onal papers 1

|

l

|

zlelol

Public Document Pack

Executive
Committee

Tue 2 Aug

2011 ;

7.00 pm a\‘é‘“ 0
Committee Room 2 ' %OY

Town Hall o\

Redditch www.redditchbc.gov.uk

REDDITGH B080UGH COUnCi
200




Access to Information - Your Rights

The Local Government
(Access to Information) Act
1985 widened the rights of
press and public to attend
Local Authority meetings
and to see certain
documents. Recently the
Freedom of Information Act
2000, has further broadened
these rights, and limited
exemptions under the 1985
Act.

Your main rights are set out
below:-

e Automatic right to attend
all Council and
Committee meetings
unless the business
would disclose
confidential or “exempt”
information.

e Automatic right to inspect
agenda and public reports
at least five days before
the date of the meeting.

e Automatic right to inspect
minutes of the Council
and its Committees (or
summaries of business

undertaken in private) for
up to six years following a
meeting.

e Automatic right to inspect

lists of background
papers used in the
preparation of public
reports.

Access, upon request, to
the background papers
on which reports are
based for a period of up
to four years from the
date of the meeting.

e Access to a public

register stating the names
and addresses and
electoral areas of all
Councillors with details of
the membership of all
Committees etc.

e A reasonable number of

copies of agenda and
reports relating to items to
be considered in public
must be made available
to the public attending
meetings of the Council
and its Committees etc.

Access to a list specifying
those powers which the
Council has delegated to its
Officers indicating also the
titles of the Officers
concerned.

Access to a summary of the
rights of the public to attend
meetings of the Council and
its Committees etc. and to
inspect and copy
documents.

In addition, the public now
has a right to be present
when the Council
determines “Key Decisions”
unless the business would
disclose confidential or
“exempt” information.

Unless otherwise stated, all
items of business before the
Executive Committee are
Key Decisions.

(Copies of Agenda Lists are
published in advance of the
meetings on the Council’s
Website:
www.redditchbc.gov.uk

If you have any queries on this Agenda or any of the decisions taken or wish to
exercise any of the above rights of access to information, please contact

Committee Support Services

Denise Sunman

Town Hall, Walter Stranz Square, Redditch, B98 8AH
Tel: 01527 64252 (Extn. 3270) Fax: (01527) 65216

e.mail: denise.sunman@bromsgroveandredditch.gov.uk

Minicom: 595528



Welcome to today’s meeting.
Guidance for the Public

Agenda Papers

The Agenda List at the front
of the Agenda summarises
the issues to be discussed
and is followed by the
Officers’ full supporting
Reports.

Chair

The Chair is responsible for
the proper conduct of the
meeting. Generally to one
side of the Chair is the
Committee Support Officer
who gives advice on the
proper conduct of the
meeting and ensures that
the debate and the
decisions are properly
recorded. On the Chair’s
other side are the relevant
Council Officers. The
Councillors (“Members”) of
the Committee occupy the
remaining seats around the
table.

Running Order

Items will normally be taken
in the order printed but, in
particular circumstances, the
Chair may agree to vary the
order.

Refreshments : tea, coffee
and water are normally
available at meetings -
please serve yourself.

Decisions

Decisions at the meeting will
be taken by the Councillors
who are the democratically
elected representatives.
They are advised by
Officers who are paid
professionals and do not
have a vote.

Members of the Public

Members of the public may,
by prior arrangement, speak
at meetings of the Council or
its Committees. Specific
procedures exist for Appeals
Hearings or for meetings
involving Licence or
Planning Applications. For
further information on this
point, please speak to the
Committee Support Officer.

Special Arrangements

If you have any particular
needs, please contact the
Committee Support Officer.

Infra-red devices for the
hearing impaired are
available on request at the
meeting. Other facilities may
require prior arrangement.

Further Information

If you require any further
information, please contact
the Committee Support
Officer (see foot of page
opposite).

Fire/ Emergency
instructions

If the alarm is sounded,
please leave the building
by the nearest available
exit — these are clearly
indicated within all the
Committee Rooms.

If you discover a fire,
inform a member of staff
or operate the nearest
alarm call point (wall
mounted red rectangular
box). In the event of the
fire alarm sounding, leave
the building immediately
following the fire exit
signs. Officers have been
appointed with
responsibility to ensure
that all visitors are
escorted from the
building.

Do Not stop to collect
personal belongings.

Do Not use lifts.

Do Not re-enter the
building until told to do
SO.

The emergency
Assembly Area is on
Walter Stranz Square.




Declaration of Interests:
Guidance for Councillors

DO I HAVE A “PERSONAL INTEREST” ?

o Where the item relates or is likely to affect your registered interests
(what you have declared on the formal Register of Interests)

OR

o Where a decision in relation to the item might reasonably be regarded as affecting your
own well-being or financial position, or that of your family, or your close associates more
than most other people affected by the issue,

you have a personal interest.

WHAT MUST | DO? Declare the existence, and nature, of your interest and stay

o The declaration must relate to specific business being decided -
a general scattergun approach is not needed

o Exception - where interest arises only because of your membership of another public
body, there is no need to declare unless you speak on the matter.

. You can vote on the matter.

IS IT A “PREJUDICIAL INTEREST” ?

In general only if:-

o It is a personal interest and

o The item affects your financial position (or conveys other benefits), or the position of your
family, close associates or bodies through which you have a registered interest (or
relates to the exercise of regulatory functions in relation to these groups)
and

o A member of public, with knowledge of the relevant facts, would reasonably believe the
interest was likely to prejudice your judgement of the public interest.

WHAT MUST | DO? Declare and Withdraw

BUT you may make representations to the meeting before withdrawing, if the public have similar
rights (such as the right to speak at Planning Committee).
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APPENDIX 6

JOB EVALUATION POLICY

1. Introduction

The aim of a job evaluation scheme is to provide a systematic and consistent
approach to defining the relative value of jobs within an organisation. It compares
different jobs to determine size and value against a range of established factors.
Only the job is evaluated, not the person doing it, nor is it concerned with the total
volume of work, the number of people required to do it, the scheduling of working,
or the ability of the job holder.

2. Job Evaluation Scheme

All evaluations will be carried out using the Local Government Single Status Job
Evaluation scheme developed by the National Joint Council for Local
Government Services, also known as the NJC Scheme. The scheme consists of
13 factors which are:

Knowledge

Mental Skills

Interpersonal and Communication Skills
Physical Skills

Initiative and Independence

Physical Demands

Mental Demands

Emotional Demands

Responsibility for People

10 Responsibility for Supervision
11.Responsibility for Financial Resources
12.Responsibility for Physical Resources
13.Working Conditions

©CoOoNoOOA~WN

3. Evaluation Procedure

A post or group of posts will be subject to the job evaluation process in the
following circumstances:

e where a post has substantially altered as defined in the Re-organisation
and Change Policy;

e where a management review of the post results in a substantial change to
the duties and responsibilities of the post;

e as part of a regular review of the Job Evaluation scheme, as agreed with
the Trade Unions.
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4. New posts

4.1. Definition of New Post

A post will be regarded as ‘new’ for the purposes of Job Evaluation where the
duties and responsibilities identified in the job description have not existed as a
whole before.

The grade for the new post will be determined using the procedure outlined in this
policy prior to the commencement of any recruitment procedures either internally
or externally, unless alternative arrangements are agreed by the Senior
Management Team and Trade Unions. This procedure should be built into the
recruitment timetable accordingly.

4.2. Documentation Required

The line manager will be responsible for completing a Roles and Responsibilities
form and a Job Description and Person Specification for the new post. These
documents must be submitted to the job evaluation analyst in Human Resources.
Where possible, the line manager should identify a comparable post to aid the
evaluation.

4.3. Evaluation

The job analyst, line manager and / or Head of Service will then undertake a
formal evaluation using the NJC scheme. Any issues or concerns from either the
job analyst or manager are noted for consideration outside the formal setting of
the evaluation.

4.4. Audit

Stage 1
The evaluation will be audited by another job analyst, paying particular attention

to any areas of concern. Where necessary, the evaluation will be revisited by the
original job analyst, line manager and / or Head of Service and subsequently re-
audited.

Stage 2
The evaluation will then be audited by the Job Evaluation Working Group who will

consist of a Head of Service, Trade Union representative and a Human
Resources representative (original job analyst). The Job Evaluation Working
Group will consider where the post’s factor scores sit within the organisation, and
may refer the post for further evaluation.
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5. Career Graded Posts

Where the new post is career graded each level within the career grade will be
evaluated independently. Separate paperwork should be completed for each
level within the career grade.

6. Double Testing

Where a post scores level 7 in the Knowledge factor and level 6 in Initiative and
Independence it will be double tested under the Hay Job Evaluation Scheme to
determine whether it should be classed as a Senior post or whether it should
remain within the NJC scheme. Further information on double testing can be
found in Appendix 1.

7. Re-Evaluations

7.1. Requests for Re-Evaluation

An employee has the right to request a re-evaluation of the grading of their post if
there has been a substantial increase in the duties or responsibilities of their post,
or where there has been a transfer of duties from elsewhere such that the
character of the post is substantially altered. However, such a request may not be
made within 6 months of either:

e Their appointment to the post, or
e The effective date of any previous Appeal or Re-Evaluation, whichever is
the latter.

The individual must ensure they have the support of their line manager before
submitting a request for re-evaluation.

7.2. Documentation Required

A revised job description and person specification should be submitted to Human
Resources highlighting the aspects of the post that have changed.

7.3. Re-evaluation

The job analyst and line manager will undertake a formal re-evaluation using the
NJC Scheme. Copies of the question trace and job overview (minus the scores)
will be issued to the individual within 7 days. Any issues or concerns from either
the job analyst, individual or line manager are noted for consideration outside the
formal setting of job evaluation.

7.4. Audit

Stage 1
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The evaluation will be audited by another job analyst, paying particular attention

to any areas of concern. Where necessary, the evaluation will be revisited by the
original job analyst, line manager and / or Head of Service and subsequently re-

audited.

Stage 2
The evaluation will then be audited by the Job Evaluation Working Group who will

consist of a Head of Service, Trade Union representative and a Human
Resources representative (original job analyst). The Job Evaluation Working
Group will consider where the post’s factor scores sit within the organisation, and
may refer the post for further re-evaluation.

7.5. Effective Date of Changes to Salary

All changes to salary will be effective from the date that the request for re-
evaluation is signed off by the line manager / Head of Service.

7.6. Salary Protection

In the event that the grade determined for the post is lower than the employee’s
existing grade, salary protection will apply. This will be for a period of 12 months.
Please refer to the Re-organisation and Change Policy for full details on salary
protection.

However, prior to the implementation of the corporate JE scheme, employees will
receive 2 years salary protection from the implementation date of corporate JE,
and thereafter either the remainder of the 2 years or 12 months (whichever is
greater).

8. Appeals

8.1. Scope of Appeals

In order to appeal against the outcome of a re-evaluation the employee must
identify which of the 13 factors they wish to challenge and the specific questions
they wish to be reviewed. These must be clearly outlined on the Job Evaluation
Appeals Form.

Please note that due to the question traces within the Gauge system it may be
necessary to review additional questions to those outlined as part of the appeal.

Appeals will be admissible on the following grounds only:

1. the level determined as described in the job overview on one or more of
the 13 job evaluation factors is incorrect

2. the information upon which the original evaluation was based was
incomplete / incorrect

3. the job role has been incorrectly or inaccurately matched into a job group.
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Please note, that appeals will not be admissible in any other circumstances.

Regardless of the reason for appeal employees will need to provide supporting
information as to why, in their opinion, the scores for any of the factor level(s) do
not reflect the specific demands / requirements of the job.

Employees submitting an appeal therefore will be required to provide clear
evidence to support their appeal submission against each of the factor level
scores they are appealing against. Simple statements like “I disagree with the
factor level(s)” will not be accepted as the basis for an appeal.

Possible Outcomes

There are three possible outcomes from submitting an appeal:
1. Increase in score
2. Decrease in score
3. Score remains the same

A change in factor level and job evaluation score will not necessarily lead to a
change in the grading of the post unless sufficient additional points are awarded
to enable a move to a higher band. Please refer to the Frequently Asked
Questions for the maximum and minimum points required for each grade.

8.2. Appeals Procedure

There are two stages to the appeals procedure.

8.2.1. STAGE 1

8.2.2. Step 1 — Employee Registers Intention to Appeal

Any employee who wishes to formally appeal against their job evaluation
outcome must firstly register their intention to do so with Human Resources, by
completing and returning the Registration of Appeal Form. Receipt of this will be
acknowledged by Human Resources. This must be submitted within 4 weeks of
the implementation date.

8.2.3. Step 2 — Employee Submits Appeal

The employee must submit the grounds for appeal in writing on the Job
Evaluation Appeals Form. Appeals must be submitted to Human Resources
within eight weeks of the implementation date.

8.2.4. Step 3 - Line Manager Considers Appeal

Line Manager Verifies Appeal
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Where the line manager verifies the information submitted by the employee they
will complete the necessary section on the appeal form to indicate that the
information set out in the appeal is agreed.

The employee will then send the completed form to Human Resources at the
Town Hall, keeping a copy for their own records and also sending a copy to their
Trade Union if appropriate.

Human Resources will acknowledge receipt of the form.
Line Manager Disputes the Appeal

In circumstances where a line manager disputes the appeal this will need
verification from the Head of Service. The line manager will need to indicate in
the relevant section on the appeal form where the information remains in dispute.
The decision of the Head of Service will be final and they will either support the
appeal or reject it.

The employee will then send the completed form to Human Resources at the
Town Hall, keeping a copy for their own records and also sending a copy to their
Trade Union if appropriate.

Human Resources will acknowledge receipt of the form.
8.3. STAGE 2 - Appeals Panel
8.3.1. Process

Following receipt of the appeal Human Resources will arrange for the
employee(s) to attend an Appeals Panel. Where the post is part of a family group
two employees will be asked to represent the group.

The Appeals Panel will comprise of:
e An independent JE Analyst
e HR Officer
¢ Trade Union Representative

The appeals panel will consider the information submitted on the Job Evaluation
Appeals Form and will assess the information using the NJC Job Evaluation
scheme. The employee and line manager will be invited to answer any relevant
questions where necessary. A trade union representative or work colleague may
also be present.

At this stage it is not possible to appeal against any factors that were not
specified as part of the original appeal.

8.3.2. Potential Outcomes

There are three possible outcomes from the appeal
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e The appeal may be refused where there is insufficient information or the Job
Evaluations Appeals Form has been incorrectly completed.

e The appeal is dismissed on the basis that the job has been correctly scored.

e The score may be increased or decreased within the limitations of the
scheme.

The outcome of the appeal is final and there is no further right of appeal.

The outcome of the appeal will be confirmed in writing (including where relevant,
any revised factor levels) within 10 working days. A meeting between the line
manager and employee(s) will be held to issue the outcome.

8.4. Grading During Appeals Process

The employee’s new grade as determined under the Pay and Grading Review
will be applied to the post and employee from the date of implementation. Pay
protection will apply with immediate effect from the implementation date.

Successful appeals leading to a higher grade will be backdated to the
implementation date, taking into consideration pay protection received (where
appropriate).
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Appendix 1 — Double Testing

To ensure we deliver a robust set of JE results it is important that no job holders
are disadvantaged or advantaged by only having their post evaluated under one
scheme based on the current salary for that post, so we have developed cross
over criteria.

When a job currently graded scp 50+ is evaluated under the HAY scheme comes
out with a ‘know how’ score of less than 304, it will be evaluated on the NJC JE
scheme too, as it is not a big enough job to be a HAY Senior Post in Redditch.
What this means?

A post will trigger double testing under HAY if it has scored a level 7 or above in
Knowledge and a level 6 or above in Initiative and Independence.

The same form completed for evaluating the post under the NJC Job Evaluation
scheme will be used to evaluate a post under the HAY scheme.

Criteria to remain within HAY
For a post to remain within the HAY scheme it is required to score 304 points in

the Know-How factor. However, to have a robust set of JE results this second
evaluation must take place.
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