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QUICK REFERENCE GUIDE

This policy must be followed in full when developing or reviewing and amending Trust procedural documents.

For quick reference the guide below is a summary of actions required. This does not negate the need for the document author and others involved in the process to be aware of and follow the detail of this policy. 
1. Agenda for Change job matching and evaluation panels will be undertaken in partnership between management, HR and accredited staff side representatives.
2.
The Agenda for Change job matching/evaluation process will be carried out in accordance with the Department of Health’s Job Evaluation Handbook
3.
All panelists will be formally trained in job matching/job evaluation
1.  INTRODUCTION

1.1
Under Agenda for Change, the NHS Job Evaluation Scheme was introduced in order to ensure equal pay for work of equal value.  All posts within the scope of the organisation will be matched or evaluated under this scheme via partnership panel decision as set out in the NHS Job Evaluation Handbook and using an appropriate recording system.
2. PURPOSE

2.1
The purpose of the Job Evaluation Scheme is to provide a means of fairly rewarding employees of the Trust by measuring their job-related skills, knowledge and responsibilities.  The detailed assessment of posts using the NHS Job Evaluation Scheme will determine the correct pay band for each post and ultimately the correct basic pay.
3. SCOPE

3.1 This policy applies to all employees who are employed on NHS Terms and Conditions under Agenda for Change.
3.2 This policy is designed to ensure that all posts within the organisation are dealt with in a fair and consistent manner.

3.3 Job Matching panels will be made up of a combination of individuals from Management, Human Resources and staff side that are suitably trained in the Job Evaluation panel analysis and evaluation process of the NHS Job Evaluation panel Scheme.

3.4 Training and support will be provided to line managers and trade union representatives in the implementation and application of this policy.

‘In the event of an epidemic infection outbreak, flu pandemic or major incident, the Trust recognises that it may not be possible to adhere to all aspects of this document. In such circumstances, staff should take advice from their manager and all possible action must be taken to maintain ongoing patient and staff safety’

4. DEFINITIONS

4.1 Grading Request Form - a signed verification from the CSC for a post to be banded stating the reason for the evaluation.
4.2 Job Matching/Evaluation Panels - groups of at least 2 trained and impartial evaluators, comprising of Managers, Human Resources and accredited staff side representatives each with a breadth of knowledge and experience in their chosen field and the workings of the Trust, who undertake the job matching/evaluation process.

4.3
Job Matching – the process of matching a job description to a national profile in order to give it a job banding. 

4.4
Job Analysis – the process of systematically identifying the critical elements of a job (that is, the duties and responsibilities that must be performed) and the necessary knowledge, skills, abilities and other personal characteristics (competencies) required by way of a Job Analysis Questionnaire (JAQ) and then using that JAQ to determine the value of a job using the NHS job evaluation scheme.

4.5
Job evaluation – the process of determining the value of a post using the NHS job evaluation scheme.
4.6
Consistency Checking – the process of ensuring that all job matching/evaluations are accurate and consistent with the posts matched/evaluated across the Trust and with national profiles in order to avoid grading anomalies.

5. DUTIES AND RESPONSIBILITIES

5.1 Director of Workforce and Organisational Development
The Director of Workforce & Organisational Development has executive responsibility for the implementation and monitoring of this policy. 

5.2
 General Managers 


 General Managers are responsible for:

· The implementation of this policy within their own areas of management accountability. 

· Authorising appropriate requests for job matching/evaluation.
5.3 Line Managers 
Line Managers are responsible for:

· Submitting new posts for evaluation or existing posts for re-evaluation with correctly completed and approved documentation to Agenda 4 Change Inbox.

· Ensuring that job descriptions are accurate, complete and comprehensive and meet the needs of the service. 

5.4 Operational HR Team 
The Operational HR Team are responsible for:
· The administration and monitoring of the job evaluation process on behalf of the Trust.

· Checking that all documentation meets the required standards and has been appropriately authorised and signed by relevant parties.
· Returning documentation which does not meet the required standards and providing guidance and advice to managers as required. 
· The development of effective documentation and systems to evidence compliance and support an auditable process.  

· Checking, in partnership with staff side, that panel outcomes are consistent with the Job Evaluation Scheme and across the organisation and taking appropriate action where necessary. 

· Informing the line manager of the evaluation outcome. 

· Ensuring that all job evaluation practitioners are made aware of the latest guidance issued by NHS Staff Council and ensuring that all panel members receive refresher training as appropriate. 

5.6
Trained Job Evaluators 

Trained job evaluators are responsible for:

· Maintaining confidentiality with regard to all aspects of work undertaken as panel members. Committing to participate in panels on a regular basis and attending evaluation panels to which they have given a commitment. 

6. PROCESS

6.1
The process for the grading of new jobs and the re-grading of existing jobs applies to all substantive and fixed term staff posts, and conforms to the requirements of the national terms and conditions under Agenda for Change
6.2
 Previously graded jobs requiring review due to minor alterations e.g. change reporting lines etc. will be reviewed by the Operational HR Team and assessed whether formal evaluation is required.
6.3
When a grading or re-grading request arises within their area, CSC Management Teams/Corporate function leads are required to confirm their full support and approval, prior to evaluation.  Specifically, any such requests must be consistent with the provisions of approved Workforce and Finance plans.  
6.4
Subject to authorisation, a Grading Request Form must be completed for each post that is submitted to the Agenda4Change Inbox for assessment. The manager will receive an automatic notification of receipt. The manager will ensure that the Job Description and Person Specification conforms to the latest trust templates and contain a sufficient level of appropriate detail to enable the Grading Panel to undertake a complete, accurate and timely assessment in line with Agenda for Change national profiles. 
6.5
The panels will be coordinated by Human Resources so there is a central point for the submission of posts and recording of results.  

6.6
Grading Panels will typically be held twice a month in accordance with the Agenda for Change principles by a minimum of 2 trained and experienced job evaluators (to include a HR representative) and undertaken in accordance with the NHS Job Evaluation Scheme (JES).  In the first instance, the Grading Panel will attempt to match all job descriptions to an Agenda for Change national profile.  In the majority of cases, national profile matching is achieved, and the outcome of the assessment will be confirmed within 3 weeks of receipt of all completed and approved requests.

6.7
Only in the event of a ‘failed match’ will a local job evaluation be undertaken.  This requires the completion of a detailed Job Analysis Questionnaire (JAQ).  Dependent upon the complexity of a particular job role, and the time taken for individuals to complete the JAQ, the local evaluation process may take up to three months to conclude.  
6.8
All job evaluation outcomes, both for new roles and revisions to existing posts will be coordinated by Human Resources.  The outcome will be communicated to the manager concerned via email
7. TRAINING REQUIREMENTS

7.1
Managers will be briefed on the content of this policy and will be able to seek guidance and assistance on its implementation from the Operational HR Team.
7.2
Panel members will receive refresher training as and when required and when the job evaluation process is updated.

8. REFERENCES AND ASSOCIATED DOCUMENTATION

8.1
The Agenda for Change job matching / evaluation process will be carried out in accordance with the Job Evaluation Scheme and Department of Health’s Job Evaluation Handbook.
8.2
The policy will be reviewed on a bi-annual basis or whenever a significant change arises within the national guidance.

· An Organisation-Wide Policy for the Development and Management of Procedural Documents: NHSLA, May 2007. www.nhsla.com/Publications/
· NHS Agenda for Change National Agreement
· Agenda for Change Terms and Conditions of Service Handbook
· NHS Job Evaluation Handbook
9. EQUALITY IMPACT STATEMENT

Portsmouth Hospitals NHS Trust is committed to ensuring that, as far as is reasonably practicable, the way we provide services to the public and the way we treat our staff reflects their individual needs and does not discriminate against individuals or groups on any grounds.

This policy has been assessed accordingly

Our values are the core of what Portsmouth Hospitals NHS Trust is and what we cherish.  They are beliefs that manifest in the behaviours our employees display in the workplace. 

Our Values were developed after listening to our staff.  They bring the Trust closer to its vision to be the best hospital, providing the best care by the best people and ensure that our patients are at the centre of all we do.

We are committed to promoting a culture founded on these values which form the ‘heart’ of our Trust:
Respect and dignity

Quality of care

Working together

Efficiency
This policy should be read and implemented with the Trust Values in mind at all times
10. MONITORING COMPLIANCE WITH PROCEDURAL DOCUMENTS

	Minimum requirement  to be monitored
	Lead
	Tool
	Frequency of Report of Compliance
	Reporting arrangements
	Lead(s) for acting on Recommendations

	Review of evaluations
	Op HR / Staff Side
	IJES system
	Annual
	Policy audit  report to:

· Workforce Governance Cttee
	Operational HR

	
	
	
	
	Policy audit  report to:

· 
	

	
	
	
	
	Policy audit  report to:

· 
	


This document will be monitored to ensure it is effective and to assurance compliance.

EQUALITY IMPACT SCREENING TOOL
To be completed and attached to any procedural document when submitted to the appropriate committee for consideration and approval for service and policy changes/amendments.

	Stage 1 -  Screening 

	Title of Procedural Document: Job Evaluation Policy


	Date of Assessment
	01.07.17
	Responsible Department
	Human Resources

	Name of person completing assessment
	Suzanne Jeacock
	Job Title
	HR Manager

	Does the policy/function affect one group less or more favourably than another on the basis of :

	
	Yes
	Comments

	· Age
	No
	

	· Disability

Learning disability; physical disability; sensory impairment and/or mental health problems e.g. dementia
	No
	

	· Ethnic Origin (including gypsies and travellers)
	No
	

	· Gender reassignment
	No
	

	· Pregnancy or Maternity
	No
	

	· Race
	No
	

	· Sex
	No
	

	· Religion and Belief
	No
	

	· Sexual Orientation
	No
	

	If the answer to all of the above questions is NO, the EIA is complete. If YES, a full impact assessment is required: go on to stage 2, page 2


	
	

	More Information can be found be following the link below

www.legislation.gov.uk/ukpga/2010/15/contents

	
	

	Stage 2 – Full Impact Assessment

	What is the impact
	Level of Impact
	Mitigating Actions

(what needs to be done to minimise / remove the impact)
	Responsible Officer

	
	 
	
	

	Monitoring of Actions

	The monitoring of actions to mitigate any impact will be undertaken at the appropriate level

Specialty Procedural Document: 
Specialty Governance Committee

Clinical Service Centre Procedural Document:
Clinical Service Centre Governance Committee

Corporate Procedural Document:
Relevant Corporate Committee

All actions will be further monitored as part of reporting schedule to the Equality and Diversity Committee
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