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ROYAL BOROUGH OF WINDSOR AND MAIDENHEAD
JOB EVALUATION – POLICY & PROCEDURE (SCHOOLS)
Covers: 

· Responsibilities.
· Procedure.
· Evaluation.
· Timescales.
JOB EVALUATION – PROCEDURE
1
Principles
1.1
This document falls within the scope of the Borough of Windsor and Maidenhead’s Pay and Benefits Policy. Evaluations will be determined principally by the council’s HR Job Evaluation Panel.
1.2
The Job Evaluation Scheme is applied to all posts within schools, with the exception of Teachers.   
1.3
The council is committed to equal pay for equal work and for managers to work in partnership with unions and HR within the context of job evaluation to ensure that this is achieved.
1.4 Where apparent inconsistencies in grading across the school workforce are brought to the attention of the Head Teacher, these will be brought to HR who will advise on appropriate action.
1.5 The evaluation decision will be final and no further right of appeal will be granted.
1.6 The Job Evaluation Panel’s Terms of Reference are stated in 2.5 of this Procedure.
2
Responsibilities
2.1
The Assistant Director – HR, Corpoarre Projects and IT has ultimate responsibility for the implementation and monitoring of this procedure
2.2
Head Teachers have responsibility for:

· Submitting new and revised posts for evaluation in sufficient time for the evaluation process to be completed. 
· Ensuring the Job Accountabilities pro formas are completed as   required in order for informed evaluations to be completed.

· Ensuring that funding is available to cover any additional salary costs and that Job Accountabilities submitted for evaluation have been duly authorised and represent service needs.

2.3
 Line Managers have responsibility for:
· Preparing revised content of the Job Accountabilities pro forma and unless a new or vacant post, ensuring that, wherever possible, the content has been discussed with the post holder.  
· Submitting the pro forma to the Head Teacher. 
 2.4   Post holders have responsibility for:
· Working with their line manager to contribute to the Job Accountabilities pro forma reflecting the job demands and service needs. 

 2.5   The Evaluation Panel’s terms of reference are to:

· Consider all Job Accountabilities impartially.  
·     Fairly and consistently apply the job evaluation scheme.
·     Come to a consensus view on the evaluation.

3
Procedure

3.1
Existing posts should be considered for re-evaluation only where there has been a substantial change and the post has grown significantly in responsibility since the previous evaluation. Please refer to the Pay & Benefits Policy. 

3.2   HR will seek to match job accountabilities to existing similar roles without the need for evaluation. 
4 Evaluation and Timescales

4.1
The council’s HR Evaluation Panel will evaluate job accountabilities in order to determine the grade. 
4.2    Completed pro formas must be sent to job.evaluation@rbwm.gov.uk
4.3   
Where an existing post holder has their job re-evaluated, there is no mechanism for appeal against the panel's decision.

4.4    Revised grades are generally applicable from the date of the panel or at a later date to be determined by the Head Teacher. In these cases the recommended new salary will be the bottom spinal column point or spot salary of the new grade. The school’s own pay policy may provide for an alternative approach.
4.5 A record of the evaluation outcome is maintained by HR.

5
Further guidance

5.1   Further advice on this procedure, the evaluation process and assistance with the completion of Job Accountabilities is available from:

·     Assistant Reward Advisor - 01628 796667.
·     Lead HR Policy and Reward Advisor - 01628 796211.
·     job.evaluation@rbwm.gov.uk .
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