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Schools’ Personnel Service

Job Profile Evaluations:  Guidance Notes for Managers and Employees
What is Job Evaluation?

· Job evaluation is the technique used to match jobs to Kent Scheme grades and ensure that consistency is maintained in the grading of a wide variety of jobs within KCC.

· An authority - wide evaluation process had been developed in conjunction with the trade unions, using agreed job profiles to evaluate posts.  All Kent Scheme posts can be matched against a specific profile and all job profiles correspond to a specific Kent Scheme payband between KS1 and KS15.
· Hay Job Evaluation underpins KCC’s job profiles.  All job profiles are known to fall within the Hay range for a grade.  In some instances a Hay Job Evaluation may be a more appropriate way to assess the correct grade for a post.

What are the key principles underpinning Job Evaluation within KCC?

Job evaluations are an open and transparent process which aims to obtain a comprehensive understanding a job role.   A job evaluation considers:

· The job and not the person

· The job as it is now

· The expectations of the job at an acceptable level of performance

When may a post need to be evaluated?

· If the level of responsibility or duties of the post have significantly changed (normally by more that 25%)
· If the post is new within the school 
· If there has been a departmental or organisational review which has directly affected the post.

When is it not appropriate for a post to be evaluated?
· If the postholder has taken on more duties at the same level

· If the postholder has performed exceptionally well 

· If the postholder has reached the top of their grade

Are there alternatives to undertaking a job evaluation for a post?

· KCC has a number of benchmarked job descriptions for support staff roles in schools.  These have been evaluated previously and the Kent Scheme grades approved by KCC and Trade Union representatives.  Schools can appoint to these benchmarked posts without the need for a full job evaluation.
· Benchmarked job descriptions for support staff roles can be accessed at 
www.the-sps.co.uk
What documents are required to support the job evaluation process?

· An agreed / current job description and person specification for the post.
· An organisational structure chart showing where the post sits within the team / department and detailing grades of managers, subordinates and peers.
Who attends the job evaluation questionnaire meeting?

· The line manager and postholder meet with the SPS Job Analyst to discuss the post and complete the questionnaire.

What areas are considered in the Job Profile Evaluation questionnaire?

In order to establish the correct job profile, all job roles across KCC are assessed on 4 key criteria:
· Problem solving and accountability required in the post
· Skills and knowledge required to undertake the duties of the post

· Supervision and management – received and given in the post

· Competence – educational and professional qualifications required for the post.
To enable them to prepare, the postholder and line manager will be given a copy of the questionnaire prior to the meeting.
What happens after the Job Evaluation Questionnaire meeting?

· The SPS job analyst completes a job evaluation report and makes a provisional recommendation as to the job profile which most closely matches the post.  The completed report is forwarded to the postholder and line manager for their approval.
Who approves the Job Evaluation report?

· The agreed job evaluation report is sent for KCC reward team and Trade Union representative for approval of the recommended profile and confirmation of the grade.  This is to ensure all processes have been followed correctly and that there is fairness and consistency across KCC.
Does a job evaluation automatically lead to an increase in grade?

· Often the evaluation process will result in an increase in grade – however this is not a guaranteed outcome and on occasion the process will find the current grade to be correct.  
· On rare occasions the evaluation process may result in a reduction in grade.  In this instance KCC loss of earnings compensation may be paid if applicable.
When does any re-grading take effect?

· Any re-grading should take effect from the beginning of the month in which the evaluation took place, however in exceptional circumstances managers may use their discretion to backdate the increase to an earlier date.

· Where a post is upgraded the postholder will usually move to the bottom point of the new grade or the next highest point if the postholder is already paid at the point where the old and new grades overlap.

Is there a right of appeal?

· As the postholder plays a full role in the completion of the job evaluation questionnaire and will sign to agree the content of the report, appeals are unlikely.  However a postholder may appeal and request that their role be referred to a Hay Job Evaluation Panel.

Is there a charge to undertake a job evaluation?
· The service is free to Premuim Plus SPS customers. Non premium plus customers will be charged for the work of the SPS Job Analyst.

Why is job evaluation important?
· To ensure consistency in grading across KCC and within Schools.
· To ensure KCC complies with equal pay auditing requirements.
Who can I contact to find out more or request a job evaluation?
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