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1. [bookmark: _bookmark0]Introduction
The Agenda for Change Agreement aims to ensure a fair system of pay for NHS employees, which supports modernised working practices. New roles should be developed in partnership allowing the organisation to operate flexibly, and to maintain effective organisational development.

The duties of the post are outlined in the job description and person specification and may change by mutual agreement from time to time. Following any such changes, it is recommended that the post should be sent for re-evaluation highlighting the amendments made.

For most posts the job evaluation outcome will not normally be affected, unless there are significant changes. However, a small number of posts have evaluated or matched outcomes which take them close to band boundaries. In these cases there is a potential that limited, rather than significant changes to duties and responsibilities, may affect the band outcome.

When significant changes occur within the organisation roles will have to be re-evaluated under the NHS job evaluation scheme.

An employee or their manager where appropriate, may request a re- evaluation of their band if they feel that the individual is performing duties, or carrying responsibilities beyond their current band.

The aim of this procedure is to ensure consistency throughout the organisation, to ensure equal pay for work of equal value, and to ensure that salaries reflect the responsibility, knowledge and experience demanded by the post.

2. [bookmark: _bookmark1]Principles
The purpose of this procedure is:
· To ensure that new jobs are developed and evaluated in partnership.
· All information considered in a job matching/evaluation panel will be agreed by both manager and post holder(s), this will include answers to additional questions asked by the panel during the evaluation process.
· To ensure fairness, consistency and equality across the organisation.
· To ensure staff are appropriately remunerated for the work that they do.
· To ensure an appropriate mechanism for staff and managers to seek job re-evaluation.

3. [bookmark: _bookmark2]Scope
This procedure applies to all employees of the Health Board except Doctors, Dentists and Senior Managers at or just below Board level, and may be utilised by staff or managers when changes occur within the organisation, that may result in changes to job roles and responsibilities.

Should repeated re-banding applications be made by the same post holder / manager, the Job Evaluation Team have the right to investigate the application and make recommendations to the Head of Service.

4. [bookmark: _bookmark3]Job Matchers, Analysts and Evaluators
All staff side representatives and managers who participate in panels, must be trained and accredited in accordance with the All Wales Guidance. It should be noted that separate training is required for each of the three roles, and training will be undertaken in partnership. Staff side representatives must be nominated via their relevant Trade Unions.

Job Analysis must consist of two trained analysts (one management and one staff representative), whilst job matching and evaluation panels will consist of 4 trained staff. The panels will always consist of equal numbers of staff and management side representatives, to ensure that all decisions are agreed in partnership.

All results will be consistency checked by an appropriately trained team of one management and one Staff side consistency checkers, incorporating Job Evaluation Leads and experienced representatives nominated by the Job Evaluation Leads and agreed by the Job Evaluation Terms of Service Group.

Job Matchers, Analysts and Evaluators should always be free from bias. Therefore staff should not match or evaluate jobs that they are familiar with, or where they personally know the job holder. It is the responsibility of the Job Matcher or Evaluator to identify any potential conflicts of interests to the Computer Aided Job Evaluation (CAJE) Administrator. However, on some occasions where a job is unique and / or the job holder is well known to staff across the organisation it may be unavoidable that the post may have to be matched or evaluated by staff who are aware of the job holder and or post. In these instances the Job Matchers / Evaluators should proceed with caution, ensuring that personal bias is not reflected in the outcome.

5. [bookmark: _bookmark4]The Job Banding Process
The job matching and or evaluation will be conducted following the agreed job matching and evaluation procedure and in accordance with the NHS Job Evaluation Handbook 7th Edition, September 2018.
	
Appendix 1 – Job Description Template
CAJE REF:


[image: ]


JOB DESCRIPTION TEMPLATE


JOB DETAILS:

	Job Title
	

	Pay Band
	

	Hours of Work and Nature of Contract
	To be completed on recruitment

	Division/Directorate
	

	Department
	

	Base
	To be completed on recruitment



ORGANISATIONAL ARRANGEMENTS:

	Managerially Accountable to:
	

	Reports to: Name Line Manager
	

	Professionally Responsible to:
	




Job Summary/Job Purpose:

In this section you should describe as concisely as possible the overall purpose of the job and the environment in which it is set. E.g. Impact on organisation and context of role and how it fits it.

You should not use this section to list the duties and responsibilities of the post, as this is done in the ‘Duties and Responsibilities’ section of the Job Description below.


DUTIES/RESPONSIBILITIES:
In this section you should identify in sufficient detail the duties, tasks and responsibilities of the post holder. Illustrative examples should be included. Abbreviations should not be used, or if necessary a glossary should be included.

Communication; How and to whom will the post holder communicate?

Stipulate what has to be done by the post holder; e.g. plans, prepares, produces, implements, processes, provides, schedules, completes, dispatches, maintains, evaluates, liaises and collaborates with.

Describe the task that has to be completed; e.g. maintains patient records, schedules meetings, prepares care plans and liaises with the Welsh Government.

State briefly the purpose of the activity in terms of output or standards to be achieved;
e.g. maintains patient records to ensure information is accurate and up to date for future reference and complies with the Data Protection Act, schedules meetings to fit with other standing diary commitments, prepares care plan to ensure the delivery of effective patient care. Consider the job in a time frame ie things done on a daily, weekly, monthly, annual or longer basis.

Do not copy wording from the A4C Job Evaluation handbook or job profiles. They are not helpful in the assessment process and the job description will be returned.


PERSON SPECIFICATION

The knowledge to be measured in the minimum needed to carry out the full duties of the job to the required standards. Qualifications should be used to provide an indicator of the level of knowledge required. Training and experience is also a means of acquiring the knowledge required for a job such as on-the-job training, short courses and experience to an equivalent level of knowledge which should be specified.

NOTE: Please do not use the number of years’ experience as this is potentially discriminatory and these will be returned. It is essential that managers concentrate on the sorts of skills and qualities needed to fulfil the duties of the post.

	ATTRIBUTES
	ESSENTIAL
	DESIRABLE
	METHOD OF ASSESSMENT
	

	Qualifications and/or Knowledge
	Professional, technical or academic qualifications or knowledge required or the training undertaken or demonstrable experience.
	
	Application form and pre- employment checks
	

	Experience
	Experience required to fulfil the post.

Use types of achievements and activities that would be likely to predict success in the role rather than ‘years’, e.g. Extensive previous experience of working with health finance systems.
	
	Application form and interview
	

	Aptitude and Abilities
	Abilities required to perform effectively in the role, e.g. – Able to demonstrate situations where effective leadership and management skills have been used, or:
Be able to demonstrate tact and diplomacy when working with others, or:
Evidence of undertaking presentation to groups.
	Ability to speak Welsh
	Interview
	

	Values
	Additional demonstrable qualities that may be beneficial to the role,
e.g. care, compassion, competence, communication, courage and commitment
	
	Application Form Interview References
	

	Other
	Special requirements to perform in the role e.g. Ability to travel within geographical area.
Able to work hours flexibly. Anything else not covered above.
	
	Application form and interview
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GENERAL REQUIREMENTS	

Include those relevant to the post requirements

· Values:  All employees of the Health Board are required to demonstrate and embed the Values and Behaviour Statements in order for them to become an integral part of the post holder’s working life and to embed the principles into the culture of the organisation.

· Registered Health Professional:  All employees who are required to register with a professional body, to enable them to practice within their profession, are required to comply with their code of conduct and requirements of their professional registration. 

· Healthcare Support Workers:  Healthcare Support Workers make a valuable and important contribution to the delivery of high quality healthcare.  The national Code of Conduct for NHS Wales describes the standards of conduct, behaviour and attitude required of all Healthcare Support Workers employed within NHS Wales.  Health Care Support Workers are responsible, and have a duty of care, to ensure their conduct does not fall below the standards detailed in the Code and that no act or omission on their part harms the safety and wellbeing of service users and the public, whilst in their care.

· Competence:  At no time should the post holder work outside their defined level of competence.  If there are concerns regarding this, the post holder should immediately discuss them with their Manager/Supervisor.  Employees have a responsibility to inform their Manager/Supervisor if they doubt their own competence to perform a duty.

·  Learning and Development: All staff must undertake induction/orientation programmes at Corporate and Departmental level and must ensure that any statutory/mandatory training requirements are current and up to date.  Where considered appropriate, staff are required to demonstrate evidence of continuing professional development. 

· Performance Appraisal: We are committed to developing our staff and you are responsible for participating in an Annual Performance Development Review of the post.  

· Health & Safety:  All employees of the organisation have a statutory duty of care for their own personal safety and that of others who may be affected by their acts or omissions.  The post holder is required to co-operate with management to enable the organisation to meet its own legal duties and to report any hazardous situations or defective equipment.  The post holder must adhere to the organisation’s Risk Management, Health and Safety and associate policies.

· Risk Management:  It is a standard element of the role and responsibility of all staff of the organisation that they fulfil a proactive role towards the management of risk in all of their actions.  This entails the risk assessment of all situations, the taking of appropriate actions and reporting of all incidents, near misses and hazards.

· Welsh Language:  All employees must perform their duties in strict compliance with the requirements of their organization’s Welsh Language Standards and take every opportunity to promote the Welsh language in their dealings with the public.

· Information Governance:  The post holder must at all times be aware of the importance of maintaining confidentiality and security of information gained during the course of their duties.  This will in many cases include access to personal information relating to service users.  


· Data Protection:  The post holder must treat all information, whether corporate, staff or patient information, in a discreet and confidential manner in accordance with the provisions of the General Data Protection Legislation and Organisational Policy.  Any breach of such confidentiality is considered a serious disciplinary offence, which is liable to dismissal and / or prosecution under current statutory legislation and the HB or Trust Disciplinary Policy.

· Records Management:  As an employee of this organisation, the post holder is legally responsible for
all records that they gather, create or use as part of their work within the organisation (including
patient health, staff health or injury, financial, personal and administrative), whether paper based or
on computer.  All such records are considered public records and the post holder has a legal duty of confidence to service users (even after an employee has left the organisation).  The post holder should consult their manager if they have any doubt as to the correct management of records with which they work.

· Equality and Human Rights:  The Public Sector Equality Duty in Wales places a positive duty on the HB/Trust to promote equality for people with protected characteristics, both as an employer and as a provider of public services.  There are nine protected characteristics: age; disability; gender reassignment; marriage and civil partnership; pregnancy and maternity; race; religion or belief; sex and sexual orientation.  The HB/Trust is committed to ensuring that no job applicant or employee receives less favour-able treatment of any of the above grounds.  To this end, the organisation has an Equality Policy and it is for each employee to contribute to its success.

· Dignity at Work:  The organisation condemns all forms of bullying and harassment and is actively seeking to promote a workplace where employees are treated fairly and with dignity and respect.  All staff are requested to report any form of bullying and harassment to their Line Manager or to any Director of the organisation.  Any inappropriate behaviour inside the workplace will not be tolerated and will be treated as a serious matter under the HB/Trust Disciplinary Policy.

· DBS Disclosure Check:  In this role you will have * direct / indirect contact with* patients/service users/ children/vulnerable adults in the course of your normal duties.  You will therefore be required to apply for a Criminal Record Bureau *Standard / Enhance Disclosure Check as part of the HB/Trust’s pre-employment check procedure.  *Delete as appropriate.
If the post holder does not require a DBS Disclosure Check, delete as appropriate. 

1. Safeguarding Children and Adults at Risk:  The organisation is committed to safeguarding children and adults at risk.  All staff must therefore attend Safeguarding Children & Adult training and be aware of their responsibilities under the All Wales Procedures.

· Infection Control:  The organisation is committed to meet its obligations to minimise infections.
All staff are responsible for protecting and safeguarding patients, service users, visitors and employees against the risk of acquiring healthcare associated infections.  This responsibility includes being aware
of the content of and consistently observing Health Board/Trust Infection Prevention & Control Policies and Procedures.

· No Smoking: To give all patients, visitors and staff the best chance to be healthy, all Health Board/Trust sites, including buildings and grounds, are smoke free.





Flexibility Statement:  The duties of the post are outlined in this Job Description and Person Specification and may be changed by mutual agreement from time to time.























































Job Title: 	
Organisational Chart

The Organisational Chart must highlight the post to which this job description applies showing relationship to positions on the same level and, if appropriate, two levels above and below.

Complete, add or delete as appropriate the text boxes below showing the organisational relationships.
Accountable to
Responsible to
Post Title
THIS POST
Colleague
Post Title Colleague
Staff     managed/supervised by post holder
Staff        managed/supervised by post holder



Appendix 2 – Job Description Guidance



	APPENDIX 2



Job Title: _____________________________


Supplementary Job Description Information

Physical Skills e.g. clinical skills (e.g. intubation, venepuncture) or non-clinical skills (e.g. high speed accurate typing).

Please detail the physical skills required to fulfil the duties of the job.  Take into account:
· Hand-eye co-ordination such as may be required for audio typing or manipulation of materials/tools

· Sensory skills (sight, hearing, touch, taste, smell) such as those required for listening for speech and language defects

· Dexterity such as those required for use of fine tools/laying out of instruments, manipulation

· Requirements for speed and accuracy such as advanced keyboard use/high speed driving.

· Highly developed physical skills as may be required for e.g. performing surgical interventions, suturing, intubation or a range of manual physiotherapy treatments or carrying out endoscopies.


Please complete information on Physical Effort, Mental Effort, Emotional Effort and Working Conditions in order to assist the Job Matching process.
	Nature of skills required:









Physical Effort

This factor measures the nature, frequency and duration of physical effort (sustained effort at a similar level or sudden explosive effort) required for the job.

Please ensure any circumstances that may affect the degree of effort required, such as working in an awkward position; lifting heavy weights etc. are detailed, such as:

‘Working in uncomfortable/unpleasant physical conditions; sitting in restricted positions; repetitive movements; lifting heavy weights; manipulating objects; kneeling, crouching, twisting; heavy duty cleaning; working at heights; using controlled restraint; driving as part of daily job - N.B. Walking /driving to work is not included’

	Examples of Typical effort(s)
	How often per day
/ week / month
	For how long?
	Additional Comments

	
	
	
	

	
	
	
	

	
	
	
	








WP26aPage 16 of 25
Page 16 of 25


Paper copies of this document should be kept to a minimum and checks made with the electronic version to ensure the version to hand is the most recent

Bwrdd Iechyd Prifysgol Betsi Cadwaladr University Health Board


Mental Effort

This factor measures the nature, level, frequency and duration of mental effort required for the job, for example, concentration, responding to unpredictable work patterns, interruptions and the need to meet deadlines.

Please identify the normal requirement to concentrate in the post and determine, how often and for how long it is required to concentrate during a shift / working day, e.g. :

‘Carrying out formal student assessments; carrying out clinical/social care interventions; checking documents; taking detailed minutes at meetings; operating machinery/equipment; carrying out screening tests/microscope work; carrying out complex calculations; carrying out non- clinical fault finding; responding to emergency bleep; driving a vehicle; examining or assessing patients/clients.

	
Examples of Typical effort(s)
	How often per day
/ week / month?
	
For how long?
	
Additional Comments
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Emotional Effort

This factor measures the nature, frequency and duration demands of the emotional effort required to undertake clinical or non clinical duties that are generally considered to be distressing and/or emotionally demanding.

Please identify how often the post holder has exposure to direct and/or indirect distressing and/or emotional circumstances and the type of situations they are required to deal with.

For example,’ processing (e.g. typing/transmitting) news of highly distressing events; giving unwelcome news to patients/clients/carers/staff; caring for the terminally ill; dealing with difficult situations/circumstances; designated to provide emotional support to front line staff; communicating life changing events; dealing with people with challenging behaviour; arriving at the scene of an accident.’ N.B. Fear of Violence is measured under Working Conditions


	Examples of Typical effort(s)
	How often per week / month?
	For how long?
	Additional Comments
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Working Conditions

This factor measures the nature, frequency and duration of demands on staff arising from inevitably adverse environmental conditions (such as inclement weather, extreme heat/cold, smells, noise and fumes) and hazards, which are unavoidable (even with the strictest health and safety controls), such as road traffic accidents, spills of harmful chemicals, aggressive behaviour of patients, clients, relatives, carers.

Please identify unpleasant working conditions or hazards which are encountered in the post holder's working environment and establish how often and for how long they are exposed to them during a working day / week / month.

Examples are – use of VDU more or less continuously; unpleasant substances/non-household waste; infectious material/foul linen; body fluids, faeces, vomit; dust/dirt; fleas/lice; humidity; contaminated equipment or work areas; driving/being driven in normal or emergency situations - *Driving to and from work is not included

	Examples of Typical Conditions
	How often per week / month?
	For how long?
	Additional Comments

	
	
	
	

	
	
	
	

	
	
	
	



Bwrdd Iechyd Prifysgol Betsi Cadwaladr University Health Board

	
	
	
	





Submission of documents for job evaluation

Please sign and retain an original copy for manager and employee.
Send an electronic version of the documents to BCU.JobEvaluation@wales.nhs.uk







Please tick all that apply:
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Job Evaluation– Equality Monitoring Data


	Gender
	Mixed / Mixed British
	Religion

	Female
	
	Mixed White and Black Caribbean
	
	Christian
	

	Male
	
	Mixed White and Black African
	
	Buddhist
	

	Are you undergoing, have undergone or planning to undergo gender reassignment?
	Mixed White and Asian
	
	Hindu
	

	
	Mixed Other
	
	Jain
	

	
	Other / Other British
	Jew
	

	Yes
	
	Chinese
	
	Muslim
	

	No
	
	Arabian
	
	Sikh
	

	Prefer not to say
	
	Gypsy / Traveller
	
	None
	

	National Identity
	Other (state if desired)
	
	Other (state if desired)
	

	Welsh
	
	
	

	English
	
	Prefer not to say
	
	Prefer not to say
	

	Scottish
	
	Disability
	Preferred Language

	Northern Irish
	
	Do you have a physical or mental health condition or other impairment that has lasted, or is likely to last, at least 12 months; or is of a progressive nature?
	English
	

	British / Mixed British
	
	
	Welsh
	

	Irish
	
	
	British Sign Language (BSL)
	

	European
	
	
	Other (state if desired)
	

	Other (state if desired)
	
	Yes
	
	

	
	No
	
	Sexual Orientation

	Prefer not to say
	
	Prefer not to say
	
	Heterosexual / Straight
	

	Racial Group
	Please state the type of impairment which applies to you. You may indicate more than one
	
	Gay Man
	

	White / White British
	
	
	Gay Woman / Lesbian
	

	White
	
	
	
	Bisexual
	

	Black / Black British
	Mobility Impairment
	
	Other (state if desired)
	

	Black Caribbean
	
	Dexterity Impairment
	
	

	Black African
	
	Blind or visually Impaired
	
	Prefer not to say
	

	Black other
	
	Deaf or Hearing Impaired
	
	Caring Responsibilities

	Asian / Asian British
	
	Mental Health Condition
	
	Adult
	




In completing this form, you are agreeing for this information to be held by Workforce & Organisational Development and used solely for the purposes of monitoring the Job Evaluation Process to ensure that all employees, regardless of their circumstances or status, receive equal access and fair treatment.
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