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Head Office 45 Division Street SHEFFIELD S1 4GE
Tel: 0114 276 6911 Fax 0114 275 2868 roz.brown@south-yorkhsire.probation.gsi.gov.uk
www.probation.homeofiice.gov.uk

Ref: RB/BJ

5 November 2007
SOUTH YORKSHIRE

The National Secretary
Unite the Union

Hayes Court

West Common Road
Hayes ‘
Bromley

BR2 7AU

Dear Sir,
Re: FO! Act Request — Job Evaluation

Thank you for your letter dated 18 October 2007 requesting information about the operation of the Job
Evaluation Scheme process within the South Yorkshire Area.

| have addressed my response in the same order of items in your letter:

a) & b) The Job Evaluation process in this Area is reaching finalisation and is estimated it will be
completed by the end of December 2007. Job evaluation has been undertaken in accordance with the
National User Guide. -

c) Enclosed is a copy of the Appeal and Review Procedure produced by this Area as information/guidance
in the Job Evaluation process.

d) The job matching and evaluation has been carried out in South Yorkshire Area on the basis of generic
and some role-based job desciptions.

e) & f) Attached are spreadsheet details that give anonymised information about the manangement posts in
the Area both in terms of the initial job evaluation outcomes and appeals. .

g) Enclosed is a Staff Profile, by grade, number, ethnicity and gender for South Yorkshire.

| hope the information provided is of assistance to your current national information gathering exercise.

Yours faithfully

Roz Brown
Chief Officer

National Offender
Management Service cc. H \b L avonews e

Working icgether 1o reduce re-offending



SOUTH YORKSHIRE PROBATION AREA

JOB EVALUATION

APPEAL AND REVIEW PROCEDURE

1. OVERVIEW

This Appeal and Review Procedure has been adopted as part of the approved
Job Evaluation Scheme for the Probation Service as agreed by the National
Negotiating Council (NNC) in October 2005.

Job evaluation is a technique for comparing the relative demands of jobs,
usually, as the basis for a grading and pay structure.

Job evaluation is about comparing the demands of jobs, not people. Job
evaluation does not assess how individuals perform, nor how their work is
organised, nor whether they have the required skills and knowledge for the work.
The last of these issues is covered by Probation Service occupational standards.

2. GOVERNANCE ARRANGEMENTS

Appeals Panels are the responsibility of the South Yorkshire Probation Board,
however powers of review have been retained by the NNC and National
Probation Directorate (NPD) insofar as to ensure national consistency.

‘This Appeals Procedure relates only to Job Evaluation matching, grading and
related pay issues. Any other queries or concerns should be addressed through
the appropriate local procedure.

The substance of appeals raised through the Job Evaluation Appeal Procedure
cannot be raised elsewhere. The decision of the Appeals Panel is final as it
relates to job evaluation matching, grading and related pay issues.

3. CONSTITUTION OF APPEAL PANELS

The South Yorkshire Probation Board will be responsible for establishing a Job

Evaluation Appeals Panel. It will be the responsibility of the Director of Human
Resources and Organisational Development to convene such a panel.
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Formal Appeais should be heard by a joint panel of three members not ail of
whom have been previously invoived with the matching or evaiuation of the job.

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

Members of the Panels will be drawn from those who have received training in
the Job Evaluation Scheme either in Job Matching or Job Evaluation.

The Chair of the Appeals Panel will be the Director of Human Resources and
Organisational Development or their nominated representative. The Chair will be
responsible for keeping a written record of proceeding, ensuring the appropriate
formalities are observed and will sign the final letter advising the appellant of the
outcome of the appeal.

4. TERMS OF REFERENCE

The Appeals Panel will be responsible for cénducting hearings for the final,
formal stage of the Job Evaluation Appeals Process.

The Panel will only be convened when all other procedures, as set out in the Job
Evaluation User Guide, have been exhausted.

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

The decision of the Appeals Panel will be final.

5. STAGES OF THE PROCEDURE
For the purposes of this procedure, the stages are designated as follows:
» Stage 1 - initial evaluation or matching of the job
= Stage 2 — review of initial evaluation or matching (Informal Appeal)
= Stage 3 — appeal against initial evaluation or matching (Formal Appeal)

6. THE APPEALS PANEL

The appellant(s) may make oral or written representation to the Panel, and may
be accompanied by a trade union representative or a workplace colleague. Any
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submission must be available to the Panel at least five working days before the
appeal is heard.

The purpose of any mesting with the appellant will be to enable the panel
members to fully understand the reason for the appeal and clarify any areas of
misunderstanding. The Panel may ask questions of the appellant or their
representative.

The appellant and their representative should not be present when the actual
matching takes place.

A written note of the proceedings should be made and the appellant 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.  ~

The decision of the Appeals Panel is final.

The appellant should receive a copy of the new or revised matching form and
any subsequent changes to employment contracts will be handled by the Central
Personnel Team.

7. REASONS FOR APPEAL OR REVIEW

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

» Disagreement over matching of the job to a national profile;
Disagreement over the local evaluation of the job; '

» The job has changed significantly since the original matching or local
evaluation; and '

e A new role (less than 12 months)

Where a grdup of staff carrying out the same job wish to appeal or request a
grading review, the method for dealing with this should be that a representation
(no more than two staff members) from the group will put the case forward on
behalf of all their colleagues

a) Disagreement over Matching to National Profile

Grounds for Appeal

An individual (or group of staff) may appeal against the matching of their job on
one or more of the following grounds:
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e insufficient or otherwise inadequate information was avaiiable to the panel
which underiook the initial maiching of the job;

e The available job information was misunderstood or misinterpreted by the
matching panel;

e The job is significantly different from that which was matched to the
national profile.

Initiating an Appeal

An individual (or group of staff) who wishes to appeal against the matching of the
job must submit the claim in writing to the HR Manager within 20 working days of
“publication of the results by completing a blank matching:form, explaining under
each of the JE factor headings the information they consider should have been
taken into account. .

Informal Appeal

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

Both the management representative and the union representative should have
been trained in job evaluation — matching, so that the rationale for the current

grading can 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 panel 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.

The Panel will operate in accordance with the principles outlined in section 6 of
this document.
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Notification

The appellant shcuid 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.

Remedy

Where the appeal results in a change of grading, then this should be
implemented on the 1% April 2006 or the date of appointment (if later than 1%
April 2006).

b) Disagreement over Local Evaluation of the Job
Grounds for Apbeal

An individual (or group of staff) 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 individual (or group of staff) who wishes to appeal against the local evaluation '
of the job must submit the claim in writing to the HR Manager within 20 working
days of publication of the outcomes by completing a blank evaluation form,
explaining under each of the JE factor headings the information they consider
should have been taken into account.

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 Personnel Team) and a union representative
as soon as possible and, in any event, within one month of the submission of the
appeal request.

The member of the Personnel Team should be a trained evaluator, so that the
rationale for the current grading can be explained and the questions for appeal
identified.

Page 5 of 8



If it appears from the discussion that the job descripiion questionnaire, on which
the initial evaluation was basead, was seriously inadequate, then, by agreement,
the jobholder may be asked to complete a new job description questicnnaire
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 panel will:
o Apply the procedure exactly as for the original evaluatioh; -
o Consider whether the new information/ representations change the
original evaluation;

o Complete a new or revised evaluation rationale form.

The Panel will operate in accordance with the principles outlined in section 6 of
this document.

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 on the 1°* April 2006 or the date of appointment (if later than 15
April 2006) :

c) Significant Job Changes

Grounds for Review

An individual (or group of staff) 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
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An individual {or group of staff) who wishes {o request a review of the initial

valuation or matching of the job must submit the claim in writing to the HR
Manager within 20 working days of publication of the outcomes of Job
Evaluation, 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 their ACO or Director, 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 Personnel Team) 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 envnsaged 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 panel will:
e Apply the procedure exactly as for the original matching/ local
evaluation;
o Consider whether the new information/ representations change the
original match or local evaluation;
¢ Complete a new matching form or evaluation rationale, as appropriate.
The Panel will operate in accordance with the principles outlined in Section 6.

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.
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Remedy

Where the review results in & 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.

Appeal agai st 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 above for an
appeal against a matching review or for an appeal against an evaluation review.

d) New Jobs

New jobs should be provisionally matched or evaluated by a member of the
Personnel Team 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 staff) 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.
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SYPS Pay Band Study 26/10/07

National Probation Service - South Yorkshire Staff Profile.
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National Probation Service South Yorkshire
Job Evaluation Scoresheet

Date Substantive Benchmark| Points Notification of
) Job Title Matched Grade  |Matched Y/N Matched Post Points Score Band | Appeal - YIN Outcome Decision
Assistant Chief Officer * ACO[* = * * B_I* - :
Business Risk Manager 23/02/2006 POB/PO Yes |Health and Safety Manager 561-574| 547-580 5 No
Director of Finance And Partnerships 27/06/2007] TREA/SEC No 775 C No
Director of HR and Organisational Development * - ACOJ* * * * B * * *
Divisional Manager 23/02/2006]  VARIOUS Yes |Area Manager - 649-711] 698-724 6 No
Finance Manager 02/03/2006 PODR Yes |Finance Manager 567 580 5__ [Yes Awalting outcome
Payments Officer 02/03/2006 SO2/POA No 468{ 557-567 5 No
Practice Development A or 23/02/20086 PDA2 Yes |Practice Development Assessor 574| 561-574 5 No
Public Relations and Communications Manager 23/02/2006 POD/E No 512-522 5 No
Senior Forensic Psychologist 26/09/2006 FPSY R Yes |Practice Development Assessor 574 574 5 No
Senior Personnel Officer 21/02/2008]  VARIOUS Yes |Senior HR/Personnel/Emiployee Relations Manager 551-584 5 No
Senior Probation Officer 23/02/2006] VARIOUS Yes [SPO Generic/Team Leader 580-619] 615-628 5 IYes Awaiting outcome
Senior Probation Officer (Approved Premises) 23/02/2006] VARIOUS Yes [SPO Generic/Team Leader 580-619| 615-628 5 |Yes Band 6 22/10/2007
Senior Probation Officer (Local Co-ordinator) 23/02/2006 VARIQUS Yes |SPO Generic/Team Leader 580-619| 615-628 5 No
Senior Probation Officer (Prison) 23/02/2006] VARIOUS Yes [SPO Generic/Team Leader 580-619] 615-628 5 No |
Senior Probation Officer (MAPPA) 23/02/2006 VARIQOUS Yes [SPO Genéric/Teani Leader ' 580-619] 615-628 5 Yes No change
Solicitor and Secretary to the Board 27/06/2007 SEC No [|* B * 704 B I * z
Team Leader ) . 20/03/2006]  VARIOUS Yes |Programme Manager 580-619] 593-606 5 No

* Information held centrally
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