IMPLEMENTATION OF Single Status
GUIDANCE FOR HEAD TEACHERS ON RELEASING JOB OUTCOMES AND DEALING WITH POSSIBLE APPEALS
1. INTRODUCTION
We will shortly be sending letters to your non teaching staff advising them of their grades under the job evaluation & assimilation process. Staff will be informed of the impact on any allowances they may receive at a later date. 

2. EVALUATION PROCESS

As you are aware Workforce Remodelling in 2005 resulted in the introduction of generic job descriptions for posts in schools.  Earlier this year, all of these job descriptions were consistency checked against other jobs across the Council by two independent HR consultants and jobs within schools were then assimilated against the generics wherever possible by a panel consisting of a Head Teacher, HR Representative and a Trade Union Representative.  
Where jobs are specific to a school, they are evaluated under the Greater London Provincial Council (GLPC) job evaluation scheme (the agreed scheme used by London councils which can be found on the Council’s intranet at http://www.croydonhr.co.uk/File/glpc_scheme.doc) by a panel consisting of a trained Trade Union representative, an HR representative and, wherever possible, an education representative, usually a Head Teacher. 

Once a grade has been recommended by the panel, it is then reviewed by two HR Consultants with considerable job evaluation experience that independently check the scores and levels awarded in comparison to similar roles across the Council.

3. NOTIFICATION PROCESS

All staff will receive a letter advising them of their new grade.  This will be sent to their home address and may well be sent during the school holiday.  Post holders who have school specific jobs will also receive the scores awarded by the panel under the factors relating to their job as detailed below. 
Job Evaluation Outcome

	FACTOR
	LEVEL
	POINTS

	  Supervisory Mgmt Of People
	<>
	<>

	  Creativity And Innovation
	<>
	<>

	  Contacts And Relationships
	<>
	<>

	Decisions
	Discretion
	<>
	<>

	
	Consequences
	<>
	<>

	  Resources
	<>
	<>

	  Work Demands
	<>
	<>

	Physical Demands
	<>
	<>

	Working Conditions
	<>
	<>

	  Work Context
	<>
	<>

	  Knowledge And Skills
	<>
	<>

	TOTAL POINTS 
	
	<>


4. JOB EVALUATION OUTCOMES 

As Head Teacher, you clearly have an important role to play in managing the impact of job evaluation outcomes.  There are three situations your postholders may find themselves in.  Please find detailed below which procedure should to be followed, depending on which job the individual has been linked to:
Assimilated to a Generic Job in a job family

Where a post is in a generic job family e.g. Teaching Assistant; Admin and Org; or Cook and has not been amended but the postholder believes they are working at a higher level they need to appeal through the schools grievance procedure.  This is because they are appealing against their job level rather than their job content.  Appeals outcomes should be sent to the Single Status Team.
Unique Job Descriptions
Where a unique job description has been submitted for evaluation the individual can appeal by: 
· Completing the attached appeal form, stating clearly which areas of the evaluation they disagree with and providing evidence to support this
· Getting you (the Head Teacher) to validate the appeal by signing it – if you do not support their evidence you should add comments to the ‘managers comments’ section
· Submitting the form to the Single Status team within 28 days of either the member of staff being notified or the start of term in September (whichever is the later)
Assimilated to a Generic Job description
Where a post holder has been assimilated to a generic job description (a list can be found on www.croydonhr.co.uk) but they feel that their job does not fit a generic job description they can appeal by:
· Phoning the helpline on 020 8667 8388 to obtain their scores

· Completing the attached appeal form, stating clearly which areas of the evaluation they disagree with and providing evidence to support this
· Getting you (the Head Teacher) to validate the appeal by signing it – if you do not support their evidence you should add comments to the ‘managers comments’ section
· Submitting the form to the Single Status team within 28 days of either the member of staff being notified or the start of term in September (whichever is the later)

Please note that simply copying any of the definitions from the GLPC scheme is not sufficient: individuals will need to provide detailed evidence of tasks completed to back up their appeal. 
An appeal under the schools grievance procedure should be treated in the same way as any other grievance.  Where you do not have a grievance procedure, statutory grievance procedures apply.  You can obtain more information at http://www.acas.org.uk and/or from your HR provider.

If you would like further advice on the appeals process, please contact the Single Status team on 020 8667 8388, or by email to single.status@croydon.gov.uk.  .  
JOB EVALUATION APPEAL – NON GENERIC JOBS
For the purpose of Single Status only the following appeal process applies:

· An appeal must be made in writing within 28 days of the member of staff being notified of the outcome of their job evaluation or the start of term in September (whichever is the later)
· An appeal can be individual or collective 
· Individual appeals are where an individual:

· has a unique job description and does not feel that it has been evaluated correctly or
· can demonstrate that his or her duties and/or responsibilities are uniquely different from colleagues who have the same job description and, therefore, requires a separate job evaluation for the post or
· believes that, in cases where there is a family of generic jobs with different levels and grades (e.g. cook 2, cook 3, cook 4) that they have individually been put on the wrong level
· Collective appeals are where an individual or a group of post holders doing the same job considers that the job description has been evaluated incorrectly.  A successful appeal will apply to everyone with the same job description, even if they have not appealed or taken part in a collective appeal

· Where staff have similar roles or similar job titles but do not have the same job description any successful appeal will not automatically apply to them, however the appeal panel will cross check other factors that have changed to see whether these also apply to similar roles or job titles

· In presenting their appeal, staff must provide written evidence under one or more of the 11 job evaluation factors in the GLPC scheme as to why they feel their grade is incorrect.  This must be validated by their line manager

· Appeals will be heard by a panel consisting of one Human Resources representative and one Trade Union representative, neither of whom has evaluated the job before, who will determine whether or not there are grounds for appeal

· The appeal panel will re-evaluate the job using the GLPC Job Evaluation Scheme and, during the appeal, may contact the jobholder and/or their line manager to ask further questions.  The panel will also take advice from the Single Status team to ensure that the appeals outcome is consistent with other jobs across the council
· The outcome of the appeal will be notified to the member of staff within 28 days of the appeal hearing

· In the event of the appeal panel not being able to agree on the outcome, the job will be referred to the Joint Secretaries of the Greater London Provincial Councill for their decision, which will be final

· There will be no further appeals processes under Single Status
SINGLE STATUS JOB EVALUATION APPEAL APPLICATION FORM 

	Job title 
	

	Department and location
	

	Name of Line Manager
	

	Name of post holder appealing
	

	Other post holder name(s) affected by this appeal
	

	Individual Appeal – conditions for eligibility 

I can confirm I am submitting this appeal no more than 28 days after being informed
 
 FORMCHECKBOX 
  AND

I can confirm this is an individual appeal







 FORMCHECKBOX 
  AND

I can confirm that the job has a unique Job Description, duties and responsibilities 

 FORMCHECKBOX 
   OR
Where part of a job family, can demonstrate I have been assimilated at the wrong level                   FORMCHECKBOX 
   




	Collective Appeal – conditions for eligibility

I can confirm I am submitting this appeal no more than 28 days after being informed

 FORMCHECKBOX 
  AND

I can confirm this is a collective appeal







 FORMCHECKBOX 
  AND

I can confirm I have a job identical to one or more other jobholders



 FORMCHECKBOX 
  AND

I can confirm that I have listed all post holders to whom a collective appeal applies to
 
 FORMCHECKBOX 


	

	Please provide evidence only under the factors you are appealing against: where you agree with the scores you need only put ‘agreed’ underneath the appropriate factor.  Please note that simply copying any of the definitions from the GLPC job evaluation scheme will not be regarded as sufficient evidence.



	Supervision/Management of People



	Creativity and Innovation



	Contacts and Relationships



	Decisions – Discretion



	Decisions – Consequences



	Resources



	Work Demands



	Physical Demands



	Working Conditions



	Work Context



	Knowledge and Skills




I can confirm the above information is a true and accurate reflection of the job carried out.

Signed (postholder):






Date:

Print (postholder):

Manager’s comments (optional, please see managers’ briefing note)
	


I can validate that the above information supplied by the postholder is correct.

Signed (manager):






Date:

Print (manager):

Please return this form to the Single Status Team, HR & OD, 8th Floor Taberner House, Park Lane, 

      Croydon CR9 3JS
	For Single Status team use only

	Date employee informed:
	
	Unique ID
	


