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MNCT AGREEMENT ON HOW TO MEASURE NON-SCHOOL-BASED PROMOTED POSTS.

1.1
Job description agreed.

1.2
Job Sizing Questionnaire completed, with extra information attached where necessary, and signed off by postholder and line manager.

1.3
A decision on whether a post should be benchmarked will be based on the following questions:

a)
Is the post based in a single establishment with pupils on the roll who remain there throughout an academic session?

b)
Is there a whole authority aspect to the post?

c)
Is it clearly a cross-authority post (i.e. completely involves work across schools)?

1.4
If the post is based in a single establishment as in (a) with pupils on the roll who remain there throughout an academic session, job size; that is, use the toolkit as normal.

1.5
In exceptional cases it may be clear that the post will not be able to be measured using the toolkit and baseline information derived from the processes outline in Appendix 3.  If this is the case, the procedures in Appendix 4 should be followed.  For the other two types of posts described above, i.e. in (b) and (c), follow the process outlined in Appendix 3, utilising baseline data.

2.1
Once the toolkit has been applied, using the appropriate information in Appendix 3, the job-sizing co-ordinators will consider the total score and salary outcome in relation to other posts with similar management responsibilities.  If they believe the outcome is fair, they indicate this to the Head of School and Community Learning and the employee is informed in the normal way.

3.1
If, after applying the toolkit using the baseline data, the job-sizing co-ordinators do not consider the outcome is fair, they indicate that in writing to the Head of School and Community Learning (and the MNCT Joint Secretaries).  The process of benchmarking outlined in Appendix 4 is then undertaken to see if a fairer outcome can be achieved.

Appendix 1
Name of post……………………………………………………………………………….

Current postholder………………………………………………………………………..

Date of postholder starting post…………………………………………………………..

Conserved post for postholder? (no/yes)
Any reviews of post? (no/yes)

Date/s of job-sizing co-ordinators’ meeting to consider post…………………………...

	
a)
Toolkit

Score from Section 1………………………………………………………………………

Score from Section 2………………………………………………………………………

Score from Section 3………………………………………………………………………

Score from Section 4………………………………………………………………………

Overall score………………………………………………………………………………


	b)
Where not all scores are available for this post via toolkit please allocate a score, from the posts named in Appendix 2, which seem fair for the missing elements above

Score from Section 1………………………………………………………………………

Score from Section 2………………………………………………………………………

Score from Section 3………………………………………………………………………

Score from Section 4………………………………………………………………………

Overall score………………………………………………………………………………


Total score from a) and/or b) to cover all 4 elements…………………………………..

Salary scale point………………………………………………………………………….

Salary scale point when post began………………………………………………………

Salary information with dates, where applicable

August 2003………………………………………………………………………………..

April 2004………………………………………………………………………………….

April 2005………………………………………………………………………………….

April 2006………………………………………………………………………………….

April 2007………………………………………………………………………………….

Management Side…………………………………………. Date………………………...

Union Side…………………………………………………. Date………………………...

Appendix 2

Name of post……………………………………………………………………………….

Current postholder………………………………………………………………………..

Titles, with establishments, of comparable posts (normally three)
Elements seen as valid comparators

Post 1

	Section 1……………………………………………………………………………………

Section 2……………………………………………………………………………………

Section 3……………………………………………………………………………………

Section 4……………………………………………………………………………………


Post 2

	Section 1……………………………………………………………………………………

Section 2……………………………………………………………………………………

Section 3……………………………………………………………………………………

Section 4……………………………………………………………………………………


Post 3

	Section 1……………………………………………………………………………………

Section 2……………………………………………………………………………………

Section 3……………………………………………………………………………………

Section 4……………………………………………………………………………………


Management Side…………………………………………. Date………………………...

Union Side…………………………………………………. Date………………………...

Appendix 3 – baseline data for three categories of promoted post:
A.
Promoted posts in a Specialist Unit – e.g. ASD, Behaviour Support, Speech and Language, Ace Base/TOP.

B.
Promoted posts supporting pupils / staff on a locality basis, e.g. PT Support for Learning, PT Behaviour Support.

C.
Promoted posts operating an outreach service across all schools – e.g. EAL, Hearing Impaired, Looked after Children, ASD.

Establishing base-line data:
For Category A posts

Following the principles of job-sizing, and recognising that job-sizing makes distinctions between primary and secondary schools:

· Representative primary school data across all Midlothian schools is used for specialist units catering for primary aged pupils, including roll, budget, FME, staffing levels, etc.  For session 2007-08 the school, which has a slightly higher than average roll and FME, to be used is Hawthornden Primary.

· Representative secondary school data across all Midlothian schools is used for specialist units catering for secondary pupils.  For session 2007-08 the school, which has a slightly lower than average roll but higher FME, to be used is Dalkeith High School.

For Category B posts

Following the principles of job-sizing, and recognising that job-sizing takes into account FME for posts which operate over primary schools, representative primary school data across the actual schools in the specific locality is used, including roll, budget, FME, staffing level, etc in the appropriate session.

Additionally PT Behaviour Support will include a caseload figure in section 4.2 of the questionnaire.

For Category C posts

Accepting that these postholders are working across the whole authority, the school data, from Dalkeith High School will be used for this session but may alter in accordance with the baseline data above in the future.  

In recognition of the across sector responsibility the average number* of schools in which the postholder is personally carrying a caseload for the academic session in which the post is sized will also be included in the information in question 1.4.  A caseload figure will apply to posts in this category.

*the average number of schools is determined on the basis of information received from postholders.

Appendix 4 – Steps in benchmarking
· Job-sizing co-ordinators meet and consider the key elements of the post under scrutiny (the Leadership, Good Management and Strategic Director of Colleagues, including numbers of staff managed and responsibility for budget; Curriculum Development and Quality Assurance; Whole School Policy and Implementation; Working with Partners, as well as, where applicable, pupil roll and deprivation, etc), as indicated on the questionnaire.  (Where baseline data is required and not directly available in relation to the post this data will be determined in line with the advice in Appendix 3, if appropriate.)

· The four key elements above should be noted on Appendix 1.  If two or more elements of the questionnaire appear capable of being captured by the toolkit, the toolkit should be used to establish a “score” for these elements.  These scores are then recorded on Appendix 1.

· The elements which the toolkit cannot capture in the agreed job description and questionnaire are considered further.

· Job-sizing co-ordinators consider other posts which have been subject to the job sizing process via the toolkit and which, in their view, match the post under consideration in respect of the elements yet to be measured.

· The titles of these posts, the elements which are agreed to be valid comparators and the relevant scores for these elements as determined by the outcome letters for these comparator posts are noted in Appendix 2.

· The score/these scores in Appendix 2 are transferred to the incomplete sections in Appendix 1 and an overall score for the post under consideration is now achieved.

· Finally the job-sizing co-ordinators consider the total score and salary outcome in relation to other posts with similar management responsibilities and intellectual demands.  If they believe the outcome is fair they indicate this to the Head of School and Community Learning by signing off Appendix 1.  This goes to Personnel along with the relevant job-sizing paperwork.

· The employee is then sent a letter indicating the overall score (from the toolkit and from comparators) and the salary that matches it.

· If the job-sizing co-ordinators do not believe the outcome is fair they indicate that in writing to the Head of School and Community Learning and the MNCT Joint Secretaries. It may be that it is agreed that the job-sizing co-ordinators should carry out the steps in Appendix 4 with other comparators.

· In the event of the post being so unique that comparators cannot be found, advice on how to proceed should be sought from the MNCT Joint Secretaries.

These procedures will be reviewed in August 2007.

