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rage | ot |

_O'Gallagher, Kevin

From: Claire.Holland@essex.probation.gsi.gov.uk on behalf of
Mary. Archer@essex.probation.gsi.gov.uk

Sent: 05 June 2009 11:54

To: Simpson, Derek; Woodley, Tony (TGWU); O'Gallagher, Kevin
Cc: beverley.warren5@justice.gsi.gov.uk

Subject: Freedom of Information Request

Dear Derek, Tony & Kevin

Please find below the response from Essex Probation Area in respect of the Freedom of Information request
you recently submitted.

Within our response | have detailed all the Management posts that were subject to Job Evaluation, with the
scores that were awarded under either Matching or Evaluation. ‘

There were 3 Appeals, and the outcome of these Appeals is detailed on the schedule. In all three cases the
points scored increased, however the impact on the Pay Band remained unchanged for 2 of the Appeals, with
the third Appeal resulting in a change of Pay Band from Band 4 to 5.

.l also attach a copy of the Appeal guidance given to staff, and the flowchart wh;oh accompamed it-for ease of
“reference, and the EPA Diversity statistics at 31st:March 2009. :

| trust this gives you the information that you were seeking.

Regards

Mary Archer
Chief Officer
Tel: 01376 501626 Ext 252

The contents of the e-mail, together with any associated Probation recorded information, may be subject to
Freedom of Information and/or Data Protection considerations.

This email and any files transmitted with it are private and intended solely for the use of the individual or entity
to whom they are addressed. if you have received this email in error please return it to the address it came

from telling them it is not for you and then delete it from your system.

This email & any files transmitted with it are private & intended solely for the use of the individual or entity to whom they are addressed. If
you are not the intended recipient, the e-mail & any attachments have been transmitted to you in error & any copying, distribution or use

of the information contained in them is strictly prohibited.

The National Probation Service may monitor the content of the e-mails sent & received via its network for the purposes of ensuring
compliance with its policies & procedures.

Any views or opinions presented are only those of the author & not those of the National Probation Service.

* *

24/06/2009
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Essex Probation Area

JOB EVALUATION
APPEALS PROCESS



APPEAL AND REVIEW PROCEDURE

This appeals procedure relates only to JE matching, grading and related pay issues. Any
other queries or concerns should be addressed via the appropriate local procedure.

11.1. Governance
11.1.1. Appeals Panels will be the responsibility of the local Probation Area.

11.1.2. The decision of the panel is final as it relates to JE matching, grading and related
pay issues.

11.1.3. Any other queries or concerns raised by members of staff should be addressed
through the appropriate local procedure. The substance of appeals raised through
the JE Appeal Procedure cannot also be raised elsewhere.

11.1.4. The JE Appeals Process will be used by all Probation Areas.

11.1.5. Powers of review will be retained by the NNC and the National Probation
Directorate insofar as ensuring consistency is concerned.

11.2. Constitution of Appeals Panels:

11.2.1. Appeals Panels will be established in each Area of the Probation Service and local
management will be responsible for convening such panels.

11.2.2. Formal Appeals should be heard by a joint panel of three members not all of whom
have been previously involved with the matching or evaluation of the job.

11.2.3. Members of the Panels will be drawn from those who have received training in the
JE scheme either in Job Matching or Job Evaluation. This may include Members of
the local Probation Board.

11.2.4. The Panel should have at least one representative from the recognised trade
unions.

11.2.5. The Chair of the Appeals Panel should be a locally agreed and trained person who
has the confidence of all parties. The Chair will be responsible for keeping a written
record of proceedings and ensuring that the appropriate formalities are observed.
The Chair is responsible for leading the Panel to a consensus decision and will sign
the final letter advising the appellant of the outcome of the appeal.

11.3. Terms of Reference for Appeals Panels

11.3.1. Panels will be responsible for conducting hearings for the final, formal, stage of the
JE Appeals process.

11.3.2. The panel will only be convened when all other procedures, as set out in the JE
User Guide have been exhausted

11.3.3. The appeal should be heard by the joint panel which will:
. Apply the procedure exactly as for the original matching;
. Consider whether the new information/representations change the original match;
. Complete a new matching form



11.3.4. The appellant(s) may make oral or written representations to the panel, and may
be accompanied by a union representative or workplace colleague. Any written
submission must be available to the panel at least five working days before the

appeal is heard.

11.3.5. The purpose of the meeting is to enable panel members to fully understand the
reason for the appeal and clarify any areas of misunderstanding.

11.3.6. A written note of proceedings will be required for future reference

11.3.7. The appellant(s) and representative should not be present when the actual
matching takes place.

11.3.8. The appellant(s) should be notified in writing as soon as possible of the outcome of
the formal appeal, normally within 20 working days of the date of the hearing.

11.3.9. Notification of the outcome should be in writing, normally in the form of a new or
revised matching form. Any subsequent changes to employment contracts should be
handled in the normal way.

11.3.10. The decision of the Appeals Panel will be final
11.4. Summary

There are a number of situations in which an employee or group of employees may wish
to appeal against or seek review of the grading of their jobs:

(A) Disagreement over matching of their job(s) to a national profile
(B) Disagreement over the local evaluation of their job(s)
(C) The job has changed significantly since the original matching or local evaluation.

Each of these situations is dealt with separately. The final section (D) deals with new jobs.

11.5. Terminology

11.5.1. For the purposes of this procedure, the stages are designated as follows:

Stage 1: initial evaluation or matching of job
Stage 2: review of initial evaluation or matching, where changes to the job have

occurred.
Stage 3: appeal against initial evaluation or matching, or against re-evaluation or re-

matching on review.

11.5.2. The procedure is written to apply to an individual wishing to appeal or request a
review of their job grading. Where a group of employees carrying out the same job
wish to appeal or request a grading review, the method for dealing with this should
be agreed locally, but the expectation is that a representation from the group will put
the case on behalf of all their colleagues

11.6. (Situation A) Disagreement over Matching to National Profile
11.6.1. Grounds for Appeal

. Anemployee (or group of employees) may appeal against the matching of their job
on one or more of the following grounds:



11.6.2.

11.6.3.

11.6.4.

. Insufficient or otherwise inadequate information was available to the
panel which undertook the initial matching of the job;
The available job information was misunderstood or misinterpreted by

the matching panel;
. The job is significantly different from that which was matched to the

national profile.
Initiating an Appeal

An employee (or group of employees) who wishes to appeal against the matching
of the job should email ‘Job Evaluation Queries’ within 20 working days of
publication of the results.

Informal Appeal

As a first step, to allow for clarification and possible resolution of the issues, the
appeal should be discussed informally between the employee, a management
representative (normally from the HR department) and a union representative (if
appropriate) as soon as possible and, in any event, within one month of the
submission of the appeal request.

It will be helpful if the informal meeting is attended by a trained matching panel
member, so that the rationale for the current grading and be explained and the
questions for appeal identified. : :

Formal Appeal

If the appeal is not settled or withdrawn as a result of the informal meeting, the
formal appeal must commence within one month of the informal appeal date.

The formal appeal should be heard by a joint panel of at least three members who

" have all been trained in Job Matching or Job Evaluation with a locally agreed

11.6.5.

Chair. Members should not have been previously involved with the matching or
evaluation of the job. The panel must have both management and union
nominees. The panel will:

o Apply the procedure exactly as for the original matching;
o Consider whether the new information/ representations change the

~-original match;
o Complete a new matching form.

The appellant may make oral or written representations 1o the panel, either in
person or through a union representative or workplace colleague if desired. The
purpose of the oral representations is to clarify the issues. The panel may ask
questions. The appellant and representative should not be present when the actual

matching takes place.
Notification

The appellant should be notified as soon as possible of the outcome of the formal
appeal and, in any event, within 20 working days of the date of the hearing.

Notification of the outcome should be in writing, normally in the form of a new or
revised matching form.



11.6.6.

11.7.

11.7.1.

11.7.2.

11.7.3.

11.7.4.

Remedy

Where the appeal results in a change of grading, then this should be implemented
as from the date at which the original grade became effective.

(Situation B) Disagreement over Local Evaluation of Job

Grounds for Appeal

An employee (or group of employees) may appeal against the local evaluation of
their job on the following grounds:

. Insufficient or otherwise inadequate information was available to the panel
which undertook the initial evaluation of the job;

. The available job information was misunderstood or misinterpreted by the
evaluation panel

Initiating an Appeal

An employee (or group of employees) who wishes to appeal against the local
evaluation of the job must email ‘Job Evaluation Queries within 20 working days of
publication of the outcome.

Informal Appeal

As a first step, to allow for clarification and possible resolution of the issues, the
appeal should be discussed informally between the employee, a management
representative (normally from the HR department) and a union representative (if
appropriate) as soon as possible and, in any event, within one month of the
submission of the appeal request.

It will be helpful if the informal meeting is attended by a trained evaluator, so that
the rationale for the current grading and be explained and the questions for appeal

identified.

If it appears from the discussion that the job description questionnaire, on which
the initial evaluation was based was seriously inadequate, then, by agreement, the
jobholder may be asked to complete a new job description questionnaire which will
then be re-evaluated.

Formal Appeal

If the appeal is not settled or withdrawn as a result of the informal meeting, the
formal appeal must commence within one month of the informal meeting date.

The formal appeal should be heard by a joint panel of at least three members who
have all been trained in Job Matching or Job Evaluation with a locally agreed
Chair. Members should not have been previously involved with the matching or
evaluation of the job. The panel must have both management and union
nominees. The panel will:

. Apply the procedure exactly as for the original evaluation;

. Consider whether the new information/ representations change the original

evaluation;
. Complete a new or revised evaluation rationale form.



11.7.5.

11.7.6.

11.8.

11.8.1.

11.8.2.

11.8.3.

11.8.4.

The appellant may make oral representations to the panel, either in person or
through a union representative, if desired. The purpose of the oral representations
is to clarify the issues. The panel may ask questions. The appellant and
representative should not be present when the actual evaluation takes place.

Notiﬁcation

The appellant should be notified as soon as possible of the outcome of the formal
appeal and, in any event, within 20 working days of the date of the hearing.

Remedy

Where the appeal results in a change of grading, then this should be implemented
as from the date at which the original grade became effective.

(Situation C) Significant Job Changes
Grounds for Review

An employee (or group of employees) may request a review of the initial evaluation
or matching of their job on the grounds that the job has changed substantially
since the initial matching or evaluation, so that the job is significantly different to
that which was matched to the national profile or locally evaluated. The substantial
change may have happened as the result of a reorganisation of work, or may have
occurred through a series of incremental changes over time.

Initiating a Review

An employee (or group of employees) who wishes to request a review of the initial
evaluation or matching of the job must submit the claim in writing to the HR
Manager, explaining the changes which have occurred to the job. It is expected
that such a request for review of initial evaluation or matching will normally have
the support of the line manager. ‘

Informal Review

As a first step, to allow for clarification and possible resolution of the issues, the
request for review should be discussed informally between the employee, a
management representative (normally from the HR department) and a union
representative as soon as possible and, in any event, within one month of the
submission of the request for review of initial evaluation or matching.

If it appears from the discussion that substantial changes to the job have taken
place, then the job description should be revised to accommodate these and,

where a local evaluation is envisaged, the job holder asked to complete a new job
description questionnaire. »

Formal Review

If the request for review of initial evaluation or matching is not settled or withdrawn
as a result of the informal review, the formal review must commence within one
month of the informal review date.



« The formal review should be heard by a trained joint matching or evaluation panel,
with both management and union nominees, in exactly the same manner as for the
initial matching/local evaluation exercises. The panel will:

. Apply the procedure exactly as for the original matching/ local evaluation;

. Consider whether the new information/ representations change the original
match or local evaluation;

. Complete a new matching form or evaluation rationale, as appropriate.

The appellant may make oral representations to the panel, either in person or through
a union representative, if desired. The purpose of the oral representations is to clarify
the issues. The panel may ask questions. The appellant and representative should not
be present when the actual matching or evaluation takes place.

11.8.5. Notification

The appellant should be notified as soon as possible of the outcome of the formal
review and, in any event, within 20 working days of the date of the hearing.

Notification of the outcome should be in writing, in the form of a new matching form or
evaluation rationale.

11.8.6. Remedy ”

Where the review results in a change of grading, then this should be implemented as |
from the date at which the request for review of initial evaluation or matching was
submitted.

11.8.7. Appeal .against Review of Initial Matching or Evaluation

If an individual or group of job holders is dissatisfied with a review of a changed job,
they may submit an appeal. In this case, the procedure is as for above for an appeal
against a matching review or for an appeal against an evaluation review.

(Situation D) New Jobs

New jobs should be provisionally matched or evaluated by the ACO HR/HR
Manager/HR Officer and relevant line manager and advertised at the appropriate
grade salary range.

After no more than 12 months, the job holder(s) may request a review of the local
matching or evaluation of the post, against an up-to-date job description or completed
job description questionnaire, as appropriate.

If an individual or group of employees is dissatisfied with the outcome of this review of
matching or local evaluation, they may submit an appeal. In this case, the procedure is
as for (A) above for an appeal against a matching review or (B) above for an appeal
against an evaluation review.



Job Evaluation Matching Form

Annex A

Position being matched:

Possible matches considered (list
all):

Profile used for matching:

Panel members:

Date of panel:

Factor Rationale ‘Level Points | Match?

1 | Job Knowledge

2 | Mental Skills

3 | Interpersonal &
Communication Skills

4 | Physical Skills

5 | Initiative & Independence

6 | Responsibility for people

7 | Responsibility for
Supervision

8 | Responsibility for Finacial
Resources

9 | Responsibility for Physical
Resources

10 | Mental Demands

11

Emotional Demands




12

Physical Demands

13

Working Conditions

TOTAL

P
T
|




/ "T ‘\

Annex B
Evaluation Form/Score Sheet

Job Evaluation Rationale Form

Job Title:

Date of Assessment:

1. Job Knowledge

3. Montal Skills

3. Interpersonal/Communication Skills

4. Physical Skills

10



5. Initiative and independence

6. Responsibility for People

7. Responsibility for
Supervision/Direction/
Co-ordination of Employees

8. Responsibility for Financial Resources

9. Responsibility for Physical Resources

10. Mental Demands

11




11. Emotional Demands

12. Physical Demands

13. Working Conditions

12




Query / Appeal Process for Job Evaluation

To Appeal/Query to:
Esx Job Evaluation
queries within 20 days
of receipt of letter

A 4

HR to acknowledge
receipt of email

v

HR to respond to

Query resolved

query or set up >
meeting fo discuss
v
Informal Meeting
Held
»
\ 4

Employee wishes to
formally Appeal

A 4

HR brief employee
on Appeal Process

v

Employee to send
completed  Appeal
paperwork to Sam
Mott, HR Manager
within 20 days of
meeting

v

Query resolved

Y

No Further Action

Y

Appeal Hearing to
be set up within 20
days of receipt of
nanarwark

Appeal Hearing sits

No Further Action

Employee advised-of -

A 4

outcome within 20
working days




o8y o8yt ey €L |9 L v 2 ezl s6ze ¥ (b b b gk b e |p§ g 12j0] puely

L 12010 JuBWdRId MNAD
) 2 ’ 1eBeuey HuIT OYEVIN
8 1 ' 4 ’ Joensiuupy LA
L JSOO SUOHEDIUNWIWOD)

z S - SS Aindag
L JRM BAS Ord
I JojeAsiulupY HOSIA
1 anneuasaiday OdvN
10)ISIUILLPY S)oRNuUoD B sdiysiauped

L 1900 syoesuo) B sdiysiauped
L i k JOJRASIUIWPY SoUBUIL

32 i N 0jeASIUIUPY DAN g Buutes |
: 1ol Hoday (efuep HNoD

J0jeUIPI0-07) bAN % Buuel
L ' JSOHIO J0BIUOD WIDIA
: Jefeueyy Josiadng siop predun

L ! Josintadng siopn predun
1oBeuepy JUsULEs) |
1920 UONBqOId d3Ulel ]
9 Lol 18010 seonag poddng
vOSsd
[ : L ) 0Sd Jon ). sewwelBoiq
- Join] suiweBoly

L JSOIO UOSIBIT ISNI} S80ULd
Jossassy Juewdojpaaq aoloeld
JUBISISSY |eUoSIad

1900 JOIND @ PiB0g O Vd

9 L 1 1eBeuepy JopusyO
1085988y DAN

19010 Hoddng swisisAg uoeWIOU|
1910 SWOISAS @ UOHBULION|
JOOIO SO0IN0SIY UBLINK

JUBISISSY $82IN0S9Y UBWNH

19010 voster Buisnoy

JBOHO 191SOH

12010 edueUlY

1 . lojeuIpio-00) siiMS diseg g wswAhojdwg
labeueyy 193504 AindaQ

4900 YNOD

1oxeleie)

seBeueyy JapusyO ¥ JUBLLISSESSY
(LINS ouy) sieBeuepy

¥O1q0]]

I i R S i e e e N
—

©)
—
—
«©
™~

DO
© =
N
©
~
—

~
N

—
—
<

T OTRONTOM o

<

—

o

~N

—

~—
NG ™

ps
T - - o

~
—
ey
L2 ep]
<+ k0NN N
-~
—
—
—

o

—

-
(o))

—

-
—
—

<
=
—

O+~ O TFTNOLANNTOND—F OO0
©
N
hnd
pamy
o

00O Moo

©
-
~
o v
-
<t
™
-~

e
~—
o~
—

=
.
=
w
=
w
[

{elol puesyy
uuo4 ON
JOUIO - SHUM,
ysi - UM
ysiiig - SHYM|
|esnjoy

B0 YSiug ueIsy 10 UBISY|
dnoi oz Jeuo

Uelsy g QUM - POXIN| -
Jay0 usiug Yoetg 0 doelg
UBOY (USHUE Yoe|g 10 0Blg
UBIpU] (YSHjlig UBISY JO UBISY

Heaqqued Yoe|g '§ SHUM - PIXIN
uBRqqUED YSHUE eId 0 X0B|g

XaS  DUODIUYIe BUIBLINS JO JUNOD




7567

98% £GeL £'00¢ [ejo ] puely
3 0L L 2 19010 usWased MNaD
b ot I b JeBeuep 3um OvyVYIN
14 g'e 14 g'e J0jBASIUIWPY LA
L ol A 12210 SUOHEDIUNLWIWOND)
A 0o e] SSIN AindaQ
L S0 ERY JBYIM HAS O
l g0 S0 JOIRNSILIWLPY HOSIA
b 04 L aaneussaidoy OdvyN
L oL L I0jRliSiuiWpY S1oenuo) g sdiysiouped
| 0L L 1800 s1oenuoD ¥ sdiysieuped
18 S0 G0 JolEASIUIWPY SouRUlH
8 oL 3 J0jASIUIWPY DAN %8 Buiuel ]
8 oL A 1 Jeupn Hodey jeruep 1no)
b 0L 2 L 101BUIPIO-0D) bAN B Buuies]
[ 0'e l 4 4 1821 I0BJUOD WA
S 0's L 1 14 %4 Jebeueyy Josimadng yiopm predun
6¢ YR T4 LE1GEL0L°02 |6 ¥8.€8/£9°G losialedng spop piedun
0L 0’6 g S g 14 iebeuep Juswijeal
6 0’6 14 4 S g 10O uolEqOld 98uIRl |
88 Sl 6 LGELGELD8 16 98¥9879Y°69 1200 seoineg Hoddng
S g'e G ' Ge VYOSd
L L9t 9 9 I L'0L 0Sd Join] sswuwelbold
6 £'8 [ g 14 e'e Jon] swweiboly
L G0 S0 18014 uosiel] Jsni} Saduly
[ £cC € o Jossessy juswdojeasg aonoeld
4 0¥ 4 14 JUBSISSY [BUOSIDd
b 0t L 3 1800 JOIYD B pleog 0] vd
68 7'v8 0 9 Jebeuepy Japusyo
[ ST L 3 4 gl 1085955y ODAN
9 6'G 4 4 14 L¥S0vS06°€ 12010 Hoddng swaisAg uopewIoU]
14 (VR4 14 14 JBOII0 SWLISAS 3 UORBULIOMN|
4 0¢ Z 4 1901 Sennosay uewny
4 0 Z Z 1UB)SISSY S90UN0SaY UBWINK
S 0's € € [ [ 19010 uosier] Buisnoy
AN €0L L g9 S Zeveeyes’e 19240 |91SOH
14 L'e 14 Go8Yv98YL € JOOIJO douUBULY
9 0's L 1 G 14 J0JBUIPI0-0D S|INS dised g uswhodws
3 0’1 2 L Jebeuep 191504 AindsQ
y24 §'6e G S §'0c 182140 HNOYD
L ¢'0 L 22912910 1eMeRIe)
FA4 £y 8l gLl CEECEEES/ 92 JaBeUBY JopUay( 9 JUBWISSISSY
09 5G5S 8l 8L BEBLEBLY LE (LIS ouy) slabeuepy

: EAE EAE} wapngol
TWNLOV Ielol | Hid [ejo) W d

Xos




Count of surname |age3 age2 age 4

>20 20-29 |30-39 [40-49 [50-59 |60-69 |70+ Grand Total
sex -
F 2 76 79 71 87 20 2 337
M 2 15 23 42 45 19 3 149
Grand Total 4 91 102 113 132 39 5 486




TR [ 3 e 4 Gee wov puatpnog JsoBeuei JopUsQ B juRLISSASSY

Fl sBuppns yeres
anyL o 3 zv 328 S3UAIAG poddny #MmopeH 43044) SADIMIBS Hoddng El Mmoues uosyy
anyL o L "% Codue saopes Uoddng piojswiayD 1900 seaNFS oddng Fl vosduoy uesag

Suooiuye 368 upsigesip  ¥as euod nuoISIAP tiogeso] : apnqo] sosiupyn) aweuns swewsyy




