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	PAY AND WORKFORCE STRATEGY PROJECT UPDATE

	Report of:


	Deputy Chief Executive

	Report reference:
	CE 05/09


Summary:

The project is in its final stage (Implementation) and on schedule. We await the outcome of the unions’ ballot of their members on the new Pay Policy, which incorporates the outcome of job evaluation and single status. This outcome has been fully costed and approval by Elected Members of the financial package will need to follow. The Employment Panel is meeting in February in order to make a recommendation to Council.

Our employees have been made fully aware as to the impact of this project upon them personally. Sensitive and comprehensive support arrangements have been put in place for anyone affected.

In relation to the project itself there is a lot of work underway in order to implement the outcome of an agreement.

Questions for / input required from Scrutiny:

Members to monitor progress.

Recommendations:

Members to note progress and comment as appropriate.
	Contact Officer:
	David Williams
	Ext:
	7082


Note: in compliance with section 100d of the Local Government (Access to Information) Act 1985 the report has been prepared in part from the following papers: none

1.
GENERAL PROGRESS 

1.1
The Pay & Workforce Strategy (PWS) project is being delivered, in partnership with the Trades Unions, through 6 work packages, i.e.

· Job Evaluation

·   Equal Pay Review

· Review of People Policies and Terms and Conditions 

·    Single Status 

· Workforce Development Plan

· PWS Implementation.

1.2 The project is in accordance with Prince 2 methodology and as such is overseen by a Project Board chaired by the Deputy Chief Executive. Regular progress reports are presented to Members of the Corporate Resource Overview and Scrutiny Committee, with the last one being 8 January 2009.

1.3
The project is in its final stage (Implementation) for which an Action Plan has been agreed. This plan also embraces the remaining actions that will complete the other work packages. Job Evaluation, Single Status and Equal Pay are the key elements at this stage. Progress is reported at-a-glance in the right hand column of the action plan (see Appendix 5) with more detail provided in the body of this report. The project is broadly on an agreed schedule with no significant problems to report. 

1.4
Agreement has been reached with the trade unions on a new Pay Policy, in the form of a Final Negotiated Position. The key issues of a new pay structure, back pay, pay protection and harmonisation are all now settled, subject to scrutiny of the agreement by the trades unions’ legal advisors. See Appendix 1 for this policy.

1.5
However, two significant further steps remain before a formal agreement can be reached – a ballot of union members by the two main unions (GMB and Unison) and approval of the financial package by Members. 

1.6 The ballot of union members is expected to take place in February 2009.

1.7
As regards Member approval, a meeting of the Employment Panel has been called for 13 February in order for this panel to make a recommendation to full Council. 

1.8
We are implementing the staff communication plan as in 3 below.

1.9 In relation to the project itself there is a good deal of work needed in order to implement the outcome of any agreement. This falls mainly upon staff in Personnel and Development Services, although the two SMT representatives on the PWS Project Board are actively involved in the staff communication plan.

2. SPECIFIC PROGRESS

2.1
Job Evaluation (JE)

2.1.1
Phase 2 Job Evaluation is well underway and on schedule. This phase is scoring all those posts (88) that:
· have changed during the lifetime of the PWS project including those affected by re-structuring (44 posts)
· have been newly created during the project (27)
· are career graded i.e. other steps along the career path will now be scored (17).
2.2      Single Status

2.2.1
Agreement with the unions has been reached to harmonise all terms and conditions, details of which are contained within the new Pay Policy (Appendix 1).

2.3
Equal Pay

2.3.1
An analysis of our current pay structure (i.e. before we implement the new Pay Policy) from an equality perspective was undertaken last year. No significant risks or issues were identified.

2.3.2
The agreed pay model includes an analysis of the equality impact of the new pay structure. This work is still ongoing but to date no equality issues have emerged.  

2.3.3
The outcome will be that all posts that score the same points in job evaluation will receive the same pay regardless of the gender of the post-holder.

2.3.4
Equal pay remains a key driver for this work and the final pay structure will be one that satisfies, to both the employer and the unions’ satisfaction, an equality check.

2.4
Pay Policy

2.4.1
We now have a new Pay Policy for the authority (Appendix 1).  From 1 April we will have consistent, unambiguous and jointly agreed arrangements for pay and reward across the whole authority.

2.4.2
Transitional arrangements such as back pay and protection have also been agreed with the unions. There will be 32 months back pay and 12 months full pay protection.

2.4.3
Thus staff receiving an uplift in their pay will also receive back pay (based on their basic pay) from 1 August 2006, or more recently if appointed after this time. However, it will be the summer before all the associated work is completed so as to enable those staff due this money to actually receive it.

2.4.4
Those staff facing a salary decrease will not lose any pay until 1 April 2010. SMT have agreed to still pay these staff their cost of living increase due 1 April 2009 in acknowledgement of their situation (the Pay Policy would normally mean that staff with protected salaries would not receive this increase).

2.4.5
The key features and affects of this policy are:

· Implementation date of 1 April 2009

· A new pay structure of 13 grades plus 4 at Chief Officer/TCCE level (given the letters A - Q)

· No more overlapping grades e.g. Grade SO1 - SO2 will no longer exist and instead it will be Grade H

· All employees are now on a pay scale which means that around 250 staff will be eligible for increments for the first time

· Job Evaluation will determine pay hereon 

· Just over half of our employees will get increased pay

· Of which around 340 will get back pay - to be paid from this coming April

· Around 250 employees will have reduced pay from April 2010

· All other employees will remain on the same pay

· Outdated and potentially discriminatory practices have been removed e.g. bonus and the attendance allowance

· We will be in compliance with the national agreement.
3.
COMMUNICATIONS

3.1
As soon as we reached a Final Negotiated Position on 19 December 2008 we were able to begin a formal communication of the outcome to employees. There are three key stages:

· a general announcement just before Christmas. The wording for this was agreed with the unions

· a guidance leaflet (size A5) was issued mid January to each employee attached to their pay slip. This shows the overall outcome of the project and enables staff to estimate the likely impact upon them. See Appendix 2 for an A4 version

· a letter addressed to individual employees containing full details of the impact on each will be sent out at the end of January. All information and data is being double-checked before these changes to personal terms and conditions can be disseminated. See the example in Appendix 3.

3.2
A corporate programme of communication currently underpins the above including a roadshow, briefings, guidance and one-to-one surgeries. See Appendix 4 for details.

4.
SUPPORT FOR STAFF AFFECTED

4.1
As an employer it is entirely appropriate for us to provide support for staff who have been affected by the outcome of job evaluation and/or single status. Thus a comprehensive support package has been developed and widely disseminated that includes personal and financial counselling. See Appendix 4.

5. BUDGET IMPLICATIONS

5.1
Affordability was a key factor during negotiations with the trade unions. Both sides were aware of the amount of reserves that had been set aside to address project costs, single status harmonisation, back pay and pay protection.  This was £3million over 3 years. Also it was clear that the authority had no extra money to pay for any revenue increase in the paybill and that any such increase would need to be met by efficiency savings and Vacancy Management. A revenue estimate of up to £1million had been allowed for in the Medium Term Financial Plan.

5.2
Job evaluation produced a range of scores that demanded a major upheaval of the existing pay structure. Although both sides had hoped to avoid it, this meant that any affordable settlement would inevitably mean significant numbers of employees would lose pay. 

5.3
The eventual settlement has fallen within the ‘budget envelope’ set aside. The result is that the majority of our employees will actually gain a pay increase but this has come at a cost, both to the authority’s finances, and to those large numbers of employees losing pay. The project result is broadly similar to that of councils across the country.

5.4
The full details of the financial impact of this deal will be presented to a meeting of the Employment Panel on 13 February.

6. RISK MANAGEMENT

6.1 
The principal risk to the project being implemented on time is the risk that either of both of the trades unions’ ballots result in a “no” vote. Contingency plans are being considered, but the immediate action under such circumstances would be to return to discussions with the unions having consulted staff ourselves about the reasons for rejection.

7. RECOMMENDATIONS

7.1
Members to note progress and comment as appropriate. 

Appendix 1
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CARLISLE CITY COUNCIL

Pay Policy

INTRODUCTION

Remuneration is a fundamental part of the contract of employment.  In order for the Authority to attract, retain and motivate staff with the right skills and experience, employees must be rewarded fairly, equitably and competitively for the work they do.  

An effective pay policy must balance these factors with affordability and legal considerations.

Carlisle City Council employment & remuneration framework includes four clear components: pay, benefits, development and learning and the work environment.  The key content of each is set out below.

	Pay

· Basic pay

· Annual pay review
· Additional payments
	Benefits

· Annual leave

· Sickness provision

· Final salary pension

· Other benefits



	Development and Learning

· Appraisal and personal development planning 

· Training & development programmes

	Work Environment

· Work-life balance 
· Valuing diversity
· Health, safety & welfare
· People related policies



Part 1 of this document outlines Carlisle City Council’s pay policy.  Part 2 deals with arrangements to put this policy into practice. Part 3 deals with transitional arrangements to transfer employees from the current pre-Job Evaluation pay structure to the new Job Evaluation-derived pay structure. 

CARLISLE CITY COUNCIL

PART 1

PAY Policy

1. Purpose

The purpose of this pay policy is to outline the principles and key features that underpin employee pay at Carlisle City Council.

2. Aims and guiding principles

This policy aims to integrate pay provisions with corporate objectives and other people related policies and procedures.  Carlisle City Council’s pay policy:

· Is designed to enable us to attract and retain the quantity and quality of staff we require to achieve our strategic and operational objectives

· Is underpinned by the need to achieve value for money having regard to market forces and the Council’s financial constraints

· Recognises the responsibility and accountability borne by employees and encourages the delegation of decision making to the lowest level commensurate with effective service delivery

· Recognises employee contribution and performance in achieving their objectives, including the acquisition of relevant skills and competencies and displaying the knowledge, ability and attitude required. 

· Is transparent and fair ensuring that all employees receive equal pay for work of equal value having particular regard to gender, race and impairment

· Supports cost effective flexible working in meeting customer/client requirements and work/life balance for employees.

3. Scope and Application

The pay policy applies to all employees of Carlisle City Council irrespective of employment status. 

4 Policy
4.1 The pay rate for each job will be determined using the appropriate job evaluation scheme.

4.2 Additional temporary payments may be attached to specific jobs to enable the Council to be able to recruit suitably qualified staff if there is a clear demonstrable need.  Any such payments will be made in line with the processes outlined in Part 2, paragraph 9 and reviewed regularly.

4.3 Allowances will be paid in line with those agreed as part of the Single Status agreements as outlined in Part 2, paragraph 5.

4.4 Pay enhancements will be paid for working outside normal office hours as outlined in part 2, paragraph 7.

4.5 The basic pay rate for each job will be determined using the appropriate job evaluation scheme.  Bonus payments and attendance allowances will no longer be paid as they are effectively payment for carrying out the normal work. 

4.6 Where restructures and re-organisations of work that result in amended or changed jobs occur, the changed jobs must go through the job evaluation process so that the full costs are known before the final decision is made to restructure or re-organise.

4.7 The nationally negotiated pay award will be applied to pay rates, temporary and permanent enhancements and allowances.  Except where explicitly stated otherwise, this will be the pay award negotiated for Local Government Services employees (‘Green Book’).

4.8 There can be no payments made outside of this policy and arrangements.

5 Responsibilities
Head of Personnel and Development Services
· Monitoring application of this policy 

· Encouraging action to reduce, minimise and, where possible remove any identified inequalities 

· Implementing the national pay awards

Managers

· Applying this policy in their service areas

· Participating in job evaluation activities

· Taking practical steps to reduce, minimise and, where possible remove any identified inequalities 

6 Appeals against this policy.
Any employee who has a grievance against the application of this policy (except the grade for their job) should use the Council’s grievance procedure.

Employees who wish to appeal against the grade of their job must follow the procedure outlined in part 2, paragraph 4.

7
Links to Other Policies

· Qualification Study 

· Attendance Management: Sickness Absence 

· Occupational Maternity Scheme 

· Grievance Policy and Procedure

· Market Supplements procedures

8
Monitoring and Reviews

The Final draft of this policy was completed on 6 January 2009 . It will be monitored and reviewed in light of experience, national negotiations and changing legislation.

CARLISLE CITY COUNCIL 

PAY POLICY

PART 2 - ARRANGEMENTS

1
Pay structure

1.1
An employee’s pay will consist of:

· Rate for the job as measured by the appropriate job evaluation scheme

It may also include any of the following permanent or temporary elements, as appropriate:

· Any allowances as listed in paragraph 5 below

· Extra time/overtime payments in line with paragraph 6 below

· Payment for working non standard hours as in paragraph 7 below

· Payment for additional duties as in paragraph 8 below

· Any Recruitment and Retention Payments (paragraph 10 below).

· Occupational Maternity Pay and Maternity Support Pay, Occupational Sick Pay

· Any statutory payment due such as Statutory Sick Pay, Statutory Maternity Pay

· Travel expenses in line with Council policy

1.2 The pay structure will consist of 13 grades for those below Chief Officer level.   There will be an additional four grades for Directors and the Chief Executive. A copy of the pay structure and current salary levels (as at December 2008) is given in appendix 1.

2
New and amended jobs

2.1
Managers will initiate a review of the grade for a job when:

· They plan to amend a structure or working arrangements within their work team 


·  They feel it may be appropriate to re-grade a particular job because responsibilities have changed significantly


· They create a new position. 

2.2 The process to be followed is:

· The manager will have a brief discussion with a representative of Personnel and Development Services to determine whether or not the job is likely to fall under the Hay or the NJC Scheme.  If there is any doubt about which scheme should be used, the job will be scored using both schemes and if it scores above 530 points on the NJC scheme the Hay score will be used.  If it scores below 530 points, or below 175 points on the Hay scheme then the NJC scheme will be used. 

· If the job is a variation on a current post, the original Job Description Questionnaire (JDQ) will be made available to the manager, who will document, in writing, the dimensions where the new job differs from the original one, and amend the original JDQ.

· If the job is a totally ‘new job’, the manager will complete a NJC/Hay Job Description for the post(s) in question.

· A Job Evaluation (JE) Panel will be convened to score the job(s).  The panel will consist of one representative from management, the trades unions and Personnel and Development Services.  All must be conversant with the relevant Job Evaluation Scheme and the management representative must be from another Service area to the manager seeking the re-evaluation.  The Service Head, or as delegated, will attend as an ‘expert witness’. 

· The panel will arrive at a score for the job(s) and this will be converted to a grade within the Council’s pay structure.

· The findings of the JE panel will be included with the papers that are sent to the Staffing Forum (or SMT) to request the establishment change.

2.3
New jobs will have their JE score reviewed at the end of the probationary period of the first person to occupy the position.  The review will be carried out by a person competent in the relevant job evaluation scheme and familiar with the job and documented as such.  If a review of the grade appears to be warranted, a job evaluation panel will be convened to assess this.

3
Protection

An employee whose pay rate is reduced for no fault of their own (such as redeployment instead of redundancy, or for health reasons) will have their rate of pay protected for a period of twelve months, pro rata to the hours worked.  Allowances and any other payments are not protected and are only paid if they apply in the new job.  Any cost of living award is not payable unless it results in the new rate for the current job being lower than the protected rate. 

4 
Appeals by employee against their grade

Any employee may appeal against the grade for their job if they believe that it has changed significantly since it was last evaluated. 

Employees may not make more than one request in two years since their job was last evaluated.

Employees may only appeal against the grade of new positions after two years has elapsed since the grade of the job was reviewed at the end of the probationary period.

The individual employee will complete a form giving reason(s) why they believe their job should be re-evaluated.  If required, the original JDQ and any notes will be made available to the individual concerned.  They must indicate which factor(s) they believe has changed since their job was last evaluated.  

The form will then be passed to the Service Head/Team Manager to make comments on the information provided.

The completed form will be passed to Personnel and Development Services who will arrange for a Job Evaluation Panel to be convened.

The JE Panel will consist of a representative from management, a trades union  and Personnel & Development Services.  All must be trained in the relevant JE Scheme and the management representative must be from another service area than the appellant.  The Service Head, or as delegated, will also attend as an ‘expert witness’.

The Job Evaluation Panel will invite the employee and their representative to explain their case, and may ask questions of the Service Head and the employee, and seek any clarification they require.

The appellant, their representative and the ‘expert witness’ will leave and the panel will consider the case.

The options available to the Panel are:

The JE score should increase



The JE score should decrease



The JE score is correct.

The employee will be advised, in writing, of the decision of the JE Panel.

The employee has the right to appeal against the decision of the Panel within 2 weeks of being advised of the decision.  Any appeal must be in writing, giving reasons, on the standard pro forma.

The appeals process will be as follows:

The employee will complete a pro forma indicating why they disagree with the original JE panel.

An Appeal Panel will be convened consisting of a Corporate Director as Chair, a management representative and a trades union representative.  The members of the Panel must be conversant with the relevant JE scheme, be different from those who originally evaluated the jobs and the Chair and management representative must be from another service area to the appellant.

The employee will be invited to attend the appeal hearing, and may be accompanied by a work colleague or trades union representative.  The employee will put their reasons why the JE Panel decision was wrong.  The employee and their representative will leave the appeal panel and the Panel will arrive at their decision.

A representative of Personnel and Development Services will advise the employee of the outcome of the appeal hearing.

That will be the end of the appeal process relating to the grade of the job.

Note:
Grievances relating to other aspects of employment (e.g. if it appears this policy 

has been applied wrongly because of discriminatory practice by management) will be dealt with under the Council’s normal grievance procedure.

5
Allowances payable

The following allowances are payable where relevant.

5.1 First Aid Allowance
An allowance of £104 per year (and increased in line with the Local Government Services pay awards) will be paid to employees who:

a) Are an approved Council First Aider (approved by the Head of Personnel and Development services in conjunction with the Service Head) and

b) Have a current First Aid at Work certificate

c) Commit to responding to requests to administer first aid within the Council.

The allowance is paid monthly.  It is personal to the employee, not the position and is voluntary.  The employee may withdraw from being a first aider by advising the Head of Personnel and Development Services in writing.  Equally the Council may withdraw the ‘First Aider’ status from the employee; in the event of this, three months notice in writing will be given to the employee.

First aid allowances are not paid to those who are trained first aiders as part of their job role, nor is it paid to those who have an Appointed Persons certificate.  

5.2
Tool Allowance   

A tool allowance will be paid to those employed in craft positions in line with the national agreement for Local Authority Craft and Associated Employees (‘Red Book’) and the Carlisle City Council local agreement to pay Bricklayers the Joiners’ rate.

5.3
Stand By Allowance

A standby Allowance of £80 per week  (increased in line with the Local Government Services pay awards) will be paid to those employees who:

a) Are part of an approved Standby rota (approved by the Director or Service Head)

b) Are available out of hours during the period of their Standby duty, and are able to respond to any call made to them

If the event of the person on standby being called out, overtime at single time will also be paid for the hours spent on the callout, plus their travel expenses. Call out fees are not payable to those receiving a Standby payment.

Working Time Directive will be complied with.

5.4 Call out
A call out fee of £40 per period will be paid to employees who are called out during non working hours, irrespective of the numbers of time called out.  A ‘period’ is the time between leaving work and starting again the next day or a 24 hour period if at the weekend.  In addition travel expenses for all journeys and overtime at single time for all hours worked will be paid.

Working Time Directive will be complied with.

5.5 Emergency Planning
Staff with designated Emergency Planning duties will be paid call out rates, appropriate overtime and travel expenses when called out to deal with an Emergency Incident.  No other payment will be made.

5.6
Sleep In  
Employees who are required to ‘sleep in’ as part of their job will be paid as follows:

(a) 14% of the part of their salary that relates to hostel duties that are part of their normal rota.  This covers ‘sleep in’, shift allowance and ‘night work’. 

Note:
staff who are not required to carry out ‘sleep in’ duties, but work at night, will have their pay enhanced as detailed in paragraph 7 below.

(b) A payment of £31.74 (increased in line with the annual Local Government Services pay awards) for any additional ‘sleep in’ above the employee’s normal rota.  This payment covers ‘sleep in’, shift allowance and ‘night work’.

(c) ‘Sleep in’ payments cover the first 30 minutes of any occasion they are disturbed and work during the night.  If any occasion lasts over 30 minutes, extra time or overtime payments are applicable (paragraph 6 below).  

5.7
Re-organisation of work - Excess Travel Allowance
In the case of staff who are moved from one work location to another because of a re-organisation, the following excess travelling allowance will apply:

(a) If the move is between locations within urban Carlisle, no excess travelling allowance is payable

(b) If the move is between rural locations and urban Carlisle (or the opposite way)  or between Greater Carlisle and another Council area, excess travel allowance is payable as detailed below:

(i) Payment to be for a period of four years or as long as the need to travel exists, whichever is the shorter

(ii) Payment will only be made if the difference in cost to the employee of travelling to the new location is greater than £ 4.07 per week (increased each year in line with the Local Government Services pay award)

(iii) Where payable, payment will be based on the full rate of:

· Second- class train fare and/or bus fares incurred, or

· For employees who are Essential Car Users or where public transport is not available, mileage allowance (at Essential User Rate) for the difference in mileage between home to old and home to new locations.

6
Extra time and overtime payment
6.1 Payment for working extra hours and overtime will be paid in line with the national agreement for Local Government Services.  These are:

a) Employees on or below pay point P17 (previously scp 28) will be entitled to payment for extra hours worked

b) Employees must have worked 37 hours in the week in question (Sunday to Saturday) before enhanced rates are payable

c) Single time rates apply to hours worked on callout and standby – see 5 above

d) Special arrangements apply to those on ‘Sleep in’ – see 5.5 above.

e) Employees above pay point P17 who are required to work additional hours may:

· take time off (at plain time) in recompense or, 

· in exceptional circumstances, be paid either at plain time on their own rate or at the relevant overtime rate at the top of grade F which ever is the greater.  

· Any payment must be authorised by the Service Head and agreed in advance with the employee.

f) Where enhanced rates apply they are:

· Monday to Saturday:


Time and a half

· Sunday and Public Holidays:

Double time

All additional hours worked must be authorised in advance by the Service Head, or their nominee.

7
Working non standard hours (premium payment)

7.1
Payment to employees who are required to work outside ‘normal’ hours as part of their usual work rota will be made in line with the national agreement for Local Government Services.  These are:

(a)
Saturday:

Time and a half

(b)
Sunday:

Time and a half for those above grade B





Double time for those on grades A and B 
(c)
Night work

 20.00 - 06.00:
Time and a third 


(d)
Public Holidays:
Plain time for all hours worked within their normal hours for that day   In addition, at a later date, time off with pay as follows: 

· Time worked less than half the normal working day:
Half day

· Time worked more than half the normal day

Full day

This is in addition to the employee’s normal pay for the day.

7.2
Where it is more practical to do so, the total payment for working hours outside of non standard hours may be calculated and paid as an additional percentage to basic pay.

8
Additional duties/acting up               

8.1
On occasions, an employee may be asked to carry out additional duties above the level of their current grade and/or carry out the full duties of a post at a higher level that their own.

8.2
Where an employee carries out the full range of duties of a higher level post, they should be paid the full rate for the job (at the bottom of the grade).  Therefore the employee would be paid an Acting Up payment equivalent in value to difference between their current salary and the bottom of the grade for the post that they are covering for, or one additional increment whichever is the higher.  The employee must carry out the full duties for a minimum period of four weeks before any payment can be made.  However, once they have been carrying out the duties for four weeks, the payment can be backdated to the start of the period when the duties commenced.  The acting up payment must be agreed by the Director or Service Head.

8.3
Where an employee carries out part of the duties of a higher graded post, the percentage of the higher grade work should be established by the manager and this percentage applied to the difference between the employee’s current pay rate and the higher graded post and an honorarium paid for that value.  Where this would be a derisory sum, the manager may use the second point of grade of the higher level post.

8.4
In circumstances where an employee carries out a one-off project where the work involved is of a higher level than the employee’s grade, the Director or Service Head may agree to pay the employee an honorarium.  The sum involved will depend on the work in question, and advice can be obtained from a member of Personnel and Development Services.  In these circumstances, payment of an honorarium should not be regarded as ‘the norm’ but only where exceptional circumstances apply.

9
Recruitment and Retention incentives   

9.1 Interview expenses will be paid, in line with Council rules, in respect of those jobs identified as attracting interview expenses.

9.2 Relocation expenses will be paid, in line with Council rules, to the successful applicant of those positions identified as attracting a relocation package. 

9.3 Where a Director or Service Head identifies that the job evaluated grade of a post is too low to attract or retain staff of suitable calibre, a market supplement or other recruitment incentive may be considered.  This must be capable of being objectively justified and subject to an equality impact assessment.

9.4 Any recruitment and retention incentive referred to in paragraph 9.3 above must be endorsed by SMT on every occasion it is proposed to apply it to a post. The process for setting a recruitment and retention incentive will be:

· The Director will gather evidence in support of the request, including the outcome of the impact assessment.  Such evidence must include relevant current market data, the impact on any other staff especially the line manager of this position, views from Financial Services and from Personnel.  It may also include other pertinent information such as turnover rates, average length of service in the particular position, and any feedback from unsuccessful recruitment exercises.

· SMT will consider the evidence and make a decision.

9.5 Where any market supplements are applied the arrangements must be reviewed every two years to ensure there is still an objective reason for the payment.  The outcome of the review must be endorsed by SMT.  Personnel will oversee these reviews

9.6 Where on-going payments are made and the review indicates that it is no longer necessary, the employee(s) concerned will be given three months notice in writing that the payment will cease. 
10
Progression through the grade (excluding career grades)

10.1 Employees will be appointed at the bottom of the grade unless there are objective reasons for appointing at any higher pay point.  Any decision to offer a job above the bottom of the pay grade must be approved by the Corporate Director.

10.2 Employees will receive an increment on 1st  April each year until they reach the top of their grade, subject to them being in the job for six months or longer, and satisfactory performance.

10.3 Employees appointed between 1st October and 31st March each year will receive their first increment after six months in their job, subject to satisfactory performance.

10.4 Employees who are appointed to a higher graded job, will receive the bottom pay point for the new job immediately and incremental progression rules in 10.2 and 10.3 will apply.

10.5 Employees whose job is regraded upwards to encompass their current pay rate will receive an increment of one pay point immediately.

10.6 Separate rules apply to career graded jobs – see paragraph 11 below.

10.7 Employees who have undertaken a secondment and return to their original job will move on to the pay point they would have reached had the secondment not occurred.

10.8 In exceptional circumstances, where an employee has demonstrated special merit or ability, the Director may approve that the employee receives an accelerated increment - provided that the maximum of the grade is not exceeded.  

11
Career grades

11.1
Definition

A job designated as a career grade is one where the Council commits itself to training and developing the employee to take on an increasingly more complex and specialist role until they are able to carry out the work of a fully qualified professional in their field.  Mostly, but not exclusively, the increased knowledge comes from studying for professional qualifications and the increased experience is derived from planned development within the service area.

11.2
Criteria

To be suitable for a career grade, the volume, diversity and complexity of the work must provide sufficient scope to allow an individual’s contribution to increase as they become more knowledgeable and experienced.

There must be clear, distinct levels of responsibility within the scope of the work and career grades should only be applied to areas where there is an established pattern of career progression.

Career grades should not apply to any post that is responsible for the management of staff in the same career grade.  In addition, they should not apply to those at service head or team manager level.

Career grades should normally be limited to those that take a minimum of three years to become fully proficient.  Equally, posts with a very long career grade should not be established unless they can be justified by the number of steps to becoming fully proficient in the work as measured by job evaluation.    Appropriate job titles should be identified for each stage in the career graded post.  For example, a person may be a trainee in early stages of training, an assistant officer, after part qualifications are obtained and an officer when training complete.

Apprenticeships will be designated career graded posts if they meet the necessary criteria outlined in this paragraph.

There must be an identified service need for the career grade.

11.3
Establishing a career grade post

Managers wishing to establish a career grade post must:

a) Identify each stage of the job; there should be a significant increase in level of work at each stage.

b) Identify the criteria that will lead to an employee passing to the next stage of the career grade.

c) Produce job descriptions/JDQs and person specifications for each stage of the job; if wished, separate job titles can be applied to different stages of the job.  This avoids, for example, people who are near the top of their career grade and therefore carrying out fairly complex work, being designated as ‘a trainee’, or ‘Assistant’.

d) Arrange to have each stage job evaluated

e) Follow the Council’s agreed practice for amending departmental structures (i.e. the Staffing Forum or its successor)

11.4
Appointing to a career graded post

a)
Appointment will normally be made at the bottom of the grade for the relevant work to be carried out.  Inexperienced staff would be appointed at the bottom of the grade.  

b)
When appointing to a career grade, managers must assess whether or not the individual has the potential to progress to the top of the grade.

c) Those appointed to a career graded post will be supported through the Council’s Qualification study policy to gain the appropriate qualifications.

11.5
Progression through the career grade

a)
Progression through the pay points attached to that stage of the job will be by normal incremental progression.

b) Progression to the next level within the career grade will be dependent upon:

· meeting the required person specification for that stage

· satisfactory performance in current work

· demonstrating an ability to work to the higher level ability 

· a service need for the higher level work to be carried out

· sufficient funding.  

Note: if there is insufficient funding to allow the employee to progress to a higher level, they must not be asked to carry out any work at that higher level.

c)
Assessment for progression should be made by the line manager and a recommendation made to the service head.  Any disagreement should be referred to the Director.

11.6
When a career grade becomes vacant

The post should be reviewed to assess whether or not it is still required or whether a different arrangement would suit the department (e.g. a post on a fixed grade).

11.7
Vacancies for fully proficient officers within the service area

If a vacancy arises for a fully proficient officer within the same service area and one or more of those on a career graded post are close to meeting the job requirements, the vacancy may be advertised internally without the need for external competition. 

12
Casuals

The rate for casual jobs will be determined using the appropriate Job Evaluation scheme.

Those service areas that use casual staff on a regular basis will have the casual work graded using job evaluation and these will, where possible form the benchmarks for other casual work. 

The casuals rates will be enhanced by 9.2% as holiday pay, and the hourly rate for the job and the amount of holiday pay per hour must be quoted separately.

The score for casual jobs will fall outside the appeal process as the individuals carrying them out would not be in the position sufficiently long to be able to judge the depth and complexity of the work involved.

CARLISLE CITY COUNCIL

PAY POLICY

PART 3 – TRANSITIONAL ARRANGEMENTS

To be used when transferring employees from pay structures before job evaluation to the pay structures after job evaluation

1
Assimilation to the new pay structure

The new pay structure will apply from 1st April 2009 and staff will be assimilated on to it from that date.  If the minimum of the new grade is higher than the employee’s current pay, they will be moved on to the bottom point for that grade.  If the employee’s current pay is higher than the maximum for your new grade, they will be assimilated to the top of the new grade, after the protection periods ends – see paragraph 3 below.  If the employee’s current pay is within their new grade they will be moved to the same new pay point.  If there is no equivalent pay point, they will be moved to the next one above.

Increments, where applicable, will be paid on 1st April each year until the top of the grade is reached.

2 Back pay

If, as a result of job evaluation, an employee’s pay moves into a higher grade, they will receive the difference between their (new) current rate and the amount they were earning at 31 March 2009 (based on December 2008 figures) backdated for 32 months (i.e. from 1 August 2006) or the time they were appointed if it is later than this date.

3
Protection arrangements

If an employee’s pay is due to decrease as a result of job evaluation, they will have their current pay protected for 12 months until 31 March 2010.  From April 2010, they will be paid at the top of their new grade.

4
Mistakes in transferring people to the new pay scale     

Any employee who believes that a mistake has been made in the process for transferring them to the new pay structure should raise this with a Personnel Officer, who will meet with the employee, listen to their concern, carry out any necessary further investigations and make a decision.  If the employee is dissatisfied with the answer, they can ask the Head of Personnel & Development Services to review the decision. 

5
Other issues        

Emergency planning increments will continue to be paid as an interim payment until that aspect is incorporated into the employee’s substantive role and the job re-evaluated.  Once a final score (and grade) have been established the employee will be moved on to the appropriate grade and the employee given three months notice that the payment will cease.  Normal protection arrangements will apply if appropriate.

Career graded jobs.  Employees in these jobs will be moved to the pay point their job was evaluated at until each stage in their career grade has been established with an appropriate grade.  Once this has taken place, a Personnel Officer or Job Evaluator will work with the line manager/service head to determine the appropriate level and any protection/backdating payments.

Casuals

Once the appropriate rate for the various casual roles has been determined, the rate will apply the next time the casual is called into work.  Managers must ensure that the casual is aware of the rate that will be paid before asking them to work.  The hourly rate for the job, the 9.2% holiday pay and the total amount must be provided separately.

Appendix 1:
The pay structure    (as from 1/4/09)

	GRADE
	JOB EVALUATION POINTS
	‘OLD’ SPINAL COLUMN POINT
	NEW PAY POINT
	£

as at December 2008

	A
	<250 (NJC)
	4

5
	P1

P2
	11,961

12,125

	B
	251 – 330 (NJC)
	8

10

12
	P3

P4

P5
	12,989

13,663

14,847

	C
	331 – 378 (NJC)
	14

15

16
	P6

P7

P8
	15,524

15,849

16,230

	D
	379 – 407 (NJC)
	18

19

20
	P9

P10

P11
	16,941

17,574

18,217

	E
	408 – 445 (NJC)


	22

23

24
	P12

P13

P14
	19,370

19,940

20,591

	F
	446 – 474 (NJC)
	26

27

28
	P15

P16

P17
	21,937

22,664

23,405

	G
	475 –499 (NJC)
	29

30

31
	P18

P19

P20
	24,331

25,146

25,940

	H
	500 and above (NJC)
	32

33

34
	P21

P22

P23
	26,706

27,492

28,270

	I
	<350 (Hay)
	35

36

37
	P24

P25

P26
	28,862

29,628

30,456

	J
	351 – 450 (Hay)
	38

39

40
	P27

P28

P29
	31,348

32,380

33,231

	K
	451 – 550 (Hay)
	41

43

44
	P30

P31

P32
	34,107

35,848

36,730

	L
	551 – 650 (Hay)
	45

47

49
	P33

P34

P35
	37,555

39,345

41,083

	M
	651 – 755 (Hay)
	54

58
	P36

P37
	45,668

49,958

	N

0

P

Q
	Directors and 

Chief Executive
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1 
Joint statement from management and the trades unions

On 19 December 2008, we reached a Final Negotiated Position on a new pay structure for the authority. This means that we can implement the outcomes of Job Evaluation and Single Status.

Every employee will be issued with a personal letter by the end of January.

There are two further steps that need to be taken before actual implementation. Firstly, there is to be a ballot of union members which we hope will be around the beginning of February. Secondly, the financial package will need the approval of Elected Members which we anticipate will be in either February or March.

Over the last three years, employer and trade unions have worked in partnership on this huge project. It has been hard work but we are pleased that it has resulted in an agreement arrived at jointly and harmoniously.


2
Introduction

This booklet has been produced to give you information about job evaluation in Carlisle City Council and the outcome of it.  

It covers: 

· how and why job evaluation has been introduced

· what has occurred to date

· new pay policy arrangements

· related arrangements for implementation, protection, back pay

· other pay related changes as a result of the Single Status agreement

These have been agreed with the trades unions.  The arrangements are subject to:

· a ballot to be held by the trades unions

· Council agreement to the overall package

3 Job Evaluation – an overview

What is Job Evaluation?

Job evaluation is a method of measuring the relative ‘size’ of each job.  It looks at a range of factors that can be applied equally to all jobs.

Job evaluation itself does not determine the rates of pay.  It provides a score for each job and the scores are used as the basis to create a new pay structure.

Job evaluation is about the demands of the job, and the relative ranking of that job within the Council’s structure.  It is not about the jobholder.


Why do we need job evaluation?

Job evaluation is a tool to ensure that people are paid fairly for the work that they do, and that all those carrying out work of equal value are paid the same.


In 1997, the national terms and conditions of service of the Joint National Council (JNC) for Local Government Services was agreed.  This is known as the Single Status agreement.


The agreement sought to harmonise the terms and conditions of council employees who were formerly employed under the “white collar” and “manual” conditions of service.  It covered a number of pay related issues and also required all councils to carry out a pay and grading review.  The Single Status agreement was re-enforced in the 2004 national pay agreement.


Details of the other pay related issues that have been harmonised are also included in this booklet.

How does job evaluation work?
Job evaluation looks at a set of factors.  There are a number of different schemes each with slightly different factors, but all effectively measure the same sorts of things.  In Carlisle City Council we have used two schemes.

· The National Scheme (NJC) for jobs that are currently graded up to, and including, scale 6.

· The Hay Scheme for jobs currently graded in the PO range.

· Jobs at SO1 and SO2 were measured under both schemes and their scores examined to see which scheme was most appropriate. Those of you who are currently graded SO1/2 can see which scheme was used for their job by looking at the final scores on the Intranet.

Details of both schemes are available on the Intranet and a copy was sent to you in the Autumn 2007 when you received details about your scores. 

Why have we used two different schemes?

Although all job evaluation schemes claim to be able to measure all jobs equally, the reality is that we have such a wide range of jobs within Carlisle City Council and each scheme suits some types of work better than others.  Therefore, with trade union agreement, we selected the two schemes that suit our circumstances best.

4 The proposed new pay and grading structure

As a result of job evaluation, the salary for each job will be moved from our existing pay structure to a new structure.

In negotiating the new pay structure, the main challenge has been to find the right balance between fairness, affordability and being able to retain and attract suitable calibre of staff.

The new pay structure consists of 13 grades (A – M) and 37 pay points.  The new pay points correspond to some of the current spinal column points.  Table 1 shows the current and new pay structures, aligned against the job description points.  There will be no overlapping or split grades (except with career grades – see paragraph 11).


TABLE 1: NEW PAY STRUCTURE

	Grade
	Job Evaluation points
	Spinal column point equivalent
	New pay point
	£



	A
	<250 (NJC)
	4

5
	P1

P2
	11,961

12,125

	B
	251 – 330 (NJC)
	8

10

12
	P3

P4

P5
	12,989

13,663

14,847

	C
	331 – 378 (NJC)
	14

15

16
	P6

P7

P8
	15,524

15,849

16,230

	D
	379 – 407 (NJC)
	18

19

20
	P9

P10

P11
	16,941

17,574

18,217

	E
	408 – 445 (NJC)
	22

23

24
	P12

P13

P14
	19,370

19,940

20,591

	F
	446 – 474 (NJC)
	26

27

28
	P15

P16

P17
	21,937

22,664

23,405

	G
	475 – 499 (NJC)
	29

30

31
	P18

P19

P20
	24,331

25,146

25,940

	H
	500 and above (NJC)
	32

33

34
	P21

P22

P23
	26,706

27,492

28,270

	I
	<350 (Hay)
	35

36

37
	P24

P25

P26
	28,862

29,628

30,456

	J
	351 – 450 (Hay)
	38

39

40
	P27

P28

P29
	31,348

32,380

33,231

	K
	451 – 550 (Hay)
	41

43

44
	P30

P31

P32
	34,107

35,848

36,730

	L
	551 –  650 (Hay)
	45

47

49
	P33

P34

P35
	37,555

39,345

41,083

	M
	651 – 755 (Hay)
	54

58
	P36

P37
	45,668

49,958


5 Where employees will be placed on the new pay structure

The new pay applicable to each job will apply from 1st April 2009. The following rules will be used to determine which pay point you will start on.  

This is technically referred to as ‘assimilation’:

· If the minimum of your new grade is higher than your current pay, you will be moved on to the bottom point for that grade.  

· If your current pay is higher than the maximum for your new grade, you will be assimilated to the top of the new grade.  However, protection will apply – see below.  

· If your current pay is within your new grade you will be moved to the same new pay point.  If there is no equivalent pay point, you will be moved to the next one above.

Increments will be paid on 1st April each year until the top of the grade is reached.

6 Pay protection


If your pay is due to decrease as a result of job evaluation, you will have your current pay protected for 12 months until 31 March 2010.  From April 2010, you will receive pay at the top of your new grade.

7 Back pay


If your pay moves into a higher grade, as a result of job evaluation, you will receive the difference between your (new) current rate and the amount you were earning at the 31 March 2009, backdated for 32 months (i.e. from 1 August 2006) or back dated to the time you were appointed if it is later than this date.

8 What happens if I change jobs within the Council?


You will be appointed on the new rate for the job.  If you are receiving any pay protection, this will stop from the date your new appointment takes effect.

9 How will any change in pay affect my pension?


If you receive a pay increase, this will mean that your final pensionable pay (the amount used to calculate your pension) will increase.


When you retire, you can choose to use the last year’s pay for calculating your pension, or you may elect to use the average of the best three financial years in the last 10 to calculate your pension.  


If anyone has specific queries about their pension we will do our best to deal with them separately as soon as possible.

10 
Market supplements


The new pay rates shown in paragraph 4 are exclusive of market supplements.  If your job currently has a market factor supplement attached to it, we will look at the new rate of pay for the job.  If the new rate is in line with the market, we will advise you of this and the supplement will cease after the protection period.  If we believe that the new pay is still too low for the market, senior management will consider whether or not a market supplement is needed and, if so, decide the amount. You will be advised if your post is to keep a market supplement before 1 April 2009. All market supplements will be reviewed every two years and/or when the job is vacant, to see if it is still required.

11 Career grades


All jobs that are part of an existing career grade will be looked at to establish a number of stages to the job.  Each stage will be measured using job evaluation and given an appropriate score which will be translated to a grade.  When the employee has enough knowledge and experience to progress to the next grade they will do so.

12 Other Single Status pay related matters.


As stated in the introduction, job evaluation is only part of the Single Status agreement.  We have also reached agreement with the trades unions on a number of other pay related matters.  In 2007, we agreed harmonised arrangements for sick pay, annual leave and overtime.  Effective from 1 April 2009, we have also agreed a number of other issues.  These are summarised in Table 2.  Full details can be obtained in the Pay Policy on the Intranet.  Those who do not have easy access to the Intranet should ask their manager or supervisor for a copy.  At Bousteads Grassing, there are a number of copies at reception.


TABLE 2: OTHER SINGLE STATUS MATTERS

	Subject matter
	Agreement

	First Aid Allowance


	To continue at same level.  However, the annual pay award percentage will be applied each year to the allowance.

	Tool Allowance
	To continue where appropriate, at same level as now, with pay award percentage applied each year.

	Standby Allowance
	New arrangements to make same payments to all on standby. £80 per week while on standby.  If called out, overtime at single rates plus travel expenses.

	Call out
	£40 per call out, plus overtime at single rate plus travel expenses.

	Sleep In
	14% of salary (for hostel duties) to cover unsociable hours and shift work. Overtime for any disturbance during sleep in lasting over 30 minutes.

£31.74 ‘sleep in’ for every sleep in excess of the rota.

	Re-organisation of work – excess travel
	No change to current policy i.e. payable where enforced change of work location is between urban and rural Carlisle and where extra cost exceeds £4.07 per week; maximum period payable is for 4 years.

	Working non standard hours (premium payment)
	Payable where these hours are part of normal rota:

Saturday:   time and a half

Sunday:     double time to those on grades A and B; time and a half for those above grade B

Night work (20.00 – 06.00 hrs);  time and a third

Public holidays: Plain time for the day, plus time off at a later stage, plus normal pay (see pay policy for full details of time off).

	Additional duties/acting up to a higher position
	Honorarium may be paid for significant additional duties:

Full rate for higher level job (at bottom of grade) where full duties undertaken for longer than a month.

	Bonus
	No longer payable

	Attendance Allowance
	No longer payable

	Travel Allowance
	No longer payable

	Emergency Planning Payment
	Job will be re-evaluated to include these responsibilities and payment cease from when this takes effect.

	Car Allowances and Travel expenses
	Unchanged at present



Those in receipt of allowances, which will cease on 1st April 2009, are advised to look at their overall new rate for the job as in the majority of cases the new rate is the same or exceeds the previous rate including bonuses and allowances.

13 Staff support arrangements

It is appreciated that the prospect of losing pay may cause staff stress and anxiety and the Council is committed to providing support for those affected, and will provide more information for anyone that wants it. 

· Road shows and surgeries to explain the new pay structure.

· Pay protection arrangements (see paragraph 5).

· Extra personal confidential counselling services are available. 

· Training for Line Managers.

If there is interest, some financial counselling will be made available. Contact Linda Mattinson regarding this.




14 Contacts

	 Trades Unions



	Name
	Position
	Telephone

	Christian Lexa
	Chair, UNISON
	817565

	Floss Mitchell
	UNISON
	07725310025 or 618505

	Ken Graham
	President GMB
	07776228142

	Tommy Earl
	Secretary GMB
	07812741526

	Andrew Olive
	GMB
	07917725597

	Les Sewell
	GMB
	618519

	Personnel & Development Services



	David Williams
	Head of Personnel and Development Services
	817082

	Jean Cross
	Personnel Manager
	817081



	Carolyn Hamilton
	Senior Personnel Officer
	817083

	Gillian McEwan
	Personnel Officer
	817071

	Nicola Mitchell
	Pay and Reward Manager
	817271

	Eileen Reid
	Deputy Pay and Reward Manager
	817272

	Gini Shaw
	Job Evaluator
	817417

	Katie Craig
	Pay and Workforce Administrator
	817143

	Linda Mattinson
	Training Co-ordinator
	817076
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Support arrangements for staff 

Each of you will have received a comprehensive explanatory leaflet with this month’s pay slip and the new Pay Policy has been made widely available. 

Some staff however may want further assistance in understanding or coming to terms with the outcomes of Job Evaluation and Single Status. The Council wants to help anyone that needs it and the arrangements are as described below.

This support includes:

· Roadshow – providing an explanation to groups of staff that want it - at various locations and times where general questions can be answered

· Surgeries – one to one private explanations upon demand

· Personal counselling upon demand

· Financial advice and counselling upon demand

· Training for line managers in helping them cope with the changes affecting their staff

· Intranet information, including Frequently Asked Questions.

Roadshow

If you wish, and providing you speak to your line manager in advance, please feel free to come along to one of the following sessions led by either Jason Gooding or Mike Battersby. There will be a brief explanatory presentation and then time for questions. It should last no more, and probably appreciably less, than one hour:

19 January 8:30am Bousteads

21 January 8:45am Tullie House

21 January 11am Committee Room C Civic Centre

23 January 3pm Flensburg Civic Centre 

26 January 11am Flensburg Civic Centre

26 January 2pm Bousteads Civic Centre

28 January 2pm Tullie House

29 January 2pm Flensburg Civic Centre.

Surgeries

Anyone having attended a roadshow and who still wants a private conversation can book a slot on the following dates by contacting Katie Craig (x 7143):

2 February 10am-12pm 2nd Floor P&D meeting Room, Civic Centre

5 February 2pm-4pm 2nd Floor P&D meeting Room, Civic Centre

6 February 8:30am-10:30am Bousteads Conference Room

9 February 2:30pm-4:30pm 2nd Floor P&D meeting Room, Civic Centre

11 February 10am-12pm 2nd Floor P&D meeting Room, Civic Centre.

Personal counselling

Anyone struggling to come to terms with the impact of this exercise can benefit from confidential counselling by contacting the telephone numbers below:

Name



Telephone Number
Anne Groom



016973 43251

Pauline Ayres


01931712163


Wellwork Councillors

818577*

(*Wellwork use a range of Councillors depending on the subject area.  These councillors can come to Bousteads Grassing or the Civic Centre)

Financial counselling

There will be two workshops provided to assist anyone wanting help in coping with the financial impact. Called “ Coping with changes in your financial circumstances” this workshop will be delivered in April. This can then be followed by one personal advice session. This provision will be repeated in February 2010 prior to the end of the pay protection period.

Book a place by contacting Linda Mattinson in PPP.

Manager training

Managing the impact of change is an existing workshop provided within City First and more sessions are available as below:

Thursday 15 January 2009

Thursday 22 January 2009

Wednesday 4 February 2009

Monday 9 February 2009

Monday 2 March 2009

One day. Venue is the Training Room, Civic Centre. Book in the usual way.
Intranet

All of the Job Evaluation scores and the consultation papers on single status changes can already be found on the Intranet. New information being uploaded will include: 

· Pay Policy

· Support arrangements (i.e. this document) 

· Explanatory leaflet.

Following the Roadshows we will also be issuing a Frequently Asked Questions guide based on questions that arise during these sessions. 

David Williams






12 January 2009
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	«Title» «Forename_1» «Forename_2» «Surname»
«Line1People_Address»
«Line2People_Address»
«Line4People_Address»
«Line6People_Address»
	
	Please ask for:
	Nicola Mitchell

	
	
	Direct Line:
	01228 817271

	
	
	E-mail:
	Personnel&Development@carlisle.gov.uk

	
	
	Your ref:
	«Employee_ID»

	
	
	Our ref:
	JE back pay

	
	
	
	

	
	
	
	


30 January 2009

Dear «Title» «Surname»
Carlisle City Council’s New Pay Policy following Job Evaluation and Single Status

As you are aware, we reached an agreement with the trades unions on a pay structure to implement the results of job evaluation and to harmonise the various terms and conditions of employment (referred to as Single Status).  This agreement is subject to ballot by the trades unions and to Council approving the proposed agreement. It is hoped that this will be concluded by March 2009.

I write to advise you on how this agreement will affect you in your job, should these two criteria be met.

Job Title:

Scheme :

JE Score: 

	
	Old Package
	New Package

	Grade
	
	

	Grade Min & Maximum
	
	

	Spinal Column Point 
	
	

	Contractual Hours
	
	

	Full Time Equivalent Salary
	
	

	Actual Salary
	
	

	Allowances :  
	
	

	First Aid
	
	

	Market Factor Supplement
	
	

	Shift Pay
	
	

	Weekend Enhancement 
	
	

	Emergency Planning payment
	
	

	Total package 
	
	


The new grade of your job is higher than your current equivalent grade so you will receive back pay which will be calculated as the difference between your pay on 1 April 2009 and that on 31 March 2009.  It will be backdated for 32 months unless you were appointed to that position after 1 August 2006. Priority will be given to implementing the new pay structure and so back pay is unlikely to be calculated and/or paid before late Summer 2009.

If you have changed jobs within the last 32 months, either on a permanent or temporary basis, this letter only applies to your substantive position. We will advise you in relation to other positions in due course. However if you haven’t heard anything from us by March, please get in touch.

If you currently receive allowances in addition to salary, please refer to the appendix attached to this letter in order to see which are still valid and the reasons behind this.

If your job in on the list of new or changed jobs which are part of Phase 2 of Job Evaluation or your job is on a career grade please refer to the appendix attached.

Every effort will be made to ensure that changes are made as soon as possible from April.  However, implementation of the changes for the whole organisation is likely to take several months so please do not be alarmed if your pay and allowances do not change in your April 2009 pay.

If you have any queries about the information in this letter please contact Personnel & Development.

Yours sincerely

David Williams

Head of Personnel & Development

Carlisle City Council’s New Pay Policy following Job Evaluation and Single Status

Additional Information

1 If your job is in the list of new or changed jobs which are being re-evaluated during the next couple of months, the figures given in the table are interim until we have a more accurate score for your job.  When this has taken place, you will be advised of the outcome, given a right of appeal and the result applied to your post by 1 April 2009 or as soon as possible after that.

2 If your job is on a career grade, the figures given in the letter are interim until we have established the exact stages to each job, had each stage job evaluated and discussed the appropriate point to place you on with your Service Head.  If any back pay or protection is due this will be applied in line with the new policy.

3 If your job currently has a Market Supplement attached to it this is currently paid in one of two ways:-

Either (i) the market factor supplement is paid as a separate part of your pay. In this case it will be shown in the left hand column (old package) and it is not included in the right hand column (new package).

Or (ii) it is paid as additional spinal column points and incorporated into your basic pay in the left hand column (old package) under the amount of ‘Actual salary’ and ‘Total package’. It is not included in the right hand column (new package).

Senior Management Team will consider whether or not a Market Supplement should be applied to your job and, if so, the amount.  Market Supplements will be reviewed biennially.

4 If you receive an Emergency Planning increment then your emergency planning duties will be formally incorporated into your job and it will be re-evaluated to take account of these.  Once a score has been arrived at you will be advised of this and your right of appeal.  If this results in an increase in pay this will be applied as soon as possible after 1 April 2009.  If this results in a drop in pay (from your current amount including your emergency planning increment) this will be protected until 31 March 2010.  

When you cease to receive your emergency planning increment you will be entitled to claim the new call out fee of £40 plus payment at plain time for the hours worked in connection with the call out plus any travel expenses incurred, in line with the new pay policy.

5
If you are Hostel staff currently in receipt of Shift Pay you will continue to receive your shift allowance of 14% uplift on your pay for the contracted hours relating to hostel work but not for resettlement work.  This will cover all shifts and weekend working.  If you do any additional ‘sleep ins’ you will continue to receive a payment per extra sleep in.  The arrangements relating to being disturbed during the night remain the same.

6
If you currently receive a monthly honoraria payment, this may not be included in your current package on the form depending upon the circumstances of the payment. These will be looked at on an individual case by case basis and you will be advised, before April 2009 as to whether this will continue.  Please contact us if you have any particular queries.


7
The arrangements for Stand By and Call Out are now harmonised across the authority.


8
If you work on a Saturday, Sunday or at night between the hours of 8 p.m. and 6 a.m. as part of your normal rota you will receive a premium payment for this.

Appendix 5

PWS Implementation Action Plan May 2008 – March 2009: Progress as at 29 January 2009

	
	Main work package
	Tasks
	Duration
	Target date
	Revised target date
	Progress

at 29/01/09

	1.1
	Implement PWS
	Draw up a pay policy;

· Principles

· Research market

· Consult (SMT, Members, unions, staff)

· Tie in with Single Status (see 2.1)
	1 month
	End of July  2008
	January 2009
	Concluded subject to union ballots  

	1.2
	
	Devise a pay structure:
· JE scores (see 4.1)

· Research markets for pay rates 

· Pay modelling

· Costs 

· Consult (SMT, Members, unions, staff)
	1 month
	End of August 2008
	January 2009
	Concluded subject to union ballots

	1.3
	
	Member approval (Executive, CROS, Employment Panel, Council?)
	1 month
	End of September 2008
	February 2009
	Portfolio Holder is kept informed. CROS has received regular updates. An Employment Panel has been called for 13 February 

	1.4
	
	Assimilate staff to new pay structure
	1 month
	End of October 2008
	March 2009
	Underway

	1.5
	
	Issue revised Statement of Provision to staff
	1 month


	End of October 2008
	March 2009
	Underway

	1.6
	
	Amend Trent so as to insert new staffing structure
	3 months
	End of December  2008
	March 2009
	Underway

	1.7
	
	Implement outcomes of Phase 2 Job Evaluation (see 4.2) as in 1.3 –  1.6 above
	5 months
	End of March 2009
	n/a
	Phase 2 JE is now underway but its outcomes can not be implemented until 1.3 is concluded



	1.8
	
	Consolidate implementation – documentation, correct job titles, clear reporting lines, updated job descriptions
	2 months
	End of May 2009
	End of May 2009
	Underway

	2.1
	Single Status
	Complete research and assessment of areas yet to be harmonised:

· Professional fees

· Extent/pay for shift work/premium payments

· Car allowances/leases

· Additional duties/Acting up

· Other allowances – tool, bonus, first aid, E planning, other representative roles etc

· Stand by/call out 

· Flexi/flexible working

· Time sheet removal


	2 months
	Proposals consulted on by end of August 2008
	n/a
	Concluded



	2.2
	
	Cost and draft proposals
	1 month
	End of July 2008
	n/a
	Concluded

	2.3
	
	Consult on proposals
	1 month
	End of August 2008
	n/a
	Concluded

	2.4
	
	Draw up final proposals & link to implementation
	1 month
	End of August 2008
	n/a
	Concluded - reached agreement with the unions on all areas

	3.1
	Equal Pay 
	Assess current picture
	2 weeks
	End of July 2008
	n/a
	Concluded

	3.2
	
	Carry out Equality Impact Assessments  on proposed new pay structure(s)
	3 weeks 
	End of September 2008
	January 2009
	Underway

	3.3
	
	Identify and explore validity of any outstanding Equality concerns 
	1 month


	By December 2008
	January 2009
	Underway

	3.4
	
	Create a draft action plan to address issues – including consultation as appropriate
	1 month
	End of December 2008
	March 2009
	Awaits outcome of 3.3

	4.1
	Job Evaluation


	Complete Phase 1 (existing scored jobs):

· Complete all appeals

· Notify staff of outcome

· Publish scores

· Pass information to Pay Modeller in a form it can be used (see 1.2)
	underway
	End of August 2008
	n/a
	Concluded

	4.2
	
	Phase 2 Job Evaluation:

· Obtain information to allow outstanding jobs to be scored –

· new/amended jobs since Autumn 2007

· Temp jobs anticipated to have gone but have not

· Casuals

· Career grades

· Arrange panels & type up/distribute the information

· Support and participate in Steering Panels 

· Obtain any additional information required

· Support and participate in Appeal Panels

· Notify and publish scores

· Complete documentation

· See also 1.7 above
	5 months
	End of March 2009
	n/a
	Underway



	4.3
	
	Complete documentation to enable it to be easily retrieved when required
	As in 4.2
	End of March 2009
	n/a
	Underway

	4.4
	
	Set up an ongoing (‘mainstreamed’) Job Evaluation arrangement so as to score all new and changed jobs occurring after the end of the PWS project. Agree this with unions and Employment Panel
	1 month
	To operate from 1 April 2009
	n/a
	n/a

	5
	General – all packages
	· Document and monitor project and highlight any issues and potential slippage 

· Draft and produce reports, briefing notes, consultation documents, PWS Board reports, minutes

· CJC at intervals

· Inform Portfolio Holder throughout

· CROS at intervals

· Communication e.g. surgeries, road shows, presentation, newsletters etc
	underway
	End of March 2009
	n/a
	A plan for communicating the outcome of PWS is underway
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