.asp

2nd alternative

		Please return the completed questionnaire by  13th September 2013



				INTRODUCTION

peter thomas: Introduction
It is suggested that a nominated person is made responsible for managing and co-ordinating the completion of the survey, including ensuring the validity of the data.  Additionally, it is suggested that each borough creates a survey file to help ensure the survey is completed on a consistent basis year on year, after taking in to account any re-gradings and reorganisations. 

If the survey is completed on a departmental basis, please try to ensure all relevant information is provided to each department. 

Please complete the survey using the electronic questionnaire provided; a second 'Notes' worksheet has been provided for any necessary notes.  The spreadsheet contains the survey notes embedded in appropriate cells; the notes are also provided in a Word document. The survey results will also be fed back in an electronic format; again using an Excel spreadsheet.

You should provide the current salaries and other remuneration paid by your borough.    

If you cannot provide all the information requested please provide as much detail as is practicable.












				PAY AND EMPLOYEE RELATIONS FORUM



				PAY AND BENEFITS SURVEY - JULY 2013



				BOROUGH:																		CONTACT:												TEL:



				1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19

		Borough Code		Ref. No.

peter thomas: Job Reference Number. 
(Not order in the survey.)		Job or Job Family

peter thomas: Survey: Job or Job Family 		Level

peter thomas: The job levels are as follows:

Level I -  Basic Professional
Level II - Experienced/ Senior Professional 
Level III - Principal Professional - manager single function or small team
Level IV - Divisional Head/Head of Service - manager multi function.
		Job Title of Post

peter thomas: Please enter the ‘job title’ of the post being reported: for example, Qualified Social Worker, Team Manager (Adult Services), Principal Accountant, and so on.		Capsule Match

peter thomas: The range and scope of responsibilities of the jobs provided should be similar to those described in the survey capsule job descriptions.  Please indicate whether the job reported is:

- a full match to the 'level' shown in the capsule                
  JD - if so, please enter 'M'
- less than a full match - if so, please enter 'M-'
- more than a full match - if so please enter 'M+'
		Minimum Salary

peter thomas: Please enter the 'consolidated' salary figure listed in the Inner or Outer London Pay Spine, or local arrangements, as appropriate. (London Allowance should not be shown separately) For Hay grades the minimum value of the salary range should be quoted.

You should enter the current salaries  - September 2011 - appropriate for your borough.  For employees on the London pay spine the rates entered should be the current salaries paid, and include the 1 April 2009 pay award.  (Refer to GLPC CIRCULAR 2/2009, 11 September 2009) 

Please simply enter the relevant numbers - do not enter a '£' sign or 'commas' - this will be done for you. For example, £36,960 should be entered as 36960; this applies to all figures entered.  All figures should be ‘annual payments’.










		Maximum Salary

peter thomas: Please enter the 'consolidated' salary figure listed in the Inner or Outer London Pay Spine, or local arrangements, as appropriate. (London Allowance should not be shown separately) For Hay grades the maximum value of the salary range should be quoted.

You should enter the current salaries  - September 2011 - appropriate for your borough.  For employees on the London pay spine the rates entered should be the current salaries paid, and include the 1 April 2009 pay award.  (Refer to GLPC CIRCULAR 2/2009, 11 September 2009)

Please simply enter the relevant numbers - do not enter a '£' sign or 'commas' - this will be done for you. For example, £36,960 should be entered as 36960; this applies to all figures entered.  All figures should be ‘annual payments’.		Lease Car

peter thomas: The value of the lease car subsidy is defined as the annual amount contributed by the employer towards the cost of the vehicle, the cost to include road tax, insurance and maintenance costs. 

If a cash sum is provided in lieu of a car, this amount should be shown as 'other pay'.  If an essential user lump sum is paid this should be included in 'other pay'.

Please enter current payment. If payment is linked to the national pay award it should include the 1 April 2009 award.		Market Supple-ment

peter thomas: Please include any payment made to the job holder's post for recruitment and retention purposes.

Please enter current payment. If payment is linked to the national pay award it should include the 1 April 2009 award.		Health care

peter thomas: Please include the annual cash value of this benefit to the employee, whether the payment is made directly or indirectly through a group scheme.

Please enter current payment. If payment is linked to the national pay award it should include the 1 April 2009 award.		Other Pay

peter thomas: Please enter any other payments made. Do not include overtime payments, meal allowances, expense reimbursements, discretionary and PRP payments and lease car subsidies.

Please enter current payments. Any payments linked to the national pay award should include the 1 April 2009 award.		Minimum Package

peter thomas: Total minimum 
'package' received.
		Maximum Package

peter thomas: Total maximum 
'package' received.
		PRP

peter thomas: The figure entered should represent the average budgeted or average payment made; figures should be based on the mid point of the relevant salary range. 

If payment is linked to the national pay award it should include the 1 April 2009 award.		Recruitment Difficulty

peter thomas: Please indicate how difficult it is to recruit to these jobs by entering A, B, C, D or E as appropriate.

A - Extremely Difficult - Recruitment difficulties threatening ability to provide service at all.
B - Very Difficult - Recruitment difficulties having a significant impact on the quality of service provided.
C - Difficult - Recruitment difficulties impact on the quality of the service provided.
D - Some Difficulty - Isolated recruitment difficulties in individual cases, difficulties can be accommodated, negligible overall effect on service provided.
E - No Difficulty - No recruitment difficulties exist.
		Retention  Difficulty

peter thomas: Please indicate how difficult it is to retain staff in  these jobs by entering A, B, C, D or E as appropriate.

A - Extremely Difficult - Retention difficulties threatening ability to provide service at all.
B - Very Difficult - Retention difficulties having a significant impact on the quality of service provided.
C - Difficult - Retention difficulties impact on the quality of the service provided.
D - Some Difficulty - Isolated retention difficulties in individual cases, difficulties can be accommodated, negligible overall effect on service provided.
E - No Difficulty - No retention difficulties exist.
		Number  Jobs/   Posts

peter thomas:  Please indicate number of jobs for each job and level - either an actual figure or an estimate). Please include vacancies.
		Manager: Levels III & IV only

peter thomas: For Levels III and IV only, please include the job title of the manager of the job holder reported.  
		Tier

peter thomas: Again for Levels III and IV only, please indicate the management tier of the manager of the job holder reported.  

Management Tier 1 - Chief Executive
Management Tier 2 - Director
Management Tier 3 - Deputy Director
Management Tier 4 - Assistant Director


				23		Social Worker Adults		I																		£0		£0

				24		Social Worker Adults		II																		£0		£0

				26		Social Worker Adults		III																		£0		£0

				27		Social Worker Adults		IV																		£0		£0

				28		Social Worker Children & Families		I																		£0		£0

				29		Social Worker Children & Families		II																		£0		£0

				30		Social Worker Children & Families		III																		£0		£0

				31		Social Worker Children & Families		IV																		£0		£0

				32		Social Worker Residential		I																		£0		£0

				33		Social Worker Residential		II																		£0		£0

				34		Social Worker Residential		III																		£0		£0

				139		Social Worker Mental Health & Learning Disability 		I																		£0		£0

				140		Social Worker Mental Health & Learning Disability 		II																		£0		£0

				141		Social Worker Mental Health & Learning Disability 		III																		£0		£0

				142		Social Worker Mental Health & Learning Disability 		IV																		£0		£0

				Count		15
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No change

		Please return the completed questionnaire by  13th September 2013



				INTRODUCTION

peter thomas: Introduction
It is suggested that a nominated person is made responsible for managing and co-ordinating the completion of the survey, including ensuring the validity of the data.  Additionally, it is suggested that each borough creates a survey file to help ensure the survey is completed on a consistent basis year on year, after taking in to account any re-gradings and reorganisations. 

If the survey is completed on a departmental basis, please try to ensure all relevant information is provided to each department. 

Please complete the survey using the electronic questionnaire provided; a second 'Notes' worksheet has been provided for any necessary notes.  The spreadsheet contains the survey notes embedded in appropriate cells; the notes are also provided in a Word document. The survey results will also be fed back in an electronic format; again using an Excel spreadsheet.

You should provide the current salaries and other remuneration paid by your borough.    

If you cannot provide all the information requested please provide as much detail as is practicable.












				PAY AND EMPLOYEE RELATIONS FORUM



				PAY AND BENEFITS SURVEY - JULY 2013



				BOROUGH:																		CONTACT:												TEL:



				1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19

		Borough Code		Ref. No.

peter thomas: Job Reference Number. 
(Not order in the survey.)		Job or Job Family

peter thomas: Survey: Job or Job Family 		Level

peter thomas: The job levels are as follows:

Level I -  Basic Professional
Level II - Experienced/ Senior Professional 
Level III - Principal Professional - manager single function or small team
Level IV - Divisional Head/Head of Service - manager multi function.
		Job Title of Post

peter thomas: Please enter the ‘job title’ of the post being reported: for example, Qualified Social Worker, Team Manager (Adult Services), Principal Accountant, and so on.		Capsule Match

peter thomas: The range and scope of responsibilities of the jobs provided should be similar to those described in the survey capsule job descriptions.  Please indicate whether the job reported is:

- a full match to the 'level' shown in the capsule                
  JD - if so, please enter 'M'
- less than a full match - if so, please enter 'M-'
- more than a full match - if so please enter 'M+'
		Minimum Salary

peter thomas: Please enter the 'consolidated' salary figure listed in the Inner or Outer London Pay Spine, or local arrangements, as appropriate. (London Allowance should not be shown separately) For Hay grades the minimum value of the salary range should be quoted.

You should enter the current salaries  - September 2011 - appropriate for your borough.  For employees on the London pay spine the rates entered should be the current salaries paid, and include the 1 April 2009 pay award.  (Refer to GLPC CIRCULAR 2/2009, 11 September 2009) 

Please simply enter the relevant numbers - do not enter a '£' sign or 'commas' - this will be done for you. For example, £36,960 should be entered as 36960; this applies to all figures entered.  All figures should be ‘annual payments’.










		Maximum Salary

peter thomas: Please enter the 'consolidated' salary figure listed in the Inner or Outer London Pay Spine, or local arrangements, as appropriate. (London Allowance should not be shown separately) For Hay grades the maximum value of the salary range should be quoted.

You should enter the current salaries  - September 2011 - appropriate for your borough.  For employees on the London pay spine the rates entered should be the current salaries paid, and include the 1 April 2009 pay award.  (Refer to GLPC CIRCULAR 2/2009, 11 September 2009)

Please simply enter the relevant numbers - do not enter a '£' sign or 'commas' - this will be done for you. For example, £36,960 should be entered as 36960; this applies to all figures entered.  All figures should be ‘annual payments’.		Lease Car

peter thomas: The value of the lease car subsidy is defined as the annual amount contributed by the employer towards the cost of the vehicle, the cost to include road tax, insurance and maintenance costs. 

If a cash sum is provided in lieu of a car, this amount should be shown as 'other pay'.  If an essential user lump sum is paid this should be included in 'other pay'.

Please enter current payment. If payment is linked to the national pay award it should include the 1 April 2009 award.		Market Supple-ment

peter thomas: Please include any payment made to the job holder's post for recruitment and retention purposes.

Please enter current payment. If payment is linked to the national pay award it should include the 1 April 2009 award.		Health care

peter thomas: Please include the annual cash value of this benefit to the employee, whether the payment is made directly or indirectly through a group scheme.

Please enter current payment. If payment is linked to the national pay award it should include the 1 April 2009 award.		Other Pay

peter thomas: Please enter any other payments made. Do not include overtime payments, meal allowances, expense reimbursements, discretionary and PRP payments and lease car subsidies.

Please enter current payments. Any payments linked to the national pay award should include the 1 April 2009 award.		Minimum Package

peter thomas: Total minimum 
'package' received.
		Maximum Package

peter thomas: Total maximum 
'package' received.
		PRP

peter thomas: The figure entered should represent the average budgeted or average payment made; figures should be based on the mid point of the relevant salary range. 

If payment is linked to the national pay award it should include the 1 April 2009 award.		Recruitment Difficulty

peter thomas: Please indicate how difficult it is to recruit to these jobs by entering A, B, C, D or E as appropriate.

A - Extremely Difficult - Recruitment difficulties threatening ability to provide service at all.
B - Very Difficult - Recruitment difficulties having a significant impact on the quality of service provided.
C - Difficult - Recruitment difficulties impact on the quality of the service provided.
D - Some Difficulty - Isolated recruitment difficulties in individual cases, difficulties can be accommodated, negligible overall effect on service provided.
E - No Difficulty - No recruitment difficulties exist.
		Retention  Difficulty

peter thomas: Please indicate how difficult it is to retain staff in  these jobs by entering A, B, C, D or E as appropriate.

A - Extremely Difficult - Retention difficulties threatening ability to provide service at all.
B - Very Difficult - Retention difficulties having a significant impact on the quality of service provided.
C - Difficult - Retention difficulties impact on the quality of the service provided.
D - Some Difficulty - Isolated retention difficulties in individual cases, difficulties can be accommodated, negligible overall effect on service provided.
E - No Difficulty - No retention difficulties exist.
		Number  Jobs/   Posts

peter thomas:  Please indicate number of jobs for each job and level - either an actual figure or an estimate). Please include vacancies.
		Manager: Levels III & IV only

peter thomas: For Levels III and IV only, please include the job title of the manager of the job holder reported.  
		Tier

peter thomas: Again for Levels III and IV only, please indicate the management tier of the manager of the job holder reported.  

Management Tier 1 - Chief Executive
Management Tier 2 - Director
Management Tier 3 - Deputy Director
Management Tier 4 - Assistant Director


				23		Social Worker Community Care		I																		£0		£0

				24		Social Worker Community Care		II																		£0		£0

				25		Social Worker Community Care		II-ASW																		£0		£0

				26		Social Worker Community Care		III																		£0		£0

				27		Social Worker Community Care		IV																		£0		£0

				28		Social Worker Children & Families		I																		£0		£0

				29		Social Worker Children & Families		II																		£0		£0

				30		Social Worker Children & Families		III																		£0		£0

				31		Social Worker Children & Families		IV																		£0		£0

				32		Social Worker Residential		I																		£0		£0

				33		Social Worker Residential		II																		£0		£0

				34		Social Worker Residential		III																		£0		£0

				139		Social Worker Mental Health & Learning Disability 		I																		£0		£0

				140		Social Worker Mental Health & Learning Disability 		II																		£0		£0

				141		Social Worker Mental Health & Learning Disability 		III																		£0		£0

				142		Social Worker Mental Health & Learning Disability 		IV																		£0		£0

				Count		16
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Whole survey - existing

		Please return the completed questionnaire by  13th September 2013



				INTRODUCTION

peter thomas: Introduction
It is suggested that a nominated person is made responsible for managing and co-ordinating the completion of the survey, including ensuring the validity of the data.  Additionally, it is suggested that each borough creates a survey file to help ensure the survey is completed on a consistent basis year on year, after taking in to account any re-gradings and reorganisations. 

If the survey is completed on a departmental basis, please try to ensure all relevant information is provided to each department. 

Please complete the survey using the electronic questionnaire provided; a second 'Notes' worksheet has been provided for any necessary notes.  The spreadsheet contains the survey notes embedded in appropriate cells; the notes are also provided in a Word document. The survey results will also be fed back in an electronic format; again using an Excel spreadsheet.

You should provide the current salaries and other remuneration paid by your borough.    

If you cannot provide all the information requested please provide as much detail as is practicable.












				PAY AND EMPLOYEE RELATIONS FORUM



				PAY AND BENEFITS SURVEY - JULY 2013



				BOROUGH:																		CONTACT:												TEL:



				1		2		3		4		5		6		7		8		9		10		11		12		13		14		15		16		17		18		19

		Borough Code		Ref. No.

peter thomas: Job Reference Number. 
(Not order in the survey.)		Job or Job Family

peter thomas: Survey: Job or Job Family 		Level

peter thomas: The job levels are as follows:

Level I -  Basic Professional
Level II - Experienced/ Senior Professional 
Level III - Principal Professional - manager single function or small team
Level IV - Divisional Head/Head of Service - manager multi function.
		Job Title of Post

peter thomas: Please enter the ‘job title’ of the post being reported: for example, Qualified Social Worker, Team Manager (Adult Services), Principal Accountant, and so on.		Capsule Match

peter thomas: The range and scope of responsibilities of the jobs provided should be similar to those described in the survey capsule job descriptions.  Please indicate whether the job reported is:

- a full match to the 'level' shown in the capsule                
  JD - if so, please enter 'M'
- less than a full match - if so, please enter 'M-'
- more than a full match - if so please enter 'M+'
		Minimum Salary

peter thomas: Please enter the 'consolidated' salary figure listed in the Inner or Outer London Pay Spine, or local arrangements, as appropriate. (London Allowance should not be shown separately) For Hay grades the minimum value of the salary range should be quoted.

You should enter the current salaries  - September 2011 - appropriate for your borough.  For employees on the London pay spine the rates entered should be the current salaries paid, and include the 1 April 2009 pay award.  (Refer to GLPC CIRCULAR 2/2009, 11 September 2009) 

Please simply enter the relevant numbers - do not enter a '£' sign or 'commas' - this will be done for you. For example, £36,960 should be entered as 36960; this applies to all figures entered.  All figures should be ‘annual payments’.










		Maximum Salary

peter thomas: Please enter the 'consolidated' salary figure listed in the Inner or Outer London Pay Spine, or local arrangements, as appropriate. (London Allowance should not be shown separately) For Hay grades the maximum value of the salary range should be quoted.

You should enter the current salaries  - September 2011 - appropriate for your borough.  For employees on the London pay spine the rates entered should be the current salaries paid, and include the 1 April 2009 pay award.  (Refer to GLPC CIRCULAR 2/2009, 11 September 2009)

Please simply enter the relevant numbers - do not enter a '£' sign or 'commas' - this will be done for you. For example, £36,960 should be entered as 36960; this applies to all figures entered.  All figures should be ‘annual payments’.		Lease Car

peter thomas: The value of the lease car subsidy is defined as the annual amount contributed by the employer towards the cost of the vehicle, the cost to include road tax, insurance and maintenance costs. 

If a cash sum is provided in lieu of a car, this amount should be shown as 'other pay'.  If an essential user lump sum is paid this should be included in 'other pay'.

Please enter current payment. If payment is linked to the national pay award it should include the 1 April 2009 award.		Market Supple-ment

peter thomas: Please include any payment made to the job holder's post for recruitment and retention purposes.

Please enter current payment. If payment is linked to the national pay award it should include the 1 April 2009 award.		Health care

peter thomas: Please include the annual cash value of this benefit to the employee, whether the payment is made directly or indirectly through a group scheme.

Please enter current payment. If payment is linked to the national pay award it should include the 1 April 2009 award.		Other Pay

peter thomas: Please enter any other payments made. Do not include overtime payments, meal allowances, expense reimbursements, discretionary and PRP payments and lease car subsidies.

Please enter current payments. Any payments linked to the national pay award should include the 1 April 2009 award.		Minimum Package

peter thomas: Total minimum 
'package' received.
		Maximum Package

peter thomas: Total maximum 
'package' received.
		PRP

peter thomas: The figure entered should represent the average budgeted or average payment made; figures should be based on the mid point of the relevant salary range. 

If payment is linked to the national pay award it should include the 1 April 2009 award.		Recruitment Difficulty

peter thomas: Please indicate how difficult it is to recruit to these jobs by entering A, B, C, D or E as appropriate.

A - Extremely Difficult - Recruitment difficulties threatening ability to provide service at all.
B - Very Difficult - Recruitment difficulties having a significant impact on the quality of service provided.
C - Difficult - Recruitment difficulties impact on the quality of the service provided.
D - Some Difficulty - Isolated recruitment difficulties in individual cases, difficulties can be accommodated, negligible overall effect on service provided.
E - No Difficulty - No recruitment difficulties exist.
		Retention  Difficulty

peter thomas: Please indicate how difficult it is to retain staff in  these jobs by entering A, B, C, D or E as appropriate.

A - Extremely Difficult - Retention difficulties threatening ability to provide service at all.
B - Very Difficult - Retention difficulties having a significant impact on the quality of service provided.
C - Difficult - Retention difficulties impact on the quality of the service provided.
D - Some Difficulty - Isolated retention difficulties in individual cases, difficulties can be accommodated, negligible overall effect on service provided.
E - No Difficulty - No retention difficulties exist.
		Number  Jobs/   Posts

peter thomas:  Please indicate number of jobs for each job and level - either an actual figure or an estimate). Please include vacancies.
		Manager: Levels III & IV only

peter thomas: For Levels III and IV only, please include the job title of the manager of the job holder reported.  
		Tier

peter thomas: Again for Levels III and IV only, please indicate the management tier of the manager of the job holder reported.  

Management Tier 1 - Chief Executive
Management Tier 2 - Director
Management Tier 3 - Deputy Director
Management Tier 4 - Assistant Director


				01		Accountancy 		I

peter thomas: Level I: Basic Professional 

These jobs normally require the job holder to be newly professionally qualified, or in the latter stages of acquiring a full professional qualification, or have gained sufficient on the job skills and experience to carry out the full functions of the post competently.

The body of knowledge and skills for this level are likely to take up to three years to acquire; relevant experience is likely to be 'post qualification' experience, or other relevant experience.

Indicative salary maximum   -  £28,000 to £40,000 - depending on job.  Actual salary maximum could be lower or higher; these figures are provided to give a broad indication of the likely salary for this level.  																		£0		£0

				02		Accountancy 		II

peter thomas: Level II:  Experienced/ Senior Professional

Job holders are usually fully professionally qualified with considerable experience in their appropriate specialist discipline.  Additionally, they may also supervise other professionals.  The jobholder will normally be accountable to, and may deputise for, level III or level IV post holders.

Duties may include attending / advising committees.

The job holder will typically have a minimum of 3 years post qualification experience, or other relevant experience.

Indicative salary maximum - £35,000 to £47,000 - depending on job.  Actual salary maximum could be lower or higher; these figures are provided to give a broad indication of the likely salary for this level. 

																		£0		£0

				03		Accountancy 		III

peter thomas: Level III: Principal Professional – manager single function or small team

The job holder will have extensive experience in one identifiable area of high level/complex work, and is likely to be fully professionally qualified. The post holder would be responsible for the management and control of their area of work/function, including staff management.  

Duties may include advising and attending committees and advising on policy development.

The job holder may be accountable to a level IV job holder, assistant director or director.    

The job holder will typically have a minimum of 5 years post qualification experience, or other relevant experience.

Indicative salary maximum - £43,000 to £56,000 - depending on job.  Actual salary maximum could be lower or higher; these figures are provided to give a broad indication of the likely salary for this level.  

																		£0		£0

				04		Accountancy 		IV

peter thomas: Level IV:  Divisional Head/Head of Service – manager multi function

The job holder will have highly complex and diverse responsibilities and is responsible for the management of a division/service, including substantial staff management responsibilities.  Extensive experience in more than one identifiable area of work would be an essential criterion.  

Duties include attending and advising committees, representing the borough on outside bodies and leading on policy development. 

The job holder is likely to be fully professionally qualified and will typically have more than, 5 years relevant experience, or other relevant experience.
 
Indicative salary maximum -  £61,000 - £85,000 (or higher) - depending on job.  Actual salary maximum could be lower or higher; these figures are provided to give a broad indication of the likely salary for this level.   

																		£0		£0

				05		Internal Audit 		I																		£0		£0

				06		Internal Audit 		II																		£0		£0

				07		Internal Audit 		III																		£0		£0

				08		Internal Audit 		IV																		£0		£0

				09		Financial Control		I																		£0		£0

				10		Financial Control		II																		£0		£0

				11		Financial Control		III																		£0		£0

				12		Financial Control		IV																		£0		£0

				13		Departmental Finance		I																		£0		£0

				14		Departmental Finance		II																		£0		£0

				15		Departmental Finance		III																		£0		£0

				16		Departmental Finance		IV																		£0		£0

				23		Social Worker Community Care		I																		£0		£0

				24		Social Worker Community Care		II																		£0		£0

				25		Social Worker Community Care		II-ASW																		£0		£0

				26		Social Worker Community Care		III																		£0		£0

				27		Social Worker Community Care		IV																		£0		£0

				28		Social Worker Children & Families		I																		£0		£0

				29		Social Worker Children & Families		II																		£0		£0

				30		Social Worker Children & Families		III																		£0		£0

				31		Social Worker Children & Families		IV																		£0		£0

				32		Social Worker Residential		I																		£0		£0

				33		Social Worker Residential		II																		£0		£0

				34		Social Worker Residential		III																		£0		£0

				35		Occupational Therapist		I																		£0		£0

				36		Occupational Therapist		II																		£0		£0

				37		Occupational Therapist		III																		£0		£0

				38		Occupational Therapist		IV																		£0		£0

				39		Building Control		I																		£0		£0

				40		Building Control		II																		£0		£0

				41		Building Control		III																		£0		£0

				42		Building Control		IV																		£0		£0

				43		Building Surveying		I																		£0		£0

				44		Building Surveying		II																		£0		£0

				45		Building Surveying		III																		£0		£0

				46		Building Surveying		IV																		£0		£0

				47		Traffic and/or Transportation Engineer		I																		£0		£0

				48		Traffic and/or Transportation Engineer		II																		£0		£0

				49		Traffic and/or Transportation Engineer		III																		£0		£0

				50		Traffic and/or Transportation Engineer		IV																		£0		£0

				51		Environmental Health		I																		£0		£0

				52		Environmental Health		I-FSO																		£0		£0

				53		Environmental Health		II																		£0		£0

				54		Environmental Health		II-FSO																		£0		£0

				55		Environmental Health		III																		£0		£0

				56		Environmental Health		IV																		£0		£0

				57		Trading Standards		I																		£0		£0

				58		Trading Standards		II																		£0		£0

				59		Trading Standards		III																		£0		£0

				60		Trading Standards		IV																		£0		£0

				61		Planning Development Control		I																		£0		£0

				62		Planning Development Control		II																		£0		£0

				63		Planning Development Control		III																		£0		£0

				64		Planning Development Control		IV																		£0		£0

				65		Valuation		I																		£0		£0

				66		Valuation		II																		£0		£0

				67		Valuation		III																		£0		£0

				68		Valuation		IV																		£0		£0

				69		Legal		I																		£0		£0

				70		Legal		II																		£0		£0

				71		Legal		III																		£0		£0

				72		Legal		IV																		£0		£0

				73		Libraries		I																		£0		£0

				74		Libraries		II																		£0		£0

				75		Libraries		III																		£0		£0

				76		Personnel Corporate		I																		£0		£0

				77		Personnel Corporate		II																		£0		£0

				78		Personnel Corporate		III																		£0		£0

				79		Personnel Corporate		IV																		£0		£0

				80		Personnel Departmental		I																		£0		£0

				81		Personnel Departmental		II																		£0		£0

				82		Personnel Departmental		III																		£0		£0

				84		Council Tax and Benefits		I

peter thomas: Level I: Benefits Assessment Officer - council tax and benefits

The job holder’s main responsibility will incorporate the assessment of a range of ‘housing benefit’ claims as well as in some cases ‘council tax’ benefit claims. Typical duties will comprise the assessment and checking of benefit claims, which would include conducting interviews with claimants and their representatives, sometimes involving visits to claimants and providing advice on other types of welfare benefit.

Job holders would be expected to accurately record details and compile case records and correspond with claimants where appropriate. They would also assist ‘senior assessment officers/team leaders’ in checking assessments and gathering information in respect of more complex claims.

A minimum of one year’s relevant experience would be required to perform this role.

Indicative salary maximum -  £30,000. Actual salary maximum could be lower or higher; this figure is provided to give a broad indication of the likely salary for this job.  


																		£0		£0

				85		Council Tax and Benefits		II

peter thomas: Level II: Senior Benefits Assessment Officer/Team Leader - council tax and benefits

The job holder will manage a team of ‘assessment officers’ assessing housing benefit entitlement; this may also include ‘council tax’ benefit entitlement. Typical duties will include the assessment and checking of complex benefit claims, handling appeal cases and presenting cases to the Benefits Review Board.

They would be expected to exercise the use of discretion in applying rent restrictions, backdating and the recovery of official error overpayments and would be responsible for quality control and standards within the team, the prevention of fraud and ensuring manual adjustments are correct.

A minimum of three years relevant experience would be required to perform this role including supervisory experience.

Indicative salary maximum -  £37,000. Actual salary maximum could be lower or higher; this figure is provided to give a broad indication of the likely salary for this job.



																		£0		£0

				86		Fraud Investigation		I

peter thomas: Level I:  Fraud Investigations Officer - fraud investigations

The job holder will be responsible for conducting assigned investigations from the outset to conclusion, recommending any appropriate courses of action deemed necessary with regard to the enforcement of legislation in relation to ‘housing and council tax benefit’ frauds. Typical duties will comprise the collection and collation of evidence including the surveillance of property and/or persons, conducting interviews with claimants and Landlords in claimants homes as well as on Council premises, advice on whether claims should be recalculated or cancelled and to attend court and give evidence in prosecution cases.

Job holders would be expected to produce clear and concise reports and to apply the provisions of all of the relevant acts and powers. They would also assist ‘senior investigation officers’ in gathering information in respect of more complex cases.

A minimum of one year’s relevant experience would be required to perform this role
Indicative salary maximum -  £33,000. Actual salary maximum could be lower or higher; this figure is provided to give a broad indication of the likely salary for this job.




																		£0		£0

				87		Fraud Investigation		II

peter thomas: Level II:  Senior Fraud Investigations Officer/Team Leader - fraud investigations

The job holder will oversee the work of a team of ‘fraud investigation officers’ and will handle a personal caseload of referred investigations from the outset to conclusion. Typical duties will include the investigation of cases received from the public, other organisations, Benefits Agency etc., carry out surveillance, interview claimants and third parties, prepare statements and attend court.

To act as the ‘lead officer’ in collating evidence to instruct the appointed legal representatives in criminal prosecutions. Oversee and advise ‘investigation officers’, test check work and caseloads to ensure investigations are conducted to the required standards and give ‘fraud awareness’ training to staff as and when required. 

A minimum of three years relevant experience would be required to perform this role including supervisory experience.

Indicative salary maximum -  £38,000. Actual salary maximum could be lower or higher; this figure is provided to give a broad indication of the likely salary for this job. 



																		£0		£0

				88		IT Business/Corporate/Systems		I																		£0		£0

				89		IT Business/Corporate/Systems		II																		£0		£0

				90		IT Business/Corporate/Systems		III																		£0		£0

				91		IT Business/Corporate/Systems		IV																		£0		£0

				94		Home Care		I

peter thomas: Level I: ‘Qualified’ Basic Worker (including personal care) – home care 

This job holder carries out a range of flexible personal care and support activities usually within a client's own home environment.

The duties involved for these postholders include:

* individual responsibility for the personal needs of clients including, for example, ensuring medication is taken; * domestic duties - for example, cleaning, cooking and washing; * physical tasks - for example getting into/out of bed, dressing, washing, toileting and feeding clients;* social duties - for example, talking with clients; * helping clients to maintain contact with family, friends and community; * helping to write letters and make telephone calls;*assisting with shopping and recreation;* advise on safeguarding of cash; * health & safety issues in the client's home;* liaising with other agencies as necessary e.g. GP, health services;* keep records and contribute to case reports/conferences etc.

Indicative salary maximum -  £22,000.  Actual salary maximum could be lower or higher; this figure is provided to give a broad indication of the likely salary for this job.  



																		£0		£0

				95		Home Care		II

peter thomas: Level II: ‘Qualified’ Senior Worker (including personal care/supervision) – home care 

This job holder carries out a range of flexible personal care and support activities usually within a client's own home environment.

The duties involved for these postholders include:

(1) *possibly direct the work of level 1 home carers AND/OR * participate in the organisation of the service e.g. setting staff rotas etc. AND/OR * greater and more involved interaction with client on more complex social care matters affecting the individual AND/OR * involved with clients with higher levels of dependency AND/OR * involved as part of a specialist unit dealing with more disagreeable work elements.
(2) * individual responsibility for the personal needs of clients including, for example, ensuring medication is taken; * domestic duties - for example, cleaning, cooking and washing; * physical tasks - for example getting into/out of bed, dressing, washing, toileting and feeding clients;* social duties - for example, talking with clients; * helping clients to maintain contact with family, friends and community; * helping to write letters and make telephone calls; *assisting with shopping and recreation;* advise on safeguarding of cash; * health & safety issues in the client's home;* liaising with other agencies as necessary e.g. GP, health services;* keep records and contribute to case reports/conferences etc

Indicative salary maximum -  £31,000  Actual salary maximum could be lower or higher; this figure is provided to give a broad indication of the likely salary for this job.  



																		£0		£0

				98		Civil Engineering		I																		£0		£0

				99		Civil Engineering		II																		£0		£0

				100		Civil Engineering		III																		£0		£0

				101		Civil Engineering		IV																		£0		£0

				102		Mechanical Engineering		I																		£0		£0

				103		Mechanical Engineering		II																		£0		£0

				104		Mechanical Engineering		III																		£0		£0

				105		Mechanical Engineering		IV																		£0		£0

				106		Electrical Engineering		I																		£0		£0

				107		Electrical Engineering		II																		£0		£0

				108		Electrical Engineering		III																		£0		£0

				109		Electrical Engineering		IV																		£0		£0

				110		Procurement		I																		£0		£0

				111		Procurement		II																		£0		£0

				112		Procurement		III																		£0		£0

				113		Procurement		IV																		£0		£0

				114		Teaching Assistant		L2

peter thomas: Teaching Assistant: Level 2

The post holder will work under the instruction/guidance of teaching/senior staff to undertake work/care/ support programmes, to enable access to learning for pupils and to assist the teacher in the management of pupils and the classroom.  Work may be carried out in the classroom or outside the main teaching area.

Salary entered should be based on full-time ‘job evaluated’ grade.																		£0		£0

				115		Teaching Assistant		L4

peter thomas: Teaching Assistant: Level 4

The post holder will support and deliver learning by complementing the professional work of teachers by taking responsibility for agreed learning activities under an agreed system of supervision.  This may involve planning, preparing and delivering learning activities for individuals/groups or short term for whole classes and monitoring pupils and assessing, recording and reporting on pupils’ achievement, progress and development. Additionally, the post holder will be responsible for the management and development of a specialist area within the school and/or management of other teaching assistants including allocation and monitoring of work, appraisal and training.

The post holder could, under an agreed system of supervision, take a lead role within the school to address the needs of pupils who need particular help to overcome barriers to learning.

(The above capsule JD is an amalgam of the  ‘supporting and delivering learning’ and ‘behaviour/guidance/support’ Level 4 job profiles. In reality the welfare/ pedagogic division is likely to artificial in practice, and the key factor at the higher level, is the ability to provide class cover in the absence of the teacher.)

Salary entered should be based on full-time ‘job evaluated’ grade.																		£0		£0

				116		Nursery Officer/Nurse		I

peter thomas: Level I:  Nursery Officer/Nurse

The main purpose of the job is to be a productive member of a staff team, providing an emotionally secure, stimulating and safe learning environment, that will ensure the children and families are prepared for and experience a positive transition into full time education.

Typical duties include providing forward planning and learning programmes for individuals or groups of children appropriate to their needs and developmental stages, to providing a stimulating and appropriate range of activities that promotes the early learning goals, to encourage positive self-image in children and their family regardless of cultural heritage, race, religious beliefs disability and gender, to undertake key worker responsibilities for a group of children and to monitor and record their development within their individual early years profile. 
  
Indicative salary maximum - £23,000.  Actual salary maximum could be lower or higher; this figure is provided to give a broad indication of the likely salary for this job. 																		£0		£0

				117		Nursery Officer/Nurse		II

peter thomas: Level II: Nursery Officer/Nurse

Primary duties are as for Level I, but with supervisory responsibility for Level I nursery officers. In addition, a Level II nursery officer can be expected to perform some or all of the following duties:

To ensure services for children identified as having special educational needs receive a comprehensive service through joint working with colleagues within the department and from the Education and Health Departments.

To work in a productive partnership with parents/carers, resulting in the appropriate sharing of information and consultation with regard to the needs and developmental progress of the children, to participate in any relevant statutory child protection proceedings as required.

To present clear, accurate and concise reports for presentation at the child's individual review and to undertake key worker responsibilities for a group of children, monitoring and recording their development within their individual early years profile.
 
Indicative salary maximum - £27,000.  Actual salary maximum could be lower or higher; this figure is provided to give a broad indication of the likely salary for this job. 



																		£0		£0

				118		Parking Attendant																				£0		£0

				119		Planning Other		I																		£0		£0

				120		Planning Other		II																		£0		£0

				121		Planning Other		III																		£0		£0

				122		Planning Other		IV																		£0		£0

				123		Call Centre/Customer Services		I																		£0		£0

				124		Call Centre/Customer Services		II																		£0		£0

				125		IT Support (Hardware/Software)		I																		£0		£0

				126		IT Support (Hardware/Software)		II																		£0		£0

				127		Gardener & Groundsman/ Groundswoman		

peter thomas: Gardener & Groundsman/ Groundswoman

Indicative purpose/duties:

* Providing a borough wide ground maintenance service, covering the full range of technical skills, horticultural & groundsmanship.
* Undertaking patrolling and similar duties as part of the shift pattern of working within the borough’s greenspaces.
* Providing a borough wide tractor driving and gang mowing/triple driving service, covering the full range of tractor/triple drawn implements, trailers and other attachments. 
* Carrying out all duties in line with agreed policies and procedures; with particular regard to health and safety.
																		£0		£0

				128		Kitchen & Catering Assistant    		

peter thomas: Kitchen & Catering Assistant  

Indicative purpose/duties

* Assisting in the preparation and serving of food and beverages. 
* Assisting in the receiving, storing, rotating and checking of goods supplied.
* Undertaking general kitchen duties, including washing up and general cleaning of designated areas and appliances as required.
* Ensuring that the kitchen and utensils are cleaned to the required health and safety guidelines and procedures.
* Ensuring that designated areas are kept clean in accordance with agreed policies/ procedures and relevant hygiene/health and safety legislation.
		

peter thomas: Introduction
It is suggested that a nominated person is made responsible for managing and co-ordinating the completion of the survey, including ensuring the validity of the data.  Additionally, it is suggested that each borough creates a survey file to help ensure the survey is completed on a consistent basis year on year, after taking in to account any re-gradings and reorganisations. 

If the survey is completed on a departmental basis, please try to ensure all relevant information is provided to each department. 

Please complete the survey using the electronic questionnaire provided; a second 'Notes' worksheet has been provided for any necessary notes.  The spreadsheet contains the survey notes embedded in appropriate cells; the notes are also provided in a Word document. The survey results will also be fed back in an electronic format; again using an Excel spreadsheet.

You should provide the current salaries and other remuneration paid by your borough.    

If you cannot provide all the information requested please provide as much detail as is practicable.










																						£0		£0

				129		Neighbourhood Warden    		

peter thomas: Neighbourhood Warden   

Indicative purpose/duties:

* Carrying out daily patrols. 
* Providing a presence in residential areas with the aim of helping improve the quality of life of residents through reducing the fear of crime and deterring anti social behaviour.
* Promoting community safety by carrying out visits, attending local area meetings and maintaining regular liaison with officers of partner agencies.
* Reporting on behalf of residents any requests for partner agency services or concerns about disorderly behaviour, and following up such requests to resolution.
* Contributing to effective neighbourhood management through noting and reporting voids, repairs, graffiti and abandoned vehicles.
* Developing and maintaining good working relationships with representatives of partner agencies
																		£0		£0

				130		Playworker - Play Group Leader/Assistant		

peter thomas: Playworker - Play Group Leader/Assistant

Indicative purpose/duties:

* Delivering high quality care and creative play opportunities for children in a safe and caring environment in line with legal requirements.
* Providing encouragement, support and supervision for the children. 
* Carrying out all duties in line with agreed policies and procedures; with particular regard to health and safety.
* Assisting in ensuring holistic care is provided for the children, including the collection and delivery of children when required and the safe delivery of children to named parents/carers.
* Setting-up and clearing away activities at the beginning and end of each session. 
* Assisting in ensuring that the borough’s customer care aims are achieved.
																		£0		£0

				131		Porter & Messenger    		

peter thomas: Porter & Messenger 

Indicative purpose/duties:

* Sorting and distributing all incoming and internal mail - including agendas and reports - within defined targets.
* Collecting and processing of all outgoing mail - including agendas and reports - within defined targets.
* Assisting in the operation of all post room machinery and equipment.
* Ensuring the maintenance of all records, including special and recorded deliveries. 
* Assisting in the investigation of customer complaints, within corporate guidelines.
* Ensuring the integrity of the service by maintaining confidentiality and security protocols when processing mail, cheques and money received.
* Dealing with customers in an efficient and tactful manner.
																		£0		£0

				132		Light Goods Vehicle Driver  		

peter thomas: Light Goods Vehicle Driver 

Indicative purpose/duties:

* Driving and responsible for any vehicle allocated up to 7.5 tonnes.
* Driving duties to comply with current and future requirements consistent with the general duties and responsibilities of all borough drivers, e.g. vehicle safety checks and daily checking of vehicle mechanism.
* Maintaining an appropriate professional standard of driving, operating within the Highway Code and statutory regulations.
* Assessing and minimisation of risks to colleagues, members of the public and property.
* Ensuring the best operational relationships between the service and members of the public and customers. 
																		£0		£0

				133		Transport Driver/Attendant 		

peter thomas: Transport Driver/Attendant 

Indicative purpose/duties:

* Possessing a valid and appropriate driving licence for the work required.
* Driving and responsible for passenger carrying vehicles associated with collecting and returning passengers, assisting passengers as required.
* Maintaining an appropriate professional standard of driving, operating within the Highway Code and statutory regulations.
* Ensuring the safety of passengers at all times; including an awareness of the special needs of certain passenger groups, including those who may demonstrate behavioural problems.
* Showing courtesy to users of the service, colleagues and the public and carrying out all duties and responsibilities in accordance with borough policies.
* Administering medication, once fully trained to do so.																		£0		£0

				134		Refuse - Collector 		

peter thomas: Refuse - Collector 

Indicative purpose/duties:

* Undertaking, as instructed, the duties connected with refuse, recycling or street cleansing.
* Ensuring that plant, machinery, equipment and vehicles are checked, maintained and operated in accordance with relevant guidelines.
* Undertaking training in all aspects of refuse or recycling collection and street cleansing services in order to be able to operate all vehicle mechanisms and associated plant and equipment, including IT equipment and mobile technology.
* Participating in the risk assessment process.
* Showing flexibility to ensure effective services are provided to residents and customers.
* Ensuring the best operational relationships between the service and members of the public and customers. 
* Complying with the provisions of Health and Safety legislation and agreed codes of practice.
* Assisting in the induction and training of new staff; providing guidance and support as appropriate.

																		£0		£0

				135		Refuse - Driver 		

peter thomas: Refuse - Driver 

Indicative purpose/duties

* Driving and responsible for any vehicle allocated up to and including LGV class 2 – with a requirement to hold a large goods vehicle licence (Category C).
* Maintaining an appropriate professional standard of driving, operating within the Highway Code, statutory regulations and agreed codes of practice.
* Driving duties to comply with current and future requirements consistent with the general duties and responsibilities of all borough drivers, e.g. vehicle safety checks and daily checking of vehicle mechanism. 
* Ensuring the best operational relationships between the service and members of the public and customers. 
* Undertaking any task in connection with waste operations as instructed; to include the collection of refuse and recycling.
* Assisting in the induction and training of new staff; providing guidance and support as appropriate.
* Complying with the provisions of the Health and Safety legislation and agreed codes of practice.
																		£0		£0

				136		Road Sweeper 		

peter thomas: Road Sweeper 

Refer to Number 134 for indicative purpose/duties.		

peter thomas: Job Reference Number. 
(Not order in the survey.)																						£0		£0

				137		Care Worker/Assistant 		

peter thomas: Care Worker/Assistant 

Indicative purpose/duties:

* Providing appropriate physical care and support to centre users, in terms of eating, drinking and assisting with daily activities.
* Supporting the intimate and personal care needs of individual service users, in terms of showering and use of the toilet.
* Supporting, as required, the work of other centre staff.
* Engaging in the moving and handling manoeuvres of wheelchairs.
* Monitoring and responding to the needs of service users.
* Assisting in ‘housekeeping’ tasks, including laundry and basic cleaning tasks. 
* Helping to prepare and serve meals and drinks.
* Contributing to record keeping in users’ files, reporting accidents and incidents.
* Attending and contributing to staff meetings, planning events, supervision, appraisal and reviews as required.
* Undertaking training, as required, to comply with current care standards, including vulnerable adults awareness. 
* Actively contributing to a safe working environment by complying with in house and corporate health, safety and risk related procedures and policies.
		

peter thomas: Survey: Job or Job Family 																				£0		£0

				138		Commissioning Manager		

Peter Thomas: Commissioning Manager

This senior post supports the strategic commissioning work of the borough, working closely with partners and stakeholders in the public, voluntary and independent sectors to deliver the borough’s priorities.  The postholder will take the lead on the commissioning of a range of borough-wide services.

In addition to these lead responsibilities, the post holder will work as part of a wider group of commissioners, across both the borough and external bodies , contributing as required to joint projects and cross-cutting pieces of work both as a subject expert and as a commissioner.

The postholder wiil contribute to the strategic planning process, including assessing current and future needs, forecasting and modelling demand, writing service specifications, monitoring and evaluation of a range of services.  

The post holder will be responsible for market management, horizon scanning and working closely with providers to ensure that service specifications reflect changing needs and expectations and are ‘fit for the future’.

The post holder will have high level relationship management skills and will maintain close and effective relationships with other commissioners, delivery units, including other external providers, and stakeholders. 

		

peter thomas: The job levels are as follows:

Level I -  Basic Professional
Level II - Experienced/ Senior Professional 
Level III - Principal Professional - manager single function or small team
Level IV - Divisional Head/Head of Service - manager multi function.
		

peter thomas: Please enter the ‘job title’ of the post being reported: for example, Qualified Social Worker, Team Manager (Adult Services), Principal Accountant, and so on.		

peter thomas: Level I: Basic Professional 

These jobs normally require the job holder to be newly professionally qualified, or in the latter stages of acquiring a full professional qualification, or have gained sufficient on the job skills and experience to carry out the full functions of the post competently.

The body of knowledge and skills for this level are likely to take up to three years to acquire; relevant experience is likely to be 'post qualification' experience, or other relevant experience.

Indicative salary maximum   -  £28,000 to £40,000 - depending on job.  Actual salary maximum could be lower or higher; these figures are provided to give a broad indication of the likely salary for this level.  				

peter thomas: The range and scope of responsibilities of the jobs provided should be similar to those described in the survey capsule job descriptions.  Please indicate whether the job reported is:

- a full match to the 'level' shown in the capsule                
  JD - if so, please enter 'M'
- less than a full match - if so, please enter 'M-'
- more than a full match - if so please enter 'M+'
		

peter thomas: Level II:  Experienced/ Senior Professional

Job holders are usually fully professionally qualified with considerable experience in their appropriate specialist discipline.  Additionally, they may also supervise other professionals.  The jobholder will normally be accountable to, and may deputise for, level III or level IV post holders.

Duties may include attending / advising committees.

The job holder will typically have a minimum of 3 years post qualification experience, or other relevant experience.

Indicative salary maximum - £35,000 to £47,000 - depending on job.  Actual salary maximum could be lower or higher; these figures are provided to give a broad indication of the likely salary for this level. 

						

peter thomas: Please enter the 'consolidated' salary figure listed in the Inner or Outer London Pay Spine, or local arrangements, as appropriate. (London Allowance should not be shown separately) For Hay grades the minimum value of the salary range should be quoted.

You should enter the current salaries  - September 2011 - appropriate for your borough.  For employees on the London pay spine the rates entered should be the current salaries paid, and include the 1 April 2009 pay award.  (Refer to GLPC CIRCULAR 2/2009, 11 September 2009) 

Please simply enter the relevant numbers - do not enter a '£' sign or 'commas' - this will be done for you. For example, £36,960 should be entered as 36960; this applies to all figures entered.  All figures should be ‘annual payments’.










		

peter thomas: Level III: Principal Professional – manager single function or small team

The job holder will have extensive experience in one identifiable area of high level/complex work, and is likely to be fully professionally qualified. The post holder would be responsible for the management and control of their area of work/function, including staff management.  

Duties may include advising and attending committees and advising on policy development.

The job holder may be accountable to a level IV job holder, assistant director or director.    

The job holder will typically have a minimum of 5 years post qualification experience, or other relevant experience.

Indicative salary maximum - £43,000 to £56,000 - depending on job.  Actual salary maximum could be lower or higher; these figures are provided to give a broad indication of the likely salary for this level.  

								

peter thomas: Please enter the 'consolidated' salary figure listed in the Inner or Outer London Pay Spine, or local arrangements, as appropriate. (London Allowance should not be shown separately) For Hay grades the maximum value of the salary range should be quoted.

You should enter the current salaries  - September 2011 - appropriate for your borough.  For employees on the London pay spine the rates entered should be the current salaries paid, and include the 1 April 2009 pay award.  (Refer to GLPC CIRCULAR 2/2009, 11 September 2009)

Please simply enter the relevant numbers - do not enter a '£' sign or 'commas' - this will be done for you. For example, £36,960 should be entered as 36960; this applies to all figures entered.  All figures should be ‘annual payments’.		

peter thomas: Level IV:  Divisional Head/Head of Service – manager multi function

The job holder will have highly complex and diverse responsibilities and is responsible for the management of a division/service, including substantial staff management responsibilities.  Extensive experience in more than one identifiable area of work would be an essential criterion.  

Duties include attending and advising committees, representing the borough on outside bodies and leading on policy development. 

The job holder is likely to be fully professionally qualified and will typically have more than, 5 years relevant experience, or other relevant experience.
 
Indicative salary maximum -  £61,000 - £85,000 (or higher) - depending on job.  Actual salary maximum could be lower or higher; these figures are provided to give a broad indication of the likely salary for this level.   

										

peter thomas: The value of the lease car subsidy is defined as the annual amount contributed by the employer towards the cost of the vehicle, the cost to include road tax, insurance and maintenance costs. 

If a cash sum is provided in lieu of a car, this amount should be shown as 'other pay'.  If an essential user lump sum is paid this should be included in 'other pay'.

Please enter current payment. If payment is linked to the national pay award it should include the 1 April 2009 award.		

peter thomas: Please include any payment made to the job holder's post for recruitment and retention purposes.

Please enter current payment. If payment is linked to the national pay award it should include the 1 April 2009 award.		

peter thomas: Please include the annual cash value of this benefit to the employee, whether the payment is made directly or indirectly through a group scheme.

Please enter current payment. If payment is linked to the national pay award it should include the 1 April 2009 award.		

peter thomas: Please enter any other payments made. Do not include overtime payments, meal allowances, expense reimbursements, discretionary and PRP payments and lease car subsidies.

Please enter current payments. Any payments linked to the national pay award should include the 1 April 2009 award.		

peter thomas: Total minimum 
'package' received.
		

peter thomas: Total maximum 
'package' received.
		

peter thomas: The figure entered should represent the average budgeted or average payment made; figures should be based on the mid point of the relevant salary range. 

If payment is linked to the national pay award it should include the 1 April 2009 award.		

peter thomas: Please indicate how difficult it is to recruit to these jobs by entering A, B, C, D or E as appropriate.

A - Extremely Difficult - Recruitment difficulties threatening ability to provide service at all.
B - Very Difficult - Recruitment difficulties having a significant impact on the quality of service provided.
C - Difficult - Recruitment difficulties impact on the quality of the service provided.
D - Some Difficulty - Isolated recruitment difficulties in individual cases, difficulties can be accommodated, negligible overall effect on service provided.
E - No Difficulty - No recruitment difficulties exist.
		

peter thomas: Please indicate how difficult it is to retain staff in  these jobs by entering A, B, C, D or E as appropriate.

A - Extremely Difficult - Retention difficulties threatening ability to provide service at all.
B - Very Difficult - Retention difficulties having a significant impact on the quality of service provided.
C - Difficult - Retention difficulties impact on the quality of the service provided.
D - Some Difficulty - Isolated retention difficulties in individual cases, difficulties can be accommodated, negligible overall effect on service provided.
E - No Difficulty - No retention difficulties exist.
		

peter thomas: Level I: Benefits Assessment Officer - council tax and benefits

The job holder’s main responsibility will incorporate the assessment of a range of ‘housing benefit’ claims as well as in some cases ‘council tax’ benefit claims. Typical duties will comprise the assessment and checking of benefit claims, which would include conducting interviews with claimants and their representatives, sometimes involving visits to claimants and providing advice on other types of welfare benefit.

Job holders would be expected to accurately record details and compile case records and correspond with claimants where appropriate. They would also assist ‘senior assessment officers/team leaders’ in checking assessments and gathering information in respect of more complex claims.

A minimum of one year’s relevant experience would be required to perform this role.

Indicative salary maximum -  £30,000. Actual salary maximum could be lower or higher; this figure is provided to give a broad indication of the likely salary for this job.  


																												

peter thomas:  Please indicate number of jobs for each job and level - either an actual figure or an estimate). Please include vacancies.
		

peter thomas: Level II: Senior Benefits Assessment Officer/Team Leader - council tax and benefits

The job holder will manage a team of ‘assessment officers’ assessing housing benefit entitlement; this may also include ‘council tax’ benefit entitlement. Typical duties will include the assessment and checking of complex benefit claims, handling appeal cases and presenting cases to the Benefits Review Board.

They would be expected to exercise the use of discretion in applying rent restrictions, backdating and the recovery of official error overpayments and would be responsible for quality control and standards within the team, the prevention of fraud and ensuring manual adjustments are correct.

A minimum of three years relevant experience would be required to perform this role including supervisory experience.

Indicative salary maximum -  £37,000. Actual salary maximum could be lower or higher; this figure is provided to give a broad indication of the likely salary for this job.



																														

peter thomas: For Levels III and IV only, please include the job title of the manager of the job holder reported.  
		

peter thomas: Level I:  Fraud Investigations Officer - fraud investigations

The job holder will be responsible for conducting assigned investigations from the outset to conclusion, recommending any appropriate courses of action deemed necessary with regard to the enforcement of legislation in relation to ‘housing and council tax benefit’ frauds. Typical duties will comprise the collection and collation of evidence including the surveillance of property and/or persons, conducting interviews with claimants and Landlords in claimants homes as well as on Council premises, advice on whether claims should be recalculated or cancelled and to attend court and give evidence in prosecution cases.

Job holders would be expected to produce clear and concise reports and to apply the provisions of all of the relevant acts and powers. They would also assist ‘senior investigation officers’ in gathering information in respect of more complex cases.

A minimum of one year’s relevant experience would be required to perform this role
Indicative salary maximum -  £33,000. Actual salary maximum could be lower or higher; this figure is provided to give a broad indication of the likely salary for this job.




																																

peter thomas: Again for Levels III and IV only, please indicate the management tier of the manager of the job holder reported.  

Management Tier 1 - Chief Executive
Management Tier 2 - Director
Management Tier 3 - Deputy Director
Management Tier 4 - Assistant Director
		

peter thomas: Level II:  Senior Fraud Investigations Officer/Team Leader - fraud investigations

The job holder will oversee the work of a team of ‘fraud investigation officers’ and will handle a personal caseload of referred investigations from the outset to conclusion. Typical duties will include the investigation of cases received from the public, other organisations, Benefits Agency etc., carry out surveillance, interview claimants and third parties, prepare statements and attend court.

To act as the ‘lead officer’ in collating evidence to instruct the appointed legal representatives in criminal prosecutions. Oversee and advise ‘investigation officers’, test check work and caseloads to ensure investigations are conducted to the required standards and give ‘fraud awareness’ training to staff as and when required. 

A minimum of three years relevant experience would be required to perform this role including supervisory experience.

Indicative salary maximum -  £38,000. Actual salary maximum could be lower or higher; this figure is provided to give a broad indication of the likely salary for this job. 



		

peter thomas: Level I: ‘Qualified’ Basic Worker (including personal care) – home care 

This job holder carries out a range of flexible personal care and support activities usually within a client's own home environment.

The duties involved for these postholders include:

* individual responsibility for the personal needs of clients including, for example, ensuring medication is taken; * domestic duties - for example, cleaning, cooking and washing; * physical tasks - for example getting into/out of bed, dressing, washing, toileting and feeding clients;* social duties - for example, talking with clients; * helping clients to maintain contact with family, friends and community; * helping to write letters and make telephone calls;*assisting with shopping and recreation;* advise on safeguarding of cash; * health & safety issues in the client's home;* liaising with other agencies as necessary e.g. GP, health services;* keep records and contribute to case reports/conferences etc.

Indicative salary maximum -  £22,000.  Actual salary maximum could be lower or higher; this figure is provided to give a broad indication of the likely salary for this job.  



		

peter thomas: Level II: ‘Qualified’ Senior Worker (including personal care/supervision) – home care 

This job holder carries out a range of flexible personal care and support activities usually within a client's own home environment.

The duties involved for these postholders include:

(1) *possibly direct the work of level 1 home carers AND/OR * participate in the organisation of the service e.g. setting staff rotas etc. AND/OR * greater and more involved interaction with client on more complex social care matters affecting the individual AND/OR * involved with clients with higher levels of dependency AND/OR * involved as part of a specialist unit dealing with more disagreeable work elements.
(2) * individual responsibility for the personal needs of clients including, for example, ensuring medication is taken; * domestic duties - for example, cleaning, cooking and washing; * physical tasks - for example getting into/out of bed, dressing, washing, toileting and feeding clients;* social duties - for example, talking with clients; * helping clients to maintain contact with family, friends and community; * helping to write letters and make telephone calls; *assisting with shopping and recreation;* advise on safeguarding of cash; * health & safety issues in the client's home;* liaising with other agencies as necessary e.g. GP, health services;* keep records and contribute to case reports/conferences etc

Indicative salary maximum -  £31,000  Actual salary maximum could be lower or higher; this figure is provided to give a broad indication of the likely salary for this job.  



		

peter thomas: Teaching Assistant: Level 2

The post holder will work under the instruction/guidance of teaching/senior staff to undertake work/care/ support programmes, to enable access to learning for pupils and to assist the teacher in the management of pupils and the classroom.  Work may be carried out in the classroom or outside the main teaching area.

Salary entered should be based on full-time ‘job evaluated’ grade.		

peter thomas: Teaching Assistant: Level 4

The post holder will support and deliver learning by complementing the professional work of teachers by taking responsibility for agreed learning activities under an agreed system of supervision.  This may involve planning, preparing and delivering learning activities for individuals/groups or short term for whole classes and monitoring pupils and assessing, recording and reporting on pupils’ achievement, progress and development. Additionally, the post holder will be responsible for the management and development of a specialist area within the school and/or management of other teaching assistants including allocation and monitoring of work, appraisal and training.

The post holder could, under an agreed system of supervision, take a lead role within the school to address the needs of pupils who need particular help to overcome barriers to learning.

(The above capsule JD is an amalgam of the  ‘supporting and delivering learning’ and ‘behaviour/guidance/support’ Level 4 job profiles. In reality the welfare/ pedagogic division is likely to artificial in practice, and the key factor at the higher level, is the ability to provide class cover in the absence of the teacher.)

Salary entered should be based on full-time ‘job evaluated’ grade.		

peter thomas: Level I:  Nursery Officer/Nurse

The main purpose of the job is to be a productive member of a staff team, providing an emotionally secure, stimulating and safe learning environment, that will ensure the children and families are prepared for and experience a positive transition into full time education.

Typical duties include providing forward planning and learning programmes for individuals or groups of children appropriate to their needs and developmental stages, to providing a stimulating and appropriate range of activities that promotes the early learning goals, to encourage positive self-image in children and their family regardless of cultural heritage, race, religious beliefs disability and gender, to undertake key worker responsibilities for a group of children and to monitor and record their development within their individual early years profile. 
  
Indicative salary maximum - £23,000.  Actual salary maximum could be lower or higher; this figure is provided to give a broad indication of the likely salary for this job. 		

peter thomas: Level II: Nursery Officer/Nurse

Primary duties are as for Level I, but with supervisory responsibility for Level I nursery officers. In addition, a Level II nursery officer can be expected to perform some or all of the following duties:

To ensure services for children identified as having special educational needs receive a comprehensive service through joint working with colleagues within the department and from the Education and Health Departments.

To work in a productive partnership with parents/carers, resulting in the appropriate sharing of information and consultation with regard to the needs and developmental progress of the children, to participate in any relevant statutory child protection proceedings as required.

To present clear, accurate and concise reports for presentation at the child's individual review and to undertake key worker responsibilities for a group of children, monitoring and recording their development within their individual early years profile.
 
Indicative salary maximum - £27,000.  Actual salary maximum could be lower or higher; this figure is provided to give a broad indication of the likely salary for this job. 



		

peter thomas: Parking Attendant

The overall objective of the job is to ensure the effective regulation of the borough’s controlled parking policies. Typical duties may include: patrolling a specified area; issuing penalty charge notices; advising and assisting members of the public in relation to borough’s controlled parking policy; drafting/writing letters and reports; and undertaking any administrative work required.

																		£0		£0

				139		Social Worker Mental Health & Learning Disability 		I																		£0		£0

				140		Social Worker Mental Health & Learning Disability 		II																		£0		£0

				141		Social Worker Mental Health & Learning Disability 		III																		£0		£0

				142		Social Worker Mental Health & Learning Disability 		IV																		£0		£0

				Count		131
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Monitoring sheet

		Equalities Monitoring - Data excludes schools'staff. Please enter numbers (not percentages)

		Borough Name:														Data for period:				1st April 2012 to 31st March 2013

				up to <£20,000		£20,000 to <£25,000		£25,000 to <£30,000		£30,000 to <£35,000		£35,000 to <£50,000		£50,000 and over		Total				Sexuality		Numbers

		Ages 16 to 24																		Bisexual

		Ages 25 to 39																		Gay Man

		Ages 30 to 39																		Heterosexual

		Ages 40 to 49																		Lesbian

		Ages 50 to 64																		Total known

		Age 65 and over

		Staff with a Disability																		Religion/Belief				Numbers

		Asian or Asian British																		Buddhist

		Black or Black British																		Christian

		Other Ethnicity																		Hindu

		Dual/Multiple Heritage																		Jewish

		White Staff																		Muslim

		Women Staff																		Sikh

		Average age																		Other

																				Total Known

				Recruitment						Leavers						Appraisal Scores				Internal Training Courses attended		HR Casework

				Applied		Short-listed		Appointed		Leavers (all)		Leavers (resignations)		Promotions		Top score at appraisal		Lowest score at appraisal				Grievance Cases		Discipline Cases		Part-time Staff

																Attened Training courses

		Ages 16 to 24

		Ages 25 to 39

		Ages 30 to 39

		Ages 40 to 49

		Ages 50 to 64

		Age 65 and over

		Disabled Staff

		Asian or Asian British

		Black or Black British

		Other Ethnicity

		Dual/Multiple Heritage

		White Staff

		Women staff

		Number of maternity leave cases								Space for notes

		No. of returners after maternity leave

		Number of Transgender staff
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_1434450900.xls
HR Outputs

		Ref		Theme		Type				Definition		Existing HCM guidance		BVPI guidance		Calculation base		New/existing		Data for/as at		Format of response		HCM results report will show

		1		HR - Delivery		HR Casework		Number of new capability cases		Capability/Performance Management Cases - the number of new formal cases received by HR in the survey period (exclude cases relating only to sickness absence).						Headcount		New		12 months		Whole number		As a % of average headcount

		2		HR - Delivery		HR Casework		Number of capability dismissals		Number of dismissals on the grounds of capability (exclude cases relating only to sickness absence						Headcount		New		12 months		Whole number		As a % of average headcount

		3		HR - Delivery		HR Casework		Number of concluded disciplinary cases		Disciplinary cases - number of formal cases concluded in the survey period. Concluded is defined as having received the decision on the main case.						Headcount		New		12 months		Whole number		As a % of average headcount

		4		HR - Delivery		HR Casework		Disciplinary cases - total number of calendar days duration		Disciplinary cases - total number of calendar days duration of all formal cases concluded in period. The date of conclusion is defined as the date of the decision on the main case excluding any further monitoring/review periods. The start date is the date the formal case is received in HR. Count only cases concluded in period but for duration count duration inside and outside of the period.						Calendar days		New		12 months		Whole number		As an average number of calendar days per case.

		5		HR - Delivery		HR Casework		Number of concluded suspensions		Suspensions - numbers concluded in period						Headcount		New		12 months		Whole number		As a % of average headcount

		6		HR - Delivery		HR Casework		Suspensions - FTE calendar days lost		Suspensions ending within the survey period - total FTE calendar days lost. Count only suspensions ending in period but count FTE days lost inside and outside of the period.						FTE calendar days		New		12 months		Number		As an average number of FTE days of concluded suspensions

		7		HR - Delivery		HR Casework		Number of ET cases received		Number of Employment Tribunal cases received in the period.						Headcount		New		12 months		Whole number		As a % of average headcount

		8		HR - Delivery		HR Casework		Number of grievances received		Grievance/Fairness at work cases (please include harassment cases) - number of new formal cases received by HR in the survey period. To avoid double counting of grievance cases, please count only new cases ie: do not count later stages of an existing case as new.						Headcount		New		12 months		Whole Number		As a % of average headcount

		9		HR - Delivery		HR Casework		Number of HR FOI requests		Number of HR  FOI requests received. Count all FOIs allocated to HR (your FOI co-ordinator should be able to provide a figure)								New		12 months		Whole number		Number received

		10		HR - Delivery		Recruitment		Average calendar days to recruit		Average calendar days to recruit - count from the closing date of the job advert to the date of the provisional offer.						Calendar days		New		12 months		Whole number		Average calendar days

		11		HR - Delivery		Recruitment		Headcount of permanent contract new starters processed		Headcount of permanent contract new starters processed						Headcount		New		12 months		Whole number		As a % of average perm headcount

		12		HR - Delivery		Recruitment		Headcount of temporary, fixed term and casual contract new starters processed		Headcount of temporary and casual new starters processed						Headcount								As a % of average perm headcount

		13		HR - Delivery		OD/Training delivery		Number of Online courses on offer		Number of online courses on offer								New		At period end		Whole number		Ratio to end period headcount

		14		HR - Delivery		OD/Training delivery		Headcount of staff completing online courses		Headcount of staff completing online courses						Headcount		New		12 months		Whole number		% of average headcount

		15		HR - Delivery		OD/Training delivery		Total FTE days staff spent on face-to-face training on in-house courses		Total FTE days staff spent on face-to-face training on in-house courses. For example a 2 day course with 10 staff attending would count as 20 days. A half day course attended by 10 staff would count as 5 days.						FTE days		New		12 months		Number		Ratio to average headcount.

		16		HR - Delivery		OD/Training delivery		Appraisals		Appraisals - staff who received an appraisal in the past 12 months as a % of staff who should have received an appraisal						Headcount		New		At period end		%		Staff who received an appraisal as a % of those who should have received an appraisal.
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HR Resources (2)

		Borough:

		Name of contact:

		Email address of contact:

		Date as at:



		Type of work		FTE of HR staff at each level (include the FTE of temps, agency workers and consultants who are a regular part of your HR resources*)												Total FTE of your HR service		Is this work area outsourced? Y/N		If outsourced please give name of provider		Is this work area shared? Y/N		If shared please give name(s) of partner(s)**		Team name (at your authority)		Comments

				Sc1-4		Sc5-6		SO1-PO2		PO3-5		PO6-8		>PO8

		Recruitment   

		HR employee support incl. Employee contract admin, basic terms and conditions advice, personal file maintenance

		Payroll

		Pensions

		HR Advice, Employee relations, management case support

		HR/OD strategy, policy, workforce planning

		OD - Transformation/change

		Occupational Health & Wellbeing

		Health & Safety

		HR Metrics/Information 

		Learning & development/ training including related admin

		Equalities in employment

		Others (please specify by adding to this list)

		 Head of service

		 * Regular = have been in place for 6 months or more and are likely to be in place for the next 6 months or more

		 ** If you are part of a shared HR team, please liaise with your partner authority to provide a return that reflects your FTEs (either proportionately or as a single return for all partner councils)

		If a post falls into more than one category of work apportion in % (ie: do not double count)

		Exclude time spent on HR work for schools



		Other proposed questions in the survey:



		HR budget as a % of total budget - (for total budget Haringey will get councils' revenue budgets from London Councils). 

		Total annual basic HR salary pay bill (£). 



&"-,Bold"Appendix 3





Cover























												HUMAN CAPITAL METRICS SURVEY

												April 2012 to March 2013





								BOROUGH:



								CONTACT:



								TELEPHONE:



								E-MAIL:





















































Indicators

		Human Capital Metrics Survey 2012-13.

				 Notes:  Exclude schools staff from all figures. Separate guidance notes and a mapping schedule for sickness reasons are provided.

						Direct Employment (as at 31st March 2013)

						1		Pay Bill 

Paul Warren: 1.  Pay bill
As at the end of period - total annual basic pay of all staff you have included in your end period staff numbers. Ensure that part-timers' annual basic is pro-rata to their hours. EG: A 0.5 FTE part-timer's annual basic should be 0.5 of the full-time rate for the job. Do not include on-costs. 		see note



						2		Headcount 

Paul Warren: 2. Headcount
Headcount as at end of period. Exclude school-based staff. Include permanent staff only, staff on fixed term contracts or temporary staff that have been employed by the authority for over a year should be considered permanent.

		see note 



						3		Full-time equivalent

Tessa Mapley: 3. Full-time equivalent
FTE as at end of the period. Exclude school-based staff. Include permanent staff only. Staff on fixed term contracts or temporary staff that have been employed by the authority for over a year should be considered permanent. 		see note 





						Age (as at 31st March 2013)

						4		Headcount by age band

Paul Warren: 4. Age - Headcount by age band - This is an age-band breakdown of your headcount as at end of period.
		see note 



								16 to 24:

								25 to 39:

								40 to 49:

								50 to 64:

								65 and older:

								Not known:



						5		Average age

Tessa Mapley: 5. Average age - this is the average age of staff in your headcount as at the end of period.
		see note 





						Gender (as at 31st March 2013)



						6		Headcount by gender

Paul Warren: 6. Headcount by gender. This is a by gender breakdown your headcount as at the end of period.		see note 



								Male:

								Female:

								Other:

								Not known:



						7		% of top 5% earners: female

Peter Thomas: 7. Percentage of top 5% earners: female
Formula = use same methodology as for BVPI 11a
Base of calculation Headcount as at the end of period.
Exclude school based staff 
		see note 





						Ethnicity (as at 31st March 2013)



						8		Headcount of staff from an ethnic minority background 

Paul Warren: 8.  Headcount of staff from an ethnic minority background 
Formula = use same methodology as for BVPI 17a but include Chinese in Asian.
Base of calculation =  headcount as at the end of period.
Exclude school based staff		see note 



								Asian (inc Chinese)

								Black

								Mixed

								White

								Other

								Not known



						9		% of top 5% earners: BME

Peter Thomas: 9. Percentage of top 5% earners: BME
Formula = use same methodology as for BVPI 11b
Base of calculation Headcount as at the end of period.
Exclude school based staff		see note 





						Disability (as at 31st March 2013)

						10		% of staff declaring a disability 

Paul Warren: 10. Percentage of staff declaring a disability.
Formula = use same methodology as for BVPI 16a
Base of calculation Headcount as at the end of period.
Exclude school based staff



		see note 



						11		% of top 5% earners who are disabled

Peter Thomas: 11. Percentage of top 5% earners who are disabled 
Formula = use same methodology as for BVPI 11c
Base of calculation Headcount as at the end of period.
Exclude school based staff 
		see note 







						12		Headcount by length of service (as at 31.3.2013)

Paul Warren: 12. Employment by length of service 
Headcount as at the end of period - by length of service categories

		see note 

								Less than 1 year

								1 - < 2 years

								2 to < 3 years

								3 to < 5 years

								5 to < 10 years

								10 to < 15 years

								15 to < 20 years

								20+ years





						Sickness Absence (1st April 2012 to 31st March 2013)



						13		Average number of days lost per employee

Paul Warren: 13. Average number of working days lost per employee

Formula  = total number of working days lost/total number of employees

Base of calculation = full-time equivalents

Total number of working days lost - include all absences attributed to sickness, including all long-term sickness absence irrespective of length, absences due to industrial injury and absences of less than one day.

Total number of working days lost - exclude absences for medical and dental appointments and maternity leave

Exclude any days that the absent employee would not have been expected to work.  For example, a full-time employee who usually works Monday to Friday only, and is absent from Thursday to the following Tuesday inclusive, should be counted as absent for four working days and not six calendar days.  
 
For part-time employees absences on days when the employee would not have been expected to work should be excluded.

Leavers are to be included.		

Tessa Mapley: 3. Full-time equivalent
FTE as at end of the period. Exclude school-based staff. Include permanent staff only. Staff on fixed term contracts or temporary staff that have been employed by the authority for over a year should be considered permanent. 		see note 



						14		Average number of days lost per employee - short-term absence (under 20 days' continuous)

Paul Warren: 14. Short-term absence - average days lost per employee - Formula as for Average number of days lost but include only absence periods of less than 20 days.


		see note 



						15		Average number of days lost per employee - long-term absence (20 days' or more continuous)

Paul Warren: 15 - Long-term absence -  average days lost per employee to absences lasting 20 days or more. Formula as for Average days lost but count only days lost to absence periods of 20 days or more.
		

Paul Warren: 4. Age - Headcount by age band - This is an age-band breakdown of your headcount as at end of period.
		see note 



						16		Headcount of staff who had sickness absence in the period

Tessa Mapley: 16. Headcount of staff who had sickness absence in the period - EG: 1 member of staff with 3 absences counts as 1 headcount.




						17		Reasons for sickness absence 

Paul Warren: 16. Reasons for sickness absence

Formula = total number of working days lost  by reasons 
Base of calculation = full-time equivalents
If the categories used by your borough do not exactly match those listed, please amend the ‘nearest match’ and complete accordingly. Please see mapping schedule provided to survey contacts in each borough.

Please complete as many of the categories as you can.  		

Tessa Mapley: 5. Average age - this is the average age of staff in your headcount as at the end of period.
		see note 

								Back & neck problems

								Other musculo-skeletal problems

								Medical conditions

								Minor conditions (eg cold/flu)

								Stress/depression/anxiety/mental health 

								Other

								Reason not recorded

								Total Days Lost

Paul Warren: Calculated automatically		see note 				0.0



						18		Cost of sickness absence (£)

Paul Warren: 17. Cost of sickness absence (direct)

Base of calculation =  full-time equivalents

Direct cost of absence should be based on an individual’s basic salary. On-costs (National Insurance, pension) are to be excluded.

Alternative: calculate an average day's pay from your pay bill figure (Q1) and your FTE as at the end of period. (For most councils this will be paybill/FTE/52.142/5)
		

Paul Warren: 6. Headcount by gender. This is a by gender breakdown your headcount as at the end of period.		see note 



						19		Number of Occupational Health referrals		see note 





						Agency and temporary workers



						20		Agency FTE (snapshot at or near end of period)

Paul Warren: 19. Agency workers - FTE. 
FTE of agency workers - FTE of agency workers working on a representative day in March 2013. Alternatively the average FTE for March 2013. This metric applies to agency workers procured through your main provider/neutral vendor/framework agreement.



		

Peter Thomas: 7. Percentage of top 5% earners: female
Formula = use same methodology as for BVPI 11a
Base of calculation Headcount as at the end of period.
Exclude school based staff 
		see note 



						21		Cost of agency workers (£) (2012-13)

Paul Warren: 20. Cost of agency workers (£)

Cost of agency workers - cost of agency workers working in 2012-13. This metric applies to agency workers procured through your main provider/neutral vendor/framework agreement.




		see note 



						22		Temporary staff headcount (31st March 2013)

Tessa Mapley: 21. Temporary staff headcount - Temp staff headcount (exclude casuals) as at period end - include staff on temporary or fixed term contracts of less than 12 months who have less than 12 months' service
		see note 



						23		Temporary staff FTE (31st March 2013)

Tessa Mapley: 22. Temporaray staff FTE - Temp staff fte (exclude casuals) as at period end - include staff on temporary or fixed term contracts of less than 12 months who have less than 12 months' service
		

Paul Warren: 8.  Headcount of staff from an ethnic minority background 
Formula = use same methodology as for BVPI 17a but include Chinese in Asian.
Base of calculation =  headcount as at the end of period.
Exclude school based staff		see note 





						Leavers (1st April 2012 to 31st March 2013)



						24		Number of leavers by reason

Paul Warren: 23. Number of leavers by reason

Formula = number of leavers in a set period by reason

Base of calculation = headcount

Enter the number of leavers by the following categories.

* Resignations - include all resignations. 

* Retirements – include normal age retirements; early retirements (either with or without enhancements); ill health retirements (also refer to dismissals); retirements under 85-year rule; and those made for the ‘efficiency of the service’.   Exclude redundancy retirements.

* Dismissals – include dismissals made on the grounds of: conduct; capability (including ill health dismissals but excluding those where the employee is dismissed on health grounds and has immediate access to their pension); breach of statute; and some other substantial reason.  Dismissals made on the grounds of redundancy should be excluded (refer to redundancies).

* Redundancies – include compulsory redundancies, voluntary redundancies and redundancy retirements.

* Transfers – include all TUPE transfers, statutory transfers and transfers to other organisations under, for example, new partnership working arrangements.

* Others – e.g. death in service, end of fixed-term contract (Please also refer to the paragraph below.)

Total number of leavers is calculated automatically
     
Employees on maternity/parental leave and internal transfers/redeployments/ promotions should not be counted as leavers. 

 Employees leaving after a fixed-term contract of more than one year has ended should be allocated to the appropriate category.  For example, an employee on a three-year fixed contract leaving after working for the entire period of the contract should be allocated to the ‘other’ category.  An employee resigning after two years of the contract should be allocated to the ‘resignations’ category.


		

Peter Thomas: 9. Percentage of top 5% earners: BME
Formula = use same methodology as for BVPI 11b
Base of calculation Headcount as at the end of period.
Exclude school based staff		

Paul Warren: 10. Percentage of staff declaring a disability.
Formula = use same methodology as for BVPI 16a
Base of calculation Headcount as at the end of period.
Exclude school based staff



		see note 



								Resignations/voluntary

								Retirements

								Dismissals

								Redundancies

								Transfers

								Others



						25		Leavers with less than 1 year's service

Paul Warren: 24. Leavers with less than 1 year's service		

Peter Thomas: 11. Percentage of top 5% earners who are disabled 
Formula = use same methodology as for BVPI 11c
Base of calculation Headcount as at the end of period.
Exclude school based staff 
		

Paul Warren: 12. Employment by length of service 
Headcount as at the end of period - by length of service categories

		see note 





				Your data can be submitted online at infinistats.com where you can see your results immediately, edit your responses and run reports. If you are not already set up with a logon please contact tessa.mapley@haringey.go.uk for the contact details of your council's infinistats Super User. If you prefer you can submit your response by returning this questionnaire to tessa.mapley@haringey.gov.uk by 26th July 2013.
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