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THE LONDON AGREEMENT “GOLD BOOK”
Arrangements for the governance of the Greater London Provincial Council (GLPC) and Greater London Employers Forum (GLEF) are contained in the London Agreement, (agreed in 2000, as amended) the so-called Gold Book. This is an agreement between the London local government employers and the trade unions.  It includes the London pay spines (inner and outer London) which are linked by agreement to increases in line with NJC pay settlements.

In summary GLEF is a discussion forum (2 meetings a year) and the GLPC is the decision-making body (2 meetings a year). Members of the GLPC Employers Side are appointed from among the members of GLEF.

Background Information
In January 2004 the Employers’ Side of the GLPC suspended the Joint Machinery in light of the position taken by the Union Side (referral to National Joint Council (NJC)), in pursuing its claim regarding the London allowance.  Following a review of the joint machinery requested by Leaders Committee in June 2004 the new constitution (as described below) was jointly agreed.

London Agreement attached: 






GREATER LONDON EMPLOYMENT FORUM (GLEF)

The purpose of GLEF is to provide a forum where London employer and employee representatives can meet to discuss and debate employment matters of concern to the London authorities and their workforces and, where appropriate, recommend areas/opportunities for regional agreement and working.  

The GLEF may consider and debate any employment, development, efficiency, performance and improvement related matter affecting the employees of the London authorities which could include:

· pay and conditions of employment including equal pay issues;
· productivity and performance management; 
· measures to improve efficiency, effectiveness and value for money;
· measures to increase the skills and capacity of the workforce;
· equality and diversity in the workplace; 
-	Employee health, safety and well being

Membership

Employers’ Side - The 33 employer representatives on the GLEF will be appointed by London Councils on the basis of one elected member representative per authority, including the City of London.

Union Side - The Union Side of the GLEF will comprise 32 representatives apportioned as determined by the Trade Unions.

Meetings
Two meetings of the GLEF will be scheduled each year including the AGM. 
GLEF Constitution (attached)





GLEF Membership (attached)
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GREATER LONDON PROVINCIAL COUNCIL (GLPC)

The GLPC is the negotiating body for local authorities in London as major employers in the capital and their employee representative (Unison, GMB and Unite). These arrangements provide the regional link between local employee relations issues, the National Joint Council (NJC) and National Association of Employers (NARE) as well as other issues of interest to London employers and unions as a collective.  When it was formed, its principal role was described as ‘to reach agreement on regional schemes of pay and conditions of service for application in the London boroughs’.  The GLPC may consider any employment matters referred to it by any of its constituent bodies, the GLEF, or the National Joint Council.  It may consult on, negotiate and determine regional agreements on any matter affecting the employment contracts of employees covered by the London Agreement.

Membership

Employers’ Side - 15 employer representatives appointed by London Councils Leaders Committee
Union Side - 16 representatives apportioned as determined by the trade unions (Unison, GMB and UNITE)
Meetings
Two meetings of the GLPC will be scheduled each year including the AGM. 

GLPC Constitution (attached)



GLPC Membership (attached)
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ROLE OF THE JOINT SECRETARIES

London Councils (on behalf of the Employers’ Side) and the Union Side each appoint a Secretary from their respective joint secretaries to act as the Co-Secretaries for both the GLPC and the GLEF.  The Joint Secretaries are responsible for the management and administration of the joint machinery.  They also meet to agree agendas for GLEF and GLPC meetings. It is the responsibility of the Co-Secretaries and Joint Secretaries to ensure that the constitutional position of the GLPC is adhered to in any dealings with constituent bodies. 

The Joint Secretaries can visit constituent bodies to consider any difference or dispute and take appropriate steps to assist in its resolution, providing a mediation service to support the resolution of local and regional disputes. Over the last few years there have been a handful of cases reported to the GLPC. 

The Secretaries are:

Employers’ Side – Steve Davies (REO)
Union Side Joint Secretary – Helen Reynolds (Unison)
Co - Secretary – Dave Powell (GMB)
Co- Joint Secretary - Onay Kasab (Unite)


LONDON COUNCILS – REGIONAL EMPLOYERS’ ORGANISATION (REO)

London Councils hosts the London Regional Employers’ Organisation (REO) which is one of the eleven regional employers’ groups, which represents the interests of local authorities as major employers across the United Kingdom (see NARE for more details).

The REO is resourced with 2 members of staff (Steve and Debbie) and provides:

· Support to national and regional employers which includes acting as the Employers’ Side Secretary of the Greater London Provincial Council and the Greater London Employment Forum. 
· Advice to London authorities on local pay and employment practices (the London Agreement); 
· A consultancy service and maintenance of the training for the Greater London Provincial Council Job Evaluation Schemed owned and sold under licence by London Councils (free to London authorities). 
· Promotion of useful information, advice and guidance relating to employment practices which support improvement and efficiency in public service delivery in London.
· Facilitating a small number of key HR networks which includes the London Heads of HR and Pay and Employee Relations Forum.
· Represent London at a regional level.  Recent examples have included Public Health.

Link to website: http://www.londoncouncils.gov.uk/who-we-are/committees-and-networks/regional-employers-organisation 

NATIONAL ASSOCIATION OF REGIONAL EMPLOYERS (NARE)
NARE includes members and officers from each of the regions in the United Kingdom.  This provides a strong national voice to influence negotiations on pay, terms and conditions.  It is also a useful platform for sharing information and collaborating with other regions.  NARE meets four times a year.  

The Chair and Vice-Chair of the GLPC/GLEF attend these meetings along with the Head of the REO (Steve Davies).

The Regional Employers’ Organisations include:

· East Midlands Council, East of England LGA,North East Regional Employers’ Organisation, North West Employers, Northern Ireland LGA, South East Employers,
South West Councils, Welsh LGA, West Midlands Councils and Local Government Yorkshire & Humberside.

NARE Constitution (attached)




 
National Joint Consultative Committees - The NJC Employers’ Side has indicated that they wish to reduce the number of negotiating bodies as described below.

NATIONAL JOINT COUNCIL (NJC) FOR LOCAL GOVERNMENT SERVICES

The pay and terms of conditions of employment for over 1 million local government services' workers is determined by the National Joint Council (NJC) for Local Government Services.

The NJC for Local Government Services has 70 members: 12 on the employers' side and 58 on the trade union side.

The NJC for Local Government Services in 1997 agreed a national framework for local modification (known as Part 3).  This agreement called the Single Status Agreement (commonly known as the Green Book (attached)), details these pay and conditions of service.  

If you would like a copy of the Green Book, please contact Debbie Williams.

The LGA’s Workforce Team offers advice and support to local authorities on the national agreement.  However, authorities are advised to first contact their regional employers’ office (London Councils

Link to website: http://www.local.gov.uk/web/guest/workforce-local-government/-/journal_content/56/10180/3700149/ARTICLE 




JOINT NEGOTIATING COMMITTEE (JNC) FOR LOCAL AUTHORITY CRAFT AND ASSOCIATED EMPLOYEES

The Joint Negotiating Committee (JNC) for Local Authority Craft and Associated Employees agreements applies to approximately 519 (as at April 2014), London-based local authority craft and associated employees plus another approximately 4,000 such employees in England and Wales.

There are 24 members of the National JNC for Local Authority Craft and Associated Employees: 12 for the Employers' Side and 12 for the Trade Union Side.

The agreement covering national pay and conditions of employment for engineers, electricians, builders and other craft employees of local authorities is known as the Red book.

Link to website: http://www.local.gov.uk/web/guest/search/-/journal_content/56/10180/3700423/ARTICLE 


SOULBURY COMMITTEE

The Soulbury Committee provides for the advisory staff in local education authorities (LEAs). It covers staff including: educational improvement professionals; educational psychologists, and young people's/community service managers. In addition to the annual pay increase, this committee determines the national salary framework

The Soulbury Committee comprises:

· 5 members (nominated by the LGA) and 1 member from the Welsh Local Government Association on the employers' side
· The officers' side, which is made up of the Association of Professionals in Education & Children's Trusts (ASPECT), the Association of Educational Psychologists (AEP), the National Association of Youth and Community Education Officers (NAYCEO) and the National Union of Teachers (NUT)

Link to website: http://www.local.gov.uk/web/guest/search/-/journal_content/56/10180/3510514/ARTICLE


JOINT NEGOTIATING COMMITTEE (JNC) FOR CHIEF OFFICERS

The JNC for Chief Officers has 38 members: 12 for the employers’ side and 26 for the staff side.

Link to further information: http://www.local.gov.uk/web/guest/search/-/journal_content/56/10180/3700185/ARTICLE 

JOINT NEGOTIATING COMMITTEE (JNC) FOR CHIEF EXECUTIVES

The JNC for Chief Executives has 27 members: 12 for the employers’ side and 15 for the staff side.

Link to further information:  http://www.local.gov.uk/web/guest/workforce-local-government-pay/-/journal_content/56/10180/3700165/ARTICLE


Other Key Employer Representative Bodies

EUROPEAN CENTRE FOR EMPLOYERS AND ENTERPRISES PROVIDING PUBLIC SERVICES (CEEP)

CEEP UK is part of CEEP Europe, a highly influential body officially recognised by the European Commission to participate in social debate and influence European policy. 
As a recognised social partner at European level they champion the interests of UK public sector employers & organisations and providers of public services.  CEEP have a proactive presence and continue to ensure that they are respected at European level for their pragmatism and expertise which is drawn from volunteers within the organisations in membership.  
Link to website: http://www.ceepuk.co.uk/ 


LOCAL GOVERNMENT ASSOCATION (LGA) RESOURCES BOARD

From September 2015, new governance arrangements in the LGA mean workforce issues will be considered by the newly established Resources Board. This will enable issues affecting the  workforce to be considered within a wider resources context although the LGA has also emphasised the importance of the LGAs other Boards integrating consideration of workforce into their discussions on areas of policy and improvement.

The purpose of the Resources Board is to provide strategic oversight of the Local Government Association's (LGA) policy and activity in relation to all the resources available to councils, including their workforces as well as finances. The main workforce issues include:

· pay and reward, productivity, pensions, the role and responsibilities of the employers the LGA represents, workforce development, equalities and
other strategic workforce challenges.

Link to website: http://www.local.gov.uk/web/guest/workforce-local-government/-/journal_content/56/10180/3700149/ARTICLE



Employee Representative Bodies (Unions)

UNISON

UNISON is not an acronym. The name comes from how the union was formed in 1993. ie: the unison of the 3 unions NALGO, NUPE & COHSE.  UNISON represents and acts for members working in a range of public services and utilities, whether they're employed by private companies, public authorities or in the community and voluntary sector. Link to website: http://unison.org.uk/ 


GMB

The GMB, a general trade union, stands for General, Municipal, Boilermakers, and Allied Trade Union. It is a merger of many different unions including the National Union of General and Municipal Workers and the Amalgamated Society of Boilermakers. It’s members are from many sectors, many manual workers in local government including schools, health care and the ambulance service, security, retain, distribution and the utilities.
  
Link to website: http://www.gmb.org.uk/ 

UNITE
Unite has the lowest level of membership across London local government and the sector as a whole.  Link to website: http://www.unitetheunion.org/ 


ASSOCIATION OF LOCAL AUTHORITY CHIEF EXECUTIVE (ALACE)

ALACE is the recognised negotiating body for chief executives’ employment conditions. They represent members on pay, pension entitlements, and all other national conditions of service.
Link to website: http://www.alace.org.uk/ 


Other Key Stakeholders

SOCIETY OF LOCAL AUTHORITY CHIEF EXECUTIVES (SOLACE)

Solace is the representative body for the Chief Executives and senior managers working in the public sector in the UK.  

Link to website: http://www.solace.org.uk/ 


SKILLS FOR LOCAL GOVERNMENT
Skills for Local Government is the sector skills council who works closely with employer organisations, local authorities and trade unions to help them identify and obtain the skills and training their people need in order to deliver first class local services.
Link to website: http://www.sfjuk.com/sectors/local-government/ 


HR METRICS SERVICE

All 33 London authorities via the London Heads of HR network provide the raw data and commission a benchmarking service covering pay & benefits and other HR related data.  The service produces a Human Capital Metrics scorecard for London – 2013/14 scorecard attached for information.



Key Facts
Size of London local government workforce 
In 2013 London authorities 
· employed a Full Time Equivalent (FTE) of 86,176 people  
· With an average: population of 249,000, budget of £224 million, and employing an average FTE of 2611 people (33 authorities) on an average basic salary of £ £32,500 (27 authorities provided pay data). London authorities are big employers and influential community leaders.
· Estimated figures show that overall London authorities made 11,178 employees redundant between 2010 and 2013 with a peak in 2011/12 of 5,577 redundancies (50% of the total redundancies over the three years). 
· Of the above total for London over the three years (2010/13), Inner London boroughs made 4,994 employees redundant 2,372 (47.5%) in 2011/12; while Outer London boroughs made 6,184 employees redundant 3,205 (51.8%) in 2011/12.
· This equates to 10% of the 2011 London boroughs’ total headcount (10.5% for Inner London boroughs and 9.7% for Outer London).
Broad expectations leading to future reform of London local government workforce
· It is anticipated that the next 2 years will see further significant reductions in staff across the board due to marked financial constraint.  Scale is unknown but it is envisaged that it will be at least on the scale of what the sector has faced in the last 3 years.
· It is likely that the reductions will hit the same job families across all LAs (clerical and other back office, low skilled staff)
· Conversely it is envisaged that the sector will continue to face difficulties recruiting higher skilled posts; especially true if the London wide employment market continues to be buoyant as predicted.  Attracting quality applicants in sufficient numbers for some areas remains a challenge. In 2013 data from the London HR metrics service showed that Children’s Team Managers and Specialist Advanced Social Workers were difficult to recruit and retain posts.  Extreme difficulties were also reported in Adults Team Manager, Senior Social Workers, Occupational Therapists, Building Control, Trading Standards and legal posts across a number of London authorities. 
· Public Sector workforce is getting older.
· There are community and equality impacts both considering the existing profiles (predominantly female, good relativity to BME communities) and many successful programmes to appease unemployment, especially youth targets. Many local authority staff live in their host borough.
· Future expected demands in some statutory service areas have major workforce implications e.g. implementing the Social Care Act will have significant implications on the social care workforce from 2015. 
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INTRODUCTION

“THE GOLD BOOK”

The “Gold Book” brings together the arrangements, agreements and advice
agreed by the Greater London Provincial Council (GLPC).

It includes the special London Provincial arrangements relating to the
implementation of the National Joint Council 1997 Single Status agreement.

The Gold Book provides the basis for future discussions at the GLPC on terms
and conditions of employment in the London Boroughs and associated Joint
Boards and Joint Committees.

The GLPC represents local authorities in London and their employees.

Its principal role is to reach agreement on regional schemes of pay and conditions
of service for application in the London boroughs.

The GLPC has a strong commitment to joint negotiation and consultation at all
levels.

The Gold Book is organised into three Sections:
Section 1 The Constitutions of the GLPC and Greater
London Employers Forum (GLEF);
responsibilities of the Secretaries; and the
procedures for dealing with differences,
disputes and job evaluation appeals
Section 2 Provincial Agreements

Section 3 Provincial Advice





CONSTITUTIONAL ARRANGEMENTS

e Greater London Provincial Council — Constitution
e Greater London Employers Forum - Constitution
e Role of the Secretaries

e Procedures for dealing with differences, disputes and job
evaluation appeals





CONSTITUTION OF THE GREATER LONDON PROVINCIAL COUNCIL

PRE-AMBLE AND SCOPE

1. The London authorities within the scope of the London Agreement and the trade
unions representing the employees in those authorities have determined new
arrangements for the conduct of employment related business, consultation and
negotiation at regional level. These arrangements provide the regional link between
local employee relations issues and the National Joint Council.

2. A list of the authorities covered by the London Agreement is attached as Appendix 1.
3. The trade unions party to the London Agreement are:

- GMB
- Unison
- Unite

4. The arrangements comprise:

- The Greater London Provincial Council (GLPC) - a joint forum comprising
employer and employee representatives with delegated authority to act on behalf
of the authorities covered by the London Agreement. The purpose of the GLPC
is to consult on, negotiate and determine regional agreements and/or advice on
behalf of the authorities and their employees, including the resolution of
differences and disputes directly concerning the interpretation of regional
agreements.

- The Greater London Employment Forum (GLEF) - a joint forum comprising
representatives of the London authorities within the scope of the London
Agreement and the City of London. The purpose of the GLEF is to provide a
forum where London employer and employee representatives can meet to
discuss and debate employment matters of concern to the London authorities
and their workforces and, where appropriate, recommend areas/opportunities for
regional agreement and working. See separate constitution.

MEMBERSHIP
Employers’ Side

5. The Employers’ Side of the GLPC will comprise 15 employer representatives
appointed by London Councils.

Union Side

6. The Union Side of the GLPC will comprise 16 representatives apportioned as
determined by the trade unions listed in paragraph 3.

SUBSTITUTES

7. Inthe event of a member being unable to attend a substitute may be appointed in
accordance with each side’s respective protocols.





CASUAL VACANCIES

8. Casual vacancies will be filled by the appointing organisation to sit until the end of the
election period.

FAILURE TO APPOINT
9. The failure of any of the member authorities or trade unions referred to in paragraphs
2 and 3 above to appoint the number of representatives provided for by this

constitution will not affect the decisions of the GLPC or their application to the
employees of the authorities in membership.

RETIREMENT

14. All members of the GLPC will retire each year and will be eligible for re-appointment,
whilst they remain in membership of their appointing body/authority.

11. Any member who ceases to be a member of their appointing body/authority will also
cease to be a member of the GLPC with immediate effect.

QUORUM

12. The quorum of the GLPC will be one half of each side’s membership.

VOTING

13. Voting shall be by a show of hands, or as otherwise determined by the GLPC. No

resolution shall be regarded as carried unless it has been approved by a majority of
members on each side of the GLPC present at the meeting.

FUNCTIONS

14. The GLPC may consider any employment matters referred to it by any of its
constituent bodies, the GLEF, or the National Joint Council. It may consult on,
negotiate and determine regional agreements on any matter affecting the
employment contracts of employees covered by the London Agreement.

OFFICERS

Chair and Vice Chair

15. The GLPC will appoint a Chair and Vice-Chair annually. The appointments will
alternate between the Employers’ and Union Sides with one member of each side
holding an office each year.

16. In the absence of both the Chair and Vice-Chair at any meeting, a Chair will be
elected for that meeting only.

Secretaries
17. Each side will appoint a Secretary to act as Co-Secretaries to the GLPC.

18. In the case of the Employers’ Side, the Secretary will be the person appointed to that
role by London Councils.





FINANCE AND ADMINISTRATION

19. The GLPC will determine how the Committee will be administered and the
administrative expense met.

ADVISORS

20. Either side may invite advisers to attend meetings of the GLPC to act in an advisory
capacity.

MINUTES

21. Minutes of all meetings will be made available electronically to all constituent
organisations.

MEETINGS

22. The annual general meeting (AGM) of the GLPC will be held by the end of October
each year. In addition, one other meeting will be scheduled for during the year

23. Further meetings of the GLPC will be convened as and when necessatry.

24. Either Side of the GLPC can call a special meeting of the GLPC, giving at least 21
days’ notice and confirmation of the agenda item(s).

DIFFERENCES AND DISPUTES
Decisions of the National Joint Council (NJC)

25. Where a difference or dispute arises within a London authority in membership of the
NJC and the GLPC regarding application of any decision or agreement reached by
the NJC, the following courses of action will apply:

i. Differences in interpretation of national conditions - either party can refer the
matter to the Joint Secretaries for joint advice. Where agreement cannot be
reached, the matter will be referred to the National Joint Council for
determination.

ii. Disputes on application of national conditions - either party can refer the
matter to the Joint Secretaries for advice. Where possible, the Joint Secretaries
will assist the parties to reach agreement on the matter. Where agreement
cannot be reached following assistance at regional level, the provisions of any
NJC arrangements may apply.

Decisions of the GLPC and Predecessor Bodies

26. Where a difference or dispute arises within a London authority covered by the
London Agreement regarding the interpretation or application of any decision or
agreement reached by the GLPC or its predecessor bodies, the following courses of
action will apply:





i. Differences in interpretation of regional agreements - either party can refer
the matter to the Joint Secretaries for determination. Where agreement cannot
be reached by the Joint Secretaries, the matter will be referred to the GLPC for a
decision.

ii. Disputes on application of regional agreements - either party can refer the
matter to the Joint Secretaries. Where possible, the Joint Secretaries will assist
the parties to reach agreement on the matter.

27. Where a dispute arises between the two sides of the GLPC, it may be referred jointly
to the National Joint Council or another third party for assistance in resolving the
matter. Where there is no agreement between the two sides on such a joint
reference, either side may ask the NJC joint secretaries for assistance. In such
circumstances, it is jointly agreed there shall be no further reference to any form of
arbitration, whether through the constitution of the NJC or otherwise, unless this is
jointly agreed by both sides of the GLPC.

Decisions of member authorities on their local conditions of service or
employment procedures

28. Where a difference or dispute arises within a London authority covered by the
London Agreement, regarding the interpretation or application of any decision or
agreement reached by that authority, either party can request the Joint Secretaries to
advise on the implications of the difference or dispute and potential actions to resolve
it.

29. Where possible, the Joint Secretaries will assist the parties to reach agreement on
the matter.

AMENDMENT OF CONSTITUTION
30. The constitution of the GLPC may only be amended with the agreement of both
sides. Amendments can be proposed at any meeting subject to at least 21 days’

notice being given before the date of the meeting at which the proposed amendment
is to be considered.

As at March 2006





Local authorities covered by the London Agreement
London Boroughs of:

Barking and Dagenham
Barnet

Bexley

Brent

Bromley

Camden

Croydon

Ealing

Enfield

Greenwich

Hackney

Hammersmith & Fulham
Haringey

Harrow

Havering

Hillingdon

Hounslow

Islington

Royal Borough of Kensington & Chelsea
Royal Borough of Kingston upon Thames
Lambeth

Lewisham

Merton

Newham

Redbridge

Richmond upon Thames
Southwark

Sutton

Tower Hamlets
Waltham Forest
Wandsworth

City of Westminster

Appendix 1





Appendix 2
Role of the Secretaries

The London Councils (on behalf of the Employers’ Side) and the Union Side will each
appoint a Secretary from their respective joint secretaries to act as the Co-Secretaries for
both the GLPC and the GLEF. The Co-Secretaries are responsible for the management
and administration of the joint machinery.

The Joint Secretaries — one from each of the constituent unions and the Employers’
Secretary, or their representatives are empowered under paragraphs 25-29 to act on
behalf of the GLPC. In this role the Joint Secretaries can visit constituent bodies to
consider any difference or dispute and take appropriate steps to assist in its resolution.

It is the responsibility of the Co-Secretaries and Joint Secretaries to ensure that the
constitutional position of the GLPC is adhered to in any dealings with constituent bodies.





Appendix 3

Differences, disputes and job evaluation appeals

Introduction

This document refers to the procedures agreed by the GLPC for the registration,
documentation and hearing of appeals and differences referred to the GLPC under its
constitution.

Differences and disputes

Registration and Documentation

Upon a request to progress a difference/dispute to the regional machinery, the
appellant organisation shall formally register the difference with the appropriate Co-
Secretary within 4 weeks of all local procedures having been exhausted. The side
registering the dispute should include relevant background documentation at this
stage. This registration should be communicated to the other Co-Secretary within a
further 2 weeks.

The Co-Secretaries will notify the respondent organisation that a difference/dispute
has been registered. The Joint Secretaries will have informal discussions with both
parties as soon as possible. The respondent organisation should provide a written
response, including relevant background documentation within 4 weeks of being
notified of the registration of the dispute. Where appropriate the joint secretaries
will arrange a visit to investigate the difference/dispute within 6 weeks of the date of
registration.

A difference may be referred to the GLPC where:

a) it concerns the interpretation of an agreement reached by the GLPC or one of its
predecessor bodies: and

b) the Joint Secretaries are unable to agree as to the correct interpretation
If either side wishes to refer an unresolved difference to the GLPC this must be
communicated through the Co- Secretaries within 3 months of the joint secretaries

concluding their consideration of the difference.

The difference should be put before the GLPC within a further 3 months, where
possible.





Job evaluation appeals

Where local appeals arrangements for the GLPC/GLWC schemes make provision for a
referral to the Joint Secretaries, the following procedural requirements will apply:

e Appeals will only be considered where there has been a failure to agree at the
final stage of the local appeals arrangements

e Appeals are required to be registered with the appropriate Co-Secretary within
four weeks of an employee receiving the final decision of the local appeal
outcome

e The registration document must indicate the factors on which the appeal is based

e Where registration of an appeal is received by the Co-Secretaries, both parties
are required to produce case statements within four weeks, setting out their
respective arguments on the factors subject to appeal

e Where one party fails to produce documentation within this timescale, power shall
rest with the Joint Secretaries to consider the appeal on the basis of the
documentation submitted

Role of the Joint Secretaries

The Joint Secretaries will consider and advise on individual appeals, usually within six
weeks of receiving all documentation. Initially they will provide advice to both local parties
with a view to the matter being resolved at local level. Where further consideration at
local level still results in a failure to agree, the joint secretaries will make a binding
decision.





CONSTITUTION FOR GREATER LONDON EMPLOYMENT FORUM

PRE-AMBLE AND SCOPE

1. The London authorities within the scope of the London Agreement and the Trade
Union representatives representing the employees in those authorities have
determined new arrangements for the conduct of employment related business,
consultation and negotiation at regional level. These arrangements provide the
regional link between local employee relations issues and the National Joint Council.

2. The GLEF comprises the London authorities covered by the London Agreement
(detailed in Appendix 1) and the City of London.

3. The trade unions party to the London Agreement are:

- GMB
- Unison
- Unite

4. The arrangements comprise:

— The Greater London Employment Forum (GLEF) - a joint forum comprising
representatives of the London authorities within the scope of the London
Agreement and the City of London. The purpose of the GLEF is to provide a
forum where London employer and employee representatives can meet to
discuss and debate employment matters of concern to the London authorities and
their workforces and, where appropriate, recommend areas/opportunities for
regional agreement and working.

— The Greater London Provincial Council (GLPC) - a joint forum comprising
employer and employee representatives with delegated authority to act on behalf
of the authorities covered by the London Agreement. The purpose of the GLPC
is to consult on, negotiate and determine regional agreements and/or advice on
behalf of the authorities and their employees, including the resolution of
differences and disputes directly concerning the interpretation of regional
agreements. As the decision making body for the joint arrangements, the GLPC
will ratify changes to the GLEF constitution on its behalf. See separate
constitution

MEMBERSHIP

Employers’ Side

5. The 33 employer representatives on the GLEF will be appointed by London Councils
on the basis of one elected member representative per authority, including the City of
London.

Union Side

6. The Union Side of the GLEF will comprise 32 representatives apportioned as
determined by the Trade Unions identified in paragraph 3.





SUBSTITUTES

7. Inthe event of a member being unable to attend a substitute may be appointed by
the appropriate nominating body.

CASUAL VACANCIES

8. Casual vacancies will be filled by the appointing organisation to sit until the end of the
election period.

FAILURE TO APPOINT
9. The failure of any of the member authorities or trade unions referred to in paragraphs

2 and 3 above to appoint the number of representatives provided for by this
constitution will not affect the business of the GLEF.

RETIREMENT

10. All members of the GLEF will retire each year and will be eligible for re-appointment,
whilst they remain in membership of their appointing body/authority.

11. Any member who ceases to be a member of their appointing body/authority will also
cease to be a member of the GLEF with immediate effect.

QUORUM
12. The quorum of the GLEF will be one quarter of each side’s membership.
VOTING

13. Voting will not be required within the GLEF.

FUNCTIONS

14. The GLEF may consider and debate any employment, development, efficiency,
performance and improvement related matter affecting the employees of the London
authorities which could include:

- pay and conditions of employment including equal pay and the achievement of
single status employment;

- measures to improve recruitment and retention;

- productivity and performance management;

- measures to improve efficiency, effectiveness and value for money;

- measures to increase the skills and capacity of the workforce;

- equality and diversity in the workplace;

- employee health, safety and well being.

OFFICERS
Chair and Vice Chair
15. The GLEF will appoint a Chair and Vice-Chair annually. The appointments will

alternate between the Employers’ and Union Sides with one member of each side
holding an office each year.





16. In the absence of both the Chair and Vice-Chair at any meeting, a Chair will be
elected for that meeting only.

Secretaries
17. Each side will appoint a Secretary to act as Co-Secretaries to the GLEF.

18. In the case of the Employers’ Side, the Secretary will be the person appointed to that
role by the London Councils.

FINANCE AND ADMINISTRATION

19. The GLEF will determine how the Committee will be administered and the
administrative expenses met.

ADVISERS

20. Either side may invite advisers to attend meetings of the GLEF to act in an advisory
capacity.

MINUTES

21. Minutes of all meetings will be made available electronically to all constituent
organisations.

MEETINGS

22. The annual general meeting (AGM) of the GLEF will be held by the end of November
each year.

23. Two meetings of the GLEF will be scheduled each year including the AGM.

24. Either Side of the GLEF can call a special meeting, giving at least 21 days’ notice and
confirmation of the agenda item(s).

AMENDMENT OF CONSTITUTION
25. The constitution of the GLEF may only be amended with the agreement of both sides
of the GLPC. Amendments can be proposed at any meeting subject to at least 21

days notice being given before the date of the meeting at which the proposed
amendment is to be considered.

As at March 2006
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2.1

2.2

SECTION TWO - AGREEMENTS

It is the intention of the GLPC that the following agreements be
automatically incorporated into the contracts of employees within the
scope of the Council. Subsequent amendments to the agreements in this
section — all of which would require formal ratification by the GLPC —
would then be incorporated automatically. The operative date of these
agreements is 1 April 2000.

The new provincial agreement does not of itself alter existing local
arrangements which differ from the existing provincial or national
agreements.

London Allowances

The GLPC is required to identify alternative arrangements for the
determination of London allowances, in Part Two of the NJC National
Agreement on Pay and Conditions of Service. Accordingly, the Council
has agreed that London allowances have been consolidated into the
London pay spines as determined in Section 2.2 below. The key
principles of the agreement are:

a) The overall geographical boundary will be the Greater London Area.

b) A distinction will continue to be drawn between inner and outer
London areas as defined in the former NJC for Local Authorities’
Administrative, Professional, Technical and Clerical Services Scheme
of Conditions of Service.

The London Pay Spine

The pay spine for outer London boroughs (as defined in paragraph 2.1
above) is attached at Appendix A to this section. The spine will be
amended each year in line with the agreement reached at the NJC for
Local Government Services.

The pay spine for inner London boroughs (as defined in paragraph 2.1
above) is attached at Appendix B to this section. The Inner London pay
spine includes spinal column points 2 and 3, which have been determined
provincially. The spine will be amended each year in line with the
agreement reached at the NJC for Local Government Services.

Part Two (paragraph 5.4) of the National Agreement provides that posts
above the maximum of the pay spine, but below JNC (Chief Officer) levels
have their pay levels determined locally. As a measure of uniformity the
GLPC has made available the London Principal Officer Range. This
consists of spinal column points 50-70. These rates will be amended
annually in line with the NJC for Local Government Services pay award.
The assimilation table for the inner London pay spine is included in
Appendix B to this section.





2.3

Working Hours

The GLPC is required to agree a date for the introduction of a standard 36
hour working week to implement the NJC for Local Government Services
National Agreement on Pay and Conditions of Service. Accordingly, the
standard working week for employees under the terms of the agreement
will be 36 hours by no later than an effective date of 1 April 2004. The
GLPC strongly recommends that boroughs devise arrangements for the
implementation of the agreement on the working week ahead of this date.
The GLPC will review the progress of implementation on an annual basis.
It is the intention of the GLPC that existing contractual hours should be
maintained for part time employees. Boroughs should note the advice of
the NJC in paragraph 17 of the Implementation Agreement.

2.4 Overtime

2.5

Some local authorities have developed flexible working arrangements,
such as averaged/annualised hours or time off in lieu, based around a
notional working week. In such cases most additional hours will be
included in the averaging process. However, where neither these
arrangements, nor the NJC Part 3 provisions (covering spinal column
points up to 28) apply, one of the rates in Appendix D will apply.

These rates previously related to SO1/2, PO1-3 and PO4-6 planned
overtime rates. Authorities should determine which rate(s) will be applied
to particular points on their new grading structures and apply the rate(s)
consistently. Boroughs should ensure that the use of planned overtime
rates (a) and (b) provide for payment to individuals equivalent to at least
that which would be earned at a plain time rate for the additional hours
worked.

These rates will be amended annually in line with the NJC for Local
Government Services pay award.

Below spinal column point 28, the NJC provisions in Part 3 (paragraph
2.3) of the Green Book usually apply. As the London agreement creates
pay spines for London that differ from NJC arrangements, hourly rate
figures for spinal column points 2-28 will need to be created. The basis for
calculations is attached as Appendix C to this section. This should be
used for the calculation of overtime and other premia payments.

First Aid Allowance
An allowance will be paid to a suitably qualified employee who voluntarily
undertakes first aid duties. This will not apply when these duties are

included in a job description and have been accounted for through job
evaluation.

Please see section 3.5 for advice on first aid allowances.





2.6

2.7

Personal Injury Allowance Scheme

The GLPC intends to revise the terms of the existing GLWC and GLJC
versions of the Personal Injury Allowance Scheme. In the meantime, the
current scheme remains in operation subject to the normal legal
constraints.

Other Provincial Agreements — Interim Arrangements

The GLPC recognises that a number of GLWC and GLJC agreements are
currently in place that are not the subject of this document. These
agreements will be the subject of further joint secretarial discussion, and
remain in place until superseded.





Scope of Agreement

The GLPC London Agreement

Outer London Pay Spine

Section 2 Appendix A

This agreement applies to those boroughs identified as within the outer London area by the terms

of paragraph 32 of the NJC for Local Authorities APT&C Services Scheme of Conditions of

Service.

2015-16
(current)

£16,287
£16,320
£16,422
£16,575
£16,833
£17,013
£17,334
£17,748
£18,045
£18,381
£18,783
£19,182
£19,524
£20,193
£20,856
£21,552
£22,062
£22,659
£23,334
£24,027
£24,744
£25,506
£26,277
£27,252
£28,104
£28,935
£29,727
£30,555
£31,368
£31,986
£32,784
£33,660
£34,590

2016-17

£17,364
£17,391
£17,487
£17,634
£17,889
£17,935
£17,981
£18,027
£18,324
£18,603
£19,005
£19,374
£19,719
£20,394
£21,066
£21,768
£22,284
£22,887
£23,568
£24,267
£24,990
£25,761
£26,541
£27,525
£28,386
£29,223
£30,024
£30,861
£31,683
£32,307
£33,111
£33,996
£34,935

2017-18

£17,961
£17,985
£18,051
£18,105
£18,330
£18,357
£18,375
£18,396
£18,657
£18,936
£19,281
£19,623
£19,917
£20,598
£21,276
£21,984
£22,506
£23,115
£23,802
£24,510
£25,242
£26,019
£26,805
£27,801
£28,668
£29,517
£30,324
£31,170
£31,998
£32,628
£33,444
£34,338
£35,286

SCP

39
40
41
42
43
44
45
46
47
48
49
50
51
52
53
54
55
56
57
58
59
60
61
62
63
64
65
66
67
68
69
70

2015-16
(current)

£35,655
£36,558
£37,476
£38,376
£39,297
£40,218
£41,073
£42,030
£42,951
£43,869
£44,766
£45,690
£46,608
£47,535
£48,477
£49,452
£50,451
£51,441
£52,425
£53,406
£54,402
£55,383
£56,367
£57,363
£58,350
£59,331
£60,324
£61,590
£62,877
£64,191
£65,544
£66,915

2016-17

£36,012
£36,924
£37,851
£38,760
£39,690
£40,620
£41,484
£42,450
£43,380
£44,307
£45,213
£46,146
£47,073
£48,009
£48,963
£49,947
£50,955
£51,954
£52,950
£53,940
£54,945
£55,938
£56,931
£57,936
£58,935
£59,925
£60,927
£62,205
£63,507
£64,833
£66,198
£67,584

2017-18

£36,372
£37,293
£38,229
£39,147
£40,086
£41,025
£41,898
£42,876
£43,815
£44,751
£45,666
£46,608
£47,544
£48,489
£49,452
£50,445
£51,465
£52,476
£53,478
£54,480
£55,494
£56,496
£57,501
£58,515
£59,523
£60,525
£61,536
£62,829
£64,140
£65,481
£66,861
£68,259

As at May 2016





2015-16
(current)

£16,524
£16,680
£17,055
£17,439
£17,733
£18,612
£18,933
£19,335
£19,644
£19,977
£20,367
£20,775
£21,120
£21,780
£22,452
£23,145
£23,658
£24,252
£24,936
£25,620
£26,337
£27,108
£27,879
£28,845
£29,697
£30,525
£31,323
£32,157
£32,964
£33,579
£34,380
£35,253
£36,186

2016-17

£17,616
£17,775
£18,162
£18,555
£18,846
£18,978
£19,299
£19,638
£19,947
£20,217
£20,607
£20,985
£21,330
£21,999
£22,677
£23,376
£23,895
£24,495
£25,185
£25,875
£26,601
£27,378
£28,158
£29,133
£29,994
£30,831
£31,635
£32,478
£33,294
£33,915
£34,725
£35,607
£36,549

Inner London Pay Spines

2017-18

£18,222
£18,384
£18,747
£19,050
£19,311
£19,347
£19,665
£20,001
£20,310
£20,580
£20,907
£21,252
£21,546
£22,218
£22,902
£23,610
£24,135
£24,738
£25,437
£26,136
£26,865
£27,654
£28,440
£29,424
£30,294
£31,140
£31,953
£32,802
£33,627
£34,254
£35,070
£35,961
£36,912

SCP

39
40
41
42
43
44
45
46
47
48
49
50
51
52
53
54
55
56
57
58
59
60
61
62
63
64
65
66
67
68
69
70

2015-16
(current)

£37,257
£38,151
£39,069
£39,981
£40,896
£41,811
£42,672
£43,620
£44,544
£45,462
£46,359
£47,283
£48,207
£49,128
£50,064
£51,045
£52,041
£53,037
£54,021
£55,005
£55,989
£56,985
£57,963
£58,950
£59,952
£60,921
£61,914
£63,180
£64,473
£65,778
£67,140
£68,505

2016-17

£37,629
£38,532
£39,459
£40,380
£41,304
£42,228
£43,098
£44,055
£44,988
£45,918
£46,824
£47,757
£48,690
£49,620
£50,565
£51,555
£52,560
£53,568
£54,561
£55,554
£56,550
£57,555
£58,542
£59,541
£60,552
£61,530
£62,532
£63,813
£65,118
£66,435
£67,812
£69,189

2017-18

£38,007
£38,919
£39,855
£40,785
£41,718
£42,651
£43,530
£44,496
£45,438
£46,377
£47,292
£48,234
£49,176
£50,115
£51,069
£52,071
£53,088
£54,102
£55,107
£56,112
£57,114
£58,131
£59,127
£60,135
£61,158
£62,145
£63,159
£64,449
£65,769
£67,101
£68,490
£69,882

As at May 2016





Section 2 Appendix B

Assimilation to the Inner London spine will be determined by the following table:

Inner London Former Manual Former APT&C spinal
spinal point spinal point point
2 4
3 5
4 6 4
5 7 5
6 8 6
7 9 7
8 8
9 9
10 10
11 11
12 12






Section 2 Appendix C

The GLPC London Agreement

Interim basis for Overtime/Premia Calculations

It is not within the scope of this agreement to determine premia payments. However, it is
agreed that the introduction of the London spines should avoid adverse effects on both
individuals and, as far as possible, borough payhbills in relation to the payment of
overtime and other premium rates.

The basis for calculation should be the spinal column point table on the following page.
No employee should receive a lower payment than at present. Where current hourly
rates take account of an element relating to London Allowance for overtime purposes,
this element should be maintained at its current level and consistently applied to all
employees on the relevant spinal column points.

The formula for the calculation of the hourly rate for overtime/premia shall be:

Basic pay at appropriate NJC spinal column point plus appropriate element of
harmonised London Weighting Allowance (where applicable), divided by 52.14,
divided by standard weekly hours applying in the local authority.

This is an interim agreement that applies until an individual authority has carried out its
pay and grading review. Once the results of the review have been implemented, an
authority must have in place local arrangements for the calculation of hourly rates on
which overtime/premia payments are based that are fully harmonised.

Explanatory note

For the purpose of applying the above formula, the following terminology has been
used:

Basic pay = monetary value of NJC spinal column point

Appropriate NJC spinal column point = NJC spinal column point at point of
assimilation onto relevant new London pay spine, accounting for normal
incremental progression where appropriate. For example, former manual employee
paid on inner London scp 2=NJC scp 4 as at 1 April 2000 for the purpose of
overtime calculation. Former manual employee paid on inner London spinal
column point 5=NJC scp 7. APT&C and manual employees paid using the outer
London spine will note that the London scp and NJC scp are the same.

Harmonised element of London Allowance = most generous provision consistently
applied at relevant spinal column points. For example, if former manual employees
benefit from the inclusion of £119 worth of the allowance in the calculation of
overtime, then all employees should have that figure applied at the relevant spinal
column points.

Divided by 52.14 = number of weeks in the year
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TABLE SHOWING APPROPRIATE NJC SCP FOR BASIS OF INTERIM OVERTIME

CALCULATIONS
NJC scp Inner London scp Inner London scp | All outer London

(former manual) (former APT & C) scp
4 2 4 4
5 3 5 5
6 4 6 6
7 5 7 7
8 6 8 8
9 7 9 9
10 10 10
11 11 11
12 12 12
13 13 13
14 14 14
15 15 15
16 16 16
17 17 17
18 18 18
19 19 19
20 20 20
21 21 21
22 22 22
23 23 23
24 24 24
25 25 25
26 26 26
27 27 27
28 28 28

Columns:

NJC scp = spinal column to be used for the calculation of overtime for all staff.

Inner London scp (manual) = assimilated salary for former manual employees of inner

London boroughs.

Inner London scp (APT&C) = assimilated salary for former APT&C employees of inner

London boroughs.

All outer London scp = assimilated salary for all employees of outer London boroughs.
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The GLPC recommends planned overtime rates as follows:

1 Jan 2015 - 31 March 2016 1 April 2016 1 April 2017
Rate a) £19.80 £20.00 £20.20
Rate b) £21.21 £21.42 £21.63
Rate c) £23.01 £23.24 £23.47

These rates are relevant from spinal column point 29 and above. See paragraph
2.4 for guidance on the application of these rates.

As at May 2016
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SECTION THREE — JOINT ADVICE

3.1 Job Evaluation

3.2

3.3

3.4

The GLPC has revised arrangements for job evaluation which are
commended to London boroughs. The Job Evaluation Scheme is available
from the Joint Secretaries. A summary of the scheme, the Procedural
Framework Agreement, a Code of Good Practice and Guiding Principles
and a job evaluation questionnaire are attached as Appendices A, B, C and
D to this section.

Employees Working in Social Services Residential Establishments

The GLPC has considered a number of issues relating to social services
residential establishments. The Council’s advice is attached as Appendix E
to this section and is commended to authorities.

Continuous Service and TUPE

When an employee is transferred to an organisation not covered by The

Redundancy Payments (Continuity of Employment In Local Government,
etc.) (Modification) Order 1999, continuous service is protected under the
TUPE Regulations. However, if that employee is subsequently recruited

back to local government service continuity would be broken.

The GLPC advises that, where an employee returns in such circumstances,
all previous continuous service could be recognised for the purposes of
calculation of entitlements to annual leave, occupational maternity pay/leave
and occupational sick pay. This is subject to:

i) there being no break between the original transfer and the return to
local government service;

i) the immediate pre-TUPE transfer service being with a London
borough; and

ii) the return to the service of a London borough being within a period of
two years from the date of the original transfer.

Note that this provision has been superseded by NJC provisions — see Part
2, paragraph 14.3 of the Green Book

Health and Safety

In recognition of the duty imposed upon it by the Health & Safety at Work
etc Act 1974 the employer will produce and keep up to date a health and
safety policy, organisation and arrangements. It will consult with staff on all
issues relating to the policy and promulgate this to all employees. It shall be
the responsibility of employees to ensure that they familiarise themselves
with their employer’s health and safety arrangements and ensure that they
understand and implement the duties imposed upon them under the Act
which are described in the employer’s health and safety policy.





3.5

3.6

The provision of relevant information to employees is an important
requirement of the law. The GLPC encourages and supports the vital role
played by Councils and their trade union health and safety representatives.
The committee recognises that councils have established means of
communication on safety issues and will continue to monitor the
effectiveness of such mechanisms.

First Aid Allowance (See also Section 2.5)

The Health and Safety (First Aid) Regulations 1981 place a duty on
employers to ensure adequate first aid provision for their employees, if they
are injured or become ill at work. The revised Code of Practice produced in
1990 gives further guidance on the implementation of these Regulations.

The minimum first-aid provision on any work site required under the
Regulations is for a suitably stocked first-aid box and an appointed person
to take charge of first-aid arrangements. Additionally, there is a requirement
for employers to undertake a full risk assessment relating to serious hazards
in the workplace. Where the risks are significant it may be necessary to
employ qualified first-aiders. The GLPC recommends that current local
arrangements regarding numbers, training and responsibilities of first aiders
be reviewed, to ensure that adequate provision is available at all sites.
Where gaps in provision are identified or subsequently develop, the
employer should liaise with union representatives to encourage additional
volunteers. First aid arrangements should continue to be monitored on an
on-going basis.

The GLPC further strongly recommends that a lump sum, flat rate
allowance of no less than £125 per year be paid to qualified first-
aiders.

Employers should have in place arrangements that ensure that all
first-aiders are properly qualified; this must include the provision of
refresher training. Where an employee’s qualification has not been
renewed within an appropriate period, payment of any allowance
should cease.

Training and Development

The GLPC continues to acknowledge the importance of the training and
development of borough employees at all levels in the organisation, and
recognises the need for trade union support in this. The GLPC believes that
the training and development of individual employees will benefit the
organisation as a whole and supports relevant quality initiatives such as
Best Value, Investors in People, and the EFQM Excellence Model (Public
and Voluntary Sector version) that integrate continuous improvement in
service delivery and employee development. The GLPC encourages
boroughs to adopt the principles of lifelong learning and employability for all
employees and particularly for underrepresented groups.

The GLPC would encourage boroughs to adopt a systematic approach to
training which:





e links all training to the organisation’s objectives;

e undertakes training needs analysis with all staff, through performance and
development processes;

e provides a variety of training interventions that suit different learning styles
and different work and home demands; and

¢ evaluates the effectiveness of the training.

Boroughs are reminded of the advice provided by the NJC for Local
Government Services.

Best Value

Best Value introduces a duty to deliver services to clear standards that
cover quality and cost, measured by efficiency, effectiveness, and
economy. The process of service review will involve challenge as to why
and how services are provided; invitations of comparison with others;
consultation with stakeholders; and embracing fair competition. The GLPC
recognises that employees and their trade union representatives are
stakeholders and should rightly be included in the process of review, and
that the NJC for Local Authority Services has produced a best practice
framework.

London boroughs will need to identify appropriate benchmarks for
personnel/human resources practice when carrying out Best Value
reviews. The GLPC encourages boroughs to consider London-wide
benchmarks of personnel practice as an acceptable comparator for Best
Value purposes.

Advice on Job Security and Employability

Following discussions between the joint secretaries and discussions at the
Greater London Employment Forum in May 2011, the joint secretaries offered
advice on job security and employability. Guidance can be found attached,
Appendix G.





Section 3 Appendix A
Greater London Provincial Council

Job Evaluation Scheme
Description of Factors

Supervision/Management of People — 7 levels

Assesses the scope of managerial duties and the nature of the work which is supervised.
Will account for flexible working patterns, deputising, the number of staff supervised and
their geographical dispersal.

Creativity and Innovation — 7 levels
Measures the extent to which the work requires innovative and imaginative responses to
issues and in the resolution of problems, and the impact of guidelines.

Contacts and Relationships — 8 levels
Examines the content and environment of contacts required as part of the job. Measures
the range and outcome of contacts.

Decisions

Operates as two sub-factors.

Discretion — 6 levels — identifies freedom to act and the controls in place;
Consequences — 5 levels — measures the outcome of decisions by effect, range and
timescale.

Resources — 5 levels
Assesses the personal and identifiable responsibility for resources.

Work Environment

Work Demands — 5 levels

Considers the relationship between work programmes, goals, deadlines and the
subsequent management of priorities.

Physical Demands — 4 levels
Identifies a range of postures and demands of a physical nature.

Working Conditions — 4 levels
Examines the typical elements encountered with working inside and outside.

Work Context — 4 levels
Examines the potential risk to employees carrying out their duties.

Knowledge and Skill — 8 levels
Assesses the depth and breadth of knowledge and skills required.
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The following pages outline the Greater London Provincial Council procedural
agreement for operating job evaluation. The agreement is commended to authorities for
local adoption.

All rights reserved. No part of this publication may be reproduced, stored in a
retrieval system, or transmitted, in any form or by any means electronic,
mechanical, photocopying, recording or otherwise without the prior permission of
the copyright holder.

This publication may not be sold, lent, hired out, or otherwise dealt with in the
course of trade or supplied in any form, binding or cover other than that in which it
is published, without the prior permission of the publisher.

©London Councils 2016
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1.2

1.3

1.4

2.1

2.2

2.3

2.4

3.1

3.2

Introduction

The Greater London Provincial Council is committed to the operation of grading
arrangements which are based on principles of fairness, transparency, and
consistency. It believes that these objectives can best be met by the application of
job evaluation.

The GLPC has therefore developed and adopted a job evaluation scheme for use
by London boroughs. The scheme builds on the best elements of schemes
previously used in London and has been developed for application in conjunction
with the single status agreement.

The scheme has been extensively tested to ensure that it is free of gender bias
and discrimination. In order to ensure consistency and fairness, and to avoid
challenges under Equal Pay legislation it is important that the local operation of
the scheme is free of such discrimination. The procedures set out in this
agreement have been designed to meet these requirements.

The scheme is commended to all London boroughs for their adoption and use.
Local Implementation

An implementation procedure should be agreed at the appropriate joint
machinery within each organisation setting out the terms on which the evaluation
process will be undertaken.

The procedure should take account of arrangements for:

The effective operative date(s) for evaluations to take effect
The timing and order of evaluations of posts

The collection information on job content

The joint training and operation of evaluation and appeal panels
Appeals

Any terms for protection against loss of remuneration

Every effort should be made to ensure that the choice of people to participate in
any part of the job evaluation process reflects the gender and ethnic mix of the
workforce.

It is the intention of the GLPC that the job evaluation scheme be applied to all
relevant posts of organisations that adopt the scheme.

Staff Consultation

Job evaluation is a matter on which there is a legitimate employee interest. Every
opportunity should be taken to ensure that the scheme content is available to
employees and trade unions and that it is seen to be an open and transparent
scheme

This process of information and consultation should be on going, preferably
through the medium of local joint machinery. Arrangements should be made to
enable the sharing of data with the unions to encourage the consistent application
of the scheme.
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Information should be available to all employees about:

Why the scheme has been devised

The principles of equal value and fairness on which it is based
How the scheme will be applied locally

The scheme contents

The arrangements for appeals and any protection of remuneration

Training

All management and trade unions involved in any part of the job evaluation
process should be trained to equip them to participate properly. No person should
be allowed to participate without such training.

Joint training should provide for a detailed understanding of the principles and
application of job evaluation, as well as in the principles of equity and fairness as
they apply to the job evaluation scheme.

The GLPC has produced a training programme on the job evaluation process,
which is available for use by participating boroughs. Where possible training
should be provided on a joint basis.

Job Evaluation Practitioners

It is the intention of the agreement that job evaluation should be operated in
accordance with the following criteria:

e Compilation of clear, concise and accurate information relating to the duties
of each post. This will require the preparation of an agreed job description
and organisation chart that reflects the responsibilities of the post.
Consideration should also be given to the use, where appropriate, of a job
questionnaire. A model questionnaire is available for adoption by
organisations.

e Assessment of posts should be undertaken by evaluation officers fully trained
in the principles, application and techniques of the GLPC job evaluation
scheme. Authorities should ensure that the evaluation is assessed by more
than one trained evaluator.

e There should be a central overview of the job evaluation function to ensure
consistency of application and quality control of outcomes. This is particularly
pertinent where the function is decentralised.

Employees with Disabilities

Where reasonable adjustment is made to a job under the provisions of the
Disability Discrimination Act 1995, evaluation should generally follow the principle
of evaluating the post not the postholder. However, if major adjustments are
made to the duties of the post in order to enable a disabled person to take or stay
in the job, which substantially alter the post, the job should be re-evaluated as a
changed job.

Local Appeal Arrangements
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Arrangements for joint appeals against job evaluation assessments should be
agreed within each organisation, in consultation with the unions. The Commission
for Equalities and Human Rights recommends that effective appeal arrangements
are established. Consequently, the GLPC takes the view that they need to be
robust enough to withstand scrutiny.

A model appeal procedure is detailed in the accompanying Code of Good
Practice.

Local joint appeal arrangements should establish criteria on the following
principles:

Access to appeals

Grounds for appeal
Admissible/inadmissible items

Conduct of appeals

Procedural aspects of the appeals process

Provincial Appeal Arrangements

The GLPC will not expect or encourage appeals outside of the local authority.
There may be occasions, few in number, where a failure to agree is the outcome
of the local appeal panel. In such cases, either party may refer the appeal to the
Joint Secretaries of the GLPC for consideration. The Joint Secretaries will
consider the papers relating to the case and decide whether the case should be
referred back to the authority, with observations, for further consideration.

Should there be a further failure to agree, the matter may be referred by either
party for the consideration of the Joint Secretaries whose recommendation, in this
case, will be binding.

Any decision of the provincial machinery shall be final and no further right of
appeal to national level shall arise.

Price Tag & Pay Structures

The GLPC has adopted a price tag, setting out the relationship between
evaluation points and pay. The price tag should be regarded as the
recommended model but may be improved by local joint agreement. Any variation
in the price tag will not compromise other rights under this agreement in relation
to the operation of the scheme.

The parties to the agreement should ensure that any variation is fair, non-
discriminatory and consistent with relevant equal pay legislation.

Monitoring and Review

It is essential to provide regular maintenance of the scheme to ensure that it does
not fall into misuse or become outdated. The GLPC has established
arrangements to ensure regular review of the scheme. The CEHR recognises that
rigorous monitoring is a core part of effective procedures.
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At local level joint monitoring and review of the application of the scheme should
be regularly conducted. The purpose of such monitoring should be to ensure:

e The interpretation and application of the scheme is consistent between
different departments within the organisation, particularly where the process
is devolved from the centre

e The scheme and procedures are applied to all employees in a fair and non-
discriminatory manner

e The scheme continues to meet the needs of the local authority and its
employees

To assist in the process of monitoring and review organisations should maintain
detailed records of the application of the scheme.

The Role of the Provincial Joint Secretaries

The GLPC are conscious of the need for the fullest consultation and
understanding between management and employee representatives on job
evaluation. If difficulties arise, the good offices of the Joint Secretaries remain
available to conciliate and mediate.
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THE GREATER LONDON PROVINCIAL COUNCIL
JOB EVALUATION SCHEME 2016

GUIDING PRINCIPLES AND CODE OF GOOD PRACTICE

INTRODUCTION

The guidelines to the GLPC Job Evaluation Scheme provide supplementary
advice on good practice in applying the scheme.

The guidelines are not prescriptive, but offer advice on best practice. Where
organisations currently operate joint facilities on appeals or where good
practice is evident, it is not necessary to adopt the measures and principles
contained in these guidelines. Their purpose is to assist organisations who
currently do not operate, or who wish to improve their approach to and
operation of, job evaluation.

The guidelines also aim to respond to the requirements of the equal value
legislation, which specifies that where a job evaluation scheme is in
operation, its content and application should be free from discriminatory bias,
for example, stereotypical assumptions regarding the value of “women’s
work”.

The guidelines outline good practice in

The preparation of job descriptions

Job assessment

Local level appeals

Personal protection arrangements
Maintenance and review of the scheme

BASIC PRINCIPLES OF GLPC JOB EVALUATION
All users of the GLPC Job Evaluation Scheme should ensure that:

e Job analysts and panellists are trained in the scheme prior to involvement
in grading appeal hearings and understand equal value issues and
implications;

e They take equal opportunity considerations and equal opportunity
representational issues into account at every phase of the process; and

¢ Clear guidance notes, procedural processes and time limits are drawn up
locally on the composition and maintenance of job descriptions, job
evaluation processes and appeal arrangements. These should be
circulated to job evaluators, panellists, trade union representatives,
employees and line managers.
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GUIDANCE NOTE ONE: JOB DESCRIPTIONS
INTRODUCTION

Good practice requires that a current up-to-date job description, i.e. properly
reflective of the post at the time, should exist for all posts within the purview
of the GLPC Job Evaluation Scheme in the organisation. Often
decentralisation or delegation of the composition of the job descriptions may
result in job descriptions becoming outdated and lead to variations in format,
content, style and terminology which may make job evaluation more difficult
and impact upon how jobs are assessed. It is recognised that Organisations
will have a local style for job profiles. Consistent application of the
organisation template is essential to ensuring reliable job evaluations. The
suggested content in this Code is provided as advice only.

The purpose of this guidance note is to promote consistency of approach and
the benefits of a common ‘house-style’ throughout the organisation, and to
draw to the attention of those concerned the general objectives and
requirements of job descriptions.

Users are encouraged to incorporate these principles within local guidance
notes for managers and employees on the compaosition of job descriptions.

Organisations use job descriptions as part of the management process and

function for a number of reasons in addition to grade assessment. Uses

include:

e encouraging objectivity in advertising posts and the selection process;

e informing postholders of the purpose, major duties and responsibilities
within the job;

e assessment of performance within the job;

e grievance and disciplinary issues; and

e organisational reviews by assisting skills audits and allocation of
resources

Some authorities have introduced competency frameworks to inform a range
of HR processes, including those above. The GLPC Scheme recognises this
and encourages the analysis of posts against the requirements of the job and
the criteria of the scheme.

Given the wide-ranging application of job descriptions it is in the interest of
management to ensure regular and accurate maintenance of job
descriptions.

DRAWING UP A JOB DESCRIPTION
Process

e Completion of job description pro-forma by the manager and postholder

¢ Composition of the job description by management in agreement with the
postholder

¢ Signature and dating of job description by those involved in its preparation
to identify job content at a given point in time.

Who should compose the job description?
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It is sensible to start with the duties listed by the postholder (unless the post is
vacant or is a hew post) and have these verified or ‘fine-tuned’ by
management. The job description should be agreed between management
and the postholder. This process will involve the line manager, the job
evaluator and the postholder, and where appropriate the trade union
representatives.

STYLE OF JOB DESCRIPTION

In order to encourage consistency of approach and ‘style’ it would seem
appropriate to provide a pro-forma for the postholder/manager to complete
prior to writing the actual job description to enable both parties to consider
and identify:

e areas of work;

e key functions and responsibilities; and

¢ how these areas could be grouped and described.

A job description should be clear, precise and uncomplicated. Lengthy job
descriptions should be avoided. It is not necessary to list every job activity
that might possibly occur in the job. It is important to identify the range of
work involved and to ensure that no activity is omitted which would illustrate
the full scope of the post.

The job description should therefore:

o follow a consistent style and format;

o focus on the significant or key features of the job; and
e be written in clear, concise language.

CONTENT
Each job description should contain:

Post details

¢ the job description;

e department/division;

e post number;

¢ who and what responsible to/for (people/resources/functional and line
responsibilities); and

¢ when evaluated, the grade (or proposed grade).

Purpose of job

Three or four lines should suffice. The purpose should briefly identify:
the scope and objectives of the post;

the nature of the job;

the service provided, and to whom,;

management or line supervision of any area of work;

any deputising role; and

location of the post.

In any event the paragraph should provide sufficient information to give an
understanding of the nature and purpose of the job and its position within the
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organisation.

Major duties and responsibilities of the post

It is important that this section consists of a logical presentation and has
consistency of style. It should provide a factual summary of the job and list
the main job areas and any pertinent aspects of the work. Avoid the
‘shopping list’ syndrome. Many options are available in terms of how this
section is completed but it is useful to list the main duties under specific
headings representing key areas of responsibility, each followed by one or
more task descriptions. It should not be used to provide detail of how the
activities are undertaken as these may be covered by reference to the
appropriate office procedure or office manual. It is unlikely that the majority
of jobs will have more than ten or twelve key areas of responsibility.

Responsibility for resources

This should include details of any plant, equipment, vehicles, property or cash for
which the postholder is personally and identifiably accountable.

Job activities

This section should describe job activities, which should ideally be quite

distinct from major duties and responsibilities. They should outline how,

when, and where the job activity is done. Job activities should expressly
state, for example:

o the extent or limitations of the post’s authority; the availability of guidance
and advice, and the effects of systems or other lines of authority;

the range of skills required within the job;

the type of decisions/recommendations made by the post;

the type, content and degree of creativity in the post; and

the type of supervisory responsibility, including direct, indirect, and any
deputising function, and the number and employment status of those
supervised.

When preparing a job description it is helpful to ask “Why is this activity
undertaken?” to test the validity of activities carried out. Grouping of related
tasks and elimination of detail will help to distil the information into an
appropriate form for the job description.

Once the key areas are identified and specific items for inclusion are selected,
decide on an appropriate sequence of presentation. This may be according to the
frequency of performance, relative importance, chronological order or a logical
sequence relating to the main management processes, i.e. planning, co-ordinating,
etc.

Then describe each key area of responsibility in a succinct heading that will form a
natural introduction to the related tasks to follow and will provide clarity in
understanding the purpose of the job. Describe each task in a short, precise
sentence or two so the reader can understand what is done, how it is done and
why it is done. For example “Monitors expenditure (what) by checking monthly
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summaries of orders placed (how) to ensure adherence to budget provision” (why).

Distinguish between tasks performed by the job occupant e.g. “prepares
policy” and the job occupant’s accountability for others carrying out these
tasks e.g. “ensures that systems are maintained”.

Avoid imprecise phrases, for example “liaison with”. Include, if appropriate, any
other relevant responsibilities for organisational policies, such as health and safety,
equal opportunities, confidentiality, etc.

It should be possible to contain the total length of a well-constructed job
description within two pages. Employers will wish to include a Person
Specification as part of the job profile. Specifications should identify the
essential skills, knowledge and experience required to perform the duties of
the job. Organisations are advised to avoid relying solely on qualifications as
an indicator of ability. Many employers choose to describe job attributes
using a competency framework. Such frameworks should be consistently
applied where used.

DATE AND SIGNATURE

The job description should be agreed between management and the
postholder and signed and dated by those involved in its preparation.

ORGANISATIONAL STRUCTURE

Wherever possible, the relevant organisational structure should be attached
to the job description.

CHECKLIST

Appendix A of this Code of Practice provides a Checklist of considerations when
drawing up job descriptions.
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GUIDANCE NOTE TWO: JOB ASSESSMENT
METHODS OF ASSESSMENT
This may be undertaken by:

e paper evaluation (based on the job description and questionnaire where
appropriate); or
o full evaluation (verification of job description by interview)

followed by a panel assessment (to be used in conjunction with either of
the methods above)

OR

e expert computerised system evaluation (see section 4.7 below).

All posts must be evaluated by analysts trained in the GLPC Job Evaluation
Scheme.

PAPER EVALUATION

The post is assessed on the basis of the job description and organisational
structure. A questionnaire may also be used to supplement this information;
this is designed to address specific questions in relation to each factor. The
evaluator uses these materials to decide whether there is sufficient
information to assess the grade of the post or whether additional information
is required.

Evaluators will need to guard against the potential for discrimination that can
arise when assessments are limited to paper evaluation. Where there is
insufficient information, the evaluator should arrange to seek clarification from
the postholder and/or manager.

The assessment should be panelled (see notes below). Upon the
determination of the grade by the panel, the assessment and grading should
be notified to the appropriate chief officer/manager and be made available to
the employee.

JOB EVALUATION INTERVIEWS

The purpose of the job evaluation interview is to:

¢ check the accuracy of the job description and job content, and qualify or
expand it, if necessary;

¢ identify whether the duties have changed,;

¢ supply any additional information necessary to undertake the evaluation,
which is not evident from the job description and/or questionnaire; and

¢ use the information gained from the job description, organisational
structure, questionnaire and relevant material from the interview to assess
the post.
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Basic Principles

Best practice in a job evaluation interview process should aim to reduce
potential discriminatory bias and ensure:

e interviews are undertaken by trained evaluators;

e consistency of arrangements, procedures and structure of the interview;

¢ use of a standard format in the interview, without being inflexible, to
ensure all evaluated interviewees are asked similar questions/aspects of
work. (Checklist in Appendix B);

o use of effective questioning technique; and

o sufficient time is allocated so that the relevant information is obtained.

Interviews with both postholders and managers should be conducted in
accordance with a standard format. The information obtained should be
recorded appropriately.

Any contacts with either postholders or managers outside the formal
interview process must also be recorded.

Specific Points

The job evaluator should ensure that employees whose posts are to be
evaluated are notified in sufficient time of the arrangements and the purpose
of the job evaluation interview.

At that stage the interviewee may be asked to complete a pre-interview job
evaluation pro-forma designed to encourage the employee to prepare
thoroughly for the interview, to focus on specific aspects of their work, to
increase confidence in the discussions and potentially to reduce the length of
time spent interviewing.

Ensure a confidential location, free from interruptions; where appropriate, this
can be the interviewee’s place of work.

Ensure the interview follows a standard structure and is managed by the
interviewer, to:

e provide the introductions;

e give an explanation of the objective and format of the interview;

explain why the interviewer will take notes and assure the interviewee of
the confidential status of these, and of the discussion overall;

use effective questioning styles and avoid jargon;

aim for a ratio in the discussion of 80:20 (employee/evaluator);
summarise decisively;

indicate when and how the results will be forwarded; and

give a ‘contact point’ should any other relevant information arise.

Comprehensive notes should be taken at the interview. If notes need to be
“written up” after the interview, this should be done promptly.

Check any areas of uncertainty or verify any information with the manager
(whilst maintaining confidentiality on specific details).
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Evaluate and panel the job. Where additional information is requested by the
panel this should be supplied by the interviewer to maintain ‘confidential
status’ etc.

Forward results to the manager and employee. The correspondence should
also outline access to local appeal.

CHECKLIST

A checklist of the process is attached at Appendix C which may be adapted
for local use.

PANELLING

In the context of the GLPC Scheme “panelling” refers to the need to ensure
that the job description/post is assessed by more than one person. The
purpose of panelling is clearly to reduce any potential bias in grade
assessments.

Basic Principles

Panelling arrangements may be determined locally and a number of options
are available.

Best practice should ensure:

¢ the establishment of formal or informal panel arrangements;

o that all panellists are trained in the GLPC Scheme;

e composition of panel arrangements are cognisant of equal opportunity
representational issues;

¢ the postis assessed by more than one trained evaluator; and

e where decentralised job evaluation arrangements exist, a central steering
group is established to service and monitor consistency of application
across the organisation.

Ideally, each post should be assessed by a formal panel which need have
not more than four trained panellists, and which should be reflective of the
gender/racial profile of employees wherever possible. However,
organisational resources or numbers of posts assessed sometimes do not
facilitate such formal arrangements.

Alternatively, a less formal approach may be adopted provided that
informality does not permit laxity or inconsistency of procedures when
assessing grades.

THE PANELLING PROCESS

It is advised that, where an ‘informal’ procedure is adopted, one analyst
collects the necessary information, undertakes the paper evaluation or
interview and assesses the job against the GLPC Scheme, in the first
instance. The job description, questionnaire where appropriate, and any
other relevant information, together with the initial assessment, should be
verified by at least one other trained analyst.
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Panel evaluators should separately and independently evaluate the job
description in accordance with the scheme, indicating their evaluation on a
factor analysis pro-forma. They should identify any areas of disagreement,
note the reasons for factor level awards for each factor, and aim to reach a
consensus on the levels awarded and the grade. The reasons for factor
levels awarded should be recorded together with any areas of disagreement
in the assessment.

EXPERT COMPUTERISED JOB EVALUATION SYSTEM
The scheme is supported by two computerised packages:

e The JEM, which is designed to record “traditional” job evaluation results
and facilitate comparisons within the organisation; and

¢ The “Northgate JE system”, which is an expert system designed to
produce evaluations automatically based on answers to computer-
generated questions on all the factors within the scheme.

Both systems need to be separately purchased under licence, and must be
operated by trained evaluators.

The expert system is designed so that information relating to the job can be
directly entered onto the system by answering a number of pre-designed
guestions. The results are automatically generated by the system, although
there is scope to modify these where there is agreement that the resulting
factors are not appropriate.

The exact method of operating the system within an individual organisation is
for local determination, although the main benefit of using such a system is to
encourage greater consistency of application, especially in situations where
the operation of the scheme has been decentralised to operational units.

However it is important that before such a system is operated, appropriate
pilot testing has taken place within the organisation to ensure consistency of
results and transparency in the process. It is particularly important to ensure
that consistency between manual and computerised results exists before the
system is implemented.

MONITORING

The EOC, as was, has indicated that it is particularly important that rigorous
arrangements for monitoring of results are in place as an integral part of the
scheme. Any anomalies that may indicate unfair bias or disproportionate
results in respect of a particular group of employees must be investigated.
Appropriate steps should be taken to remove any such adverse impact of the
operation of the scheme.

It is also important that an effective formal appeals procedure is in place to
deal with individual employees who feel they have been unfairly treated or
affected by the scheme. The outcome of such appeals should also be
monitored.
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GUIDANCE NOTE THREE: APPEALS
LOCAL LEVEL

The revised arrangements maintain existing appeal arrangements. Final level
appeals will continue to take place at local level on a joint basis. “Failure to
Agree” decisions may be referred to the Joint Secretaries.

Appeal arrangements may be locally determined but should incorporate best
practice to facilitate effective and equitable operation. Where joint machinery
is already established this should continue to operate, subject to the criteria
within the agreement.

Alternatively, it may be necessary to adapt present arrangements that
provide for management only appeal panels.

BASIC PRINCIPLES

Local joint appeal arrangements must conform to the following principles and
establish criteria on:

access to appeal,

grounds of appeal;

conduct of appeal;

composition of joint appeals and trained panellists only; and

clear guidelines on procedural aspects of the appeal process, including
time limits.

These principles should be consistently applied across the authority.
Three outcomes of appeal are available on factor levels challenged

e level awarded
e J|evel not awarded
o failure to agree

Organisations should take every opportunity to monitor the conduct and
outcome of appeal panels/decisions in line with their local monitoring
practices on equal opportunities.

ACCESS TO JOINT SECRETARIAL SERVICES - FAILURE TO AGREE
This is governed by certain procedural requirements.

i) Appeals are required to be registered within two months of an officer
receiving the final decision of the local appeals machinery and to state the
grounds of the appeal.

i) Where registration of an appeal is received by the Joint Secretaries of the
GLPC, both parties are required to produce case statements within 2 months
setting out their respective arguments and the reasons leading to the
outcome of the appeal at local level.





54

5.5

5.5.1

5.5.2

5.5.3

5.5.4

iii) Where one party fails to produce documentation to meet these time limits,
power shall rest with the Joint Secretaries of the GLPC to take appropriate
action in accordance with the agreed procedure.

ROLE OF THE JOINT SECRETARIES
The role of the Joint Secretaries is:

e to consider and advise on individual “Failure to Agree” appeals;

¢ to monitor and evaluate the application of the Scheme across the
London boroughs

¢ to make joint recommendations in cases where there is a further “failure to
agree” following an initial referral to the Joint Secretaries.

OTHER ISSUES

All analysts/panellists must be trained in the Scheme and training provided
on a regular and on-going basis.

Organisations should actively pursue appropriate gender/ethnic
representation, wherever possible, and should be mindful of the requirements
of the Disability Discrimination Act in all deliberations.

Job descriptions should be agreed by management and the postholder.

Job evaluation and its operation should be promoted and made available as
an ‘open system’.





GUIDANCE NOTE FOUR: CONSIDERATIONS IN ESTABLISHING A JOINT APPEALS
PANEL

6.1 PANEL REPRESENTATION

6.1.1 Appeals panellists should have had no involvement in the evaluation prior to
the hearing.

6.1.2 Numbers

The composition of the final level appeals should consist of equal numbers of
member/management and union representatives. It is advisable that large,
committee style structures are avoided, as large numbers of panellists may
find difficulty in reaching a consensus. Up to three representatives from each
side would seem manageable and should take account of equal opportunity
representational issues and, if not strictly a Committee, the spirit of the Local
Government and Housing Act 1989 in relation to ‘proportionality’.

There may be advantages in using the same representatives at each panel
hearing to build up knowledge of the scheme and its application. However, of
greater importance is the objective that all panellists (including those in any
‘pool’ of substitutes) are trained in the scheme prior any appeal participation
and receive refresher training, as required.

6.1.3 Tiers of Appeal

It is not essential to have more than one level of appeal but these
arrangements are subject to local determination and will vary between
authorities.

First Level Appeal Panels may consist of any combination of
members/officers/union representatives but, the Final Level Appeal Point
must be jointly constituted.

6.1.4 Decentralised Appeal Panels

Where decentralised/neighbourhood appeal arrangements operate and rely
on departmental management or elected member/staff side appeal panels it
is important to ensure that none of the appeal panellists have been involved
in the evaluation prior to the hearing. In such circumstances it is preferable
that the panel representatives are selected from a different
department/neighbourhood to ensure objectivity. Where decentralised
appeal arrangements apply, it may be helpful to establish a central review
panel to ensure consistency of appeal processes and application.
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ROLES WITHIN THE APPEAL PANEL

The role of the Joint Appeal Panel is to hear the case and to reach a
consensus on the factor levels challenged. It may not always be possible to
reach a unanimous decision but this should be the objective on each
occasion.

ROLE OF THE CHAIR

The panel should appoint a Chair from amongst one of its panel members.
Arrangements may vary but it is advised that the function of the Chair is
rotated between the management and staff side.

The role of the Chair is to steer the parties through the proceedings, to
ensure that everyone has the opportunity to present the arguments of their
case, to question and gather whatever information or clarification is
necessary and to ensure that the proceedings are cordially conducted.

The panel should avoid voting but in any event the Chair will not have a
casting vote. The Chair should ensure that the appeal forum does not
become an extension of the negotiating processes and in the authority.

If it is necessary to vote, then the arrangements adopted may be based on
the provincial appeals model: the decision to be taken on the basis of a
majority of each side.

It is essential that the outcome of the appeal panel is based on the
assessment of the factor(s) challenged against the criteria of the scheme and
ensure that the assessment has not been due to a misapplication of the
scheme. Panel decisions influenced by individual performance and
personality or awarded for ‘political’ reasons may eventually lead to the
skewing of the pay structure, loss of credibility in the scheme and in the
appeal process.

ROLE OF THE PANEL MEMBERS

The role of the panel is to hear and consider the presentations of the written
and oral submissions by the respective parties. Whilst the panel is designed
to operate on a joint basis it should be recognised that the panel is composed
of distinct ‘interests’. It is important that the panel members should approach
the question of appeals on an objective basis and avoid, as far as is possible
reflecting their respective ‘interests’ both in the questioning of the appellant
and the management representative and in the decision on the appeal. In
order to encourage this approach, it is advisable that a regular panel is
established and trained together in the scheme and its interpretation, with the
aim, as far as is possible, of reaching consensus decisions.

ROLE OF APPELLANT OR MANAGEMENT PARTICIPANTS AND THEIR
REPRESENTATIVES

The role of the appellant and management of their representatives is to
present their case to the panel on the factor(s) challenged clearly and
concisely. They will have the opportunity to ask questions of the other parties
and to summarise their case statements to the panel.
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6.9

6.10

ROLE OF OTHER PARTICIPANTS
Technical Adviser

Some authorities provide for a technical adviser in appeal hearings. The role
of the adviser, who is often the most experienced or senior job evaluation
analyst, is to advise the panel on issues of technical application and whether
information is admissible . Where a Technical Adviser is used, s/he does not
have a vote or participate in panel decisions.

Secretary

Some authorities provide for a record of the case and the discussion of the
hearing. Given the submission and exchange of case papers prior to the
hearing, which the arguments frequently reflect in greater detail, the need to
record the evidence is not essential — other than recording the outcome of the
panel decision(s).

ADMISSIBLE ISSUES

The job description at the time of the evaluation (and any other related
information e.g. publicity material etc).

The organisational structure at the time of the evaluation.
The factor levels awarded at the time of the evaluation.
INADMISSIBLE ISSUES

Reference to events or job responsibilities prior to or after the date of the
evaluation.

Comparison with other posts — internally or externally.
Reference to personalities or performance/ability.

Additional information not submitted in the original papers unless the Chair
agrees that this may be tabled.

INDIVIDUALS’ STATUTORY RIGHTS

No part of the GLPC Job Evaluation Scheme or its supporting procedure will
affect an individual’s statutory rights.

OUTCOMES

Three outcomes are possible — the panel must decide on each factor
challenged.

¢ level awarded — may change the points but not necessarily the grade;

¢ level not awarded — no change to the grade;

o failure to agree — not change to the grade but may be submitted to the
Joint Secretaries.





6.11

PROCEDURAL ISSUES

i) Copies of the case statements should be exchanged between the
appellant and the management parties within the time limits established by
local arrangements. Additional supporting evidence should be sent to the
Chief Personnel Officer or other appropriate officer at least 10 days (or any
local variation) before the hearing so that this can be included in the material
sent to participants. Requests for additional information should be made in
good time before the hearing so that this can be prepared. NB If there is no
First Level Appeals Panel, then it will be necessary for the appellant to inform
management of the factors to be challenged so that case statements can be
prepared and exchanged.

i) The following information should be provided by the respective parties for
each case:

an agreed job description and organisational structure;
¢ the job evaluation results for each factor level;
o the factor(s) challenged; and

e a concise case statement by the respective parties containing the reasons
for the appeal.

iii) The case statements should focus on the factor(s) in dispute summarising
the key points contested and relate the arguments to the factor levels in
dispute.

iv) All relevant papers and information regarding the appeal should be
included in the case submission. No papers should be tabled without the
permission of the Chair.

v) If a group of appellants from similar posts are appealing, they may choose
one or a smaller number to represent their case, but it should be clearly
understood that any decision may apply to all cases even if an appellant was
not present.

vi) Applicants for regrading may be represented by a Trade Union or work
colleague.

vii) Witnesses may be called where this is considered appropriate.

viii) Presentations should be clear and concise. Questions and answers will
fill in any points of detail which are not clear.

ixX) The panel will adjudicate on whether the post is correctly graded and
inform the parties of their decision. Issues of personalities or criticism of
individuals should not be brought up before this body.

x) Although a formal body, the appeals panel should aim to maintain an
informal and friendly atmosphere.





6.12

MODEL APPEALS HEARING PROCEDURE
i) Chair to make introductions.

i) The appellant and/or representative present their case to the panel setting
out the grounds, facts and reasons why the factor(s) are challenged.

iii) The management and/or representative may ask questions of the
appellant/representative.

iv) The management and/or representative present their case to the panel
setting out the grounds, facts and reasons why the factor levels have been
awarded.

v) The appellant/representative may ask questions of the
management/representative.

vi) The Panel may ask questions of both sides.

vii) Each side provides a summary of their submission. (No new evidence to
be introduced).

viii) The parties withdraw leaving the Panel to deliberate on each factor
challenged.

iX) Where the panel requires further information of one party, both parties
must be called.

x) The panel shall reach a decision on each of the factor levels challenged
and convey their decision to the parties either orally, or at a later date, in
writing.

xi) The decision of the Panel is final and there is no further right of appeal,
only excepting a Failure to Agree.

xii) Where a Failure to Agree is the outcome, either party may approach the
Joint Secretaries of the GLPC.





7.1

7.2

GUIDANCE NOTE FIVE: MAINTENANCE AND REVIEW OF THE SCHEME

It is essential to provide regular maintenance of job evaluation schemes to ensure
they do not fall into misuse or become outdated. Arrangements have been
established at Provincial level to ensure regular review of the Scheme and similar
arrangements should also be developed at local level, particularly where
decentralised arrangements occur.

Overall reviews should ensure that regradings or changes in the grading structure
have been consistent and non-discriminatory and are supported by
comprehensive records to enable future assessments to be conducted on the
same basis as the original.





APPENDIX C ANNEXE 1
CHECKLIST OF CONSIDERATIONS WHEN DRAWING UP JOB DESCRIPTIONS
KEY POINTS
The following points should be taken into account when constructing a job description.

1. Job title gender neutral (unless specifically exempted under the Sex Discrimination
Act section 7).

2. Gender of postholder not identified, no use of “he” or “she” (except for as above).

3. No duplication/overlap of information under job duties.

4. Query any reference to ‘desirable’ qualifications/experience, as they may be
discriminatory. If these are used, they should be contained in the personnel
specification rather than the job description.

5. Check language and terminology for clarity, consistency and value judgements.

6. Are any sections too detailed or too vague?

7. If competencies are used in the job description, is sufficient detail available to
undertake job evaluation analysis?

8. Make sure quantitative information is provided, e.g. how much, what sort, how often.

9. Has any information under job duties been omitted from the job description which
may affect the accuracy of assessment under factor analysis?

10. Are guestionnaires and/or job descriptions agreed by postholder and manager and
signed off?





APPENDIX C ANNEXE 2
JOB EVALUATION CHECKLIST

The purpose of the checklist is to ensure that the information necessary to evaluate the
post is obtained.

1. Identify the main responsibilities and tasks of the post.
2. SUPERVISION/MANAGEMENT OF PEOPLE

Supervision of staff: - Numbers
- Dispersal
- Full supervisory responsibility
- Shared supervisory responsibility
- Deputising function
- Contract/agency/indirect staff arrangements

3. CREATIVITY AND INNOVATION

Identify the nature of the creativity in the post, for example
- Communication skills
- Problem solving
- Case work
- Design of programs
- Counselling
- Reports/presentation skills

4. CONTACTS AND RELATIONSHIPS

Identify: - Range
- Purpose
- Frequency
- Outcome

5. DECISIONS
Type of decisions/recommendations
- Extent - Department/section
- Clients

- Inter-departments

- Procedures/Policy

- Whole authority

- Service Provision

- Contract management

- Other
- Availability of guidelines (written/oral/custom and practice)
- Access to advice beyond the level of the post





6. RESOURCES

Personal and identifiable accountability for resources

7. WORK ENVIRONMENT
Work Demands

Patterns of work

Physical Demands

Working Conditions

Work context

8. KNOWLEDGE AND SKILLS

Physical resources
Financial resources
Value of resources

Established

Regular

Interruptions

Fluctuations

Pressure to change between task/work
areas

Conflicting priorities

Management of others’ conflicting
priorities

Level of physical effort required
Position and posture adopted
Continuity of effort required

Where the job is carried out (inside or
outside)

Difficult or disagreeable conditions
encountered

Frequency of exposure to the above
Identify the normal work environment
Extent of availability of staff support, if
required

Extent of organisation’s safety/security
arrangements

Type of knowledge and skills required, for example

Caring skills/social/domestic
Communication/linguistic
Technical/dexterity
Academic

More than one area of knowledge and skill required? If so, which?

Is there a statutory requirement for a qualification for the post?

9. Sum up the main purpose of the job.





APPENDIX C ANNEXE 3

JOB EVALUATION PROCESS

Initiated by:
e Employee
e Chief officer
e Organisational review
e Creation of a new post
Method:
(Based on Job Description and Organisational Structure, and questionnaire where
appropriate)
e Paper verification
e Job Evaluation interview
e Computerised system
Assessment:
e Evaluation by Job Analyst
e Evaluation by Panel
Results:
e Manager
e Employee
Appeal:
e Local Joint Appeal Panel






APPENDIX D

GLPC JOB EVALUATION SCHEME

POST HOLDER JOB EVALUATION QUESTIONNAIRE

Name:

Job Title:

Pre-evaluation Grade:

Department:

Section:

Post No:

Responsible To:

CONTENTS AGREED BY:

Name of Post Holder:

Signature:

Date:

Name of Post Holder’'s Manager:

Signature:

Date:






INSTRUCTIONS

The purpose of this questionnaire is to record key information and job content to help in the
evaluation of the post. The information should relate to the post and not to the person who
occupies it at present.

The post holder should complete this form, ideally involving his/her trade union representative and
then agreed by the line manager.

If available, an up to date job description and an organisational structure chart should also
be attached

MAIN PURPOSE / REASON FOR THE JOB:

Please describe in one or two sentences the overall purpose of the job.






MAIN RESPONSIBILITIES, DUTIES & TASKS: Please list main job areas showing average
proportion of the time spent on each. (Unlikely to be more than six or so).

Please list your main duties: Please identify how often each occur —
Daily, weekly, monthly, quarterly, or annually

Other.






1 Supervision / Management of People
This section records any direct responsibility the post has for the supervision or management of
council employees or others

1.1 Council Employees — Full time responsibility

Indicate the number of employees directly supervised by the post. Indicate the level of authority
(e.g. Allocate work, instruct, direct, organise, training, appraisal, discipline). Indicate also where the
supervision is shared with others. Direct supervision includes all employees managed by others for
whom the post holder has line management responsibilities

Title and nature of the work carried out Number* | Nature of Authority

1.2 *Numbers
If the numbers supervised vary throughout the year, please provide details of maximum and
minimum numbers and timescales






1.3 Deputising

Does the post have any formal deputising responsibility for managing employees? If so please
indicate the nature of the responsibility and how often it occurs. Indicate the number and type of
staff affected.

1.4 Project Teams
Does the post lead any project teams? If so, indicate the type of project team, its composition and

how long the post holder has this authority.

1.5 Contract staff / Agency Workers
Specify any responsibility that the post has for contract or agency workers. Indicate the number
involved and the nature of the responsibility.

1.6 Location of Employees

Are the employees supervised / managed by the postholder based at the same place of work, or on
different site(s) or are they mobile? How often would the manager be at the same location as the
employees?





2 Creativity and Innovation

The extent to which the work requires innovation and imaginative responses to issues and in the
resolution of problems.

2.1 Examples of Creativity / Innovation

Give examples of areas where the post requires creativity and innovation in for example design,
specifications and tendering, counselling and caring, application of IT, policy development,
interpersonal skills, written or spoken word.

2.2 Examples of Problem Solving
Give examples of typical problems / situations a post holder will need to resolve during the course
of their work. Indicate how frequently each type of problem / situation is likely to occur

2.3 Guidelines, procedures and systems

To what extent is the work undertaken by the post determined or assisted by guidelines, procedures
and systems? Indicate how:





3 Contacts and Relationships
The degree of personal contact and the nature of relationships with others required to carry out the
job.

3.1 Nature of Contacts and Relationships
Describe contacts and relationships within the section or department, with other departments, the
public, external groups and organisations, their purpose and frequency

Who Purpose of Contact Frequency
(e.g. work colleague, other department, (e.g. exchanging information, providing advice, providing care, formal (e.g. daily, weekly, etc)
client, suppliers etc) training, negotiations etc)






3.2 Complex / Contentious Issues
Does the post have to communicate with contacts on matters of a complex and/or contentious
nature? Please give examples and indicate how often these occur.

3.3 Representing the Council
Does the post represent or negotiate on behalf of the Council? Please identify the circumstances
and how often this occurs





4 Decisions — Discretion
This factor looks at the decisions or recommendations that the post takes to achieve its outcome.

4.1 Decisions

Give examples of the most important decisions that your post requires. Record only those decisions
which the post has authority to take.

Nature of Decision Who it affects Guidelines / Limits
(e.g. your department/section, clients, other (e.g. policies, procedures, working standards,
departments, service provision, Whole regulations, guidelines, financial / operational limits

authority, corporate policy etc)

4.2 Recommendations
Give example of the most important recommendations that the post is required to make

Nature of Recommendation Who it affects Guidelines / Limits
and who it is given to (e.g. your department/section, clients, other (e.g. policies, procedures, working standards,

N departments, service provision, Whole regulations, guidelines, financial / operational limits
(e.g. recommend change in procedure to

hori li
e authority, corporate policy etc)

4.3 Availability of Advice / Guidance
Describe how advice on what may be the limit to decision making is available from the post’s
manager, or other sources (e.g. rules, guidelines). Is this advice available all the time?






5 Decisions — Consequences
The impact of the decisions / recommendations taken.

5.1 Impact of Decisions / Recommendations

Identify the major consequences of any decisions or recommendations the post makes for clients,

the public, other staff or the service

Type of Decision / Recommendation | Who it affects

(e.g. your department/section, clients,
other departments, service provision,
Whole authority, corporate policy etc)

Scale of Impact

(e.g. limited - short term, major — long term effect)

5.2 Implications of a decision by the post holder

If the post holder made a legitimate, but incorrect, decision, what would be the likely impact? Give
potential examples below but exclude events that are highly unlikely to occur. For each example

indicate how quickly the error would be identified and rectified.






6 Resources
Personal and identifiable accountability for physical and financial resources including those of
clients.

6.1 Cash/Financial Resources

Is the post personally and identifiably accountable for the accurate handling / security of cash and
cheques? If yes specify the average amount controlled at any one time and the nature of the
accountability.

Average amount controlled at any Nature of accountability
one time Indicate whether this is continuous or shared with others. How often are these resources
handled : daily, weekly, monthly etc?

6.2 Plant / Equipment
Is the post personally accountable for the proper use / safekeeping of plant / equipment?
If yes please indicate the type(s) of plant/equipment and the nature of the accountability.

Type of plant / equipment Nature of accountability

Indicate whether this is continuous or shared with others

6.3 Stocks / Materials
Is the post personally accountable for materials / items of stock? If yes please indicate the type and
approximate value and the nature of accountability.

Type and approximate average value | Nature of accountability
of materials / stock (held at any one time) Indicate whether this is continuous or shared with others






6.4 Data Systems

Is the post personally accountable for the use, manipulation and safekeeping of data systems
whether manual or computerised? If yes please indicate the type of system(s) and the nature of the
accountability.

Type of Data System Nature of accountability
Indicate whether this is continuous or shared with others

Please explain the importance of the data systems identified above to the Council’s operations.

6.5 Buildings
Is the post personally accountable for the proper use and safe keeping of buildings? If yes please
indicate the type of building(s) concerned and the nature of the accountability

Type of Building Nature of accountability

Indicate whether this is continuous or shared with others






7 Work Demands

The impact of deadlines, interruptions, changes in priorities and resource conflicts on the post.

7.1 Work Plan
How is the post's work planned?

7.2 Interruptions / Changes to the work plan
How often is the planned work of the post subject to interruptions and/or changes? Give examples,
identifying the cause of the interruption and the frequency with which it occurs.

7.3 Deadlines
Is the work of the post subject to deadlines? If yes please give examples and the frequency with
which they occur.

7.4 Conflicting Priorities / Resource Needs

Does the post have to RESOLVE situations where there are conflicting priorities / resource needs?
If yes give examples of situations the post encounters and explain how the post resolves them.
Indicate how frequently these situations occur.





8 Physical Demands
The amount and continuity of physical effort required to do the job.

8.1 Type and Frequency of Physical Demand
Please indicate the type, frequency and duration of any physically demanding activity that is a
requirement of the post.

Type of Physically demanding activity Frequency and duration

(e.g. standing, walking, lifting, cleaning) (e.g. 2 hours every day)

8.2 Use of IT Equipment
Does the post require the use of IT equipment? If yes please indicate the nature and level of usage.

Nature of usage Level of usage
(e.g. spreadsheets, data entry) (e.g. 2 hours every day)






9 Working Conditions

9.1 Normal Place of Work

Indicate the post’s normal place(s) of work (e.g. office, client’s house, workshop etc). Where more
than one place is specified please indicate the relative time spent in each.

9.2 Disagreeable Conditions

Is the post exposed to any disagreeable conditions (e.g. working outside, noise, dirt etc)?
If yes please indicate the type of condition below and the frequency and duration of exposure.

Nature of condition Level of exposure

(e.g. noise, working outside) (e.g. 2 hours every day)






10 Work Context

10.1 Potential Risk to Personal Health or Safety
Is there any potential risk to personal safety, illness, health? If yes please give examples stating
who or what poses the potential risk and the frequency of exposure.

Nature of risk Frequency of Exposure

If the post involves contact with the public or clients can the post holder call on the immediate
support of other members of staff? Please give examples.






11 Knowledge and Skill

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

11.1 Type of Knowledge and SkKill
What type of knowledge and skill is required in order to perform the duties of the post? Indicate also
the depth of knowledge/skill required in each.

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

Type of Knowledge / Skill Depth of knowledge / skill

(e.g. Basic knowledge, Working knowledge, council expert)

11.2 Most Important Areas of Knowledge

From the above list give the two/three most important. Please give specific work examples to
explain what is delivered in the job by an effective application of these two or three types of
knowledge/skill

11.3 Experience
Describe the type of experience required to do the job (e.g. domestic/non-work
environment/voluntary work/academic work/other).

As at May 2005






Section 3 Appendix E
Further Advice on the Implementation of the GLPC Job Evaluation Scheme

Many authorities are planning to undertake a considerable amount of job evaluation over the next
few months. The joint secretaries want to take this opportunity to remind authorities of the good
practice guidance that has been produced on the scheme and to make explicit certain issues that
have been implicit within the guidance. This guidance is in line with good practice recommended by
the Commission for Equalities and Human Rights, full details of which can be found at
http://www.equalityhumanrights.com/

Post holder involvement

Regardless of the information gathering process to be used (e.g. job descriptions, questionnaires,
or interviews) it is good practice to involve post holders (whether using the manual or software
based approach) when evaluating filled posts. Involvement of post holders (or a sample for roles
with a large number of post holders) will benefit the process through their knowledge of the job and
ensuring that aspects of the role are not overlooked.

Use of questionnaire

Using a standard format for job descriptions can assist in ensuring that job information is collected
and assessed in a systematic manner. However for some factors within the scheme and for some
jobs, it will be more difficult to collect sufficient information through a job description than it will be
for others. An alternative approach is to collect information on the job through a structured
guestionnaire.

The guidance on the GLPC scheme includes a template questionnaire that can be adapted for local
use. Authorities are urged to use this document or a similar information gathering document where
appropriate, to enable all factors in the scheme to be accurately assessed

Gender balance

Good practice does require that the assessment is confirmed by more than one individual and not
based on the input of a single job analyst. Users of the scheme should try to ensure that there is a
gender balance within the pool of people involved in the evaluation process.

Records of evaluation process
It is good practice to keep records of individual assessments including notes of any interviews.
Such records will allow:

e evaluators to check back on their decision making process and thus help ensure consistent
evaluations

e allow the reasons for the evaluation to be explained to post holders

e provide information to appeal panel members as to what information was taken into account

e provide contemporary evidence for any evaluation that may subsequently be subject to legal
challenge

This guidance is issue with a view to supporting future job evaluation activity with organisations that
use the GLPC job evaluation scheme. Where evaluations have been undertaken using a different
methodology this guidance should not be interpreted to suggest that they should be carried out
again.

Added May 2007





Section 3 Appendix F

Employees Working in Social Services Residential Establishments

Introduction

The Greater London Provincial Council values the contribution made to the provision of essential
services by social workers. The Council has considered a number of issues relating to staff working
in social services residential establishments and recommends the following advice to local
authorities. Authorities are asked to take the following advice into consideration when formulating
policy relating to employees working in residential social services. The advice relates to: the
working week; violence against staff; the recruitment, training and development of staff; rota and
holiday guidance.

Violence against Employees

All managers have a responsibility in law to undertake assessments of the risks to members of staff
and others. Such assessments must include an assessment of the risk to employees and others of
abuse, threats or actual assault and identify what can be done, reasonably, to eliminate or reduce
the risk.

Employing authorities are recommended to ensure that managers of residential establishments are
properly trained to carry out risk assessments. Risk assessments should be supported by
procedures for recording incidents of violence against staff and for evaluating such records so that
appropriate measures can be introduced to eliminate or reduce the risk.

Consideration of measures to eliminate or reduce the risk of violence against staff and others could
include:

e the physical environment — such as security locks, alarm buttons, video cameras, etc.;

e working methods — such as job design, procedures for sharing relevant information, shift rotas
and staffing levels.

e advice to staff on how to respond to potentially violent situations; and

e staff training — both in relation to overall competence within the job and with regard to
techniques for minimising and responding to aggression.

There should be regular reviews of the assessment of risk and of the effectiveness of measures
adopted to eliminate or reduce risk.

Employing authorities are also recommended to develop appropriate mechanisms for supporting
staff who experience violent incidents at work. Appendix A to this advice recommends elements of
typical policies.

Working Week

The GLPC recognises agreements made to harmonise the conditions of service for ex-manual and
ex-APT&C employees. The Council supports the reduction of the working week and notes that care
and domestic staff in social services residential establishments should have seen a reduction from
39 to 37 hours with effect from 1 April 1999. The terms of the agreement to further reduce the
working week to 36 hours are contained in Section 2 of this document.





Employment

The reports into residential social work by Howe and Warner respectively, highlighted a need for
adequate recruitment, selection, training, development and conditions for employees. The GLPC
supports the recommendations of the reports and notes that London boroughs have been active in
their implementation of appropriate procedures. Boroughs are reminded of the
GLEA/SOCPO/ADSS advisory booklet titled ‘Code of Practice for the Selection and Appointment of
Staff within Local Authority Commissioned Child Care Services (London)’ published in June 1993,
by GLEA.

Rota Guidelines

Employee rotas play a vital part in ensuring effective cover for the provision of services. The GLPC
recognises that boroughs already ensure good practice in this area and have identified the following
aspects of rota management within London authorities:

e advance notification of shift arrangements;

e operation of split shifts — to be avoided where practicable;

¢ allocation of consecutive days off within shift rota;

e advance notification of rota changes to staff;

e payment for work beyond roster;

e provision of night care services/staff; and

e periodic reviews of rota arrangements

Holiday Guidance

The council recognises that residential social workers may on occasion accompany clients on
holidays. Such events provide a valuable service and boroughs have devised reward systems to
encourage such practice. The GLPC does not wish to issue guidance on the detail of such systems

but recommends that arrangements are in place where residential social workers are required to
accompany clients on holidays.





Appendix F Annexe 1
VIOLENCE AGAINST EMPLOYEES

Typical Policy Contents

A Definition of Violence

This is a common feature of many policies and it is common for policies to include within the
definition verbal aggression and racial and sexual harassment short of actual physical assault.

Recording and Monitoring Arrangements

Policies include arrangements for recording and monitoring incidents of violence or aggression
against staff. Some policies include a specific duty for an identified senior officer to investigate
and report on each incident.

Assessing the Risk

Policies should identify a responsibility to undertake risk assessments that include an
assessment of the risk of violence and/or aggression against staff.

Reducing the Risk

Suggestions for reducing the risk of violence and/or aggression tend to be grouped under the
following headings and might include:

. Alterations to Property
Use calming pastel colours
Display notices in public areas that violence/aggression will not be tolerated.
Install alarm systems
Install intercoms
Install vision panels in doors
Ensure that reception staff have easy access to other staff
Ensure swift means of escape
Secure heavy items so that they cannot be used as weapons and develop practices to
encourage the removal of dangerous objects.
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B. Working Practices

1. Establish and publicise response procedures in the event that an alarm is raised

2. Issue personal alarms

3. Ensure that people with a history of violence are identified, that such information is recorded
on case files and that staff working with such people are given the information

4. Ensure that every effort is made to find out about the history of new clients/service users
and to give such information to staff working with them.

5. Treat clients/service users with respect

6. Ensure that staff are not left to work alone in potentially violent situations.

7. Ensure the regular discussion and exchange of information on the emotional state of
residents





8. Make arrangements for the regular interruption of interviews where the potential for violence
is known.

9. Ensure that potentially dangerous environments are identified and that emergency contacts
can be made, if necessary.

C. Equipping Staff to handle/manage potentially violent situations

1. Provide training

2. Give advice on techniques for reducing tension

3. Give explicit advice that if staff feel frightened they should act on those fears and either call
for assistance or escape from the situation.

D. Advice on the use and level of force that may be deployed to restrain an assailant.

Support for Staff after a Violent Incident

Policies include advice for staff, their colleagues and managers on the type of support staff
might need following a violent incident.

At the minimum level this might be no more than advice to the member of staff's colleagues that
a sympathetic response can help someone cope after a violent incident and that the member of
staff concerned may wish to talk to their line manager about the incident.

More extensive arrangements might include access to an employee counsellor or independent
counsellor at the Council’'s expense and an entitlement to a period of time off work.

On the question of legal action, some policies identify the extent of support available from the
Council’s solicitor or financial support for employees pursuing private prosecutions. (PLEASE
NOTE: this paragraph is subject to further joint secretarial discussion and clarification)

The Role of the Police

Policies will usually give explicit authority to the most senior person present at an incident to call
the police to deal with an emergency, and will identify who has the authority to decide whether it
is appropriate to refer the matter for investigation by the police after the event. In such
circumstances the policy may include advice on recording details of the assailant and any
witnesses to the incident.

7. Compensation

Most Councils limit their statements on compensation to references to entitlements to sick pay
and the injury provisions in national and provincial conditions. Some will include details of the
Criminal Injuries Compensation Board and the arrangements for reimbursing damage to
clothing and personal effects. One or two have local schemes for compensation for physical
injury or mental distress; other boroughs have insurance policies that indemnify employees
against serious injury from assault.





10.

11.

12.

Section 3 Appendix G

Joint guidance for London local authorities on measures to support
job security and employability

There should be proper consultation with trade unions at a local level as soon as employers
are aware that financial pressures may lead to job cuts.

There should be openness and transparency between employers and unions regarding the
financial position.

Employers should give proper consideration to exploring every option to meet obligations to
mitigate against compulsory redundancies.

While it is important to maintain the appropriate skills profile within the workforce, a trawl for
volunteers should be considered as part of the process in any job reduction exercise.

Employers should look flexibly and creatively at who is included in the pool from which
volunteers for redundancy should be sought (“bumped” redundancies).

There should be a commitment to offering support (including training) to those at risk of direct
or indirect redundancy. This applies in order both to ease the way into new employment with
other organisations and to help ease the path into assimilation or redeployment.

A system should be considered to support skills audits being completed for all workers, whilst
acknowledging the difficulties of so doing at a time of organisational change. Learning
representatives can help with this process, and the employer should initially identify and
progress this work in what they see as their priority areas.

For individual employees on the redeployment list an analysis of their skills and experience
should be carried out and then reviewed if necessary (for example following a temporary
redeployment).

Where redundancies are considered:

A freeze on external recruitment should be considered in areas which do not have key skills
shortages, only moving to external advert if there are no suitable applicants, after
appropriate training, in the redeployment pool.

Reductions are first considered in the use of agency staff and consultants

Employers should ensure that relevant support and vacancies are well advertised internally
and employees are encouraged to take up offers of relevant support and apply for appropriate
vacancies.

It is recognised that in the current financial situation authorities may find it difficult to achieve
previous levels of redeployment for potentially redundant employees. However it is still
possible that potentially redundant employees in one authority may be suitable for vacancies
in another. Authorities are advised to consider using existing links and channels to identify
any scope for such inter-authority ‘redeployment’.

When considering procurement authorities are advised to:
Engage early and consult with trade unions on potential service reviews.

Authorities are reminded of their statutory duty to inform trade unions of any proposed
service reviews which may subsequently lead to the outsourcing of directly employed staff.





Consider how services could be transformed in-house as part of the processing of
assessing options

13. Authorities should consider whether any changes to terms and conditions, voluntary
reductions in hours etc, necessitated by the financial situation, could be implemented on a

time limited basis and/or reviewed in light of financial circumstances and the labour market as
it changes over time.

14. All changes should be subject to an Equality Impact Assessment, shared with the trade
unions.

Added May 2011





Section 3 Appendix H

Joint guidance on shared services

The purpose of this document is to provide guidance on some of the employee relations and
staff consultation issues relating to any shared services project. Clearly there are a number of
stakeholders in taking forward any shared service project — these would include elected
members, service users, frontline staff and middle managers. This guidance focuses on
engagement with the trade unions. It does not seek to provide commentary or guidance on the
range of shared service options or their benefits and risks.

This is a complex process, and will take time to complete properly; it is not a “quick fix”.
Employers should ensure that they involve the local unions in each of the authorities affected
by the shared service proposals at the earliest opportunity. Employers must carry out an
equality impact assessment on the proposals, which should be shared with the trade unions.

In particular authorities need to give the unions sufficient information about their plans at an
early enough stage, and in an appropriate fashion, to enable them to prepare for the
consultation process. They need time to consider the implications, prepare for discussions
and influence the outcome.

Ensure that trade union representatives are meeting with the appropriate level of
management, depending on the subject under discussion, to ensure that meaningful dialogue
can take place and decisions can be taken speedily.

Whilst authorities can exclude staff transfers (TUPE) and redundancies from the shared
service discussions on a case-by case basis using the statutory consultation process instead®,
they should keep the trade unions informed about the processes being utilised.

As part of this process authorities must: identify where appropriate, and in consultation with
trade unions who the new employer will be, and from where the shared service will be
operating. Will one of the sharing authorities take the lead and become the employer or will an
entirely new organisation be set up? It is important that there is a clear understanding by all
concerned of who the employer in the new shared service will be.

If it is intended to relocate existing staff to a new workplace, authorities will need to consult
with trade union on its location and any relevant relocation or travel costs you propose to be
made available to those relocating employees. Where sensible, meetings affecting more than
one borough should be combined. In any event information provided and discussed must be
consistent.

Authorities will also need to discuss any redeployment or retraining schemes which you will be
offering to those staff.

As local authorities pay and grading provisions vary from borough to borough authorities will
need to assess, jointly with the trade unions, where any differences and/or anomalies lie. This
may result in the need to develop a new structure for pay, and pay related conditions for the
shared service. Further you are likely to need to consider changes to job descriptions, roles

! See TUPE Regulations 2006 — Section 13





10.

11.

12.

13.

and responsibilities which will require significantly changed or amended jobs to be evaluated
for all employees moving into the shared service. Authorities may be at risk of equal pay
claims unless they ensure that any new pay and grading structures or job re-designs comply
with the law on equal pay.

Authorities will need, in consultation with the trade unions, to decide on the proposed
employment model. They will either need to TUPE transfer employees into the shared
service, or second them into it. Should the secondment model be chosen, authorities will
need to obtain legal advice on the processes to be followed and the systems to be put in
place.

Remember that where employees are already on secondment, if the part of the organisation in
which their substantive post is based is being transferred to the shared service they
automatically transfer as well. Employers should be careful to check the details of each
individual secondment arrangement to ensure it complies with the findings of the Celtec case?®.

Employers will need to decide on how they deal with pension rights. Trade unions will need to
be consulted on any implications the proposals have for loss or erosion of pension rights for
TUPE transferred employees and need to check whether or not the new organisation is (or
should be) covered by the redundancy modification order.

Will there be job losses and/or redundancies directly resulting from this proposal? Employers
should consult with trade unions over any proposed redundancies in the normal way, but in a
shared service context this will include such matters as:

¢ Who will be responsible for making the employees redundant, and therefore who pays for
the redundancy;

¢ Which redundancy policy will be utilised;

¢ Is there any potential for cross-organisational/inter-authority ‘redeployment’?

Added January 2012

> CELTEC v Astley

http://www.publications.parliament.uk/pa/ld200506/Idjudgmt/jd060621/nwales-1.htm
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CONSTITUTION FOR GREATER LONDON EMPLOYMENT FORUM


		PRE-AMBLE AND SCOPE


1. The London authorities within the scope of the London Agreement and the Trade Union representatives representing the employees in those authorities have determined new arrangements for the conduct of employment related business, consultation and negotiation at regional level.  These arrangements provide the regional link between local employee relations issues and the National Joint Council.


2. The GLEF comprises the London authorities covered by the London Agreement (detailed in Appendix 1) and the Corporation of London. 


3. The trade unions party to the London Agreement are:


· GMB


· Unite

· UNISON

4. The arrangements comprise:


· The Greater London Employment Forum (GLEF) - a joint forum comprising representatives of the London authorities within the scope of the London Agreement and the Corporation of London.  The purpose of the GLEF is to provide a forum where London employer and employee representatives can meet to discuss and debate employment matters of concern to the London authorities and their workforces and, where appropriate, recommend areas/opportunities for regional agreement and working.


· The Greater London Provincial Council (GLPC) - a joint forum comprising employer and employee representatives with delegated authority to act on behalf of the authorities covered by the London Agreement.  The purpose of the GLPC is to consult on, negotiate and determine regional agreements and/or advice on behalf of the authorities and their employees, including the resolution of differences and disputes directly concerning the interpretation of regional agreements.  As the decision making body for the joint arrangements, the GLPC will ratify changes to the GLEF constitution on its behalf.  See separate constitution



		MEMBERSHIP


Employers’ Side


5. The 33 employer representatives on the GLEF will be appointed by the London Councils on the basis of one elected member representative per authority, including the Corporation of London.


Union Side 


6. The Union Side of the GLEF will comprise 32 representatives apportioned as determined by the Trade Unions identified in paragraph 3.



		 SUBSTITUTES

7. In the event of a member being unable to attend a substitute may be appointed by the appropriate nominating body.   


CASUAL VACANCIES


8. Casual vacancies will be filled by the appointing organisation to sit until the end of the election period.






		FAILURE TO APPOINT


9. The failure of any of the member authorities or trade unions referred to in paragraphs 2 and 3 above to appoint the number of representatives provided for by this constitution will not affect the business of the GLEF.






		RETIREMENT


10. All members of the GLEF will retire each year and will be eligible for re-appointment, whilst they remain in membership of their appointing body/authority.


11. Any member who ceases to be a member of their appointing body/authority will also cease to be a member of the GLEF with immediate effect. 






		QUORUM


12. The quorum of the GLEF will be one quarter of each side’s membership.  





		VOTING


13. Voting will not be required within the GLEF.






		FUNCTIONS


14. The GLEF may consider and debate any employment, development, efficiency, performance and improvement related matter affecting the employees of the London authorities which could include:


· pay and conditions of employment including equal pay and the achievement of single status employment;


· measures to improve recruitment and retention; 


· productivity and performance management; 


· measures to improve efficiency, effectiveness and value for money;


· measures to increase the skills and capacity of the workforce;


· equality and diversity in the workplace;


· employee health, safety and well being.



		OFFICERS


Chair and Vice Chair


15. The GLEF will appoint a Chair and Vice-Chair annually.  The appointments will alternate between the Employers’ and Union Sides with one member of each side holding an office each year.  


16. In the absence of both the Chair and Vice-Chair at any meeting, a Chair will be elected for that meeting only.






		Secretaries


17. Each side will appoint a Secretary to act as Co-Secretaries to the GLEF.


18. In the case of the Employers’ Side, the Secretary will be the person appointed to that role by the LONDON COUNCILS.

 





		FINANCE AND ADMINISTRATION


19. The GLEF will determine how the Committee will be administered and the administrative expenses met.






		ADVISERS


20. Either side may invite advisers to attend meetings of the GLEF to act in an advisory capacity.





		



		MINUTES


21. Minutes of all meetings will be made available electronically to all constituent organisations.



		MEETINGS


22. The annual general meeting (AGM) of the GLEF will be held by the end of October each year.


23. Two meetings of the GLEF will be scheduled each year including the AGM.


24.  Either Side of the GLEF can call a special meeting, giving at least 21 days’ notice and confirmation of the agenda item(s).  



		AMENDMENT OF CONSTITUTION


25. The constitution of the GLEF may only be amended with the agreement of both sides of the GLPC.  Amendments can be proposed at any meeting subject to at least 21 days notice being given before the date of the meeting at which the proposed amendment is to be considered.  








Appendix 1


Local authorities covered by the London Agreement


London Boroughs of:


Barking and Dagenham


Barnet


Bexley


Brent


Bromley


Camden


Croydon


Ealing


Enfield


Greenwich


Hackney


Hammersmith & Fulham


Haringey


Harrow


Havering


Hillingdon


Hounslow


Islington


Royal Borough of Kensington & Chelsea


Royal Borough of Kingston upon Thames


Lambeth


Lewisham


Merton


Newham


Redbridge


Richmond upon Thames


Southwark


Sutton


Tower Hamlets


Waltham Forest


Wandsworth


City of Westminster

City of London

Appendix 2


Role of the Secretaries


The LONDON COUNCILS (on behalf of the Employers’ Side) and the Union Side will each appoint a Secretary from their respective joint secretaries to act as the Co-Secretaries for both the GLPC and the GLEF.  The Co-Secretaries are responsible for the management and administration of GLEF.


It is the responsibility of the Co-Secretaries and Joint Secretaries to ensure that the constitutional position of the GLEF is adhered to in any dealings with constituent bodies.
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		GLEF Representatives 2017-18







				Borough

		Rep

		Party



		Barking & Dagenham

		Cameron Geddes

		Lab



		Barnet

		Richard Cornelius

		Con



		Bexley

		Colin Tandy

		Con



		Brent

		Margaret McLennan

		Lab



		Bromley

		Ian Payne

		Con



		Camden

		[bookmark: _GoBack]Richard Olszewki

		Lab



		Croydon

		Simon Hall

		Lab



		Ealing

		Yvonne Johnson

		Lab



		Enfield

		Doug Taylor - Chair

		Lab



		Greenwich

		Chris Kirby

		Lab



		Hackney

		Carole Williams

		Lab



		Hammersmith & Fulham

		Ben Coleman

		Lab



		Haringey

		Ali Demirci

		Lab



		Harrow

		Kiran Ramchandani

		Lab



		Havering

		Melvin Wallace

		Con



		Hillingdon

		Philip Corthorne

		Con



		Hounslow

		Ajmer Grewal

		Lab



		Islington

		Jenny Kay

		Lab



		Kensington & Chelsea

		David Lindsay

		Con



		Kingston upon Thames

		Eric Humphrey

		Con



		Lambeth

		Imogen Walker

		Lab



		Lewisham

		Kevin Bonavia

		Lab



		Merton

		Mark Allison

		Lab



		Newham

		Ken Clark

		Lab



		Redbridge

		Kam Rai

		Lab



		Richmond upon Thames

		David Marlow

		Con



		Southwark

		Fiona Colley

		Lab



		Sutton

		Simon Wales - Vice-Chair

		LD



		Tower Hamlets

		David Edgar

		Lab



		Waltham Forest

		Asim Mahmood

		Lab



		Wandsworth

		Guy Senior

		Con



		Westminster 

		Angela Harvey – Vice-Chair

		Con



		City of London

		Revd Stephen Decatur Haines MA Deputy
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ITEM 5 – APPENDIX 1A

CONSTITUTION OF THE GREATER LONDON PROVINCIAL COUNCIL

		PRE-AMBLE AND SCOPE

1. The London authorities within the scope of the London Agreement and the trade unions representing the employees in those authorities have determined new arrangements for the conduct of employment related business, consultation and negotiation at regional level.  These arrangements provide the regional link between local employee relations issues and the National Joint Council.

2. A list of the authorities covered by the London Agreement is attached as Appendix 1. 

3. The trade unions party to the London Agreement are:


· GMB

· Unite

· UNISON

4. The arrangements comprise:


· The Greater London Provincial Council (GLPC) - a joint forum comprising employer and employee representatives with delegated authority to act on behalf of the authorities covered by the London Agreement.  The purpose of the GLPC is to consult on, negotiate and determine regional agreements and/or advice on behalf of the authorities and their employees, including the resolution of differences and disputes directly concerning the interpretation of regional agreements.  


· The Greater London Employment Forum (GLEF) - a joint forum comprising representatives of the London authorities within the scope of the London Agreement and the Corporation of London.  The purpose of the GLEF is to provide a forum where London employer and employee representatives can meet to discuss and debate employment matters of concern to the London authorities and their workforces and, where appropriate, recommend areas/opportunities for regional agreement and working.  See separate constitution.





		MEMBERSHIP

Employers’ Side


5. The Employers’ Side of the GLPC will comprise 15 employer representatives appointed by London Councils. 

Union Side

6. The Union Side of the GLPC will comprise 16 representatives apportioned as determined by the trade unions listed in paragraph 3.





		 SUBSTITUTES

7.  In the event of a member being unable to attend a substitute may be appointed in accordance with each side’s respective protocols.   


CASUAL VACANCIES


8. Casual vacancies will be filled by the appointing organisation to sit until the end of the election period.






		FAILURE TO APPOINT

9. The failure of any of the member authorities or trade unions referred to in paragraphs 2 and 3 above to appoint the number of representatives provided for by this constitution will not affect the decisions of the GLPC or their application to the employees of the authorities in membership.






		RETIREMENT

10. All members of the GLPC will retire each year and will be eligible for re-appointment, whilst they remain in membership of their appointing body/authority.


11. Any member who ceases to be a member of their appointing body/authority will also cease to be a member of the GLPC with immediate effect. 






		QUORUM


12. The quorum of the GLPC will be one half of each side’s membership.





		VOTING


13. Voting shall be by a show of hands, or as otherwise determined by the GLPC.  No resolution shall be regarded as carried unless it has been approved by a majority of members on each side of the GLPC present at the meeting.





		FUNCTIONS


14. The GLPC may consider any employment matters referred to it by any of its constituent bodies, the GLEF, or the National Joint Council.  It may consult on, negotiate and determine regional agreements on any matter affecting the employment contracts of employees covered by the London Agreement.





		OFFICERS


Chair and Vice Chair


15. The GLPC will appoint a Chair and Vice-Chair annually.  The appointments will alternate between the Employers’ and Union Sides with one member of each side holding an office each year.  


16. In the absence of both the Chair and Vice-Chair at any meeting, a Chair will be elected for that meeting only.


Secretaries


17. Each side will appoint a Secretary to act as Co-Secretaries to the GLPC.


18. In the case of the Employers’ Side, the Secretary will be the person appointed to that role by London Councils.





		FINANCE AND ADMINISTRATION


19. The GLPC will determine how the Committee will be administered and the administrative expenses met.


ADVISERS


20. Either side may invite advisers to attend meetings of the GLPC to act in an advisory capacity.





		MINUTES


21. Minutes of all meetings will be made available electronically to all constituent organisations.



		MEETINGS


22. The annual general meeting (AGM) of the GLPC will be held by the end of October each year. In addition, one other meeting will be scheduled for during the year


23. Further meetings of the GLPC will be convened as and when necessary.


24. Either Side of the GLPC can call a special meeting of the GLPC, giving at least 21 days’ notice and confirmation of the agenda item(s).  



		



		DIFFERENCES AND DISPUTES


Decisions of the National Joint Council  (NJC) 


25. Where a difference or dispute arises within a London authority in membership of the NJC and the GLPC regarding application of any decision or agreement reached by the NJC,  the following courses of action will apply:


i. Differences in interpretation of national conditions - either party can refer the matter to the Joint Secretaries for joint advice.  Where agreement cannot be reached, the matter will be referred to the National Joint Council for determination.


ii. Disputes on application of national conditions - either party can refer the matter to the Joint Secretaries for advice.  Where possible, the Joint Secretaries will assist the parties to reach agreement on the matter.  Where agreement cannot be reached following assistance at regional level, the provisions of any NJC arrangements may apply.

Decisions of the GLPC and Predecessor Bodies


26. Where a difference or dispute arises within a London authority covered by the London Agreement regarding the interpretation or application of any decision or agreement reached by the GLPC or its predecessor bodies, the following courses of action will apply:


i. Differences in interpretation of regional agreements - either party can refer the matter to the Joint Secretaries for determination.  Where agreement cannot be reached by the Joint Secretaries, the matter will be referred to the GLPC for a decision.


ii. Disputes on application of regional agreements - either party can refer the matter to the Joint Secretaries.   Where possible, the Joint Secretaries will assist the parties to reach agreement on the matter.  


27. Where a dispute arises between the Employers’ and Union Sides of the GLPC, it may be referred jointly to the National Joint Council or another third party for assistance in resolving the matter.  Where there is no agreement between the two Sides on such a joint reference, either Side may ask the NJC joint secretaries for assistance.  In such circumstances, it is jointly agreed there shall be no further reference to any form of arbitration, whether through the constitution of the NJC or otherwise, unless this is jointly agreed by both Sides of the GLPC.

Decisions of member authorities on their local conditions of service or employment procedures 


28. Where a difference or dispute arises within a London authority covered by the London Agreement, regarding the interpretation or application of any decision or agreement reached by that authority, either party can request the Joint Secretaries to advise on the implications of the difference or dispute and potential actions to resolve it.  


29. Where possible, the Joint Secretaries will assist the parties to reach agreement on the matter.  








		AMENDMENT OF CONSTITUTION


30. The constitution of the GLPC may only be amended with the agreement of both sides.  Amendments can be proposed at any meeting subject to at least 21 days’ notice being given before the date of the meeting at which the proposed amendment is to be considered.  








Appendix 1

Local authorities covered by the London Agreement


London Boroughs of:


Barking and Dagenham


Barnet


Bexley


Brent


Bromley


Camden


Croydon


Ealing


Enfield


Greenwich


Hackney


Hammersmith & Fulham


Haringey


Harrow


Havering


Hillingdon


Hounslow


Islington


Royal Borough of Kensington & Chelsea


Royal Borough of Kingston upon Thames


Lambeth


Lewisham


Merton


Newham


Redbridge


Richmond upon Thames


Southwark


Sutton


Tower Hamlets


Waltham Forest


Wandsworth


City of Westminster

Appendix 2

Role of the Secretaries


The ALG (on behalf of the Employers’ Side) and the Union Side will each appoint a Secretary from their respective joint secretaries to act as the Co-Secretaries for both the GLPC and the GLEF.  The Co-Secretaries are responsible for the management and administration of the joint machinery.


The Joint Secretaries – one from each of the constituent unions and the Employers’ Secretary, or their representatives are empowered under paragraphs 25-29 to act on behalf of the GLPC.  In this role the Joint Secretaries can visit constituent bodies to consider any difference or dispute and take appropriate steps to assist in its resolution.

It is the responsibility of the Co-Secretaries and Joint Secretaries to ensure that the constitutional position of the GLPC is adhered to in any dealings with constituent bodies.


Appendix 3

Differences, disputes and job evaluation appeals


Introduction


This document refers to the procedures agreed by the GLPC for the registration, documentation and hearing of appeals and differences referred to the GLPC under its constitution.


Differences and disputes


Registration and Documentation


i. Upon a request to progress a difference/dispute to the regional machinery, the appellant organisation shall formally register the difference with the appropriate Co-Secretary within 4 weeks of all local procedures having been exhausted. The side registering the dispute should include relevant background documentation at this stage. This registration should be communicated to the other Co-Secretary within a further 2 weeks.

ii. The Co-Secretaries will notify the respondent organisation that a difference/dispute has been registered. The Joint Secretaries will have informal discussions with both parties as soon as possible. The respondent organisation should provide a written response, including relevant background documentation within 4 weeks of being notified of the registration of the dispute.  Where appropriate the joint secretaries will arrange a visit to investigate the difference/dispute within 6 weeks of the date of registration.  

iii. A difference may be referred to the GLPC where:


a)  it concerns the interpretation of an agreement reached by the GLPC or one of its predecessor bodies: and

b) the Joint Secretaries are unable to agree as to the correct interpretation


iv. If either side wishes to refer an unresolved difference to the GLPC this must be communicated through the Co- Secretaries within 3 months of the joint secretaries concluding their consideration of the difference.

v. The difference should be put before the GLPC within a further 3 months, where possible.


Job evaluation appeals

Where local appeals arrangements for the GLPC/GLWC schemes make provision for a referral to the Joint Secretaries, the following procedural requirements will apply:


· Appeals will only be considered where there has been a failure to agree at the final stage of the local appeals arrangements


· Appeals are required to be registered with the appropriate Co-Secretary within four weeks of an employee receiving the final decision of the local appeal outcome

· The registration document must indicate the factors on which the appeal is based

· Where registration of an appeal is received by the Co-Secretaries, both parties are required to produce case statements within four weeks, setting out their respective arguments on the factors subject to appeal

· Where one party fails to produce documentation within this timescale, power shall rest with the Joint Secretaries to consider the appeal on the basis of the documentation submitted


Role of the Joint Secretaries



The Joint Secretaries will consider and advise on individual appeals, usually within six weeks of receiving all documentation. Initially they will provide advice to both local parties with a view to the matter being resolved at local level.  Where further consideration at local level still results in a failure to agree, the joint secretaries will make a binding decision.
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GLPC Representatives – 2017-18



		Borough

		Rep

		Party



		

Barking & Dagenham

		Cameron Geddes

		Lab



		Bexley

		Colin Tandy

		Con



		Bromley

		Ian Payne

		Con



		Camden

		[bookmark: _GoBack]Alison Kelly

		Lab



		Croydon

		Simon Hall

		Lab



		Enfield 

		Doug Taylor - Chair

		Lab



		Hackney

		Carole Williams

		Lab



		Hounslow

		Candice Atterton

		Lab



		Kensington & Chelsea

		David Lindsay

		Con



		Kingston

		David Glasspool

		Con



		Lambeth

		Imogen Walker

		Lab



		Lewisham

		Kevin Bonavia

		Lab



		Sutton

		Simon Wales – Vice Chair

		LD



		Waltham Forest

		Clyde Loakes

		Lab



		Westminster

		Angela Harvey – Vice Chair

		Con
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NARE


 National Association of Regional Employers


CONSTITUTION


1.
Title



The organisation shall be known as the National Association of Regional Employers.


2. 
Objectives 

(a)
Develop areas of joint working between regions to provide cost-efficient solutions in anticipation of, and preparation for our changing environment and the demands placed on our constituent organisations.


(b)
Represent the collective employer interests of our constituent organisations across our respective regions at a pan-regional and national level.


(c) 
Provide a communications channel between our regions and national bodies, to share and respond to matters of common interest relating to people management, organisational development, performance and governance.


(d)
Exchange information, expertise and good practice between regions and provide a sounding board for other bodies.


(e)
Establish and maintain links with relevant European institutions.


3.
Membership


The membership of the Association shall consist of two elected member representatives from each Regional Employers’ Organisation (or equivalent) together with each regional Director/Chief Executive (or equivalent).  Representatives of appropriate and relevant national bodies may be invited to attend the meetings as ‘Associate’ or ‘Ex-Officio’ non-voting members to facilitate greater co-operation and sharing of information between national and regional bodies.

4.
Voting

Decisions should be achieved by consensus.  Where, however, a show of hands is necessary for any decisions each region will cast two votes.


5.
Quorum

Any meeting of NARE shall be regarded as quorate provided at least one third of the elected representatives (or their nominated substitutes) are present.


6.
Chair and Deputy Chair

At the Annual General Meeting of the Association a Chair and Deputy Chair shall be appointed.  The Deputy Chair, provided still representing one of the 11 Employers’ Organisations, will automatically be appointed as Chair the following year.


The incoming Deputy Chair shall be appointed either by consensus or by show of hands.


Where the “sitting” Deputy Chair ceases to be the representative of the Organisation that appointed him/her, or if he/she does not wish to assume the Chair both the Chair and Deputy Chair shall be appointed by consensus or show of hands in accordance with paragraph 4.


7.
Nominations

The nomination of representatives to outside bodies in which the Association has an interest will be by consensus or show of hands in accordance with paragraph 4 and will normally take place at the Annual Meeting.


8.
Secretarial Service


The Regional Employers’ Organisation of the current incumbent of the Chair shall provide the necessary secretarial service to NARE.


9.
Meetings

The Association will normally meet 4 times per year.  The Annual Meeting shall normally be held in October/November.  Additional meetings may also be called upon the request of three of more regions.


10.
Finance

Any costs involved in the holding of meetings shall be shared equally amongst the regions.  Expenses incurred by representatives undertaking activities on behalf of NARE shall be borne by the representative’s own Employers’ Organisation.  Representatives from outside bodies attending the meeting on a regular basis will be expected to make a contribution towards the costs involved in holding those meetings.

11.
Amendments

Any amendment to this Constitution may be made at the Annual Meeting of the Association provided that such amendments have been fully identified in advance and circulated with the agenda for the Annual Meeting.


12.
Committees

The Association may appoint from its own members such Committees as may be considered necessary.


1
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Summary 

		Human Capital Metrics Survey Scorecard - April 2013 to March 2014

		Based on 32 boroughs (unless stated otherwise). Figures exclude schools' employees.

		Population - 000s						Budget - £M

		Median		254.1				Median		£225.8

		Mean		247.7				Mean		£226.2



		DIRECTLY EMPLOYED WORKFORCE

								MEDIAN		MEAN		ACTUAL (projected for 33 boroughs from 32 responses)

		EARNINGS (basic)

		General Services Employees

		FTE						£24,001		£27,277

		Full-time						£29,867		£31,226

		Part-time - FTE 						£18,818		£22,269



		Chief Officers

		Chief Executive						£180,000		£179,194

		Director						£129,204		£124,717

		Assistant Director						£91,938		£90,485



		NUMBER OF EMPLOYEES 

		Headcount 2014						2,674		2,903		95,788

		FTEs 2014						2,405		2,563		84,582



		AGE PROFILE

		Age: % of average headcount

		16 to 24						2.8%		3.0%		2,930

		25 to 39						28.1%		28.2%		27,202

		40 to 49						28.3%		28.3%		27,199

		50 to 64						38.0%		38,12%		36,204

		65+						2.4%		2.4%		2,252

		Not Known						0.0%		0.0%		1

		Av. Age of workforce 						45.9		45.7



		GENDER PROFILE

		Gender: % of headcount

		Males						37.6%		37.7%		36,793

		Females						62.4%		62.3%		58,995

		Gender not known						0.0%		0.0%		0



		Females: top 5% of earners						48.7%		47.2%



		ETHNICITY PROFILE

		Ethnicity: % of headcount

		Asian						7.5%		10.9%		9,986

		Black						19.5%		20.4%		19,803

		Mixed						2.9%		2.8%		2,563

		White						61.9%		63.8%		51,607

		Other 						1.4%		2.2%		1,938

		Not known						6.3%		9.7%		9,892



		BME: top 5% earners						14.7%		14.7%



		DISABLED STAFF: PROFILE

		Disabled staff:  % of headcount						4.6%		5.1%



		Disabled staff: top 5 % of earners						4.1%		4.7%



		AGENCY STAFF FTE

		Agency staff rate % (Agency/FTE)						14.5%		14.5%

		FTE of agency staff (27 responses)						388		371		12,257

		Cost of agency staff (£) (26 responses)						£13,698,225		£14,828,668

		Total cost of agency staff										£489,346,052







								MEDIAN		MEAN		ACTUAL (projected for 33 boroughs from 32 responses)

		TOTAL WORKFORCE FTE

		Total - employees and agency staff 						2,793		2,934		96,839

		Direct employment: % of total						86.1%		87.3%		87.3%

		Agency staff: % of total						13.9%		12.7%		12.7%



		SICKNESS ABSENCE (30 responses)

		Total avg. No. of FTE days lost per employee						7.5		7.6

		Avg. No. of FTE days lost by short-term absences						3.3		3.2

		Avg. No. of FTE days lost by long-term absences						4.3		4.3

		Total No. of FTEs days lost 										686,842

		Total equivalent FTEs lost 										3,012

		Cost of sickness absence per borough (25 boroughs)						£2,374,074		£2,364,457

		Total cost of sickness absence (£)										£78,027,068



		REASONS FOR SICKNESS ABSENCE (30 responses)

		Back & neck problems						7.6%		7.9%		49,678

		Other musculo-skeletal problems						10.5%		10.5%		84,426

		Medical conditions						24.5%		21.2%		154,309

		Minor conditions						22.5%		20.7%		159,110

		Stress/depression/fatigue						17.4%		16.4%		117,095

		Other reason						14.5%		18.1%		149,695

		Reason not recorded						2.6%		5.3%		52,304



		LEAVERS (by reason as a % of total leavers)

		Resignations						49.4%		47.4%		6,293

		Retirements						8.2%		9.1%		1,177

		Dismissals						4.0%		4.6%		632

		Redundancies						13.9%		16.2%		2,245

		Transfers						8.1%		12.7%		2,054

		Others						7.4%		9.9%		1,544

		Total number of leavers										13,945



		TURNOVER (leavers as a % of av. Headcount)

		Total turnover						13.7%		15.5%		13,945

		Resignation turnover						6.6%		6.7%		6,293



		SERVICE: % OF HEADCOUNT

		Less than 1 year						7.5%		8.0%		7,646

		1 - < 2 years						7.1%		8.0%		7,697

		2 to < 3 years						4.7%		5.4%		5,271

		3 to < 5 years						10.7%		11.2%		11,089

		5 to < 10 years						26.3%		26.6%		25,200

		10 to < 15 years						18.0%		18.0%		16,842

		15 to < 20 years						7.9%		7.8%		7,429

		20+ years						14.7%		15.1%		14,614









Absence: FTE Working Days Lost
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Headcount & FTEs 2009 to 2014
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Number - Headcount	16 to 24	25 to 39	40 to 49	50 to 64	65+	Not Known	2930	27202	27199	36204	2252	1	





Ethnicity: Headcount 2014
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Total Workforce - Headcount - Employees and Agency Staff 2014
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Absence: FTE Working Days Lost 
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Employee Turnover: Overall & Resignations 
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Length of Service: Headcount 2014

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	7645.7	7697.3	5270.7	11089	25200	16842	7429.1	14614	
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Age Profile: Headcount
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Graph 3
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Ethnicity: Headcount
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Graph 4
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Total Workforce - Headcount - Employees and Agency Staff 2014
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Graph 5

		Absence
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		Employee Turnover
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Graph 7

		Length of Service
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