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MIDLOTHIAN NEGOTIATING COMMITTEE FOR TEACHERS

Job Sizing Procedure for Promoted Teaching Posts

Agreement has been reached with regard to a Job Sizing Procedure for Promoted Teaching Posts and a copy of the agreement is attached.  Head Teachers are asked to ensure that an accessible paper copy of this agreement is available for staff within the establishment. 

Donald MacKay – MNCT Chair

Sonia Kordiak – MNCT Joint Union Side Secretary

Circulated to: All Schools, Teacher Unions, SNCT

MIDLOTHIAN COUNCIL

JOB SIZING PROCEDURE FOR PROMOTED TEACHING POSTS

1
Introduction

1.1
This procedure will be followed in job sizing promoted teaching posts using the job sizing tool kit issued to Councils under Circular SNCT/24.

1.2
This procedure will be utilised in the following situations: -

(a)
sizing new Principal Teacher posts established under the terms of Circular SNCT/14 (this is a one off exercise relating to former Assistant Principal Teachers and Senior Teachers who have opted to assimilate to the post of Principal Teacher);

(b)
sizing new posts, whether established individually or as part of a revised management structure in a school; and

(c)
reviewing the size of promoted posts in accordance with Circular SNCT/28.

2
Procedure to be followed

2.1
Wherever a new post is established i.e. under either (a) or (b) in 1.2 above, a job specification shall be produced for the post.  This job specification shall be prepared in accordance with the agreed template.  

2.2 Where an individual is currently in post he/she shall complete a job sizing questionnaire (for the purposes of sizing new Principal Teacher posts that replace former Senior Teacher and Assistant Principal Teacher posts relevant staff shall be considered to be “in post”). The completed questionnaire shall be signed off by the post holder and then the Head Teacher or, in the case of a Head Teacher post, by the Director or nominee to indicate that both parties accept the questionnaire to be accurate. Where no agreement is reached on the content of the questionnaire, the Job Sizing Appeals Procedure should be invoked (see Appendix 1).

2.3 Where a new or vacant post requires to be job sized the Head Teacher shall complete and sign –off the job sizing questionnaire. 

2.4
The completed questionnaire shall then be forwarded to the Head of School and Community Learning.  A pair of Job Sizing Co-ordinators, one nominated by the Council and one by the Trade Unions, shall verify that the questionnaire has been completed as required and, where this is the case, shall sign off the questionnaire as ready to be processed.  

2.5
Where the Job Sizing Co-ordinators have concerns regarding the completed questionnaire these shall be raised initially with the post holder and the Head Teacher in the case of occupied posts and with the Head Teacher for new or vacant posts.  If these discussions do not resolve the matter, the Job Sizing Co-ordinators shall refer the questionnaire to the Head of School and Community Learning and the Teachers’ Side Joint Secretary of the MNCT who may provide further advice or assistance to promote an agreement.  

2.6
Once a questionnaire has been fully signed off the Personnel Unit shall process the questionnaire through the tool kit.  For each post a Job Sizing Co-ordinator shall ensure that all the data from the completed questionnaire is entered correctly into the tool kit. All Job Sizing Co-ordinators may have access to the toolkit at any time.

2.7
The Head of Personnel shall advise the Director, Education, the Head of School and Community Learning, the Head Teacher and, where the post is occupied, the jobholder of the outcome of the job sizing process.

3
Reviewing the Size of Promoted Posts

3.1
Circular SNCT/28 sets out in detail the criteria that are to be fulfilled before a post is reviewed.

3.2 Once the criteria are met the jobholder shall complete a job sizing questionnaire in full, prior to the appropriate review date.  The questionnaire shall then be processed in accordance with the normal procedure as set out above.

3.3 In determining posts to be reviewed under Circular SNCT/28 the impact of changes to the staffing structure within a school must be fully recognised. For example, it will be necessary to determine whether the establishment of a new post will affect any other post(s) to the extent that the criteria for reviewing the other post(s) are fulfilled.

JOB SIZING FOR TEACHERS

LOCAL APPEALS ARRANGEMENTS

1
INTRODUCTION

1.1
The job sizing procedures agreed at national level require the post holder to complete a questionnaire relating to the duties and responsibilities of the post which is then forwarded to the Head Teacher for her/his agreement (in the case of Head Teachers the form will be passed to the Head of Schools for his agreement). Both parties must "sign off" the completed questionnaire before the post is sized using the job sizing toolkit.

1.2 It is recognised that there is potential for disagreement regarding the duties of teachers as described in the questionnaire and that there needs to be a mechanism for dealing with such disagreements. The Council and Trade Unions agree that, wherever possible, the use of formal grievance procedures should be avoided and that specific arrangements should be established locally to deal with disagreements regarding job sizing questionnaires. 

1.3 It is accepted that, where a disagreement arises, the matter should initially be the subject of discussions locally involving the two parties. The Job Sizing Co-ordinators* will provide advice or clarification on the issues to promote agreement. Where these initial discussions do not result in agreement on the content of the job sizing questionnaire, the following appeals procedure may be used.  (* Job Sizing Co-ordinators work in pairs and are allocated to specific schools.  The appropriate pair will therefore advise on specific issues as they arise.)
2
MEMBERSHIP OF THE APPEALS PANEL

2.1
Appeals Panels shall consist of four members, two being representatives of the local authority and two teachers' representatives.

2.2
Members should be appointed from lists drawn up by each side. This will enable meetings of Panels to be held without delay and avoid undue workload burdens falling on a small number of representatives. The list of teacher representatives will be drawn up from nominations by the Trade Unions.

2.3
The two Council representatives shall comprise: -

(a)
a representative of the Education Division(who will be an appropriate Education Officer); and

(b)
either the Employee Resources Manager or Organisation Development Manager.

2.4 Wherever possible, the two teacher representatives will be from the same sector as the appellant and at least one will be of the same gender.

2.5 The Chairperson will alternate between the Council and teacher representatives.

2.6
The representatives on the Teachers' list should appoint a secretary who would be responsible for the Teacher appointments to the Panel to deal with a particular case.

3
PROCEDURES PRIOR TO APPEAL HEARING
3.1 The form attached as Annex 1 to this procedure shall be completed as a record of the nature of the disagreement between the appellant and the Head Teacher/Head of Schools. Sections 1 and 2 of the form shall be completed by the appellant who shall then forward the form to the Head Teacher/Head of Schools who will complete Section 3. The form shall then be sent to the Director, Education who shall arrange for the completed form and any supporting documentation to be issued to both parties not less than three working days in advance of the Appeals Panel meeting.

3.2 Two or more Teachers may submit a collective appeal where there is a common area of disagreement. In these circumstances one form shall be completed and signed by all parties.

3.3
The appellant and Head Teacher/Head of Schools shall both be given the opportunity to be present at the Appeals Panel meeting. The teacher shall be advised of her/his right to be accompanied by a Trade Union representative. In a collective appeal one spokesperson for the group, plus any representative, shall attend the Appeals Panel. 

3.4
Wherever possible, the Appeals Panel will meet within ten working days of written notification of the disagreement being received by the Director, Education.

4
PROCEDURE AT THE APPEALS HEARING
4.1
The appellant and/or her/his representative shall present her/his case to the Appeals Panel.

4.2
The appellant may be questioned by the Head Teacher/Head of Schools and by members of the Appeals Panel.

4.3
The Head Teacher/Head of Schools shall then present her/his case to the Panel.

4.4
The Head Teacher/Head of Schools may be questioned by the appellant and by members of the Appeals Panel.

4.5 Both parties will be given an opportunity to briefly sum up their cases.

5
ARRIVING AT A DECISION
5.1 The four members of the Panel shall deliberate in private on the information provided and then each member shall state whether they support either the appellant or the Head Teacher/Head of Schools. Where the appeal relates to more than one question on the questionnaire, the Panel shall determine each point separately.

5.2 During the Panel’s deliberations both parties shall be available to be recalled to clarify points of uncertainty on evidence already given.  If recall is necessary both parties are to return, notwithstanding only one is concerned with the point giving rise to doubt.

5.3 Where there is a unanimous or majority view this shall be recorded as the decision of the Appeals Panel. In this case the decision shall be either that the appeal has been “upheld”, that the appeal has been “upheld in part” (this would be recorded as the decision where there were two or more questions under consideration and the Panel found in favour of the Teacher on at least one but not all questions) or that the appeal has been dismissed.

5.4 Where there is a split vote the decision of the Appeals Panel shall be recorded as a "failure to agree". This decision could apply to the whole appeal or, where there were two or more questions under consideration, to a specific question. If there is a “failure to agree”, the Teacher may submit a formal grievance to the Director, Education in accordance with the Council’s Grievance Procedure.

6
NOTIFICATION OF DECISION
6.1 Where possible, decisions will be taken on the day and the parties will be informed personally of the decision. Where a longer period of deliberation is considered necessary, both parties will be informed and the Panel may adjourn and reconvene at the earliest possible date.

6.2 In all cases the Director, Education, shall notify in writing the decision of the Appeals Panel to the appellant within three working days of the Appeals Panel reaching a decision. 

7 GRIEVANCE PROCEDURE

7.1 The Council and Trade Unions agree that this appeals process provides a fair and objective basis for consideration of disagreements relating to the job sizing exercise. It is also agreed that the parties involved should accept the outcome of appeals. It is acknowledged however that a Teacher or group of Teachers has the right to pursue a grievance under the Council’s Grievance Procedure  
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