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Notes

(1)

Councillors are advised to contact their Research Officer for details of any
Group Meetings which are planned for this meeting.

Members of the public wishing to inspect "Background Papers" referred to in
the reports on the agenda or Schedule 12A of the Local Government Act
should contact:-

Customer Services Centre 0300 500 80 80

Persons making a declaration of interest should have regard to the Code of
Conduct and the Council’'s Procedure Rules. Those declaring must indicate
the nature of their interest and the reasons for the declaration.

Councillors or Officers requiring clarification on whether to make a
declaration of interest are invited to contact Keith Ford (Tel. 0115 977 2590)
or a colleague in Democratic Services prior to the meeting.

Councillors are reminded that Committee and Sub-Committee papers, with the

exception of those which contain Exempt or Confidential Information, may be
recycled.
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I%a Nottinghamshire
4% 71 County Council

minutes

Meetng PERSONNEL COMMITTEE

Date Wednesday 7 November 2012

membership
Persons absent are marked with "A’

COUNCILLORS

Andy Stewart (Chair)
Michelle Gent (Vice-Chair)

John Allin Kevin Rostance
Vincent Dobson Mel Shepherd MBE
Sybil Fielding June Stendall

Lynn Sykes

OFFICERS IN ATTENDANCE

Helen Fifoot — Operations Manager North, School Catering

Keith Ford — Senior Governance Officer

Claire Gollin — Group Manager, Human Resources

Kevin McKay — Group Manager, Catering & Facilities Management

Peter Roddis — Health and Safety Manager

Marjorie Toward, Service Director - Human Resources and Customer Service
Anna Vincent — Independent Group Researcher

Michelle Welsh — Labour Group Researcher

Mark Howard — Branch Chair, Unison

Martin Sleath — Branch Secretary, Unison

MINUTES

The minutes of the last meeting of the Committee held on 26 September 2012,

having been circulated to all Members, were taken as read and were confirmed
and signed by the Chair.
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APOLOGIES FOR ABSENCE

None.

DECLARATIONS OF INTEREST BY MEMBERS AND OFFICERS

None.

LEADERSHIP DEVELOPMENT PROGRAMME

RESOLVED 2012/015
That the contents of the report be noted.

VIOLENCE AND AGGRESSION POLICY REVIEW

RESOLVED 2012/016

That the revised Work Related Violence and Aggression Policy, as set out in
Appendix A to the Committee report, be agreed.

SICKNESS ABSENCE PERFORMANCE AS AT 30 SEPTEMBER 2012

RESOLVED 2012/017
1) That the current levels of performance be noted.
2) That the trend of continuing performance improvement be noted.

CATERING SERVICES PERFORMANCE REPORT

RESOLVED 2012/018
That the report be noted.

WORK PROGRAMME

RESOLVED 2012/019

That the Committee’s work programme be noted.

The meeting closed at 11.05 am.

CHAIR

M_ 7Nov12
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I%a Nottinghamshire Report to Personnel Committee

County Councﬂ 23 January 2013

Agenda ltem: 4

REPORT OF THE SERVICE DIRECTOR HR AND CUSTOMER SERVICE

REVISED STAFFING STRUCTURE FOR HUMAN RESOURCES

Purpose of the Report

1. The purpose of the report is to update Elected Members and seek approval for a revised
structure for 2013 for the Human Resources function which sits within the Environment and
Resources Department.

Information and Advice
Background:

2. The overall operating model for the HR service has been developed and has evolved in a
number of phases over recent years with the aim of creating an integrated, co-located,
consistent, customer focussed HR service delivering to internal and external customers via a
mixed economy of direct service provision and commissioned services.

3. The “One HR Service model” is directly aligned to the wider “One Council” agenda and will
ensure that the service is more efficient, fit for the future, reflects the changing nature of the
County Council and its services and continues to support the delivery of key service and
strategic priorities.

4. Recent years have seen significant rationalisation of HR resources, including business
support functions and management, to deliver budget savings as set out in previously
agreed business cases and to support compliance with the organisational design principles.
This has included the creation of an integrated Workforce and Organisational development
team for the whole Council which delivered savings of over £2 m whilst maximising the
availability of learning and development opportunities to support the roll out of the Council’s
Competency Framework by implementing a more commissioning led approach offering a
blended range of learning and development provision to suit different learning styles; is more
efficient and cost effective and maximises value for money.

5. The phase of implementation set out in this report seeks to develop and embed the
“Business Partner” role further in the operation of the service and reduces HR management
resources and operational HR resources by a further 20% to reflect the overall reduction in
the number of people employed by the County Council. Previous reductions have been in
the order of 25% across the whole HR service.
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6. The Base Budget Review and subsequent service analysis and review, including the review
of services for schools, and development of service and business plans will take this work
further during 2013/14 to ensure that the HR service reflects the transformation of the
Council going forward.

Proposals:

7. The revised structures are set out in Appendix A. It is intended that these would be effective
from April 2013.

8. Posts affected by the proposed structural changes were included within the Section 188
notice issued in October 2012 and have been the subject of consultation with employees
within the service and the recognised trades unions. The majority of the post reductions can
be achieved by active application of the vacancy protocol and deletion of vacant posts and
by requests for voluntary redundancy.

9. The Business Partner Model has three key aspects. The operational aspect of the model
closely aligns the operational HR service with front line service delivery ensuring that HR
colleagues have a better understanding of the services they are supporting and can more
effectively enable and facilitate frontline managers in ensuring service priorities and
improvements are delivered.

10.The model also ensures that strategic and policy aspects of the HR function are directly
aligned to the Council's Strategic Plan and priorities and delivered via the vehicle of the
Council’'s Workforce Strategy, Pay Policy Statement, Wellbeing Strategy and Health and
Safety Policy and a range of supporting polices, guidance and action plans.

11.The final aspect of the model is transactional HR activity which is delivered via the Business
Support Centre. This centre also undertakes transactional financial activity; provides pension
administration services and invoice processing and income and credit control services. The
operating model and revised structures and resources required for the Business Support
Centre (BSC) will be the subject of a further report to members. Currently work is on-going
involving employees at the BSC to analyse the services and functions undertaken and
review and revise the end to end processes. This work and the Base Budget Review and
Service Analysis exercises will need to be completed before the proposed structures can be
finalised.

Other Options Considered

12.A range of options have been considered in developing the “One HR Service Model” and
refining this in the light of consultation with employees, trades unions and managers of
services. The Service Analysis work, Service/Business Planning cycle and review of
Services for Schools may well identify further options for consideration.

Reasons for Recommendation
13. The proposed structure reflects the next phase of implementation of the “One HR Service

Model” to ensure improved delivery of HR activity, more closely aligned to service and
strategic priorities and needs, reduced costs and improved value for money.

Page 6 of 154
2



Statutory and Policy Implications

14.This report has been compiled after consideration of implications in respect of finance, equal
opportunities, human resources, crime and disorder, human rights, the safeguarding of
children, sustainability and the environment and those using the service and where such
implications are material they are described below. Appropriate consultation has been
undertaken and advice sought on these issues as required.

Equalities Implications
The restructuring of the HR service will be carried out in accordance with the County Council’s
employment and equalities policy.

Human Resources Implications (CG 28.12.12)

Ongoing consultation has been undertaken with affected employees since January 2012, this
has included the trade unions who have also been formally consulted through the departmental
JCNP. The County Council’s agreed enabling process will be applied to making appointments
to the new posts in the revised HR structure. The usual mitigations will be fully explored to
protect the ongoing employment of any displaced staff, wherever possible. The trade unions
have expressed concern about the impact of HR staffing reductions on the level of service
provided.

RECOMMENDATION

It is recommended that members approve the revised structure set out in Appendix A effective
from 1% April 2013.

Marjorie Toward
Service Director — HR and Customer Service

For any enquiries about this report please contact:
Marjorie Toward, Service Director HR and Customer Service on 0115 9774404 or
marjorie.toward@nottscc.gov.uk

Constitutional Comments (KK 02/01/13)

15.The proposal in this report is within the remit of the Personnel Committee.

Financial Comments (MB 15/01/13)

16.The revised staffing structure will produce a saving of £497,000, including on-costs,
compared with the current structure. This is in addition to the saving of £141,000 reported to
the committee in June 2012.

Background Papers

Trade union side comments.

Electoral Division(s) and Member(s) Affected

All
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PROPOSED STRUCTURE WEF APRIL 2013

Appendix A
Chart 1
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Appendix A
Chart 1a

PROPOSED OPERATIONAL AND BUSINESS PARTNER STRUCTURE WEF APRIL 2013

_ Crowwanager |

Senior Business Partners 4 fte

Senior Practitioners 16 fte

HR Practitioners 12 fte

Job Analysts 2 fte

HR Assistants 4 fte

Job Evaluation Officer 1 fte

Job Evaluation Assistant 1 fte
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WORKFORCE AND ORGANISATIONAL DEVELOPMENT

Nottinghamshire

Appendix A
Chart 1b

Nottinghamshire

Children’s Partnership for Social
Teamll\;ltznager Safeguarding Care Workforce
Board Development Board
Senior Senior Workforce and Business Nottinghamshire Nottinghamshire
Practitioner Practitioner Organisational Support Children’s Partnership Social
1 fte 1 fte Development Officer Safeguarding Care Workforce
Officers 1 fte Board Development
5 fte 2 fte Team
2 fte
Workforce and | | Workforce and Functional
Organisational | | Organisational Administrative
Development Development Support
Officers Officers 6 fte
10 fte 7 fte
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HEALTH AND SAFETY

Health & Safety Team Manager

1 fte

Senior

Practitioner

4 fte
Trainee H&S Adviser H&S admin
H&S 8 fte 1 fte
Adviser
1 fte
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I%a Nottinghamshire Report to Personnel Committee

¥ 1 County Council 23 January 2013

Agenda Iltem: 5

REPORT OF THE SERVICE DIRECTOR HR AND CUSTOMER SERVICE

N

OTTINGHAMSHIRE COUNTY COUNCIL'S PAY POLICY STATEMENT

2013-2014

Pu

1.

rpose of the Report

To inform elected members of the proposed content of the County Council’s updated Pay
Policy Statement for the financial year 2013-14, as required under the Localism Act
2011, prior to approval by Full Council.

Information and Advice

2.

2.1

2.2

2.3

2.4

Background

Nottinghamshire County Council continues to be committed to good governance and
responsiveness to public scrutiny. As part of this the Council would wish to demonstrate
that decisions on the pay and reward packages for its Chief Executive and senior officers
have been made in an open and accountable way.

Under the terms of the Accounts and Audit (England) Regulations 2011 the Council
publishes and updates information on its public website about its most senior officer’s

pay.

Section 38 of the Localism Act 2011, which does not extend to schools staff, refers to
“pay accountability”. This Act sets out the requirement for all local Authorities in England
and Wales to publish annual Pay Policy Statements from the financial year 2012-13
onward.

The core requirements of the provisions of the Localism Act are that a Pay Policy
Statement must set out the Authority’s policies relating to:

e Chief Officer remuneration:

The level and elements of remuneration for each Chief Officer (including salary, any
bonuses/performance related pay, charges/fees/allowances, benefits in kind, enhancement
to pension at termination).

The definition of a Chief Officer adopted by the Act is, as defined by the Local Government
and Housing Act 1989, any post that reports directly to the statutory Chief Officer, the Chief
Executive, in the case of this Authority Corporate Directors, and those who report to them
(Service Directors).
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Remuneration of its lowest paid employees:

The definition used for this group and the reason for adopting this definition.

2.5

3.1

3.2

3.3

3.4

3.5

3.6

3.7

Other

14

The relationship between Chief Officer Remuneration and that of other staff.

A Pay Policy Statement must be approved by Full Council in advance of the financial
year to which it relates and must be published in the public domain on the Council’s
website by 1% April each year, starting from 1 April 2012.

Pay Policy Statement

The Council’s initial Pay Policy Statement was agreed by Full Council on 29th March
2012 and was published on the Council’s public website on 30th March 2012.

In drafting its own Pay Policy Statement the Council used the guidance issued by the
national employers and the Government, which has not been amended or updated since
the requirement was introduced, to ensure statutory compliance with the requirements of
the Localism Act 2011.

An initial draft of Nottinghamshire County Council’s Pay updated Policy Statement 2013-
2014, which sets out the known position as at 1 January 2013 is appended for the
consideration of Personnel Committee.

This current Pay Policy Statement continues to address the public scrutiny of senior pay
and reward in an open and transparent way. Due regard has again been given to the
principles of clarity, local circumstances and equality and fairness in pay and reward
across the whole of the Council’'s workforce, as underpinned by its Single Status
Agreement.

As required under the Localism Act, a further version of Nottinghamshire County
Council’'s Pay Policy Statement reflecting any necessary updates to consolidate the
position as at 1% February 2013 will be presented to Full Council at its next meeting on
28" February 2013 for formal approval by members.

Subject to this, the approved statement will then be published on the public website by 1%
April 2013.

This Statement will be amended during the financial year as necessary to reflect the
prevailing legislation at the time or as emerging practice or clarification of guidance,
necessitate. The trade unions would be informed of any proposed changes.

Options Considered

The focus of the Pay Policy Statement is on ensuring that the Council complies with the
requirement under the Localism Act to have a Pay Policy Statement and to publish this
annually. In addition, the Council has sought to pull together all of the information on the
policies relating to pay and remuneration and publish this for public scrutiny in a way
which enables the public to understand the operational context and decisions made and
rationale for these.
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15 This Statement can be amended during the financial year as necessary to reflect the
prevailing legislation at the time or as emerging practice or clarification of guidance
necessitate.

Reason for Recommendation

16 To ensure that Nottinghamshire County Council is legally compliant in terms of the
publication of a Pay Policy Statement and accountable to the public of Nottinghamshire.

Statutory and Policy Implications

17 This report has been compiled after consideration of implications in respect of finance,
equal opportunities, human resources, crime and disorder, human rights, the
safeguarding of children, sustainability and the environment and those using the service
and where such implications are material they are described below. Appropriate
consultation has been undertaken and advice sought on these issues as required.

Equality Implications

The Council's pay and grading structure is based on a “points to pay” relationship
determined through Job Evaluation as a mechanism to ensure the consistent evaluation
of the relative value of job roles across the Council. This in turn ensures a fair, open and
transparent pay and reward structure that is affordable and supports the equal treatment
of all employees in respect of their pay, terms and conditions; is compliant with Equal
Pay legislation and Single Status requirements. The Council’s policies on pay and terms
and conditions apply equally to employees at all levels of seniority across the authority.

An Equality Impact Assessment was undertaken in respect of the initial Pay Policy
Statement and has been reviewed.

HR Implications (CG 05/12/12)

The HR implications are contained within the body of the report. The Pay Policy
Statement pulls together existing policies in relation to pay and terms and conditions,
which have previously been agreed by elected members, and publishes these for wider
public scrutiny.

The trades unions have been consulted on the content of the draft Pay Policy Statement
and will be informed of any proposed changes as part of the annual review of the Pay
Policy Statement. Trades union colleagues have commented specifically on the living
wage, which is referred to in sections 3.6.3 to 3.6.6 of the Pay Policy Statement, and
requested that this be adopted by the authority.

RECOMMENDATION

It is recommended that the draft Pay Policy Statement as appended be submitted to Full
Council for approval.
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Marjorie Toward

Service Director HR and Customer Service

Environment and Resources

For any enquiries about this report please contact: Claire Gollin, Group Manager HR, on
0115 9773837 or claire.gollin@nottscc.gov.uk

Constitutional Comments (KK 18/12/12)

The proposal in this report is within the remit of the Personnel Committee.
Financial Comments (MB 20/12/12)

There are no specific financial implications arising from the report.
Background Papers

Trade union side comments.

Electoral Division(s) and member(s) Affected

All
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Pay Policy Statement

2013-14

1% January
2013).

(to be updated as at 1st February
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1. PURPOSE AND SCOPE:

1.1  The purpose of a Pay Policy Statement is to increase accountability in
relation to payments made to senior employees in the public sector, in
particular those in local authorities, by enabling public scrutiny.

1.2  Section 38 (1) of the Localism Act 2011 requires all local authorities in
England and Wales to produce and publish a Pay Policy Statement for each
financial year from 2012-13 onward. Nottinghamshire County Council
published its initial Pay Policy Statement on 30" March 2012.

1.4  As specified in the Act this requirement does not extend to schools and
this Statement does not therefore include school based employees.

1.3  The requirements of the Localism Act in resp@ct of transparency about
senior pay build on the Accounts and Audit (England) Regulations 2011 with
which the County Council is also compliant; published detalls ef the
remuneration of its Chief Executive and Caogporate Directors cambe found on
the Council’s public website.

1.5 A Pay Policy Statement must articulate‘the’Council’s own policies
towards a range of issues relating to the pay of its workforce, in particular its
Chief Officers, as defined by the Local Governmentand Housing Act 1989
and to its lowest paid employees.

1.6  Nottinghamshire_ County Coungil’'sfPay Palicy Statement meets the
mandatory requiremeénts‘of the Act and provides4nformation on
Nottinghamshire £ounty Cauncil’'s Pay and Conditions of Service for its Chief
Officers in comparison,to the majority of theworkforce employed on Local
Government Scheme (L& S) terms,and conditions.

Specificallyfit.covers the ‘Council’s poliecy on the following points:

o/ the level and elements of rEmuneration for each Chief Officer

e the remuneration of the/Council’s “lowest paid employees”

e the relationship between the remuneration of Chief Officers and other
officers

e other aspects.af Chief Officers’ remuneration including remuneration on
recruitmentyincreases and additions to remuneration, use of
performance related pay and bonuses, termination payments.

1.7  This pay policy statement includes all direct employees covered by the
National Joint Council (NJC) for Local Government Services national
agreement on pay and conditions of service and those covered by the Joint
Negotiating Committee (JNC) conditions of service for Chief Executives and
Chief Officers. It excludes the small numbers employed on Youth and
Community Worker national terms and conditions, or Craft Workers or
Soulbury conditions of service.

1.8  Appendix 1. contains a structure chart of all Chief Officers, as defined
by the Local Government and Housing Act 1989, employed by the Council as
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at 1°' January 2013, that is, posts that report directly to the Chief Executive or
to a post that itself reports directly to the Chief Executive.

For the purpose of this pay policy statement therefore, the definition of “Chief
Officer” at Nottinghamshire County Council is:

e Chief Executive

e Corporate Directors

e Service Directors

1.9  All Chief Officers are directly employed by the Council.

1.10 Nottinghamshire County Council’'s Pay Policy Statement reflects the
wide definition of “remuneration” within the Act. This in€ludes not just pay but
also charges, fees, allowances, benefits in kind, ingreases. in or
enhancements of pensions and termination payments.

1.11 This Pay Policy Statement will be published on the Coungil's website
by 1% April 2013.

1.12 This Statement will be reviewed annually and amended as necessary
to reflect the prevailing legislatiog,at the time; with Bull Council approval as
required.

1.13 This Statement will be complied with'en'each oCcasion when the
Council sets the terms.and conditionsfor'a Chief Officer.

1.14 Unless othérwise stated the information and data in this Statement is
current as at 1°" January 2013.

2. ORGANISATIONAL CONTEXT:

2.1  Thexollowing infarmatien outlines the Council’s operating basis and
general positien in respect of employment, pay and conditions of service and
is pertinent to'the requirements of the Localism Act.

2.2 Nottinghamshire is now the 10th largest local authority in England with
an estimated population of 786,800 (source: ONS mid 2011 population
estimate for Nottinghamshire based on the results of the 2011 Census).

2.3 The Council is the largest employer in the county. Current headcount is

9, 590 directly employed staff as at 30th November 2012 (excluding those in
schools), a significant proportion of whom provide a range of nearly 500 direct
services to the public.

2.4  The Council's gross budget in 2012/13 is £1.2 billion of which £0.9
billion is for the direct running costs of service delivery and £0.3 billion relates
to staffing costs. The Council’s budget is financed by a combination of general
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income £0.1 billion, formula grant £0.2 billion, dedicated schools grant £0.5
billion, general grants £0.1 billion and Council tax £0.3 billion.

2.5  Five posts currently work within the national conditions of service
covered by the JNC for Chief Executives and Chief Officers, these being the
Chief Executive, and four posts of Corporate Director. These posts constitute
the Council’'s Corporate Leadership Team.

2.6 With the transfer of Public Health from the NHS into the County Council
on 1% April 2013 the post of Director of Public Health for Nottinghamshire
County will become part of the Council’'s Corporate Leadership Team.

2.7  All other employees defined by the Localism Act asiChief Officers,
including Service Directors, work within the national cofditions of service
covered by the NJC for Local Government Employeés.

3. DETERMINATION OF PAY AND TERMS AND,CONDITIONS:

3.1 Nottinghamshire County Council continues,t0 subscribe to hational pay
bargaining through the National Joint Council X\NJC) on which the local
government employers are represénted by the LocahGovernment Association
(LGA).

3.2  The Council fully implemented, “Single “Status” in 2008 (this term was
designed by the national employers and trade unions to describe the equal
treatment of all employeesiinirespect ofitheir pay, terms and conditions).

3.3  Arising from this the/Coungcil has an established pay and grading

structure whiChiis,basedon a “pointsito pay” relationship determined through
a Job Evaluationproeess.

34 Job Evaluation:

3.4.1 The consistentevaluation of the relative value of job roles across the
Council ensures a fair, open and transparent pay and reward structure that is
affordable and compliant with Equal Pay legislation and Single Status
requirements.

3.4.2 The County Council continues to use two job evaluation schemes to
evaluate the work of its employees using trained in-house Job Analysts for all
posts other than posts at Service Director level which are subject to an
independent Hay Analysts.
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Hay scheme:

3.4.3 The Hay Group method of job evaluation was selected by the Council as
it has been used extensively across the public sector and particularly in local
government. It provides a coherent model to compare dissimilar jobs and the
characteristics of different levels of work.

3.4.4 There is a specific criteria for determining if the post should be
evaluated using the Hay scheme as outlined in Appendix 4.

3.4.5 If ajob scores less than 175 points (band A) under the Hay scheme, the
job will then be evaluated under the National Job Evaluation,scheme and that
score will determine the grade.

National Job Evaluation (NJE) scheme:

3.4.6 All other jobs are evaluated underdhe National Job Evaluationsscheme.
To ensure consistency across the Councily a joint, Moderating Panel sits
regularly to quality assure the work of the in—house Job Analysts.

3.4.7 The evaluated job score equates to a pay band,on the Council’'s Salary
Scale which is attached as Appendix 3.

3.4.8 The Hay Group.and NJE Job Evaltration 'Sehemes will continue to be
used to establish pay grades for all jobs coveredby the NJC, including
Service Directorss

3.4.9 A copy of the Counel's Grading Policy is attached as Appendix 4. This
is currently"beingyupdatedito reflect“a change in the process which with the
information to evaluate a poshis gathered. The principles outlined in the policy
andsheschemes used have not'ehanged.

35 Performance Related Pay:

3.5.1 Nottinghamshire County Council has not introduced Performance
Related Pay. The‘Council has a Competency Framework which provides a
standard set of behaviours applicable to all employees against key role
descriptors at a range of levels, including Chief Officers. This assessment
informs individuals’ learning plans and supports effective service delivery but
is not related to pay.

3.6 Pay awards and increases:

3.6.1 Nottinghamshire County Council adheres to national pay bargaining in
respect of the national pay spine and any annual cost of living increase
negotiated on the pay spine. The last annual pay rise for Chief Executives of
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local authorities was awarded nationally in April 2008 and the last annual pay
rise for other employees was awarded nationally in 2009.

3.6.2 The LGA currently remain in negotiation with the Trade Unions Side of
the NJC about the pay offer for 2013/14.

3.6.3 Nottinghamshire County Council has given consideration to the
adoption of the “Living Wage” for the U.K. This is a non-statutory minimum
hourly rate set independently and updated annually, calculated according to
the basic cost of living in the UK. Employers choose to pay the Living Wage
on a voluntary basis. The current Living Wage is set at £7.45 per hour outside
London.

3.6.4 The current position of the Council is that it will#aot be adopting the
living wage due to considerations of practicality andfaffardability. The Council
takes the view that the Living Wage is a matter for nationaljrather that local
consideration and determination through the NJE,

3.6.5 Similarly, Nottinghamshire CountydCeuncil have also considered, but
are not currently planning to implement, the'trade unien’s requestjfor local
authorities to implement a £250 pay increase fonthose earning less than
£21,000 as an exception to the pay freeze for the public sector workforce
arising from the Government’s Budget,Statement on Public Sector Pay April
2010.

3.6.6 The LGA has made no formal recommendation to local government
employers to implementthis,part of the. Government announcement.

3.7 Incremental salary progression:

3.7.1 The'Chief Executiverand Corporate Directors are on fixed salaries.
That is¢no incremental progression applies.

3.7.2 TheLGA do recommend that local authorities continue to pay
contractual@mnual increments within their agreed pay bands. Nottinghamshire
County Couneibhave camplied with this and all other employees receive
contractual annuahinerements up to the maximum spinal column point of the
evaluated salary band for their post.

3.7.3 In effect therefore employees below Chief Officer level, other than those
already at the top of their pay band in April 2010, have had some subsequent
increase to their contractual pay.

3.8 Pensions:

3. 8.1 The directly employed staff who are the subject of this policy, including
Chief Officers, are covered by the Local Government Pension Scheme.
Employees who opt into the Local Government Pension Scheme (LGPS) pay
contributions from their salary dependent on earnings as set out in the LGPS
Regulations in the table below:
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Pension Scheme Contributions - Standard pay band table 2012 / 2013:

Band Range Contribution Rate
1 £0 - £13,500 5.5%
2 > £13,500 - £15,800 5.8%
3 > £15,800 - £20,400 5.9%
4 > £20,400 - £ 34,000 6.5%
5 > £34,000 - £45,500 6.8%
6 > £45,500 - £ 85,300 7.2%
7 > £85,300 7.5%

The pay band ranges will be increased each April in ling'withhthe cost of living.

3.8.2 These provisions apply equally to Chief Officers whese salaries place
them in the top of the band range. Chief Officers, who are‘'members of the
scheme, therefore contribute 7.5% of their salary to their membership of the
scheme.

3.8.3 The Employers contribution to the pensien of alhkemployees at all levels
is currently 18.3%.

3.9 Professional fees:

3.9.1 The professional fees of qualified Seélicitersyand Legal Executives and
Architects employed_ by the, Council aregpaid annually by the Council to enable
them to continue te'practice.

3.9.2 Following the*eonclusien.of an informal dispute, a local agreement was
reached in January 2013 for the"Cauneil to make a one off payment for
2012/13¢0nly to"cover thefee, of registration with their professional body (the
Health and Care Professions:Ceuncil), for those Social Workers and
Occupatienal Therapists\who provide proof of registration. Thereafter
payment @fprofessional fees for these occupational groups will continue to be
a personal responsibility.

3.9.3 No professional fees are paid for any other employee groups, including
Chief Officers.

3.10 Acting Up Allowances and Honoraria:

3.10.1 Nottinghamshire County Council’s policy on the payment of Acting Up
Allowances and Honoraria is set out in Appendix 6. Under current Budget
Control measures such payments are only made on an exception basis on the
submission of a full business case, at the discretion of the appropriate Chief
Officer.
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3.11 Overtime and other additional payments:

In line with the NJC national agreement on pay and conditions of service,
employees on spinal column point 28 (£23,708) and below are entitled to
additional payments when required to work:

on Saturday or Sunday

on public holidays

at night

sleeping in duty

split shifts

beyond the full time equivalent hours for the week in question

Members of the Corporate Leadership team are expeeted to be on call at all
times as part of their duties and responsibilities andéreceive none of the
additional payments available to other employees.

3.12 Car Leasing Scheme:

3.12.1 The Council’'s scheme (Appendix 14) applies'to all employees
including Chief Officers. At present no Chief Offieérs are using vehicles
leased under the provisions of the scheme as indicated in Appendix 2

3.13 Payment of expenses:

3.13.1 Where claimed, expenses incutred by staff, including Chief Officers, in
the course of carryin@ out their duties are paid indine with the Council’s Travel
and Accommodation Policy, This is part'ef the nationally agreed terms and
conditions of service supplemented by thes€ouncil’s local conditions as laid
down in its policies on‘TravellingrAliowances (Appendix 11), and Subsistence
Allowancef(Appendix 12).3All expenses claimed by the Chief Executive and
Corporate Directors are published on the County Council’'s website.

3.14 Pay Protection:

3.14.1 The Cauncil’s Pay Protection Policy was last reviewed as part of the
package of changes te@'terms and conditions and associated policies
implemented in ApriF2010 in response to budget pressures. A copy is
attached as Appenhdix 13.

3.14.2 This policy is used in circumstances where the duties of a post change
and following revaluation the grade for the post goes down or where
individuals are redeployed to a lower graded post to protect them from
redundancy.

3.14.3 All employees receive salary protection for a period of two years, but
with salary being frozen at the point at which pay protection starts, i.e.,
employees will not receive any subsequent incremental increases or any
annual cost of living pay awards. At the end of the protection period the
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employee reverts to the maximum spinal column point or spot point of the
substantive grade of their post.

3.15 Redundancy compensation payments:

3.15.1 Contractual notice and redundancy pay in relation to a redundancy is
as set out in the Council’s policy on Redundancy and Early Retirement which
applies to all employees of the Council, including Chief Officers (Appendix 7).
If the employee is aged 55 or over, under LGPS Regulations they can, by
agreement, access their pension benefits without any reduction.

3.15.2 Local Authorities are able to grant, at their discretion, benefits in
excess of the statutory provisions for payments to employees who cease their
employment prematurely on the grounds of redundaney. Under the Equality
Act 2010, Local Authorities are required to develop@nd publish their own
policy on the award of any discretionary redundangy payments for loss of
employment.

3.15.3 Nottinghamshire County Council has,exercised this discretionto apply
a multiplier of 1.65 on the statutory redundaney formula based on age and
local government service, capped at 30 years‘reekonable service. A copy of
Nottinghamshire County Counciks redundancy payment calculator is
contained in Appendix 8.

3.15.4 Contractual redundancy payments are therefore calculated using the
discretionary formula which already ingludes the‘statutory element. This
allows up to 50 weeks actual salary (dependent en age and length of service)
regardless of whether the individual is under or over 55 years of age or
whether the individiahconcerned is in the BGPS pension scheme.

3.15.5 Nogother additional payments or enhancements are payable.

3.15¢6 This policy applies to all direct employees, including Chief Officers.

3.16 Payment on retirement:

3.16.1 Employeesimay also leave the employment of the Council under the
following types of termination:

Efficiency of the service - As set out in the Council’s policy on Redundancy
and Early Retirement this provision would only be used in very exceptional
circumstances.

Flexible Retirement - As set out in the Council’s policy on Flexible Retirement
(Appendix 9) employees may apply to access their pension from age 55 but
remain working at the Council either on reduced pay or reduced hours. Due to
the associated Pension Strain costs this provision has not been applied to
Chief Officers.
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3.16.2 Under the terms of the LGPS Regulations employees may also retire
on the basis of age:

Age Retirement - Under Pension Regulations employees, including Chief
Officers, may automatically access their pension benefits, currently from age
60, when they leave employment. As permitted under the Employment
Equality (Age) Regulations 2006, the Council does not operate a default
retirement age whereby employees are dismissed at age 65.

Early Retirement - As set out in the Council’s policy on Redundancy and Early
Retirement, under LGPS regulations, employees can request access to their
pension from age 55 with the Council’'s consent, and the Council may choose
to waive the actuarial reduction.

3.16.3 Re-engagement of former employees:

Nottinghamshire County Council’s policy on thé'Re-employment and Re-
engagement of Former Employees is set out'in full in Appendix10 and
applies to all employees, including ChiefOfficers. Where the formeremployee
has previously received a voluntary or compulsory redundancy payment, part
or all of the compensatory element of the redundancy payment may be
recovered and abatement of pension could apply.

4. RELATIONSHIP BETWEEN HIGHEST ANPR,LOWEST PAID
EMPLOYEES:

4.1. Highest and [owest paid employees:
4.1.1 TheLouncil’'s highestpaid employee is its Chief Executive (£184,410).

4.1.2¢ For the purpose ef this'Pay Policy Statement, the definition of “Lowest
Paid Empleyee” at Nottinghamshire County Council is LGS employees on
Grade 1 spinal column point 4, equating to £12145 annual basic pay (£6.31
per hour) . ThiSyis the logwest pay point and salary offered for a substantive
post at the Coungil,and exceeds the statutory National Minimum Wage,
currently set at a maximum of £6.19 per hour for employees over 21 years of
age.

4.1.3 Currently, approximately 76% of the Council’s employees on NJC
terms and conditions are paid at or above the nearest full time equivalent
point to the Living Wage for people over age 21 (see section 3.6.3 above) on
the Councils pay spine (point 11 which equates to £7.449 per hour)

4.2 Relationship between the Pay of the Highest and Lowest Earner:

4.2.1 When expressed as a multiplier of pay, the Chief Executive’s salary is
currently 15:1 greater than that of the Council’s lowest earner.
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4.3 Median Pay of Workforce:

4.3.1 For the purpose of this Pay Policy Statement, Nottinghamshire County
Council has based the calculation of its “average basic pay” on Government
guidance (DCLG) which requires use of the Median figure.

4.3.2 As at 1* January 2013, the Council’s Median pay was: £17,161 per
annum (approx spinal column point 18 on the Council’'s pay scale).

4.4  Pay Multiple:

4.4.1 The relationship between the Chief Executives pay and that of the
Council’'s median earner (£17,161) is a ratio of 11:1.

4.4.2 Nottinghamshire County Council does not cugentlyyhave a policy of
maintaining or reaching a specific pay multiple target.

5. LEVEL AND ELEMENTS OF REMUNERATION,OF CHIEF OFRIGERS:

5.1 The pay of Chief Officers at Nottinghamshire County Council is
determined by its democratically,elected representatives through its
Personnel Committee which, undereurrent constitutional arrangements, has
delegated authority from the County, Couneil to make ‘de€isions on behalf of
the Council relating to pay, terms and conditions, (see/Appendix 15)

5.2  Under currentfConstitutional arrangements, Chief Officer appointments
are made by elected members on the Senior Staffing Sub Committee which is
a sub committeé of'the Policy Committee

5.3 Thefcomparative level of remuneration of each Corporate Director is
decided on the basis'ef their particular accountabilities and responsibilities
(incldding any statutorysresponsibilities) and the size of the job, taking into
accountithe range of services provided the number of employees and the size
of the population within'their remit. This is supported by information from the
Hay Group on median pay rates for comparative roles of a similar size in a
range of public 'seetorrganisations across the country.

5.4 The table at Appendix 2 sets out a comprehensive breakdown of all
pay related terms and conditions offered to the Council’s 20 Chief Officers
and are in line with those which apply to other members of staff.

55 Remuneration of Chief Officers on recruitment:

5.5.1 The starting salary of the Service Directors falls within the pay band for
their job, as set out in Appendix 2 and 3, and is subject to annual incremental
progression to the top point of the pay band.

5.5.2 New Service Directors will normally start on the minimum pay point for
their pay banding and will not be offered more than the maximum. In seeking
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to appoint from outside the Council there may be a need to offer more than
the minimum of the grade to secure the appointment of the preferred
candidate. In any case the starting salary offered will not be more than the
maximum of the pay band for the evaluated grade of the job unless another
policy such as Market Factor Supplements is applicable.

5.5.3 On appointment, a Chief Executive or Corporate Director will be
appointed to the agreed spot salary for their post.

5.6 Returning / Counting Officer’s Fee:

5.6.1 In Nottinghamshire, the County Council’s Chief Executive is the Chief
Officer nominated as Returning Officer in charge of theyrunning of Local,
European, Parliamentary Elections and National Referénda. The Council does
not govern the fee payable for these elections @s™ithis funded by central
government and is therefore not related to Nottinghamshire County Council’s
terms and conditions. The fee paid to thedCounty Couneil for the Chief
Executive undertaking this function is retained by the Couneil. The Chief
Executive receives no additional remunegation.

57 Deputy Chief Executive

The Council makes an additional‘payment of £416.674per month to the
Corporate Director nominated to formallysdeputise forthe Chief Executive.
Currently this is the Corporate Director Adult Secial Care, Health and Public
Protection.

5.8 MonitoringdOfificer's Fee:

5.8.1 The Council’'s Corperate Director Policy Planning and Corporate
Services edrrentlyfulfils the,statutory“ebligations of the Monitoring Officer to
ensuredNottinghamshire County Council, its officers, and its elected
Coungillors maintain‘the highestistandards in all they do. The Monitoring
Officer'silegal basis is found in"Section 5 of the Local Government and
Housing A€td989; as amended by the Local Government Act 2000. This duty
was taken int@ eonsideration in the evaluation of the salary of the Corporate
Director Policy, Planning and Corporate Services post under the Hay Group
Job Evaluation scheme. The postholder also undertakes the Monitoring
Officer role to the4Police and Crime Panel but receives no additional
remuneration for this work.

5.9 Section 151 Officer

5.10.1 In Nottinghamshire County Council this responsibility under the local
Government Act 1972 is undertaken by the Service Director Finance and
Procurement. This duty was taken into consideration in the evaluation of the
salary of the Service Director Finance and Procurement under the Hay Group
Job Evaluation scheme. No separate payment is made for undertaking this
function.
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5.10 Payments to Chief Officers on ceasing to hold office or be employed by
Nottinghamshire County Council:

5.10.1 To ensure accountability is maintained Under Part 6 ¢ of the Council’s
current Constitution (Appendix 15), under delegated powers from Full
Council, the Senior Staffing Committee is responsible for the appointment and
dismissal of and the taking of disciplinary action against senior employees,
that is the Chief Executive, Corporate Directors and Service Directors, this
includes the Monitoring Officer and Section 151 Officer.

5.10.2 The Council’'s payment to Chief Officers leaving the Council is made
under the same types of termination and same rules as for other employees
as set out in section 3 above and the relevant policies.

Appendices 1 - 15: See separate document.

Page 30 of 154
14



Appendix 1: Nottinghamshire County Council Top Level Structure Chart January 2013

CORPORATE

DIRECTOR
Adult Social Care,
Health and Public

Protection

Service Director
Promoting Independence
and Public Protection —
Pay Band |

Service Director

Joint Commissioning
Quality and Business
Change - Pay Band |

Service Director
Personal Care and
Support Younger Adults-
Pay Band |

Service Director
Personal Care and
Support Older Adults -
Pay Band |

CORPORATE
DIRECTOR
Children, Families
and Cultural
Services

Service Director
Youth, Families and
Culture- Pay Band |

Service Director
Children’s Social Care -
Pay Band |

Service Director
Education, Standards and
Inclusion - Pay Band |

Service Director
Capital Projects - Pay
Band |
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CORPORATE
DIRECTOR
Environment and
Resources

Service Director
Transport, Property and
Environment - Pay Band |

Service Director
Financial Services - Pay
Band |

Service Director
ICT- Pay Band |

Service Director
Highways - Pay Band |

Service Director
HR and Customer
Service - Pay Band |

CORPORATE
DIRECTOR

Policy, Planning and
Corporate Services

Service Director
Improvement
- Pay Band |

Service Director
Communications and
Marketing - Pay Band H



Appendix 2 (draft) : Chief Officer Pay at Nottinghamshire County Council as at 1% January 2013

Chief Officer post Current annual Salary scale | Increase and Bonuses Benefits in kind | Increase / Amount payable Car Lease
(see structure chart at | basic pay (see additions inc enhancements on cessation of (Y/N)
appendix 1) appendix 3) | any Honoraria to pension employment

or MFS
Chief Executive ( £184,410 CE NIL Not Not applicable — Not applicable - As per agreed N
Returning Officer) Applicable none paid LGPS provision redundancy
Corporate Director £121,371 Cco NIL under Single apply to all NCC | compensation N
Policy Planning Status staff ( see page 5 | provisions
Services (Monitoring Agreement of PPS) applicable to all
Officer) NCC staff ( see
Corporate Director £134,908 CcO NIL appendix 7) N
Children , Families and
Cultural Services
Corporate Director £121,371 (6{0) £416.67 per N
Adult Social Care and calendar month
Public Protection as Deputy Chief

Executive
Corporate Director £121,371 (6{0) NIL N
Environment and
Resources
Service Director £87,038 Band | NIL N
Promoting
Independence & Public
Protection
Service Director Joint £85,193* Band | Inc annual N
Commissioning , increment 1.4.12
Quality and Business
Change
Service Director £87,038 Band | NIL N

Personal Care and
Support - Younger
Adults
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Service Director £87,038 Band | NIL

Personal Care and

Support —Older Adults

Service Director Youth, | £85,193* Band | Inc annual
Families and Culture increment 1.4.12
Service Director £85,193* Band | Inc annual
Children’s Social Care increment 1.4.12
Service Director £87,038 Band | NIL

Education Standards

and Inclusion

Service Director Capital | £87,038 Band | NIL

Projects

Service Director £81,744* Band | Inc annual
Improvement increment 1.4.12
Service Director HR & £87,038* Band | Inc annual
Customer Service increment 1.4.12
Service Director £68,579* Band H Inc annual
Communications and increment 1.4.12
Marketing

Service Director £87,038 Band | NIL

Transport, Property and

Environment

Service Director £87,038 Band | NIL

Finance and

Procurement

(Section 151 Officer )

Service Director ICT £81,744* Band | Inc annual
Service Director increment 1.4.12
Highways £81,744* Band | Inc annual

increment 1.4.12
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Appendix 3:
Pay Scales

Local Government Scheme - Salary scales 2009, 2010
2011 and 2012

01/04/2009 01/04/2009 01/04/2009
SCP and SCP and SCP and
01/04/2010 01/04/2010 01/04/2010

£12,145 35 £29,236 66 £59,842

£12,312 36 £30,011 67 £61,199

£12,787 38 £31,754 69 £64,150

4
5
6 £12,489 37 £30,851 68 £62,670
7
8

£13,189 39 £32,800 70 £65,624

9 £13,589 40 £33,661 71 £67,105

10 £13,874 41 £34,549 72 £68,579

11 £14,733 42 £35,430 73 £70,179

12 £15,039 43 £36,313 74 £71,776

13 £15,444 44 £37,206 75 £73,379

14 £15,725 45 £38,042 76 £74,979

15 £16,054 46 £38,961 77 £76,579

16 £16,440 47 £39,855 78 £78,301

17 £16,830 48 £40,741 79 £80,024

18 £17,161 49 £41,616 80 £81,744

19 £17,802 50 £42,470 81 £83,467

20 £18,453 51 £43,357 82 £85,193

21 £19,126 52 £44,276 83 £87,038

22 £19,621 53 £45,160 84 £88,884

23 £20,198 54 £46,092 85 £90,726

24 £20,858 55 £47,023 86 £92,575

25 £21,519 56 £47,955

26 £22,221 57 £48,902

27 £22,958 58 £49,502

28 £23,708 59 £50,736

29 £24,646 60 £51,968

30 £25,472 61 £53,199

31 £26,276 62 £54,425

32 £27,052 63 £55,779

33 £27,849 64 £57,136

34 £28,636 65 £58,487
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MIN MAX
GRADE | gcp | scp
Grade 1 4 8
Grade 2 9 13
Grade 3 14 18
Grade 4 19 23
Grade 5 24 28
Band A 29 34
Band B 34 39
Band C 39 44
Band D 42 47
Band E 47 52
Band F 56 61
Band G 63 68
Band H 69 74
Band | 78 83
Band J 81 86
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Appendix 4:

Nottinghamshire County Council’s Grading Policy

1. Introduction

This policy explains how posts within the County Council are graded. It
covers all staff employed on the National Joint Council for Local Government
Services (Green Book) conditions, excluding Corporate Directors.

2. Principles

2.1 The County Council is committed to ensuring that the grading of posts is
undertaken to ensure consistency, fairness, openness and equality of
treatment. In pursuit of this the following principles will be upheld:

2.1.1 All posts will be evaluated and graded using either the National Joint
Council Job Evaluation Scheme or the Hay Job Evaluation Scheme according
to the criteria set out in 3.1, and no other method.

2.1.2 Performance related pay will not be a feature.

2.1.3 The grade will relate to the post and not the employee.

2.1.4 There will be equal pay for work of equal value.

2.1.5 All considerations which may discriminate unfairly will be eliminated.
2.1.6 Grades need to accurately reflect the duties and responsibilities of the
post, so where these have changed sufficient to be reflected in their
evaluation then either managers or employees can request a re-evaluation.

3. Determining the Correct Evaluation Scheme

3.1 The following criteria will be applied to determine the most appropriate job
evaluation scheme under which to evaluate a job. Jobs will be evaluated first
under the Hay job evaluation scheme if:

3.1.1 The job requires a full professional qualification or an equivalent level of
organisational policy and procedural knowledge (i.e. would score level 6 or
higher for Knowledge in the NJC scheme or level E for Technical Know-how in
the Hay scheme), OR

3.1.2 The post holder manages a discrete function or activity, OR

3.1.3. The post holder is the Authority’s corporate expert on a specialised
technical subject
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3.2 If the job scores less than 175 points (Band A) under the Hay scheme, the
job will then be evaluated under the NJC scheme and that score will
determine the grade.

3.3 All other jobs will be evaluated first under the NJC scheme. If the job
scores in excess of 600 points, it will be evaluated under the Hay scheme and
that score will determine the grade.

3.4 Disputes regarding the correct scheme to use will be resolved by the
Moderating Panel.

4. Process

4.1 The evaluation process will be the same regardless of the job evaluation
scheme used.

4.2 Posts will need to be evaluated:

e When they are established

o Where there have been changes in the duties and responsibilities

e At the request of the manager or employee (where they can
demonstrate that there has been a significant change to the role)

o Following a restructuring where changes will impact on the post.

4.3 Where employees wish to have their posts re-evaluated they must first
discuss their concerns with their line manager. If the job holder and the line
manager disagree about the need for a re-evaluation this should be resolved
using normal Council procedures.

4.4 Where managers wish to put the post through a new evaluation they must
first inform the affected employees of their intention.

4.5 Having established the posts to be evaluated the manager will then
contact the Job Evaluation Team to request the evaluation. However it is
important to note that where duties have been reallocated all affected posts
must be re-evaluated.

4.6 The JE Team will issue a Job Description Questionnaire; the
questionnaire will be the same regardless of the evaluation scheme to be
applied.

4.7 Where the post is vacant then the manager must fill in the Job Description
Questionnaire.

4.8 Where there is a single job-holder the job-holder should fill in the Job
Description Questionnaire with the manager. Where the job-holder is a
member of a trade union they can have the support of a steward.

4.9 Where the evaluation is for a small group of staff the manager should
convene the whole group and complete the form together. Where there is a
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large group or where it is not possible for all staff to fill in the Job Description
Questionnaire then the group must elect a representative to fill in the Job
Description Questionnaire on their behalf. The completed Job Description
Questionnaire should be shared with the whole group before being submitted
for evaluation.

4.10 Completed job description questionnaires will be subject to an initial
assessment by a job analyst. If any of the information in the form is unclear,
incomplete or not relevant the analyst will contact the line manager and/or the
job holder to seek clarification. Any additional information gained will be
shared with the job holder.

4.11 The Job Analyst will then evaluate the job using the appropriate job
evaluation scheme.

4.12 The evaluation will then be moderated by a joint panel comprising an
equal number of management and trade union representatives. The
managers and employees will be notified of the evaluation of the post within
10 days of the moderating panel meeting.

4.13 The effective date of the evaluation shall be:

4.13.1 The date of the change / restructuring that triggered the evaluation,
although this date cannot be more than 6 months before the request to be
evaluated.

4.13.2 Where there are no identifiable points of change the effective date shall
be the day the evaluation was requested.

5. Appeals

5.1 Introduction

5.1.1 Where employees are dissatisfied with the evaluation of their post they
have the right to appeal. Employees should normally appeal within 10
working days of written receipt of the outcome of the evaluation, although this
may be extended if circumstances warrant it. Where employees appeal the
evaluated grade will not be implemented until the outcome of the appeal is
known.

5.1.2 The appeals process is the same regardless of the evaluation scheme
used.

5.1.3 Appeals can result in job scores going up, staying the same or going
down. Any change of grade that arises from the appeals process will be
implemented with effect from the date of the changes that triggered the re-
evaluation or 6 months, whichever is the less. Whenever the grade of a post
is reduced as a result of an appeal, the Council’s agreed pay protection
scheme will apply.
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5.1.4 The outcome of the appeal process will be final. There will be no further
right of appeal, either within or outside the County Council.

5.2 Appeals Process
5.2.1 The grounds for appeal are that:

e The wrong job evaluation scheme has been applied; or
e The applicable scheme has been wrongly applied; or
e There is new or better information available to support the evaluation

5.2.2 Appeals must be registered by the job holder using the published form.
Appeals in respect of vacant posts may be registered by the line manager.

5.2.3 Following receipt of the completed registration form, the job evaluation
team will request the completion of a job description questionnaire in respect
of the relevant factors. The job description questionnaire must be completed
by the job holder and counter-signed by their line manager. If in exceptional
circumstances the job holder and the line manager disagree about the
accuracy of any of the information the job holder has provided, this should be
resolved prior to submission of the form. The job holder may be assisted by
their trade union representative, at their own discretion, and may seek advice
from the job evaluation team.

5.2.4 Where there is more than one job holder in a particular job, a workplace
meeting of the whole group of job holders will be convened. That meeting will
decide whether or not an appeal should be pursued in respect of the job, on
the basis of a simple majority of those present. If the meeting decides to
pursue an appeal, members of the group will nominate a representative to
complete the job description questionnaire on their behalf, but all members of
the group will be given the opportunity to comment on the completed form.

5.2.5 Individuals or sub-groups who are able to demonstrate that their job is
different from the rest of the group may be considered for a separate
evaluation.

5.2.6 Completed job description questionnaires will be subject to an initial
assessment by a job analyst. If any of the information in the form is unclear,
incomplete or not relevant the analyst will contact the line manager and/or the
job holder to seek clarification. Any additional information gained will be
shared with the job holder.

5.2.7 Appeals will then be considered by a joint review panel. The joint review
panel will comprise three members, two of whom have had no previous
involvement in the job evaluation process for the post, with one member being
from the joint moderating panel, to support consistent application of the
scheme.

5.2.8 The panel will consider the evidence that has been submitted against all
relevant factors. Where the panel considers that the evidence submitted
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impacts on factors other than those identified in the appeal, these will be
taken into account by the panel and the appellant will be notified accordingly.

5.2.9 Where the evidence submitted clearly supports the appellant’s case, the
panel will uphold the appeal. The job evaluation team will notify the job holder
and their line manager of the outcome of the panel’s deliberations within 10
working days of the panel’s meeting.

5.2.10 Where the evidence submitted is less clear cut, the meeting shall be
adjourned and the job evaluation team will write to the job holder setting out
the panel's concerns.

5.2.11 The panel will subsequently be reconvened and the line manager, job
holder and their representative, where requested, will be invited to attend.
Where the appeal is on behalf of a group of job holders, the group’s
nominated representative(s) will be invited to attend.

5.2.12 This will provide the opportunity to highlight the areas of concern and
for the panel to ask questions of the job holder and line manager to clarify
areas of difference, following which all parties will be asked to withdraw.

5.2.13 The panel will then determine the outcome of the appeal taking
account of any representations made. The outcome of the panel’s decision
will be notified within 10 working days.

5.2.14 Following completion of the above procedure there will be no further
right of appeal.

Note - Where managers are concerned about their ability to recruit or retain
staff on the evaluated grade then they may be able to make a case for a
Market Factor Supplement (see Appendix 5).
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Appendix 5:

Nottinghamshire County Council’s Process for Assessment and
Approval of Market Factor Supplements (MFS)

1.

11

1.2

13

14

Evidence required.

Where a Chief Officer believes that there may be a case for the
payment of a market factor supplement in relation to a particular job,
they will submit evidence to the Pay Board for consideration.

The Service Director responsible for the job in question or their
delegated Service Head will produce a report setting out the business
case for the Board’s consideration, and may be required to attend a
meeting of the Board to present the detail.

Evidence provided in the report should show that pay is a key factor in
relation to the Authority’s ability to recruit/retain employees in the job
role concerned.

The evidence submitted will be based on the following criteria and
should be shown in a number of these areas in order to give a
rounded picture.

¢ Information from external salary surveys showing that NCC pay is
below the market rate for the job;

e Press articles about particular national skills shortages in the
related occupational area;

¢ Information about similar jobs elsewhere that offer greater
remuneration packages. These should not be taken simply at face
value but should consider:

- The comparability of the job description and person specification
requirements.

- The geographical location of the job(s) and the relative cost of
living

- How typical the job(s) and package is — a review of other
external recently advertised, similar jobs should take place to get
a balanced view.

¢ Evidence that employees/potential employees within a particular
employment group or geographical area are being attracted to
alternative jobs within that employment group, area or other
organisation and that pay is the main driving factor in this.
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2.1

2.2

2.3

e Evidence of recruitment difficulties. The reasons for such
difficulties need to be examined to establish whether or not pay is
the key issue. Closer examination should involve:

0 Advertising response rates and the media used.

o0 Surveys of individuals who have shown an interest
(requested job details) but not returned an application to
establish their reasons.

o Other supporting evidence may include:
o Evidence of job offers to individuals

o Turnover rates within the team/section — there would need
to be evidence from exit interviews that pay is the cause of
high turnover and not some other factor.

Process for approval.

If Pay Board is not satisfied that sufficient evidence exists to
show the need to pay a market factor supplement it may either
reject the request, giving reasons to the Chief Officer concerned,
or ask that more evidence is provided in order that further
consideration may be given before it makes its final
recommendation. In the case of partnership posts the Chief
Officer of the partners concerned will make the final decision.
The grounds for such decisions will be recorded, to help ensure
a consistent approach to such cases.

If the Pay Board is satisfied that sufficient evidence exists (in
accordance with the criteria set out above) details of the post
and the evidence provided will be forwarded for independent
validation. Pay Board may also ask Departmental HR Advisors,
or where appropriate external agencies to:

. Advise the Pay Board where, in their experience, this type
of job requiring the appropriate skills, experience etc
would attract higher pay than the original evaluation
supports, and

. Advise the Pay Board of the appropriate pay band to be
awarded as a market factor supplement that they would
recommend in relation to this job.

The Pay Board will consider the advice received from the
independent agency, plus any other data (e.g. from the Local
Government Information Unit) that may be relevant to that
particular job, when drawing up its final recommendation.
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2.4

2.5

2.6

2.7

Pay Board will make a recommendation on an appropriate
indicative level of payment for the Market Factor Supplement,
normally prior to the selection process for the post. Where this
results in recruitment difficulties Pay Board may be asked to
reconsider the recommended level of payment in the light of
additional information arising from the recruitment process.

The recognised trade unions will be informed of all decisions to
pay Market Factor Supplements.

The payment of any Market Factor Supplement will be time
limited for up to a maximum of three years and subject to annual
review. The outcome of the review will normally be applied
according to the circumstances of the case. (In the case of a
fixed term contract, the Market factor Supplement will be set for
the duration of the contract, subject to a maximum of three
years.) Re-assessment of market factor supplement payments
will take place through the collection of evidence and process
set out in this document.

Where a base grade changes after appeal, any market factor
supplements will be assimilated into the pay adjustment for the
substantive grade.
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Appendix 6:

Nottinghamshire County Council’s Policy on Acting up and Honoraria
Payments

Criteria for Awarding Acting Up and Honoraria Payments
1. Principles

1.1 The policy and payment criteria for both acting up and honoraria payments
will apply to all posts, regardless of the amount of payment involved.

1.2 Payment of any acting up or honorarium will only apply to situations of
more than four weeks in duration.

1.3 Payment of any acting up or honorarium will usually be for a maximum of
12 months.

1.4 If an honorarium or acting up arrangement is to continue beyond six
months, it should be reviewed at six months and in any event, in normal
circumstances, should not exceed 12 months.

1.5 Where the change to the job role is permanent, it should be re-evaluated
under current job evaluation arrangements to take the new duties into
account.

1.6 Senior officers are expected to work flexibly and honoraria provisions will
not normally apply to officers on Hay Band F and above, other than in very
exceptional circumstances agreed by the Chief Executive.

1.7 Project work, including cross cutting corporate project work and project
work involving external partners is a requirement of all senior officers on Hay
Band F and above and will not, normally, merit an honorarium payment.

1.8 Departments will ensure that this requirement is reflected in job
descriptions for all posts at third tier level in the new departmental structures,
subject to collective agreement.

1.9 Opportunities for discrete and time limited project work, which may be
promotional, should normally be advertised in accordance with agreed
recruitment and selection guidelines and will be appointed to at the evaluated
rate for the project duties and responsibilities concerned.

1.10 Honoraria will not usually be paid where additional work is undertaken
which is of a like nature to the individual’'s existing job description i.e. of the
same type at the same level.

1.11 A fully documented business case should be made by the department to
support all proposals for acting up and honoraria payments.
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1.12 The business case will include evidence to illustrate the following:

1.12.1 The reason for the proposed payment, for example to cover a long
term absence or undertake a specific piece of work

1.12.2 Posts affected and grades of the substantive and higher level /
alternative duties involved

1.12.3 The extent of different and /or additional duties involved i.e. - full or
partial, if partial quote percentage

1.12.4 The duration, specifying dates from and to

1.12.5 Alternatives considered. In many situations the need for extra work of
the same type to be undertaken on a temporary basis can be accommodated
without the need for additional payment.

1.12.6 Cost. The calculation of the amount of payment should be made in
accordance with the guidance set out under the criteria for calculating
payments

1.13 These rules should normally be applied in each case, however, where
this can be demonstrated by the business case; in very exceptional cases it
may be more appropriate to adopt a token payment approach.

2. Process

2.1 The circumstances potentially justifying an honorarium, and where
possible the likely period involved, shall be identified at the outset and agreed
with the employee.

2.2 The manager should submit their written business case, listing all the
elements set out in 1.above, to their departmental management team.

2.3 The advice of the HR team should be sought as necessary and the
proposal copied to the Service Head (HR).

2.4 Corporate Directors will apply the criteria at 1 above and decide whether
honoraria or acting up proposals should be implemented, seeking the advice
of the Service Director Corporate Services (HR) as necessary.

2.5 The Corporate Director's decision on honoraria will be subject to scrutiny
through Delegated Decision.

2.6 Decision reports on honoraria should be constructed in such a way as to
avoid the need for exemption.
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3. Definition
3.1 Acting up

3.11 An “acting up” situation is defined as one where an employee(s), for any
reason other than annual leave, is called upon to undertake the full duties and
responsibilities of a higher graded post for a continuous period of at least four
weeks.

3.12 Acting up may be shared between two parties on a pro- rata basis. To
qualify as “acting up”, the employee(s) concerned must undertake the full
duties and responsibilities of the higher level post, as set out in the agreed
job description, for the duration of the period concerned i.e. 100 percent of the
duties for a specified percentage of the time.

3.13 Consideration should be given to advertising more widely in longer term
situations such as maternity cover.

3.14 After four weeks, an approved acting up payment commensurate with the
evaluated grading of the post temporarily occupied will be made, backdated to
the first day of acting up, period, as set out in the delegated decision report.

3.2 Honoraria

3.21 An honorarium payment may be granted in circumstances where
employees temporarily undertake a proportion of a higher level of duties and
responsibilities outside the scope of their normal post, where these are
significant and over an extended period, but short of undertaking the full
duties and responsibilities of the higher graded post.

3.22 Such circumstances may include:

3.2.2.1 Shared responsibility with more than one employee undertaking a
specific and or separate part of a wider role which has been evaluated as
having higher level duties.

3.2.2.2 A substantial addition of some higher level duties to the employee's
job for a specific period and where a permanent re-evaluation as a changed
job is deemed inappropriate.

3.2.3 The proposed payment shall be paid in the normal pay cycle and shall
have regard to:

3.2.3.1 The evaluated level of the higher graded job. This may necessitate a
reference to the Job Evaluation team if the higher level work has changed
significantly.

3.2.3.2 Any additional hours over and above the employees existing
contractual hours worked over the applicable period. These will be
remunerated at plain time rates, subject to the discounting of four hours each
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week or any extra working associated with the employee's substantive job,
whichever is greater.

3.2.3.3 Pro rata principles where applicable e.g. two or more employees
sharing a higher graded post by undertaking separate and distinct duties
within it.

Criteria for the Calculation of Acting Up and Honoraria Payments
1. Acting up payments

1.1 Where an individual undertakes the full duties and responsibilities of a
more highly graded job, subject to satisfying the criteria for awarding
payments, they should receive the salary appropriate to the bottom point of
the evaluated grade of the higher graded job.

1.2 Were there is an overlap between the individual's current spinal column
point on their substantive grade and the bottom point of the pay band of the
higher graded job they should be awarded one additional increment.

1.3 Where individuals are in receipt of an agreed salary protection and there is
a difference between their protected grade and that of the substantively higher
graded job, the acting up payment should be calculated based on the
difference between their protected salary and the grade of the higher job for
the duration of their ongoing protection period.

1.4 If the protected grade is higher that the grade of the “acting up” in relation
to the individuals’ substantive post , the higher level protection will continue to
apply for the duration of the remaining protection period, reverting to an acting
up situation as and when the protection ends.

1.5 All payments will be back-dated to the start of the arrangement, subject to
any annual incremental progression but excluding accelerated incremental

pay.

2. Honoraria Payments - Higher Graded Posts

2.1 Where an individual undertakes a proportion, but not all, of the duties of a
more highly graded job (i.e., partial acting up), an honorarium payment may
be made, subject to satisfying the criteria for awarding payments.

2.2 The total amount payable will be calculated by assessing the proportion,
expressed as a percentage, of the higher graded role that is being
undertaken, and multiplying this by the difference in pay between the current
and higher graded role for the period of partial acting up.

2.3 The honorarium should be paid in monthly instalments (back-dated to the
start of the arrangement), particularly where there is uncertainty about the
likely duration of the partial acting up.
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2.4 The rate used should be the spinal column point that the individual would
receive if they were appointed to the higher graded job. This would normally
be the minimum of the grade, but may be higher (i.e. the next available
increment above the individual’s own current pay) in the case of overlapping
pay bands.

2.5 Where individuals are in receipt of an agreed salary protection, the
honoraria payment should be calculated based on the difference between
their protected salary and the grade of the higher job for the duration of the
ongoing protection period.

3. Undertaking Additional Duties

3.1 An honorarium may also be appropriate where an individual at band E or
below undertakes work from a different job type in addition to their own role,

with no additional staffing resource, and that work is evaluated on the same

pay band.

3.2 Such honorarium payments will normally be based on five percent of the
individual's substantive pay (including any ongoing salary protection) for the
period of undertaking additional duties.
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Appendix 7:

Nottinghamshire County Council’s Policy on Redundancy and Early
Retirement

1. Definition

1.1 A “redundancy” occurs where the County Council needs to reduce its
workforce, for example where an establishment is closing down, or because
fewer employees are needed for work of a particular kind. Normally the job will
have disappeared.

1.2 Non school based employees affected by redundancy, will be considered
under the provisions of the Redeployment Policy.

1.3 Agreed process for selection for redundancy of employees on teacher’s
terms and conditions and support staff based in schools is separate and any
changes will discussed through the School and Soulbury JCNP. Consultation
with trade unions on any proposed redundancies will be in accordance with
the specific procedure and guidance covering these employees which is in
place at the time.

2. Redundancy Situations

2.1. Compulsory redundancy will only be instigated when all other reasonable
available means of managing business needs have been considered and
exhausted.

2.2 Details of proposed large scale redundancies including the full financial
implications will be subject to departmental or corporate Delegated Decision
Reports as appropriate to the service(s) concerned.

2.3 Corporate Directors should identify and quantify possible redundancies
and make every effort to identify posts and therefore individuals who are at
risk of redundancy.

2.4 The County Council will endeavour to ensure that all reasonable means
are utilised to effectively manage employee redundancies arising out of
redundancy situations.

2.5 To reduce the possibility of compulsory redundancy, the following
measures may be considered where appropriate:

« the possibility of releasing a “not at risk” employee to avoid an “at risk”
employee being made compulsorily redundant (this is known as
“substitution” or “bumping”), dependent upon available posts,
transferability of skills experience, timescale and budget
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« voluntary reduction in hours or “job sharing”: may be appropriate where
a redundancy situation could be avoided by a number of employees
reducing their hours

« voluntary redeployment: dependent upon available posts, transferability
of skills experience, timescale and budget

« voluntary redundancy/early retirement: seeking expressions of interest
from employees who are willing to volunteer for redundancy (see 2.6
below).

2.6 Corporate Directors have delegated authority to agree individual cases of
voluntary redundancy, with or without early retirement, taking account of the
financial implications.

2.7 There is no guarantee that every request for voluntary redundancy will be
agreed and employees expressing an interest are not bound to accept the
severance package offered, neither will they be able to appeal a refusal of
their application.

2.8 The basic principles as regards voluntary redundancy are:

o there is a need to reduce staff numbers in the volunteers’ service area

« releasing the volunteer will allow another employee at risk to secure
continued employment

« the remaining staff have the skills, qualifications and experience to fill
the remaining posts and ensure continued excellent service delivery

2.9 In the event that there are more volunteers than reductions required,
selection will be made using a skills audit to ensure service delivery can be
maintained and account will be taken of the cost to the Council of agreeing the
redundancy in each case.

2.10 Individuals taking early retirement should be encouraged to attend a pre-
retirement course, organised through the County Council, details are available
on the Learning and Development System (LDS).

3. Consultation

3.1 There are statutory requirements in relation to consultation which the
Council are required by law to comply with where it is proposed to dismiss 20
or more employees (Section 188 of the Trade Union and Labour Relations
(Consaolidation) Act 1992 (TULR (C) A) 19), however, it is normal County
Council policy to also apply the 30 day consultation period in circumstances
involving less than 20 people wherever possible.

3.2 The purpose of consultation is to provide as early an opportunity as
practicable for all concerned to share the problems and explore options. The
County Council will keep the trade unions informed as fully as possible.
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3.3 Consultation will begin:

o atleast 30 days prior to the first notice of dismissal being issued when
the County Council proposes to dismiss as redundant up to 100
employees at any one establishment in a 30 day period

o atleast 90 days prior to the first notice of dismissal being issued when
the County Council proposes to dismiss as redundant 100 or more
employees at any one establishment in a 90 day period.

3.4 In general, consultation should begin as soon as the possibility of
redundancy arises to agree a protocol in relation to the information on which
employees and trade union representatives will be consulted and a
commitment to consider alternative proposals.

3.5 The consultation process should precede any public announcement of
specific redundancies.

3.6 The statutory rules require the authority to consult on the following:

+ the reason for the redundancies

« the number of and type of employees affected as against the overall
number of employees of that type

« the method of selecting for redundancy

o the method of carrying out the dismissals and the time period after
which the dismissals will happen

« the method of calculating the redundancy payment.

3.7 No notices of dismissal will be issued until consultation is completed.
Consultation will be through the trade unions or other employee
representatives and will be undertaken at the earliest opportunity to also seek
ways to mitigate and avoid redundancies wherever possible.

3.8 The only possible exception to this may be where applications for
voluntary redundancy have been approved, the employee has accepted the
severance package on offer and the authority can issue formal notice of
dismissal and the employees trade union or if a non-union member their
representatives agrees to their early release prior to completion of the
consultation.

4. Selection for redundancy

4.1 Posts at risk will be identified before any selection of individuals for
redundancy has been carried out.

4.2 Individual employees at risk will be identified following an enabling or
redundancy selection process designed to determine which of the employees
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working in a prospective redundancy situation are at risk of redundancy and
from what date.

4.3 There are occasions when the employees at risk are identified
automatically by the very nature of the duties undertaken and the area of
redundancy.

4.4 Once the employee has been informed that they have been identified,
they should be invited to a formal, individual meeting with the manager who is
responsible for making the final decision in relation to redundancy (or other
designated officer). The employee is entitled to be represented by their trade
union representative, colleague or other identified support person at these
meetings. Formal notice of dismissal may be issued following this meeting.
See Managing the consultation process for checklists and further guidance.

5. Appeals

5.1 Statutory dismissal and redundancy procedures are revoked under the
Employment Act 2008, including redundancy situations.

5.2 Employees selected for redundancy will have a right of appeal against
dismissal to Elected Members.

5.3 The process for the appeal will be in accordance with the Appeal Hearing
Procedure except that management reserve the right to present cases
collectively where the business case is the same.

5.4 An appeal should be lodged with the Corporate Director and Democratic
Services within 10 working days of receipt of such confirmation of dismissal by
reason of redundancy. The full process and supporting pro-forma

are available from HR Teams.

5.5 Any appeal in relation to compulsory redundancy is limited to the
application of the redundancy process on the grounds that the selection for
redundancy was unfair. The appeal process cannot be used to complain
about the fact of the business decision to reduce or cease work in a particular
area.

5.6 There will be no right of appeal in respect of non- selection for voluntary
redundancy or refusal to agree an application for voluntary redundancy.

6. Training and Retraining

6.1 The Employment Rights Act 1996 gives employees with 1 year or more
continuous employment who are to be made redundant a right to reasonable
time off work with pay to arrange training or to look for new employment.

6.2 The granting of leave to enable redundant employees to seek alternative
employment is a matter for Corporate Director's discretion (or other
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designated officer). As a general guide, it may be considered appropriate to
allow up to 3 days for this purpose but it should be borne in mind that the
entitlement is an individual one and each case should be considered on its
own merits.

7. The Statutory Redundancy Payment

7.1 The Government has exempted the determination of statutory redundancy
payments from the provisions of the Equality Act 2010 which apply to the
calculation of any additional, discretionary payments.

7.2 Any employee with over 2 years service who is made redundant will be
entitled, in accordance with the statutory formula, to a minimum statutory
redundancy payment in accordance with the Equality Act 2010, which is
based upon their actual pay.

7.3 The amount of statutory redundancy payment depends on an employee’s
age, length of service and the amount of their normal contractual weeks pay:

o 0.5 week’s pay for each full year of service where age during the year
is less than 22

e 1 week’s pay for each full year of service where age during the year is
22 or above but less than 41

o 1.5 week’s pay for each full year of service where age during the year
is over 41.

7.4 Only continuous service with organisations covered by the Redundancy
Payments (Continuity of Employment in Local Government etc) (Modification)
Order 1999 should be treated as reckonable when calculating an individuals’
entittement to a redundancy payment. Contracts must be successive and any
break in continuous service, as defined above, will not count as reckonable.

7.5 See the list of organisations covered by the Modification Order.

7.6 The maximum service which can be taken into account under statutory
provisions is 20 years, the maximum payment allowable 30 weeks pays and
the maximum amount which may be used to calculate a week’s pay is £430
(as at 1° February 2012).

8. Additional Discretionary Redundancy Pay
8.1 Local authorities are able to grant, at their discretion, benefits in excess of

the statutory provisions to employees who cease their employment
prematurely on the grounds of redundancy.
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8.2 In order to comply with the Equality Act 2010, local authorities are required
to develop and publish their own policy on the award of any discretionary
payments for loss of employment.

8.3 Nottinghamshire County Council has exercised this discretion to apply a
multiplier of 1.65 on the statutory redundancy formula based on age and local
government service, capped at 30 years reckonable service.

8.4 Redundancy payments are therefore calculated using the discretionary
formula which already includes the statutory element.

8.5 This allows up to 50 weeks actual salary in all cases, regardless of
whether the individual is under or over 55 years of age or whether the
individual concerned is in a pension scheme.

8.6 A copy of Nottinghamshire County Council’s redundancy payment
calculator is available through this link (PDF 31KB]

8.7 Under LGPS regulations, any redundancy payment is subject to the
employee not being in receipt of any offer of alternative employment, outside
of the county council’s redeployment processes, prior to the last day of
service and within 4 weeks of termination, regardless of the start date of the
new employment.

9. Efficiency Termination

9.1 The provisions for the Council to effect a termination 'in the interests of the
efficiency of the service' will be used in exceptional cases only and will be
subject to the agreement of the relevant Corporate Director.

9.2 The distinction between efficiency and redundancy is that in the latter the
resultant vacancy is not filled.

9.3 The circumstances in which employment may be terminated on efficiency
grounds are not simply reorganisation/restructuring (such cases are more
often on redundancy grounds) but are more generally related to
health/ability/age considerations.

9.4 Appropriate cases are those involving an employee over 55 years of age
and demanding an element of compassion e.g. the application of the
provisions may be justified in a case of intermittent ill-health where a person
does not qualify for immediate payment of pension benefits on grounds of
permanent incapacity; or where an employee with long service becomes
unable to adapt to modern methods or to a change of post and the County
Council cannot accommodate them elsewhere.

9.5 There will be no award of added years in any circumstances.
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9.6 It is important to stress that a decision on each case must be reached 'on
the grounds of the efficient discharge of the County Council's functions' and
not merely on the basis of financial savings for the County Council, this being
necessary in order to comply with the appropriate pension regulations.

10. Retirement on Health Grounds (Permanent Incapacity)

See Retirement on Il Health Grounds, Personnel Handbook.

11. Pension/Gratuity Payments

When dealing with cases of redundancy, it is necessary to bear in mind the
following considerations relating to pension/gratuity payments:

11.1 Pension Position of Employees Under 55 Years of Age at Termination

With less than three months membership in the scheme - contributions may
be refunded or accrued rights transferred to the Pension Scheme of a new
employer.

With three months or more membership in the scheme - accrued rights may
be either transferred to a new scheme or left in the Pension Fund as deferred
benefits payable at pension age. Alternatively, an election to receive early
payment may be made at or after age 55 (with employer's consent if under
60).

11.2 Non-Pensionable Employees Aged Over 55 Years at Termination
Gratuity payments are payable to employees over 55 years of age, who are

made redundant provided that 15 years' service has been completed (See
Gratuity Scheme, Personnel Handbook).
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Appendix 8: Redundancy Payment Calculator

CALCULATE YOUR ENHANCED REDUNDANCY PAYNMENT

**Total reckonable service in Local Government (years)
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Appendix 9:

Nottinghamshire County Council’s Policy on Flexible Retirement

Part 1: Flexible Retirement — Employee Information

1. Who does the policy apply to?

Under the Local Government Pension Scheme Regulations 2006, employees
who are members of the scheme and aged 55 or over can apply for flexible
retirement in circumstances where, with the employers consent, the employee
reduces either their contracted hours of work and/or grade of post.

Nottinghamshire County Council is committed to offering older employees
flexible options for the transition from working life to retirement, that balance
both the needs of employees and those of the Council where this is affordable
to the council.

2. Who is excluded from the provisions?

Employees who are members of other occupational schemes (e.g. the
Teachers’ Pension Scheme) or who have made alternative pension
arrangements outside of the LGPS will not be able to benefit from the flexible
retirement pension options set out below. Similar arrangements will be
negotiated through the CFCS department JCNP.

3. Benefits of Flexible Retirement
Flexible retirement can offer benefits to both employers and employees, by:

« Helping with the management of organisational change by providing an
option to older workers, whose employment may be at risk, thus
helping to avoid redundancies and associated costs.

e Helping to develop a balanced age profile within the workforce by
retaining older workers and keeping their skills, knowledge and
expertise within the workplace.

o Offering opportunity for better succession planning and developing the
capacity for older workers to act as mentors.

e Giving employees greater flexibility to balance their home and work
commitments and interests.

These flexible retirement provisions apply to those employees of the Council
who are members of the Local Government Pension Scheme (LGPS).

4. Pension benefits - Employees age 55 and over

Under changes made by HM Revenue and Customs in 2006, employees can
receive pension benefit whilst still holding the job through which this was
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accrued. As a result, an employee aged 55 or over whom, with their
employers consent, reduces their contracted hours or grade, can apply to
receive their accrued pension benefits.

Those employees aged 55 or over, whose application to receive their pension
through this route is approved by the Council, will receive their reduced pay
(either through a reduction in hours of their existing post or working in a lower
graded post) as well as the pension benefit accrued to the point at which the
change took effect. This may or may not be actuarially reduced; this will
depend on your age and length of service.

5. Key Points to Note

5.1 There may, dependant on individual circumstances, be a cost to the
employee (in the form of an actuarial reduction in pensions benefits) through
taking the flexible retirement option. They will, however, receive the pension
that they would have been entitled to had they fully retired at that point in their
working life.

5.2 From the point at which flexible retirement benefits are taken, pension
contributions into the LGPS may continue, but this will be treated as a new
membership of the scheme. As a result, when the employee finally retires,
they will be entitled to a second pension based on this second period of
service.

5.3 If the employee finally retires (from this further employment) before age
65, it is likely that pension benefits accrued during this second period of
pension scheme membership will be actuarially reduced, although the
employee may opt to have payment of pension benefits deferred until they
reach age 65.

5.4 An important factor to be considered is that once a pension has been
agreed and put into place, it cannot be recalculated and an actuarial
reduction, once in place, cannot be rescinded.

There may be circumstances where an employee takes the flexible retirement
route and starts contributing to a new pension, but subsequently faces ill
health retirement or redundancy. In these scenarios, it is important to seek
advice from the pension team on individual circumstances. All employees who
are considering the flexible benefits option should look into the possible
impact of future events on pension payments over the longer term.

Where flexible retirement cannot be supported on cost grounds
employees should consider what other alternatives might be available to
them, such as a straightforward reduction in contracted hours — this should be
discussed with the line manager or HR team. Advice on the personal pension
implications of any such change is available by contacting the pension
helpline (see paragraph 12).

Page 58 of 154
28



6. Planning Ahead

6. 1 Retirement is a key life event and employees may be apprehensive about
such a major change. Employees will need to be aware of the guidance that is
available to them in good time so that they can make informed choices about
their retirement; managers should support employees seeking such guidance.
The best time to seek advice will depend on the employee’s personal
circumstances and when they plan to retire although in normal circumstances
it may be helpful to employees to seek initial advice around five years prior to
the anticipated retirement date.

6.2 Employees will need to ensure that any decisions that they may make
when considering flexible retirement options fully take into account their
financial liabilities/commitments. Sources of advice include:

e An independent financial adviser

e Your bank or building society — but who, in most cases, will advise only
in respect of their own financial products and services

« Voluntary organisations such as Age Concern (website:
www.ageconcern.org.uk) and Citizens Advice Bureaux (website:
www.citizensadvice.org.uk) — particularly in respect of state pensions,
benefits and debt management

e NCC Welfare rights (website:
www.nottinghamshire.gov.uk/benefitsadvice) — benefits entitliements

6.3 Whilst the pensions team will be able to provide you with pension figures
should you be interested in taking advantage of the flexible retirement
provisions, they will not be able to advise on which particular course of action
to take.

7. Pension Implications

Employees may be concerned about the effect of flexible retirement choices
on their pension. Further details in terms of the options for early retirement
and flexible retirement are contained within the Guide to the Local
Government Pension Scheme, copies of which are available by contacting the
pension team.

The LGPS is currently the subject of a government review, and the terms and
benefits available under the scheme may be subject to change as a result. It
is vital that before taking any final decisions employees contact the pensions
helpline on tel: 0115 846 3333 for more detailed information on their own
pension position.

8. Pay

Employees taking up flexible retirement options resulting in their working
reduced hours will be paid on a pro rata basis, according to the number of
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hours worked. Those moving to a lower graded post will receive payment at
the maximum spinal point of the lower graded post; pay protection provisions
will not apply in these circumstances.

Employees considering such options should satisfy themselves that their
financial commitments can be covered.

9. Leave

Where flexible working options are adopted resulting in reduced hours, leave
entitlement will be calculated on a pro-rata basis as set out in the Personnel
Handbook. Where a new post has been taken up the new leave entitlement
(relating to grade and number of years continuous service) will apply.

10. Continuous Service

Continuous service will be preserved when taking up a flexible retirement
option if the employee remains in NCC employment without any break in
service.

11. Changes to Contracts of Employment

Where an employee takes up one of the flexible retirement options set out
above, all matters relating to changes to contracts of employment and the
payment of pensions will be dealt with at the Business Services Centre at Oak
House, Ruddington.

12. LGPS Pensions Helpline

Pension scheme members can obtain further information by contacting the
Council’s pension help line on tel: 0115 846 3333.

More information about the local government pension scheme is available on
the Nottinghamshire Pension Fund website: www.nottspf.org.uk.

13. Pre-retirement Courses

There is a one-day pre-retirement course available for employees
approaching retirement age arranged by the Corporate Learning and
Development team in the Resources department. Details of the course
programme, dates and availability of places are available through the
Learning and Development System (LDS).

Part 2: Flexible Retirement — Policy and Procedure

1. The granting of flexible retirement linked to a reduction in hours or grade
requires employer consent, which will be at the Council’s discretion.

2. Employees interested in applying for flexible retirement should, in the first
instance, apply in writing to their team manager. Where a request is received,
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the manager will consider the request and discuss it with the employee and
seek figures/costs information from the pensions team. When figures have
been received, the manager should meet with the employee to discuss these
and the options available. The manager should then inform the employee,
within 14 days of this meeting, whether the flexible retirement request will be
supported. If this timescale cannot be achieved (e.g. where undergoing job
redesign and evaluation) the employee should be kept fully informed.

3. Team managers will need to examine each request, by considering the
service needs and workload management implications alongside the needs of
the employee. In cases where a team manager recommends approval of a
flexible retirement request, a flexible retirement business case will need to be
prepared to support a formal decision by the relevant service director.

4. Any planned changes to the establishment arising from a flexible retirement
request should be subject to trade union consultation.

5. The Council will normally require a minimum reduction in contracted hours
of at least one full working day (i.e. 20 percent of contracted hours) for full
time employees.

6. A similar minimum reduction of 20 per cent (on a pro rata basis) will
normally be required for part time employees.

7. For cases where the granting of a flexible retirement request will result in a
pension strain cost to the Council, a reduction of up to 50 percent of
contracted hours will normally be required, dependent upon the
circumstances of the case.).

8. In cases of disciplinary, attendance management or capability procedures
being underway, the Council may decline to consider requests for flexible
retirement until any such cases have been fully dealt with (including appeals
stages).

9. The Council will not normally consider redesigning jobs with a view to
reducing the grade solely to facilitate flexible retirement; exceptions to this
may include where this would facilitate the retention of particular skills in
areas with recruitment difficulties or where it might meet a temporary service
need pending restructure. In such cases the change in grade will be
determined through the application of the appropriate job evaluation scheme
(which will be done prior to final consideration of the request). Any reduction
in grade must be at least one grade band in the Council’'s pay structure to

qualify.

10. Requests to reduce hours/grade may be made where pension is not
claimed or where the employee is not a member of the LGPS. Any such
requests will be considered on their merit and will be dealt with as variations
of contract by mutual agreement.
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11. All cases resulting in a cost to the department will be subject to a formal
delegated decision by the relevant Service Director. In these cases:

11.1 details of the proposed retirement and any related establishment
matters

11.2 cost implications
11.3 service/ongoing workload management implications.

12. All other cases that are supported by managers, for which there is no cost
to the employing department, will be subject to a formal decision by the
relevant Service Director under delegated powers and recorded on the
delegated decision log.

13. If the employee’s pension is subject to a reduction for early retirement,
then the Council will only consider waiving that reduction (at additional cost to
the Council) in exceptional circumstances.

14. Where a flexible retirement request is declined, the employee will be
informed by their manager in writing, with the reason for the rejection stated.

15. Any changes to employment under this policy will be permanent in nature
and will be subject to acceptance of a new or amended contract of
employment, as appropriate. In cases of reduction of hours, terms and
conditions will be applied, where applicable, on a pro rata basis.

16. Any employee complaint about the application or outcome of the flexible
retirement procedure will be dealt with through the Council’s grievance
procedure.

17. Where a flexible retirement package based on a reduction in grade is
agreed, this will be on the basis of a mutually agreed variation of contractual
terms and the Council’s pay protection policy will not apply.

18. Where flexible retirement is agreed for an employee already on a
protected salary, pay protection will cease when the flexible retirement
arrangements commence, as this is a voluntary agreement and the employee
will be in receipt of their pension.
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Appendix 10:

Nottinghamshire County Council’s Policy on the Re-employment or Re-
engagement of Former Employees

1. Introduction

This section covers the re-employment or engagement of former employees
who have received a redundancy payment from the Authority and/or who are
already in receipt of their Local Government Pension Scheme (LGPS)
pension benefits.

The re-engagement of former employees can, in some circumstances,
provide practical solutions to specific workload/project staffing needs. Former
employees will also have a wealth of knowledge about and experience of the
organisation.

However, there is a danger that such appointments, if not considered and
made through a structured approach, can be seen as nepotism (favouritism;
denying developmental opportunities to current staff; circumventing equalities
provisions and potentially denying redeployment opportunities to staff at risk
of compulsory redundancy.

For those staff leaving on voluntary redundancy, where it is clear there will be
an ongoing need for the skills, knowledge and experience of a particular
individual, careful consideration should be given to whether the person can be
allowed to leave the service on voluntary redundancy. Alternatively, it may be
possible to revise the last day of service, to enable suitable contingency plans
to be developed. If an employee leaves the service and it is subsequently
identified that there was an intention to re-employ and the individual returns
after a short space of time then there are potential implications in terms of
continuity of employment and the validity of any redundancy payment made.

A balanced judgement is therefore needed, taking all of these issues into
account. HR advice must be sought by managers in all cases prior to entering
discussions with individuals regarding any opportunity for re-employment. Any
such arrangements must also be cost effective and provide best value in the
use of Council resources.

2. Inland Revenue - Employment Status

The Inland Revenue requires the authority to determine whether an
arrangement with a consultant or contractor constitutes a contract of
employment or can be deemed to be on a self-employed basis.

This includes a pro-forma the employing department will need to use to make
a judgement, based on the responses to set questions. This determination will
need to be made for each and every contract or agreement that is proposed
as the decision on status is related to the contract, not to the individual. This
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process to determine status must be undertaken before the engagement is
agreed and any contract is signed.

Where this process determines that an engagement constitutes a contract of
employment, then normal County Council terms and conditions will apply and
the work must be paid for at the rate for the job assessed where appropriate
through job evaluation. Remuneration arrangements must comply with
corporate pay policy.

3. Protocol — short term or consultancy

3.1 It must be clear from the outset as to whether the arrangement is to re-
employ through a contract of employment or to engage as a consultant with a
contract for service following the relevant procurement process. This relates
to employment on a short term or consultancy basis.

3.2 Areas where the re-engagement of former employees may be appropriate
include:

« Discrete pieces of work where the ex-employee has the appropriate
levels of skill and experience that are not available elsewhere within
the Council.

« Where it is more cost effective to re-engage a former employee given
their specific experience, skills and knowledge.

e Where there are problems in maintaining authorised staffing levels in a
difficult recruitment market.

e Where work of an urgent nature arises at short notice and cannot
reasonably be accommodated within existing resources.

e Where it is not possible for the work to be undertaken by retraining,
redeployment, acting up arrangements or secondment of staff from
elsewhere within the organisation.

e Where there are ad hoc pieces of work where the frequency with which
the need arises is difficult to predict, for example, employment or
complaint investigations.

Such skills gaps should be addressed in the longer term under the HR
strategy through structured workforce planning.

3.3 Such arrangements should be time limited and be subject to appropriate
written agreements covering the nature, duration, quality standards for the
work to be undertaken and the basis on which the agreement will be
terminated.

3.4 The initial consideration for providing cover for urgent work, where there
are vacancies/staff absences/unexpected peaks in workload, should be
through the use of temporary employment contracts advertised in the normal
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manner or through acting up or secondment arrangements made available to
existing staff, as appropriate in the circumstances. This should particularly be
the case where the work relates to the normal business of the service area
concerned, as opposed to defined projects or ‘one-off’ tasks.

3.5The final decision on the course of action to be taken should rest with the
Corporate Director for the relevant department, having consulted with the
Service Director Human Resources and Customer Service. This will be
subject to consideration of the particular business case.

3.6 For the purpose of these rules, former employees will be defined as
anyone who has previously held a permanent employment contract with
Nottinghamshire County Council.

3.7 Re-engagement on a short term or consultancy basis should not be
offered to:

o Former employees who were retired prematurely on grounds of ill-
health where the conditions for ill health retirement benefits being
released still exist as defined by the regulations and rules of the Local
Government Pension Scheme (LGPS). Further information on the 3
tiers of ill health retirement can be found in of the Personnel Handbook.

o Former employees who were dismissed for reasons of conduct.
Managers should seek the advice of the relevant HR Group Manager
when considering the re-employment of a former employee dismissed
on the grounds of capability particularly where health has been a
factor.

o Former employees whose employment with the Council ended by
mutual consent on terms set out in a compromise agreement.

o Former employees who retired on efficiency grounds, where these
grounds still affect the ability of the individual to carry out the work in
guestion.

o Former employees where there have been substantiated allegations or
findings of harassment and bullying, or where there are known
safeguarding concerns.

3.8 Re-engagement on a short term or consultancy basis may be offered to:

o Former employees who resigned and who may have subsequently
undertaken paid employment or consultancy elsewhere.

« Employees who were made redundant (either on a compulsory or
voluntary basis), subject to an appropriate period of time having
elapsed. Normally a minimum of 6 months is proposed as the usual
provision, however for urgent work on a time limited basis, a reduced
period may be considered provided this period is not less than one
month
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3.9 Where re-engagement is being considered, Corporate Directors should
ensure that:

The pro forma on employment status has been completed, and that the
engagement complies with the Inland Revenue provisions on
employment status. Advice should be sought at the earliest opportunity
from Financial Services and the relevant HR Group Manager.

Any proposed re-engagement is in response to a genuine service need
and not a response to canvassing.

Full consideration is given to equality of opportunity and where more
than one potential candidate may be available the appointment should
follow established recruitment and selection principles.

The proposed arrangements comply with Financial Regulations
requirements on the procurement and use of consultants, (as set out in
Section E of the Financial Regulations).

The individual has been made aware of the need to seek advice on the
potential impact of their re-engagement on LGPS benefits (please see
section 4 below).

The decision to offer re-engagement is robust, able to withstand
scrutiny, and that the terms of engagement (including specification of
work to be undertaken, duration and payment arrangements) are
clearly stated in writing.

Appropriate records relating to the engagement and work being
undertaken are retained.

The trade unions are informed of any such appointments through the
relevant JCNP.

4. Protocol — permanent or longer term re-employment

4.1 Where a former employee who has previously received a voluntary or
compulsory redundancy payment, is offered re-employment with the County
Council, on a permanent basis or for a period of more than 12 months,
consideration will be given to whether part or all of the compensation payment
should be recovered. The decision will be at the discretion of the relevant
Chief Officer and be based on the following criteria:

Part or all of the compensatory element of the redundancy payment will
be recovered where a former employee is re-employed to do the same
or a very similar role to the one they previously undertook.

Whether the role is at the same or a lower grade than the post
previously held.

Where the individual left on the grounds of voluntary redundancy; the
pension will be abated. If the individual was compulsorily redundant
consideration will be given on a case by case basis to determine
whether in the particular circumstances the pension should be

abated.
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e A break of at least 4 weeks must elapse before a former employee is
re-employed and recovery of part or all of the redundancy payment will
be considered for a period of up to 6 months after the last day of
service.

e No recovery action will be taken where a former employee is re-
employed after 4 weeks have elapsed, in a role of a lower grade than
the one previously held, where the vacancy protocol has been applied
and no internal candidate(s) has been identified as suitable to fill the
role.

4.2 The Local Government Pension Scheme (Administration) Regulations
2008 requires each administering authority to formulate and review its policy
concerning abatement (that is, the extent if any, to which the amount of
retirement pension payable to a member from any pension fund maintained
by it under the Scheme should be reduced or extinguished, where the
member has entered a new employment with a Scheme employer, other than
one in which he or she is eligible to belong to a teachers’ scheme).

4.3 Pension abatement will be considered where a former employee is re-
employed on a permanent basis. The decision to abate will rest with the Chief
Officer for the employing department in consultation with the Service Director,
Human Resources and Customer Service.

4.4 Where a former employee is re-employed on a time limited basis, not
exceeding 12 months, and upon the production of a business case explaining
the rationale for the re-employment, there will be discretion for Chief Officers
not to apply pension abatement.

4.5 Any former employee engaged through a consultancy framework, on a
preferred supplier list or on a separately procured consultancy basis, where
payment is for a contract for service and not made through an employment
contract, will not be the subject of pension abatement.
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Appendix 11:

Nottinghamshire County Council’s Policy on the Payment of Travelling
Allowances

1. Mileage Allowances and Authorised Car Users
1.1. Introduction

Mileage allowances for travelling on authorised County Council business are
determined by the authority using HM Revenue & Customs (HMRC) approved
rates. There are locally determined rates for motor cycles, and bicycles.

1.2. Determining Authorised Car Users

Authorised car users will ideally have access to transport for the efficient
undertaking of duties but are not required to have a vehicle available at all
times. Authorised car users will only need to provide transport with advance
notice. This designation does give the post holders access to a County
Council car loan.

1.3. Disabled employees who are unable to drive because of their disability
but who occupy posts designated as authorised car users are allowed to use
taxis to carry out their duties. The scheme of taxi hire in lieu of authorised car
user allowances applies to both existing disabled employees and those who
become disabled.

1.4. General Conditions

Official mileage undertaken from and to the approved base, should normally
be undertaken, and claimed, by the shortest available route, unless a
standard mileage has been determined for that journey. All car users must be
satisfied that travel by car is the most economical, taking into account
travelling costs and time away from the office.

1.5. On those occasions where official mileage is claimable from and to the
employee's home address, this should normally be undertaken by the shortest
available route and must be claimed on the basis of:

« Home address to first call - whichever is the shorter distance between
either mileage between home and first call or mileage between
approved base and first call.

+ Last call to home address - whichever is the shorter distance between
last call and home address and last call and approved base.

1.6. Any journey between home and permanent work-base is considered by
HMRC to be commuting and is subject to tax and National Insurance
Contributions on the full payment.
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1.7. Prior permission of the Corporate Director, or a designated officer, must
be sought if an employee intends to use their car for a journey beyond 60
miles (120 miles round trip) by the most appropriate route, from the
administrative base. Employees should always investigate the use of public
transport as their first option for such journeys.

1.8. Where any such approval has not been given, but nevertheless the
employee chooses to travel by car, then any travel claim is limited to the cost
of public transport. Authorised car users should claim reimbursement via their
logbook under 'railway or bus fares'; non-authorised users should claim
reimbursement using the appropriate departmental form.

1.9. The reimbursement of parking fees is allowable where the use of public
car parks is unavoidable, for example, when no parking facilities are available
at the premises being visited and where there is no alternative to a car being
used for the journey. Journeys into Nottingham city centre from County Hall or
other bases in the immediate area of the City or other urban centres should
normally be undertaken by public transport. There may be occasions when,
for good and valid reasons, a car has to be used for such a journey and in this
event, car parking charges, necessarily incurred, will be reimbursed. Where
appropriate, toll-bridge charges may be claimed.

1.10 Mileage claims must only be completed by the employee incurring
expenditure and should detail start and finishing mileometer readings (except
where standard mileages exist), reasons for all journeys, and places of call.
For visits to County Council establishments, the name will normally suffice.
However, for non-County Council establishments, it is not sufficient to state
simply 'London’, more specific details need to be given. Authorised car users
must submit their claims on a regular monthly basis. The County Council shall
have the right to require an employee to carry official passengers without any
additional payment and employees should not use their own cars on journeys
where there is room on one of the County Council's vehicles or in the car of
another employee making the same journey. As far as possible, employees
should travel together to reduce the number of journeys made.

1.11. Tax Position on Car Allowances

Certain travelling expenses claims are regarded by the HMRC as not being
wholly exclusively and necessarily in the performance of duties on behalf of
Nottinghamshire County Council and tax therefore is deducted at source, i.e.
payments are made via the payroll system. If an employee has a temporary
work-base for less than 24 months, HMRC sees travel between home and this
temporary work-base as business mileage. It is only when the travel is
between home and permanent work-base that HMRC sees this as commuting
and no tax relief is applicable. The rules regarding these are fairly complex
and further information can be obtained from the Financial Services Section.

1.12. Claims and Certification
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All claims for payment of mileage, subsistence allowances, travelling and
incidental expenses shall be made up to a specified day each month and
submitted to the Corporate Director within seven days and certified as 'Head
of Department' by an officer designated for that purpose by the Corporate
Director. With certain exceptions (see below) a certifying officer must be at a
higher level than the claimant, e.g. equal deputies should not certify each
others claims. A Corporate Director's claim should be certified by a senior
designated officer for that purpose, on the understanding that the employee
so designated shall refer any queries which cannot be resolved with the
Corporate Director to the Head of Service for Finance for a ruling; any such
unresolved queries on the Head of Service for Finance's claims shall be
referred to the Chief Executive. If a Corporate Director has any doubt as to
the correctness of any claim they may wish to make, they will refer it to the
Chief Executive; the latter will refer to the Leader of the County Council.
Otherwise, employees generally will pursue their queries in accordance with
arrangements made within the particular department.

1.13. Officers' claims submitted after six months will be paid only with the
express approval of the Head of Service for Finance. Late claims will be
reduced as follows:

e Between 6 and 12 months' delay - 10 per cent reduction
e More than 12 months' delay - 20 per cent reduction
e More than 2 years' delay. Corporate Director's approval is required.

1.14. Insurance

1.14.1. All employees who use their cars for County Council business should
have included and maintained their policy of insurance a clause indemnifying
the County Council against all third party claims (including those concerning
passengers), arising out of the use of the vehicle on such business. Therefore
all employees who use their vehicles or someone else's vehicle, including that
of their partner, on County Council business (which would include visiting
clients at home or attending day release or other training courses or
seminars) must ensure that the relevant motor insurance policy covers the
use of this vehicle on County Council business. The certificate of insurance
should state the use permitted. Use limited to 'social, domestic and pleasure
purposes' will not cover any journey in connection with work. Use 'by the
policyholder in person on connection with their business', means that only the
person named as policyholder on the certificate of insurance can use the
vehicle for County Council business.

1.14.2. Thus, if employees are using a vehicle which is not their own, then this
must be specifically stated on the certificate of insurance and it is
recommended that the insurance company concerned is contacted to confirm
that such use is permitted before the trip commences.

1.14.3. The possible results of using a vehicle without adequate insurance
cover could be:
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« A breach of the requirements of the Road Traffic Act and a subsequent
police prosecution.

o Refusal by the insurance company concerned to deal with the cost of
repairing the vehicle being used.

o Refusal by the insurance company concerned to deal with a claim
made against the driver arising out of the use of such vehicle.

1.14.4. A No Claims Bonus Protection insurance is available to employees
and application forms may be obtained from the Insurance Section, Financial
Services.

2. Travelling Allowances for Training Activities
2.1. Travelling Expenses - Day or Evening Classes

Reclaimable expenses are limited to the excess over normal daily home to
base expenses. Employees can claim additional mileage at the appropriate
rate.

2.2. Block Release, Sandwich or Full Time (Residential) Courses

Reclaimable expenses are limited to the distance from home to the course at
the commencement and completion of each period or term and one return
journey every fourth weekend during college periods. The allowance will be
equivalent to second class rail fare or bus fare. Where employees choose to
travel daily to a course which normally would require residence in the locality
of the course, they will be paid travelling allowance as if it were a day course,
subject to the maximum weekly payment of the sum prescribed for lodging
allowances. Payment on this basis will also be made for essential daily
journeys between lodgings and the course centre. For details of the latest
rates, contact the HR Team for your department.

2.3. Special Provisions for Placement Expenses

Where employees are required to use their cars for placements (e.g. ASCH
employees on full time secondment training) which are an integral part of the
course, they shall be paid in accordance with the following provisions:

« NCC mileage rate for visits to clients.

e« NCC mileage rate for travel to placement centre from college or
lodgings, whichever is the nearer.

« NCC mileage rate for travel to college which is in excess of previous
home/work mileage.

« NCC mileage rate for visits of observation arranged by Course
Organisers (in any case where the secondee has no car, the actual
cost of public transport to be claimed).
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2.4. Externally Organised Training Courses

In attending externally organised training courses employees may reclaim
expenses in respect of:

« Dalily travel, where the course does not require residence.
« Travel between course venue and overnight accommodation.
e Journey at commencement and completion of the course.
e Areturn journey home each weekend when attendance at the course is
not required.
The allowances will be at the NCC mileage rate.

2.5. Internally Organised Training Courses

Reclaimable travelling expenses are limited to the expenditure in excess of
that which would have normally been incurred to attend the employee's
normal place of work. Employees can claim additional mileage at the
appropriate rate.

2.6. Employees Attending Selection Interviews for Further Professional
Training/Membership of Professional Bodies

Employees required to attend for interviews as part of the examination
procedure of the various bodies issuing formal approval qualifications, will be
paid travelling allowances.

3. Rail Travel

3.1. Any travel by train within mainland UK will usually be standard class fare
unless travel by other classes of ticket is cheaper overall. Any councillor or
officer requesting first class rail travel must give reasons which shall be
recorded in the register referred to in the travel and accommodation policy.

3.2. All journeys by first class travel should be authorised beforehand except
on the occasions where a second class compartment is found to be full and
an employee transfers their ticket to first class status. In all cases,
reimbursement will relate to any available cheap rate or the ordinary return
fare, whichever is the less. In cases where it is necessary or advantageous for
an employee to travel by air or to hire a taxi or car, the actual expenditure
(including gratuities) shall be reimbursed.

3.3. Train tickets should be booked through Members Services.
4. Travel Abroad
4.1. Travel abroad is subject to the approval of the Administration Committee.
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4.2. The Insurance Officer in the Financial Services Section must be notified
at least four weeks before the proposed visit to make the necessary insurance
arrangements. The Insurance Section will always arrange personal accident,
loss of baggage etc. insurance for employees and Members travelling abroad.
As a matter of course they also advise travellers to obtain an E111 form
where relevant. These are obtained from local post offices.

4.3 Accommodation will be booked and paid for by Member Support on behalf
of the County Council.

4.4 Subsistence allowance may be claimed for actual reasonable expenses
incurred on meals, beverages, transport within the foreign country, laundry,
'phone calls etc.

4.5 The current maximum amount for subsistence per 24 hours for countries
within the European Union is £75.00 (plus £10 per day for unreceipted out of
pocket expenses).

4.6 For travel to other destinations, Members’ Support will calculate a
maximum amount for subsistence per 24 hours. That amount will be notified
to Administration Committee when approval is sought for the travel to be
undertaken.

4.7 The above rates assume that all meals (excluding breakfast) will have to
be paid for from the subsistence allowance. If meals are provided as part of
the visit and at no personal cost to the Council’s representative(s) the daily
allowance will be reduced by 20 per cent for each meal provided.

4.8 Receipts must be obtained wherever practicable for all claimable
expenditure. Where this is not possible, a written statement will be required
from the person making the claim

4.9. Air travel should be arranged prior to departure.

4.10. Where an employee intends to be accompanied (e.g. by their spouse,
partner, member of family etc.) on a visit abroad, no cost will fall on the
County Council for any expenses other than those to which the employee is
entitled under the relevant Conditions of Service.

5. Attending Official Events

5.1. When attending an official event e.g. Chair's reception, travelling
allowances will not be paid unless an employee is wholly on duty.

5.2. When attending a funeral, travelling allowances will not be paid unless an
employee is attending as an official representative on behalf of the County
Council and in which case paid leave of absence is also applicable.
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6. Multiple Visits

Where any employee combines a private visit with a duty visit the travelling
allowances shall relate only to the expenses which would have been incurred
on duty. In such cases, employees should show:

e The mileage which would have been incurred on the duty visit travelling
by the shortest possible route and

e Both the actual and what would have been normal times of
leaving/return with an appropriate explanatory note
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Appendix 12: Nottinghamshire County Council’s Policy on the Payment
of Subsistence Allowances

1. Eligibility

1.1. As a general principle, employees will be responsible for meeting the cost
of their own food and drinks whilst at work. In exceptional circumstances, set
out below, employees may submit claims for the reimbursement of
expenditure actually incurred beyond the norm.

Reimbursement of expenditure will be on the basis of receipts for costs
actually incurred (up to the maximum level agreed by the National Joint
Council for Local Government Services), which will need to be obtained by the
employees and submitted with claim forms. Details of the maximum levels of
reimbursement are available on the County Council’s intranet site or from the
HR Teams for employees without internet access.

2. Allowances Available

2.1 Reimbursement in respect of any meals may be claimable where an
employee has had an overnight stay or other exceptional circumstance. and
where approved by the manager, the employee should seek advanced
confirmation from their line manager that expenses can be claimed.

3. Details of the Scheme

3.1 The maximum amount for each category of reimbursement will be those
as defined by the National Joint Council for Local Government Services.
These do not represent fixed allowances, and in all cases reimbursement will
be limited to the amount supported by the receipts submitted. The receipt
must relate to the day and time of the meal claimed.

3.2 The County Council will not reimburse expenditure on alcoholic drinks or
tobacco products in any circumstances.

3.3 Overnight Allowances

Employees are allowed to claim actual costs for absence overnight (bed and
breakfast), up to an agreed maximum on the production of receipts. Details of
the current rates are available from the County Council’s intranet site or from
the HR Teams for employees without internet access.

3.4 Submitting a Claim
Subsistence allowances should be claimed in the Travelling Expenses Log

Book, in respect of authorised car users, and on the appropriate Travelling
and Sundry Expenses Claim Form in respect of non-authorised car users.
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Times of leaving and returning to base should always be shown when
subsistence allowances are claimed.

3.5 Candidates for Interview

Paragraphs 3.1-3.4 shall be applied to candidates interviewed for
appointments with the County Council.

3.6 Travel Abroad
3.6.1 Bed and breakfast - actual expenditure incurred.

3.6.2 Other meals and expenses - reimbursement will be based on
expenditure incurred subject to a maximum figure determined by the Head of
Service for Finance. Receipts must be submitted when claims are made.

3.6.3 The rates apply to journeys to Europe only.

3.6.4 The Head of Service for Finance can vary the rate in respect of journeys
outside Europe.

3.7 Out of Pocket Expenses

Out of pocket expenses incurred at residential training courses will be
reimbursed in accordance with the relevant Conditions of Service. Claims for
courses lasting more than 6 weeks will be the subject of review and will be
considered by Corporate Directors. Where the employee has to arrive at the
training establishment on the preceding Sunday night and thus will be in
attendance for five or more nights they should receive the daily allowance in
respect of that night outside of the weekly limit.

3.8 Visits when Accompanied by Spouse/Partner
Where an employee is accompanied by their spouse/partner, no charge will

fall on the County Council for any expenses other than those to which the
employee is entitled under the Conditions of Service.
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Appendix 13

Pay Protection Policy:

In situations where pay protection arrangements are required employees will
be offered protection arrangements as follows:

The employee will receive salary protection for a period of two years, but with
salary being frozen at the point at which pay protection starts, i.e., employees
will not receive any subsequent incremental increases or annual cost of living
pay awards. At the end of the protection period the employee will revert to the
maximum spinal column point of the substantive grade of their post.

Please see the Management Guidance on the Application of the Pay
Protection Policy [WORD 44KB]

Notes

(i) Where employees current (pre-protection) salary includes allowances or
other payments for non-standard working arrangements, consideration will be
given on a case by case basis as to how these might be reflected in the
Scheme of Protection.

(i) Where other allowances are paid e.g. telephone allowances etc protection
will be limited to six months.

(iii) Where an employee is redeployed to a post which has a lower level of
annual leave (by reference to the grade and service related annual leave
matrix) the higher level of leave will be protected for the duration of the pay
protection period. At the end of the protection period, annual leave will revert
to the level appropriate for the grade of the post then occupied.

(iv) In all cases, individuals will be encouraged to seek re-deployment at the
level of their original post, and will receive support through the redeployment
process, should they so wish.

(v) The only exception to these proposals would be in circumstances where,
as in LGR, nationally negotiated protection arrangements are proposed. The
operation of any such specific protection measures would be the subject of
separate consultation with the trade unions at that time.
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Appendix 14:

Nottinghamshire County Council’s Policy Car Leasing Scheme:

1. Introduction

The County Council operates a car leasing scheme which is optional for all
authorised car users. The scheme is not available to occasional casual car
users. Employees wishing to apply should study the detailed Employee Guide
to the Car Leasing Scheme, which is available from the HR Team for your
department.

2. The County Council Car Leasing Scheme
2.1 The scheme provides for the following elements:
2.1.1 Provision of the vehicle.
2.1.2 Number plates.
2.1.3 Servicing of the vehicle at times recommended by the manufacturer.
2.1.4 All necessary repairs and replacement parts except those:
o Needed as a result of accidental, deliberate or negligent damage to the
vehicle.
e Inrespect of accessories fitted after the date of delivery for any reason
other than to replace accessories fitted to the vehicle at the date of

delivery which are or become defective.

2.1.5 Unlimited tyre replacement and puncture repairs. Cases of obvious tyre
abuse will result in the employee bearing the replacement cost.

2.1.6 Replacement batteries and exhausts required as a result of fair wear
and tear or faulty manufacture.

2.1.7 Breakdown, recovery and Homestart service. The breakdown and
recovery service does not apply to any towed unit. These costs will be the
responsibility of the employee.

2.1.8 Road Fund Licence. The employee will not be liable for any increase in
the cost of the Road Fund License during the period of hire unless the cost is
increased by more than 10% from the commencement of the hire.

2.1.9 The supply during servicing of oil or lubricants recommended by the
manufacturer.

2.1.10 The supply of antifreeze either during servicing or each autumn.
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2.1.11 A replacement vehicle after 48 hours in the event of a mechanical
breakdown, theft or accident damage, where, in the opinion of the Transport
Manager, the vehicle is unroadworthy. No undertaking is given to provide a
replacement vehicle of the same size, age or standard of the leased vehicle.

2.2 Vehicles Available

All makes of European built cars will be available through the scheme. High
performance vehicles will not be provided under the scheme - in this
connection final discretion will rest with the Transport Manager who will take
into account job requirements. Normally the vehicle supplied will be capable
of using unleaded fuel. Diesel cars are also available.

2.3 Insurance

The employee will be responsible for the provision of fully comprehensive
insurance with an insurer approved by the County Council which shall include
cover for normal social, domestic, pleasure and business use together with
glass replacement. The insurance for the vehicle must be taken out and
maintained in the name of the employee.

2.4 Business Mileage Claims
Authorised users will claim the mileage rate for business mileage undertaken.
2.5 Taxation of Motor Mileage Allowances

NCC lease cars are seen as company cars by HM Revenue & Customs and
depending on the CO2 emissions of the car and the contributions towards
private use there may be a taxable benefit that will be deducted against the
employees code and will be arrived at using the HMRC company car taxation
rules.

2.6 Mileage Bands

Vehicles are available on a wide range of mileage bands to suit individual
requirements and the hire agreement will specify the maximum total mileage
which the vehicle may cover during the period of the agreement.

2.7 Application Procedure

Eligible employees who, after reading the detailed Employee Guide, decide
that they wish to apply for a leased car should determine the make and model
of the car required and obtain a quotation from the Transport Manager,
Nottinghamshire Contracting, Transport Services, 2 Riverside Way, The
Meadows, Nottingham NG2 1DS. tel: 0115 9340705, or 0115 9340745 or
0115 9340716
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Appendix 15:

Nottinghamshire County Council’s Constitution

Part 6¢ - Employment Procedure Rules

Introduction

The Council has developed these regulations in order to outline the
process to be followed when appointing or dismissing employees or taking
disciplinary action against employees.

These regulations also deal with who has responsibility for changes to
staffing structures. Staffing structures specify the number and types of
posts that exist in each department.

Appointment and Dismissal - Senior Employees

3.

The Senior Staffing Sub-Committee is responsible for the appointment and
dismissal of, and the taking of disciplinary action against, the following
employees (who will be know as “Senior Employees” for the purposes of
these regulations):

a. Chief Executive;
b. Corporate Directors;
c. Service Directors;

d. where the statutory role of the Head of Paid Service, Chief Finance
Officer or Monitoring Officer is held by another post holder, that post
holder.

The Senior Staffing Sub-Committee will meet as and when required.

The appropriate committee Chairman for the post being considered will
always be present as a member of the Senior Staffing Sub-Committee.
Where the issue being considered relates to the Chief Executive or a
Corporate Director, the Senior Staffing Sub-Committee will have a
membership of nine; otherwise the Senior Staffing Sub-Committee will
have a membership of five.

The Senior Staffing Sub-Committee will be required to follow the Council’s
Recruitment and Selection Policy.

Appointments

7.

The Council may choose to appoint any of the Senior Employees from an
internal pool of candidates or by externally advertising.
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8. The Council will draw up a job description and person specification which
will be sent to any person on request.

9. The Senior Staffing Sub-Committee will draw up a shortlist of candidates
for interview and assessment and will interview all short-listed candidates
in accordance with:

a. the Recruitment and Selection Policy; and
b. the advice of an appropriate HR advisor.

10.The preferred candidate will be offered the post subject to satisfactory
references and pre-employment checks.

11. A final decision in respect of the appointment of the Head of Paid Service,
Chief Finance Officer and Monitoring Officer rests with Full Council.

12.Where a reorganisation affects the structure/numbers of Senior Employee
posts, posts in the new structure will be filled in line with the enabling
process agreed at the time. Any competitive interviews will be carried out
by the Senior Staffing Sub-Committee in accordance with the enabling
process.

Dismissals and disciplinary action

13.In the case of dismissals, the Senior Staffing Sub-Committee will hear the
case against the Senior Employee concerned and the hearing will be
conducted in accordance with the Council’s Disciplinary Procedure.

14. A final decision in respect of the dismissal of the Head of Paid Service, the
Chief Finance Officer and the Monitoring Officer rests with full Council. Full
Council will approve such dismissal before the notice of dismissal is
issued.

15.The Senior Employee (unless the employee is the Head of Paid Service,
the Chief Finance Officer or the Monitoring Officer) will have a right of
appeal to the Appeals Sub-Committee in accordance with the appeals
process set out in the Personnel Handbook. The Appeals Sub-Committee
will be advised by an appropriate HR adviser who has had no previous
dealings with the matter.

16.In the case of the Head of Paid Service, the Chief Finance Officer and the
Monitoring Officer, no disciplinary action may be taken until a
recommendation has been made following an investigation by a
designated independent person. The neutral act of suspension for the
purpose of investigating the alleged misconduct can be made by:

a. the Monitoring Officer in relation to the Head of Paid Service; or

b. the Head of Paid Service in relation to the Chief Finance Officer or the
Monitoring Officer,
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in consultation with the Council Leader and Chairman of the Personnel
Committee and any suspension will be on full pay and for a period of no
longer than two months.

Appointment of Assistants to Political Groups

17.The appointment of any person as a political assistant must be done in
accordance with legislative requirements.

Appointment, Dismissal and Management of all other Employees

18.The appointment, dismissal and management of employees (except
Senior Employees) including disciplinary action will be carried out by
properly authorised officers of the Council in line with the Recruitment and
Selection Policy, other employment policy and procedures agreed by the
Council and in compliance with statutory obligations.

Employment Policies and Procedures

19.The Council recognises national collective bargaining and acknowledges
the role of national negotiating bodies in agreeing a framework of terms
and conditions for local government employees.

20.Regular information will be provided to committees as and when required
and requested regarding staffing.

21.The Council will develop and amend employment policies as required.

22.Proposals for new initiatives, for changes to existing employment policies
and the development of management guidance will be developed by
Personnel Committee.

23.Proposals for new employment policies or changes to existing policies will
be subject to consultation and negotiation with the recognised trade unions
through the agreed mechanisms as set out in the Employment Relations
Agreement as amended from time to time. Following consultation
changes to existing employment policies and new policy matters will be
considered by Personnel Committee and recommended to Policy
Committee for approval.

24.Details of approved employment policies and procedures and any changes
will be set out in the Personnel Handbook, policy documents or guidelines
as appropriate.

25.The Council will recommend that community schools adopt the Council’s
approved employment policies and procedures; however the adoption or
otherwise of such policies will be a matter for the school governing body, if
such responsibility rests with them.
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Changes to Staffing Structures

26.Changes to staffing structures must be made by the relevant committees
unless the post is temporary for less than 3 months. In such cases, the
relevant Corporate Director can authorise the appointment (provided that,
if the requirement for the temporary appointment continues after this time,
the relevant committee’s approval will be required).

27.A formal report will need to be presented to the relevant committee and
will include the required advice and HR comments.

28.The recognised trade unions will be consulted on all proposed changes to
staffing structures and any views given should be fully considered prior to
a decision being made.

Changes to Staffing and Structure Records

29.The Business Services Centre (BSC) will maintain staffing and structure
records. The Chief Executive and his/her nominees must ensure that any
changes to the staffing structures within their departments are notified to
the BSC immediately after authorisation via the established procedures.

Pay and Gradings

30. Full Council will approve the Council’s annual Pay Policy Statement.

31.For posts occupied by staff employed under the NJC for Local
Government Services Agreement, the initial grading and any subsequent
re-grading will be determined by the application of either the NJC or Hay
Job Evaluation Schemes.

32.The re-grading of existing posts following evaluation using the Hay or
National Job Evaluation Schemes will be automatically incorporated into
contracts of employment.

33.The grading of new posts needs to be detailed in the reports to the
relevant Committee regarding establishing those posts.

34.The re-grading of posts for those employee groups where job evaluation is
not applied will require authorisation by the relevant Corporate Director (or
their nominee) and will be reported back periodically to the relevant
Committee for information.

35.With the exception of honoraria and market factor supplement payments
that have been considered through the approved process set out in the
Personnel Handbook, there is no discretion to apply extensions of pay
above or outside of authorised pay bands. All honoraria and market
supplement payments will be reported back to the relevant Committee
periodically.
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36.As a result of national collective bargaining, the Council will implement
national pay awards as agreed by the various national joint negotiating
bodies from time to time. The Council will determine a local pay structure
comprising a number of salary bands, based on the National Pay Spine,
extended as appropriate.

Resolution of Disputes under the Employment Relations
Agreement

37.Arrangements for the conduct of relationships with the recognised trade
unions will be set out in the Employment Relations Agreement which is
agreed between the parties.

38.The Employment Relations Agreement will incorporate the structure and
mechanisms for dialogue, consultation and negotiation with recognised
trade unions at both corporate and departmental level and will include joint
arrangements for the resolution of disputes including the establishment of
a Local Joint Resolutions Committee.

39. A separate process for trade union consultation and negotiation with
schools may be agreed directly with the relevant trade unions.
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I%a Nottinghamshire Report to Personnel Committee
“45% ]1 County Council 23 January 2013

Agenda Item: 6

REPORT OF THE SERVICE DIRECTOR, HUMAN RESOURCES AND
CUSTOMER SERVICE

UPDATE ON THE IMPLEMENTATION OF JOB EVALUATION

Purpose of the Report

1. To provide Personnel Committee with an update on the progress made in implementing job
evaluation for both centrally employed and school based support staff in line with the single
status agreement.

Information and Advice
Background:

2. The introduction of job evaluation for all staff, including school support staff, resulted from
the signing of the Single Status Agreement in 1997 between the Local Government
Employers organisation and the recognised trades unions at a national level. The
agreement required local authority employers to undertake job evaluation exercises, initially
over a ten year period, to ensure that staff are paid fairly and in accordance with equal pay
legislation. This agreement reflected the need for a fresh perspective on pay in local
government and need to look at outmoded types of pay which in many cases favoured male
dominated job groups and which created some of the historical inequalities resulting in
employment tribunal applications for equal pay. This agreement was subsequently
reinforced in the annual pay award.

3. The County Council decided to use two job evaluation schemes to undertake this exercise;
the National Job Evaluation Scheme (NJE) and the Hay evaluation scheme with an agreed
set of criteria to determine which scheme should be used to evaluate any post. Posts
covered by Teacher Pay and Conditions and the Soulbury Committee are not covered by
these schemes.

4. The first round of evaluations were undertaken for management posts under the Hay
scheme and scores and new grades were implemented from April 2002. The first phase of
job evaluation for centrally employed frontline staff was completed in 2006 and implemented
over the course of 2008/9. Phase 2, which started in the latter part of 2009, required the
same process to be applied to school support staff.

5. A dedicated Job Evaluation team was put in place to manage the evaluation and
implementation process and the recognised trades unions have been fully engaged in joint
working on this project. Their support and the positive working relationships which have
been built has enabled this County Council to avoid the disruption, employee unrest and in
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some cases, industrial action experienced in a number of other local authorities as a result
of the implementation of the Single Status Agreement. Monthly meetings of the Joint Pay
and Grading (JPAG) Group, chaired by the Service Director Human Resources and
Customer Service, have provided a forum for airing and resolving issues as they arise
without becoming more serious disputes.

Current Position

Centrally Employed Staff

6.

The first phase of job evaluation for centrally employed staff and implementation of the
outcomes was completed during 2008/09. Since that time and in particular during the last 2
years, the Job Evaluation team have supported the work on re-designing the workforce
(organisational design) and have evaluated approximately 200 new or changed jobs using
the NJE scheme and 167 using the Hay scheme. The team continues to work closely with
managers offering specialist advice on structure and job design in accordance with the
agreed organisational design principles and the County Council's Workforce Strategy.

School Support Staff

7.

The job evaluation process for school support staff began in the latter part of 2009. The
majority of schools in Nottinghamshire followed the NJE process but for the few who decided
to apply a different scheme the Job Evaluation team have worked with them to ensure that
any join between the two is appropriately managed. The team continue to support schools
through the job evaluation process and have offered this as part of the on-going sold service
to schools; including academies.

The team has undertaken over 4,500 evaluations and the scores were released to Head
Teachers in March 2011 to coincide with their budget planning cycle. Implementation of the
evaluation outcomes and payment of any back pay elements has now been completed, with
approximately 5,050 offers of back pay dispatched. 30 signing events have been organised
across the County to enable affected school based staff to attend, collect their back pay
cheques and sign the required legal agreement to protect the Authority from any further
claims. This process mirrors that applied to centrally employed staff.

The Job Evaluation team received 642 appeals against the original evaluation outcomes in
schools and these have now been considered by the appeals panel. The appeal process is
in two stages and as part of the second stage, employees have the opportunity to attend a
further panel independent of the first to present further information to enable further
consideration to be given to their outcome. There have been 205 school based employees
who have chosen to meet the panel and there are 94 appeals awaiting panel dates to be
arranged.

10.The original evaluations for school support roles were based on the job content as at

September 2008. In moving from the final stages of implementation of the single status
agreement to day to day maintenance the team are currently evaluating any new or changed
jobs created since 2008. It is envisaged that these new evaluations will be completed early
in 2013. The team continues to work with Head Teachers on revised schools structures and
assisting them in developing new roles including creating a range of template job
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descriptions to help school leaders plan their future support needs with evaluated grades to
assist schools with their financial planning.

Equal Pay Claims

11.Following the release of the job evaluation scores to centrally employed staff over 2,500 staff
lodged equal pay claims with the Employment Tribunal Office. The majority of these were
female claimants who cited alternate roles within the Authority, occupied predominately by
male colleagues, that subsequently became ‘rated as equivalent’ i.e. they received the same
basic salary but attracted bonus payments. The calculation and payment of back pay went a
significant way in reducing potential equal pay claims. Various occupational groups were
considered to determine what level of risk in terms of equal pay they presented and
reasonable offers were made to address this risk. Affected employees were required to sign
a legally binding document which allows parties to settle potential claims without recourse to
the Employment Tribunal where the employer pays a settlement sum and in return the
employee gives up their right to bring any future claim.

12.By the end of 2010 the majority of the equal pay claims for centrally employed staff were
withdrawn either by staff signing a legal agreement or by successfully challenging the
employees’ belief that they had been unfairly treated through their pay. In August 2010 there
were 104 cases remaining and the Authority entered into negotiations with the trades unions’
solicitors in an attempt to resolve the outstanding cases. Following complex but ultimately
successful negotiations, agreement was reached through making offers based on the
potential value of the claims which were accepted thus preventing the need for protracted
legal proceedings and their attendant costs.

13.For school support staff, 166 equal pay claims were originally lodged and broadly the same
principles are being applied as for centrally employed staff by applying uplift to the back pay
calculations and requiring those affected to sign a legal agreement in accepting a payment.
The number of claims has now been reduced to 87 and are subject to ongoing negotiations
to seek to resolve these claims.

Other Options Considered

14.The requirement to undertake a full job evaluation exercise was part of a national agreement
and has enabled the Authority to address the potential equal pay issue. A range of options
were considered and discussed with the recognised trades unions and an agreement
reached as to best way to undertake an exercise of this breadth, scale and complexity.

Reasons for Recommendations

15.The issue of equal pay is complex and has resulted in a number of landmark legal decisions
affecting other local authorities notably Birmingham City Council, South Lanarkshire Council
and Sheffield City Council. It has also resulted in industrial unrest and in some cases strike
action, such as Teaching Assistants in Cumbria. The approach adopted by Nottinghamshire
County Council and the effective joint working with the recognised trades unions has
enabled us to meet our legal obligations, ensure our pay systems are equality proofed for
the future and comply with the requirements of the Single Status Agreement for a fair system
of pay for all employees covered by the agreement.
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Statutory and Policy Implications

16. This report has been compiled after consideration of implications in respect of finance, equal
opportunities, human resources, crime and disorder, human rights, the safeguarding of
children, sustainability and the environment and those using the service and where such
implications are material they are described below. Appropriate consultation has been
undertaken and advice sought on these issues as required.

Financial Implications

The budget for centrally employed staff was established some time ago and costs of new
evaluations are now met through individual service salary budgets. The costs associated with
back-pay for school support staff are funded on a 50/50 basis from the Schools Budget and by
the County Council.

Equalities Implications

The job evaluation exercise has enabled the County Council to comply with equal pay
legislation which requires salary to be based on the requirements of the role and not on the
gender of the employee.

Human Resources Implications

The human resources implications are implicit in the body of the report. The recognised trades
unions have been engaged throughout the process and have worked jointly with the Job
Evaluation team, school leaders and managers to implement and apply the job evaluation
schemes fairly and consistently. The trade unions have welcomed this report.

RECOMMENDATIONS
It is recommended that:

1) Personnel Committee note the completion of implementation of job evaluation for
centrally employed and school based support staff with a minimum of disruption to the services
provided by the County Council and to schools.

2) Personnel Committee acknowledge the contribution of the recognised trades unions in
this process and note their contribution to the successful implementation of the job evaluation
scheme

Marjorie Toward
Service Director HR and Customer Service
Environment and Resources

For any enquiries about this report please contact: Gill Elder, 0115 97673867 or
Gillian.elder@nottscc.gov.uk
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Constitutional Comments (KK 18/12/12)
17.The proposals in this report are within the remit of the Personnel Committee.
Financial Comments (MB 20/12/12)

18. There are no financial implications arising directly from this report as the report is for noting
only.

Background Papers
Trade union side comments.
Electoral Division(s) and Member(s) Affected

All
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E%a Nottinghamshire Report to Personnel Committee
¥ ] County Council 23 January 2013

Agenda Item: 7

REPORT OF SERVICE DIRECTOR, HUMAN RESOURCES AND CUSTOMER
SERVICE

PROPOSED CHANGE TO THE PROCUREMENT OF AGENCY WORKERS

Purpose of the Report

1.

To seek the endorsement of Personnel Committee to alter the way we currently procure
agency workers from a range of stand-alone contacts and move to a managed service
option.

Information and Advice

2.

The report covers the procurement of agency workers and not that of external
consultants. The Corporate Leadership Team recently considered and agreed a report
on how this specialist resource can be accessed and managed effectively.

The Agency Workers Regulations 2010 define an agency worker as an individual who is
supplied:

e By atemporary work agency

e To work temporarily for and under the direct supervision of a hirer, and

e Under a contract of employment with the agency to perform work and services
personally.

Employees differ from agency workers in that:

They have a contract of employment

There is a requirement for the work to be done in person

There is mutuality, that is each party has an obligation to the other

There is control by the employer of the way or circumstances in which the work is done;
And other terms exist which are consistent with employment

Agency workers provide valuable flexibility to support the permanent workforce and their
use links directly to Priority 3 of the Workforce Strategy which Personnel Committee
considered and agreed in September 2012. Priority 3 requires the County Council to
deploy our resources flexibly to meet the aspirations and needs of our communities. The
action plan specifically mentions the need to improve monitoring and to control the use of
agency workers to reduce costs and increase value for money.
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We have moved from a position in 2009 where the County Council had inconsistent and
in some cases limited contractual arrangements in place for the supply of agency
workers to a set of contracts with a range of suppliers which cover a number of service
areas. These include admin/clerical; cleaning, catering and landscaping; ICT; qualified
and unqualified social care workers; teachers for the Learning Centres etc. Where
appropriate, national framework agreements have been utilised, for example in ICT.

The current social care contracts come to an end in January 2013, with those covering
manual workers ending in February 2013 and the admin and clerical contract runs until
May 2013. Whilst the current arrangements have delivered some benefits and ensured
the County Council is legally compliant in this area, there have been varying degrees of
management satisfaction with the suppliers and in some areas there have been
significant issues with the suppliers which have required high levels of officer time to
resolve. These have included failures to satisfy safer working requirements, to incorrect
charging and there have been particular issues with the quality of workers supplied to
some residential units in both Adult Social Care and Health and Public Protection and
Children, Families and Cultural Services.

Any new arrangements will take time to put in place and contingency plans have been
identified, including exploring Financial Regulation waivers where necessary, to ensure
that the existing arrangements continue and services do not experience any disruption
whilst the new tender exercises are completed. It is intended to fully engage with key
internal stakeholders to ensure that the proposed new arrangements fully meet service
needs and there will be full stakeholder engagement to maximise manager buy-in to the
revised process and to ensure that the tender covers the diverse requirements of the
County Council and can meet the potential demand from all areas in terms of both
generic and specialist need. Colleagues in Legal Services and the Procurement Team
will be involved in the procurement process and in the drafting of any future contract and
the input from Communications colleagues will also be key to conveying the changed
process to ensure maximum stakeholder engagement.

There remain some service areas not covered by the current contractual arrangements,
for example drivers, and yet this is an area where agency cover is regularly required.
The introduction of BMS has highlighted areas where payments have previously been
made to suppliers with whom we have no contractual relationship. Where this has been
an issue, colleagues in Procurement have challenged the decision to use a non-
contracted supplier and worked with the manager to identify an appropriate solution.

The use of agency workers is an issue frequently raised by the recognised trades unions
particularly in service areas where posts have been notified on the section 188 notice
and where redundancies have been made. Agency workers provide essential flexibility
to services to cover peaks of work without adding to the permanent establishment. In
some areas, for example residential services for both adults and children, it enables the
County Council to meet statutory and inspectorial requirements in terms of staff cover
and make-up. However this use needs to be carefully managed to ensure that all
services are using agency workers in the most cost effective way. Management
information suggests that there is still high usage of agency workers in some areas and
potentially an over reliance on temporary workers rather than recruiting on fixed term
contracts. However, there have been some instances where this has ensured essential
services are maintained. For example, there has been significant agency support whilst
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10.

11.

12.

13.

the business and admin support to children’s social care has been resolved but
recruitment adverts have now been placed to address the current shortfall.

The expenditure report below has been taken from BMS showing the value of purchase
orders placed over the last full 6 month period — February to July 2012. A purchase order
based report was selected as opposed to an invoice report as it reflects the apparent
need for temporary workers and is not distorted by the volume of any disputed invoices.

The table below shows spend between February and July 2012 of £7.6m on agency
workers.

Spend by
Purchase Order
Values

Feb 12 - July 12
Product Category £
Admin & Clerical 1,140,595
Manual 420,311
Profes.smnal & 1,344,814
Technical
Care — UQ/Q’fied 4,499,873
Teachers 200,545
Total 7,606,140

The potential savings which a move to a managed service model could realise can be
conservatively estimated at 10% of the annual spend. There are also potential savings
to be realised from improved systems freeing up officer time on circulating requests to a
number of agencies rather than just one; dealing with disputed invoices and improved
management information to enable more robust control and monitoring of overall agency
spend. Ultimately the revised approach will ensure improved transparency in terms of
fee structure and deliver increased assurance on the placements made. Quality
management would be a specific requirement of any future contract.

The Local Government Professional Services Group (LGPSG) supports and enables
Local Authorities across England to deliver savings from the procurement of professional
services. Through their work, national toolkits and identified best practice has been
developed which provide a clear focus on practical solutions that work across local
government and deliver identifiable and quantifiable benefits. In Local Government,
temporary resourcing has seen a shift in recent years from the more traditional
frameworks or Preferred Supplier Lists in operation to the use of a Managed Service
Provider to deliver their needs. As a result of this shift and following the findings of a
baseline survey conducted in 2010, the LGPSG commissioned Pro5 to establish a
national Framework for Managed Service Providers of Temporary Agency Resources.

It is proposed that one Managed Service Provider takes responsibility for delivering
services on behalf of the County Council and manages a framework of individual
agencies. This option can often involve the Managed Service Provider operating a tiered
structure of agencies to deliver services and it is recommended that the Pro5 agreement
is used. A copy of the document is available as part of the background papers to this
report.
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14.

15.

16.

17.

18.

A competition would be required between the pre-approved agencies to determine which
will be the lead supplier and they will then contract with a range of both local and national
agencies for a second tier of suppliers which will ensure full cover in all locations and
allow those smaller local agencies who currently feel excluded from the existing
contracts, to have the opportunity to be involved. This would initially lead to a large
second tier but over time this would be managed down over the course of the contract
based on supplier performance. This again would be managed by the Managed Service
Provider in consultation with the County Council.

The benefits of the managed service approach include:

A single point of contact for managers

Streamlined invoicing

Structured management information and reporting.  This would provide greater
transparency of the size of the temporary workforce and enable targeted interventions
where recruitment and turnover may be causing difficulties

Reduced and standardised rates of commission

Accuracy of charging and identification of savings

Performance-based tiering of agencies to encourage service improvement

Audits of agencies to ensure compliance with safer recruitment requirements

Easier to manage compliance with Agency Worker Regulations

Allows for greater access to a wider range of agencies to ensure sufficient capacity and
coverage which has been a particular issue in the north of the county

Provides a greater opportunity for local and smaller suppliers within the Managed Service
Provider supply chain

There is likely to be heightened anxiety among current agency workers in situ regarding
the prospect of a change of agent. In addition, managers who have forged relationships
may be concerned about a further change. It will require careful management and clear
guidance on how any transfers will be managed. Whatever overall supplier solution is
decided, there will be a need for significant stakeholder engagement in the tendering
process and communication to ensure that all managers are aware of the correct
arrangements and of the expectation that they use the agreed supplier. The proposal to
move to a single managed solution will assist significantly with compliance monitoring
and further demonstrate a One Council approach to the issue of temporary resourcing.

The future arrangements will require an integrated, consistent approach to maximise the
benefits of this approach which is fit for all potential purposes. The contract will create
sufficient flexibility to meet specialist ad hoc needs as well as the more routine requests
and contract performance will inform the management of the overarching contract. We
will need to identify the most appropriate place for contract management to sit but
individual requesting managers will have an integral role to play in this.

A further opportunity is created to effectively manage contract spend and embed the
principle of no agency placement extending beyond 12 weeks without specific authority
to do so. Agency workers approaching this deadline, where the need is likely to continue,
will be offered fixed term employment or the opportunity to apply for permanent
employment where all requirements of the vacancy protocol are met. This will ensure
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agency placements are in the main, time-limited, enabling better forecasting of future
spend, ensuring the most cost effective resourcing solutions are considered by managers
and requiring all placements to be closely managed and not be allowed to drift
unchecked.

Other Options Considered

19.

20.

21.

22.

A neutral vendor service which is a system based model whereby the company providing
the temporary labour does not itself provide staffing services but manages a pool of
suppliers with a fixed mark up on rates has been considered. The benefits are that there
is only one contract to manage and there are savings to be realised through agreed
supplier rates. It is generally recognised that this model is unpopular with users of the
service because there is limited client relationship involved and it is a heavily IT based
service.

There is an opportunity to extend the current arrangements. The benefits of this would
be to provide a degree of continuity. However the management of this number of
suppliers is resource intensive and there is certainly dissatisfaction in some areas with
contract performance.

We could tender each area under a separate framework agreement. This would ensure
legal compliance but would not address the issue of having a large number of suppliers
to manage.

Finally we could consider running a tender exercise for each area for a sole supplier.
This may enable better contract management but would shrink the existing supplier base
and may create capacity issues in the more geographically remote areas.

Reasons for Recommendation

23.

The reasons for the recommendation to move to a Managed Service Provider model are:

The opportunity for savings to be made in having a single set of agreed rates and greater
transparency of the fee structure

Better contract compliance and relationship management

Possibility of savings in terms of reduced officer time required to manage a large number
of contractors

A clear process for managers to access temporary agency workers and for their use to
be monitored to ensure the most cost effective resourcing solution is being used
Improved management information to assist with budget forecasting and workforce
planning

Allows access to the widest range of suppliers including smaller local businesses who
have previously felt excluded

Longer duration of contract develops greater security for the provider and consequently
leads to service improvement with that greater stability

Improved legal compliance across all service areas in their use of agency workers

Clear exit strategies to ensure placements are not allowed to drift

Delivers an integrated, consistent “One Council” approach which meets ad hoc generic
and specialist needs across the diverse range of County Council services
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Statutory and Policy Implications

24.  This report has been compiled after consideration of implications in respect of finance,
the public sector equality duty, human resources, crime and disorder, human rights, the
safeguarding of children, sustainability and the environment and those using the service
and where such implications are material they are described below. Appropriate
consultation has been undertaken and advice sought on these issues as required.

Implications for Service Users

25.  Service users will be better served by a more robust set of arrangements for the
procurement of temporary agency workers. Safer recruitment will be a key element of
the contract specification to ensure, as far as possible, that those coming to work under a
contract for service in Nottinghamshire, are safe to do so.

Human Resources Implications

26. The Human Resources implications of the proposed change of approach are set out in
the main body of the report. The trade unions have reiterated their concerns regarding
the use of agency workers.

Implications for Sustainability and the Environment

27. Moving to a tiered approach to agency workers will allow smaller, local agencies access
to the contract where they are currently excluded from doing so either because they were

not the successful tenderer for a single supplier contract or could not compete
competitively with the larger agencies who are currently on the preferred supplier lists.

RECOMMENDATION

That Personnel Committee endorse the alteration of the current arrangements for procuring
agency workers and note the commencement of the procurement exercise to identify a
Managed Service Provider which will involve key stakeholders in the tendering process.
Marjorie Toward

Service Director HR and Customer Service

Environment and Resources

For any enquiries about this report please contact:
Gill Elder on 0115 9773867 or gillian.elder@nottscc.gov.uk

Constitutional Comments (KK 18/12/12)
28.  The proposal in this report is within the remit of the Personnel Committee.
Financial Comments (MB 20/12/12)

29. The financial implications are outlined in paragraph 11 of the report.
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Background Papers

Managed Services for Temporary Agency Resources (MSTAR) National Framework Agreement
commissioned by the Local Government Professional Services Group.

Trade union side comments.

Electoral Division(s) and Member(s) Affected
All
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I%a Nottinghamshire Report to Personnel Committee
“45% ]1 County Council 23 January 2013

Agenda Item: 8

REPORT OF THE SERVICE DIRECTOR HR AND CUSTOMER SERVICE

WORKFORCE INFORMATION 2012

Purpose of the Report

1. The purpose of this report is to provide Personnel Committee with a summary of the profile
of the workforce for Nottinghamshire County Council as part of a regular annual reporting
regime.

Information and Advice

2. Since January 2009 all public sector employers, including local authorities, have had a
statutory duty under the Equality Act 2010 to publish information about the profile of their
workforce on an annual basis. The collection of this data and the use of it to inform key
workforce initiatives underpins the Council's commitment to ensuring that its employment
practices and services are free from discrimination and prejudice: fit for purpose and enable
delivery of good quality affordable services and high standards of customer care

3. The latest workforce information for Nottinghamshire (NCC) is as at March 2012 and the
figures are based on the 12 month period from 1 April 2011. The report shows how the
County Council's workforce has changed over the period 2010 to 2012 and relates to
gender, age, ethnicity, sexual orientation and religion/belief. These are the protected
characteristics covered by the Equality Act 2010.

4. The information from this report feeds into the County Council’s Workforce Strategy and has
a key impact on the workforce planning of the Council to ensure that it has a flexible and
diverse workforce which will enable it to deliver its key priorities.

5. The current Workforce Information Report covers a period when the Council underwent
significant restructuring and therefore the report does not include data on individual
departments as the extent of restructuring would make comparison difficult

6. The Workforce Information Report for 2012 is attached as Appendix 1. The key points
regarding the Council’'s workforce profile that are evident from the data published in the
report are;

a. The number of posts and employees employed by the Council has fallen over the period
2010 to 2012. This is not unexpected given the budget savings and reprioritisation of
funds that has taken place over the last few years. This alongside the reshaping and
redesign of the organisation and a number of school academy conversions has resulted
in an overall reduction in the number of people directly employed by the Council.
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Over 60% of employees are within the 36-55 age groups. The proportion under 25 is just
over 5%. This compares to 13.26% of the Nottinghamshire population who are aged 16-
25. This information has been a key driver for the County Council to increase the
number of work related learning opportunities for young people to try and encourage
more young people to see the Council as an employer of choice.

The proportion of employees who declare themselves disabled has remained fairly
constant over the last few years and is now at 2.7%.

The proportion of employees declaring themselves as not being White British (i.e. they
are in the black and minority ethnic groups; (BaME) has also remained constant at just
over 5% and this compares favourably with 4.2% in the Nottinghamshire Community.

The overall balance across the workforce between men and women has also remained
fairly constant at around 25% male and 75% female. The Council knows that it does
attract a number of female employees because of its wide range of family friendly
policies.

The number of employees identifying themselves as having a disability has increased
slightly overall. The number of employees with a disability who are employed centrally
by the authority is broadly in line with the local labour market but is significantly lower in
schools.

Other Options Considered

7. The County Council regularly reviews the way it presents this type of statistical information

because the aim is to make it as clear and as concise as possible.

Reason for Recommendation

8. The County Council has a statutory duty to publish workforce information on an annual

basis. It is important that elected members are aware of this information when determining
the strategic direction of the County Council and other related policies.

Statutory and Policy Implications

9.

This report has been compiled after consideration of implications in respect of finance, the
public sector equality duty, human resources, crime and disorder, human rights, the
safeguarding of children, sustainability and the environment and those using the service and
where such implications are material they are described below. Appropriate consultation has
been undertaken and advice sought on these issues as required.

Implications for Service Users

This information is available to Service Users via the County Council’s public website.
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Equalities Implications

The publication of the Workforce Information Report ensures that the County Council complies
with its statutory duty under the Equality Act 2010. Actions undertaken by the Council to
address any potential inequalities identified from the data as set in the report would further
support compliance with this duty.

Human Resources Implications

The human resource implications are implicit within the body of the report. Trades Union
colleagues have been consulted on the information contained within the report and have
provided their comments. It will be an agenda item for further discussion at the next Central
Joint Consultative and Negotiating Panel on Thursday 31 January 2013.

RECOMMENDATION

It is recommended that Members approve the publication of the Workforce Information Report
2012.

Marjorie Toward
Service Director HR and Customer Service
Environment and Resources

For any enquiries about this report please contact:

Mandy Steel, Group Manager (HR)
E mail: mandy.steel@nottscc.gov.uk. Telephone number) 115 9774898

Constitutional Comments (KK 20/12/12)

10. The proposals in this report are within the remit of the Personnel Committee.
Financial Comments (MB 20/12/12)

11. There are no specific financial implications arising from the report.
Background Papers

Trade union side comments.

Electoral Division(s) and Member(s) Affected

All
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This report has been produced by Bridget Innes, Workforce Development Officer.
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Part 1 — Introduction

The purpose of this report is to provide an annual summary of the profile of the workforce for
Nottinghamshire County Council.

All public sector employers, including local authorities, have a statutory duty under the Equality Act
(2010) to publish equality information on an annual basis. The latest workforce information for
Nottinghamshire County Council (NCC) is based on data as at March 2012 but covers the period
from 1 April 2011 to 31 March 2012.

The report also shows how the County Council’s workforce has changed since 2010 and relates to
gender, age, ethnicity, sexual orientation and religion/belief which are the protected characteristics
covered by the Equality Act (2010). This data underpins the council’s commitment to ensuring that its
employment practices and services are free from discrimination and prejudice.

In April 2011 the council underwent significant restructuring, therefore the report does not include
comparative data prior to this date on individual departments as the extent of the restructuring would
make comparison difficult. However, the council does have historical data showing the profile of the
previous departments for 2008 to 2010 and this can be provided on request.

In addition to this in December 2011 the Council introduced a new Business Management System which
changed the way we are able to produce the information showing the make up of our workforce.
Previously this had been calculated on the number of employees (headcount) now this is done on full
time equivalents (fte). This again makes comparison to historical data very difficult.

Whilst it is a legal requirement to publish information about the workforce the information has also
been used to inform the County Council’s Workforce Strategy.

The Workforce Information Report is available to members of the public as well as Council
employees through the Council’s public website.

This data underpins the council’s commitment to ensuring that its employment practices and services
are free from discrimination and prejudice and to fulfilling the statutory duty placed on all public sector
employers, including local authorities, to:

e monitor the profile of their workforce
e analyse how this is reflected in the recruitment, deployment and development of its employees
e publish the relevant data on a regular basis
¢ identify any negative trends or issues and take any necessary action to address these.
Low Bases

This data is based on employees’ declared information. If a category contains declared information
on less than 30 employees, it is deemed too small to provide statistically valid or meaningful
percentages so in most cases, none are given. Instead a label of ‘low base’ appears in the table or
they are highlighted by being shown in italics.
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Data Collection and Definitions

Topic

Definitions

Notes

Time frame

As at 31 March 2012

Workforce Profile

1 April 2011 — 31 March 2012

Other data sets

Who's included

Permanent employees

Temporary employees

No change since previous
year. Based on full time

Teachers equivalent (fte) unless
School support staff otherwise stated. For
Who's not included | Relief example, 1.0 fte = 37 hours
Casual worked per week; 0.5 fte =
Agency 18.5hrs worked per week.
Protected Gender Centrally employed (i.e. those
Characteristics Ethnic group® employed through the LEA)
analysed Age data validated by employees
Disabled status Dec 2011 and on-going.
Sexual orientation”
Maternity/pregnancy
Transgender”
Religion/belief’
Heads/Headcount Number of employees

Incumbencies/posts

If an employee holds more
than one post (incumbency)
they will be counted for each
post they hold

Many of the County Council’s
posts are part time. Therefore
some employees have more
than one post

Community

Aged 16 and over
excludes Nottingham City

From 2001 census (2011
census data not available until
later in 2012/2013)

Local labour market
(LLM)

Households reflecting entire
adult population (aged 16+) of
Nottinghamshire plus
Nottingham City

Office of National Statistics
Annual Population Survey
2011 (Oct 2010 — Sept 2011)

Category/Acronym | Definition

BaME all ethnicity categories other than White British

Disabled individuals who consider themselves to be disabled under the
Disability Discrimination Act 2005

NCC Nottinghamshire County Council

ASCH&PP Adult Social Care, Health and Public Protection

CFCS Children’s, Families and Cultural Services

E&R Environment and Resources

PPCS Policy, Planning and Corporate Services

FTE Full time equivalent

Period/Year Source of workforce profile data

2008-2011 Cyborg HR Information system

Mar 2012 Schools

Cyborg HR Information system

Mar 2012 centrally
employed staff

Primarily Business Management System with some additional
employee details from Cyborg

L as per 2011 census definitions where possible
% The number of employees in these categories who have discloseE)iage\cﬂiQﬁs Qﬁ/leﬁAherefore limits the analysis and resulting information.




Part 2 - Executive Summary

¢ In line with other authorities the County Council has a high ratio of female staff — 75.5%.
However the County Council knows that it attracts female employees because of its wide
range of flexible working arrangements

e The majority of staff is within the age range — 46-55 (32.4%) and the least in the 16 — 25
(5.2%). This information has informed the County Council’s strategies on work related learning
opportunities such as the introduction of an apprenticeship scheme.

e The proportion of BaME staff employed (5.6%) is in line with the Nottinghamshire population
(4.2%).
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Part 3 - Workforce Profile

Nottinghamshire County Council (NCC) Workforce 2010-2012

20000
17500
15000
12500
10000
7500
5000
2500

Nottinghamshire County Council Workforce FTE

Sept 2010 Sept 2011 Mar 2012

OFTE

19958.88 17103.17 16114.03

Workforce Profile of Nottinghamshire County Council (NCC) 2010-12

All based on FTE

NCC Gender Profile 2010-2012

100%
90%
80%
70%
60%
50%
40%
30%
20%
10%

0% Sept 2010 Sept 2011 Mar 2012

O Female 73.37% 74.99% 75.49%

| Male 26.63% 25.01% 24.51%

Non-disclosures removed when calculating %
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100%
90%
80%
70%
60%
50%
40%
30%
20%
10%

0%

NCC Ethnicity Profile 2010-2012

Sept 2010

Sept 2011

Mar 2012

O Non-BaME
B BaME

94.51%
5.49%

94.44%
5.56%

94.47%
5.53%

Non-disclosures removed when calculating %
BaME definition is anyone who is not White British

NCC Disability Profile 2010-2012

100%
90%
80%
70%
60%
50%
40%
30%
20%
10%

0%

Sept 2010

Sept 2011

Mar 2012

O Not Disabled
m Disabled

97.37%
2.63%

97.45%
2.55%

97.30%
2.70%

Non-disclosures removed when calculating %
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NCC Age Profile 2010-2012

80%
60% -
40% -
0%
Sept 2010 Sept 2011 Mar 2012
O Over 65 0.47% 0.50% 0.57%
W 56-65 14.60% 13.40% 14.15%
0O 46-55 29.98% 31.83% 31.90%
0 36-45 28.27% 28.43% 28.42%
| 26-35 20.47% 20.21% 19.76%
O 16-25 6.22% 5.62% 5.20%

Non-disclosures removed when calculating %
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Workforce Profile of Nottinghamshire County Council (NCC) 2012

FTE Posts
All Centrally 7393 10782
employed?®
Schools 8721 13112
NCC inc Schools 16114 23894

NCC Workforce by Gender

100%
90%
80%
70%
60%
50%
40%
30%
20%

10%

0%

NCC Schools Centrally employed Community LLM
O Female 75.49% 81.10% 68.88% 51.68% 50.90%
m Male 24.51% 18.90% 31.12% 48.32% 49.10%

Non-disclosures removed when calculating %

NCC Workforce by Ethnicity

100%
90%
80%
70%
60%
50%
40%
30%
20%

10%

0%

NCC Schools Centrally employed Community LLM
@ Non-BaME 94.47% 96.56% 92.44% 95.79% 90.60%
m BaME 5.53% 3.44% 7.56% 4.21% 9.40%

Non-disclosures removed when calculating %, BaME Pfé@tém"s]@yalrewals not White British

% Includes all employees held in BMS plus those centrally employed still held in Cyborg
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100%

90%

80%

70%

60%

50%

40%

30%

20%

10%

0%

NCC

NCC Workforce by Disability status

Schools

Centrally employed

LLM

& Not Disabled

97.30%

99.31%

95.31%

95.10%

m Disabled

2.70%

0.69%

4.69%

4.90%

Non-disclosures removed when calculating %

Data is not available for the community comparative, as disability figures collected via the census

are not based on the DDA definition.

NCC Workforce by Age

100%
90%
80%
70%
60%
50%
40%
30%
20%
10%

0% .

NCC Schools Centrally employed Community

O Over 65 0.57% 0.39% 0.77% 19.27%

B 56-65 14.15% 10.95% 17.67% 13.97%

O 46-55 31.90% 28.85% 36.73% 17.47%

O 36-45 28.42% 29.64% 26.46% 18.67%

m 26-35 19.76% 23.24% 15.30% 17.36%

O 16-25 5.20% 6.92% 3.07% 13.26%

LLM data for age uses different age group$sgdsinot songaarable.




NCC Workforce - Sexual Orientation

100%
90%
80%
70%
60%
50%
40%
30%
20%

10%

0%

NCC Schools Centrally employed

‘ m LGBT @ Heterosexual ‘

No data was collected on sexual orientation for the LLM or 2001 census.

Based on FTE
NCC Schools Centrally
employed
Bisexual 0.68% 0.35% 0.85%
Gay 0.77% 0.21% 1.06%
Heterosexual 97.45% | 98.93% 96.69%
Lesbian 1.1% 0.51% 1.4%
Disclosure rate 36.04% | 22.65% 51.84%

Non-disclosures removed when calculating %

The low disclosure rate for LGBT is likely to impact on this data.
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No data was collected on religion for the LLM. The chart below groups all religions/beliefs other than
Christian together. However, these are broken down in the table that follows.

NCC Workforce - Religion/Belief

100%

90%

80% -

70% -

60%

50%

40%

30% -

20% -

10% -

0% -
NCC Schools Centrally employed Community

‘ m No religion/ belief m Other religion/ belief @ Christian ‘

Based on FTE
NCC Schools Centrally Community
employed

Buddhist 1.6% 0.4% 2.21% 0.17%
Christian 60.48% 65.69% 57.82% 81.04%
Hindu 0.49% 0.24% 0.61% 0.31%
Jewish 0.21% 0.33% 0.15% 0.12%
Muslim 0.57% 0.6% 0.56% 0.51%
Sikh 0.52% 0.27% 0.65% 0.33%
Other religion/ 2.2% 1.37% 2.62% 0.21%
belief

No religion/ belief 33.93% 31.1% 35.38% 17.31%
Disclosure rate 37.99% 23.75% 54.79%

Non-disclosures removed when calculating %
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Top Earners Profile

NCC Workforce vs Top 5% of earners
80%
60% -
40% -
20%
0% - E—r— N
Women Disabled BaME
B NCC FTE 75.52% 2.70% 5.56%
O Top 5% 59.03% 2.89% 3.92%

Top 5% of earners = those on spinal column point 47 and above. Based on headcount.
NCC based on FTE

Profile of Top 5% Earners

100%
90% —
80% —
70% —
60% —
50% —
40% —
30% —
20% —
10% —

0% - | | | |

Female

Male

Disabled

Not
Disabled

BaME

Non-
BaME
(white)

Seriesi

59.03%

40.97%

2.89%

97.11%

3.92%

96.08%
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I%a Nottinghamshire Report to
5% 1 County Council Personnel Committee

23 January 2013

Agenda Item: 9

REPORT OF THE SERVICE DIRECTOR OF HUMAN RESOURCES AND
CUSTOMER SERVICE

ANNUAL HEALTH AND SAFETY REVIEW 2011/12

Purpose of the Report

1.

To advise Personnel Committee on Nottinghamshire County Council’'s Health and Safety
performance and plans to secure continuing effective and efficient management of risk and
legal compliance. The report examines the effectiveness of safety management systems
and identifies action required to address specific high priority risk issues and address any
areas of potential weakness.

Information and Advice

General

2.

The conclusions and recommendations in this report are based on the outcomes of a
programme of audits/inspections, regular contact/site visits and incident investigations
carried out by the Health and Safety Team. It is evident from this that performance has
continued to improve, with high levels of compliance and significant reduction in accidents
and employee civil claims. This has enabled the authority to prioritise and more accurately
target resources on key risk areas and ensure that suitable action is taken to maintain and
improve levels of health and safety risk management.

A framework of corporate and departmental meetings has driven performance improvement
through regular consideration of key risk issues, by challenging non-compliance and
monitoring progress. Regular updates to Corporate and Departmental Leadership teams by
the Health and Safety Manager have ensured that senior officers are regularly updated on
key issues and performance.

Formal consultation with recognised trades unions has continued throughout this period at
Central Health, Safety and Welfare Panel, Departmental and Corporate Joint Consultative
and Negotiating Panels.

Safety Management System

5.

The County Council has maintained a planned and systematic approach to health and safety
management, to an internationally recognised standard that is externally assessed.
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Property, Highways, Catering and Facilities Management have had positive external
assessments during the previous 12 month period.

6. The scope of the county council’s certification has been extended to include Country Parks,
National Watersport Centre and the Youth Service. Phase 1 audits of all three areas started
in April 2012 and phase 2 audits are due to be completed in January 2013.

Audits and Inspections

7. All audits and inspections were carried out using a standardised assessment process,
scoring from 1 to 4, with 1 reflecting the highest levels of management/compliance and 4
representing a lack of effective management systems or operational compliance. The
average audit score for 2011/12 was 2.6, against a target of 2.5. This is indicative of
generally high standards of health and safety risk management across the authority. The
average inspection score of 2.4 was also close to the target value of 2.0, again indicative of
generally high standards of health and safety risk management across the areas inspected.

8. Areview of issues identified during audit and inspection activity identified the following areas
as requiring further improvement;

Risk assessment

Property management (fire, legionella, asbestos, electrical systems)
Statutory Inspections

Control of construction/maintenance and contractors

Lone working

Violence & Aggression

Lagging Indicators

9. Targets for incident reduction, set at 20% between 2010 and 2015, are on course in all
categories. Table 1 provides an overview of key statistics. Reported work related injuries
have generally reduced over the period continuing the downward trend. Whilst significantly
reduced, the number of reported violent incidents continues to be a concern. Action has
been taken to address this by revising policy and guidance relating to this issue as well as
auditing and inspecting areas with continuing high levels of incidents.

10. Action is being taken to develop an on-line incident reporting process which is due to go live
next year.

Table 1 Work related injury causes in 2011-12

Incidents % Change RIDDORs* % Change
Incident data is for 5011 010 011 5010
employees only
Accidents/Incidents 2414 3546 -32 45 97 -54
Slips/trips/falls 305 360 -15 13 35 -63
Violent Incidents 1114 1423 -22 2 1 100
Manual Handling
Incidents 143 243 -41 11 27 -59

*Reporting of Injuries, Diseases and Dangerous Occurrence Regulations
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Asbestos

11.The Asbestos and Condition Survey Team commenced a programme of annual asbestos
register updates in January 2011 and are currently on the second round of visits. During
their visits they also raise any urgent asbestos management issues, provide asbestos
management advice and check that Local Asbestos Management Plans are in place.

12.The Health and Safety team have recently visited all maintained schools to review and
revise Local Asbestos Management Plans and raise awareness of asbestos. The
introduction of a Building Works notification process has also been effective in helping to
identify potential safety issues at the planning stage.

13.A new code of practice, aiming to reinforce roles, responsibilities and procedures has also
been agreed by Corporate Leadership Team and this is now being implemented.

Fire

14.Throughout this period the Fire Safety Team have focused on commissioning improvement
works based on recommendations from fire risk assessments. The team has been
particularly successful in its management of improvement works, having delivered a
reduction in priority one actions from 23% to 9% of the total number of issues. The fire risk
assessment programme has continued and is ahead of schedule for completing reviews, to
the point where 75% of fire risk assessments are now less than two and a half years old.

Legionella

15.Throughout this period, the Water Hygiene team have focused on commissioning
improvements identified by legionella risk assessments, responding to monitoring
programmes and developing opportunities for improvement brought about by capital
improvement projects. The removal of cold water storage tanks (1200 reduced to 705) and
installation of associated modern water heaters has been a priority. This has reduced the
risk from stored water and the potential for contamination. The review of risk assessments
has continued and 98% of assessments are less than two years old.

Competence and Training Indicators

16.The competence and awareness of senior managers has been a particular focus during the
twelve month period to date. The outcome is that almost half of all managers have been
trained against a target of 33%. This includes 48% of Team Managers attending 'Health &
Safety Essentials for Managers’ and 48% of Senior Managers attending 'Active Safety
Management’. Action is being taken by departmental Risk, Safety and Emergency
Management Groups to identify and ensure that all relevant staff have attended this training.

17.Whilst the focus of the corporate training programme has been on the development of
management competencies, there has also been an increase in the delivery of ad-hoc
training to front line staff and for specific subjects including;
- Nominated Property Officer / Nominated Property Contact training
Food Safety
Control of contractors
Control of asbestos
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In addition, a programme of training to schools has resulted in the delivery of 86 safety-
training sessions.

Horizon scanning

18.The government are reviewing health and safety with a view to simplifying, reducing
bureaucracy and have introduced new charging mechanisms for Health and Safety
Executive enforcement interventions. The authority is currently reviewing its policy and
guidance to reflect this philosophy and new approach.

19.The incorporation of Public Health functions into the County Council will require a degree of
work to review and ensure consistency of practice in this area over the rest of this year.
Action has already been taken to start this process but it is unlikely to require major resource
input.

Action Plan

20.The NCC Health & Safety Action Plan is designed to address potential weaknesses that
have been identified by our annual and on-going review processes. The action plan consists
of proactive and reactive programmes of work that aim to deliver improvement in key risk
areas across the authority. Good progress was made on all key aspects of the action plan
for the period 2011/12. Where actions were not fully completed or required further input or
development, they have been included in the new Health and Safety action plan, which is
attached as Appendix 1.

21.The action plan allows the authority to target resources to provide tailored support to specific
‘high risk’ services. There will continue to be significant focus on property related issues in
2013. This will be supported by further focused audits, inspections, training and
communication to raise awareness and compliance in this as a priority risk area.

22.The other key issues identified by this report and targeted by the action plan include Risk
Assessment, Statutory Inspections, Control of construction/maintenance and contractors,
lone-working, violence and aggression. Action to address all issues has been included in the
action plan.

Other Options Considered

23. A range of options have been considered in developing the action plan.

Reasons for Recommendation

24.The report aims to update members, to inform them of key risks and planned actions
required to revise and reinforce effective risk management processes.

Statutory and Policy Implications
25.This report has been compiled after consideration of implications in respect of finance, the

public sector equality duty, human resources, crime and disorder, human rights, the
safeguarding of children, sustainability and the environment and those using the service and
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where such implications are material they are described below. Appropriate consultation has
been undertaken and advice sought on these issues as required.

Human Resources Implications

The safety of service users and employees is of the upmost importance to the County Council
and the planned actions attached to this report take careful account of how this can best be
achieved, moving from compliance to a position of modelling best practice. The delivery of
safer working practices and environments includes close working with staff representative
groups including the recognised trade unions and the human resource implications are
considered at every stage of the development of Health and Safety policy, procedures and
relevant guidance. The trade unions welcome the evidence of performance improvement
contained in the report but have stated an expectation for improvement to continue.

RECOMMENDATION

That Personnel Committee note the key findings of this report and the action that is being taken
by the County Council to address the key areas of risk.

Marjorie Toward
Service Director HR and Customer Service
Environment and Resources

For any enquiries about this report please contact:
Peter Roddis, Health and Safety Manager on 0115 973445 or peter.roddis@nottscc.gov.uk

Constitutional Comments (KK 21/12/12)

26.The proposal in this report is within the remit of the Personnel Committee.
Financial Comments (MB 20/12/12)

27. There are no specific financial implications arising from the report.
Background Papers

Trade union side comments.

Electoral Division(s) and Members(s) Affected

All
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Appendix 1 - SR58 - Corporate Health and Safety Action Plan

This document should be read in conjunction with the Corporate
Occupational Health & Safety (OHS) Objectives & Programmes
April 2010/11 — March 2014/15 HSMS Ref: AO)

Nottinghamshire
County Council

Significant

chance of Chance of

missing
target

Not yet
started

missing
target

No.

Objective

Action
owner

Timescale & Detail & Progress Update

milestones

A. Effective occupationa

| health and safety management systems

Al

Further rationalise and
simplify the structure of our
H&S policies and guidance to
make more concise and
supportive of managers.

DH

New Corporate Policy format has now been adopted along
ith new format for supporting guidance. A programme of
ork is being developed to ensure that we meet this
target.

New Corporate H&S Policy document drafted.
llocated Safety Adviser resource LH and MG.

A2

Simplify the general
approach to risk assessment
(B2)

Including review of COSHH
Assessment process, policy
and guidance

PR

JN

Draft document to be prepared for consideration by H&S
team.
Draft policy and guidance COSHH prepared.

llocated Health and Safety Adviser resource LH & MD

Corporate H&S Action Plan v12

Pag,% g1e2i3 cﬂf91 54
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Action

No. Objective owner Timescale & Detail & Progress Update
milestones
A3 |Integrate H&S more fully DH udit of contractor management process completed April
with; 2012
Procurement processes / Draft Policy and Guidance in progress
contracts DH working closely with Procurement to review processes.
Construction planning llocated H&S Adviser Resource MG
Ways of Working
A4 [To further review and JN Departmental (ASCH&PP, CFCS, E&R) NPO Groups
improve awareness of established to facilitate review;
property related health and
safety issues by further
development of the NPO role Property Group maintain lists of NPOs & NPCs using
and related communication feedback from Dept. Sponsors
process
Establish Property H&S coordination group January — March
2013.
Review of NPO in relation to BMS.
llocated H&S Adviser Resource DJ
A5 [Develop & introduce SAP DH Development in progress. Initial testing in 2012, target Oct

accident reporting module

for roll-out to Depts

Corporate H&S Action Plan v12
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No.

Objective

Action
owner

Timescale & Detail & Progress Update

Milestones

B. Health and safety compliance

B1

Introduce ‘Statutory
Compliance Notice’ process
to ensure compliance for
serious, persistent non-
compliance issues

PR

Review of process to be supported by MD.

orking group to be established by end January 2013.
Draft process to be completed by end February 2012.
Target to complete by September 2013.

llocated H&S Adviser Resource MD

B2

Extend OHSAS registration
to selected Services within
CFCS

Country Parks

Youth Service

National Watersport Centre

SB

Gap analysis complete. Assessment dates established
Stage 1 in June-Sept; Stage 2 in January 2013
llocated Safety Adviser resource MB and PB.

Corporate H&S Action Plan v12
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No. Objective Action| Timescale & Detail & Progress Update
owner Milestones
B3 |Review and revise the KT This requires review of the contract for stat inspections to
approach to statutory determine whether this contract needs to be re-tendered.
inspections to ensure more Significant work is also required to ensure that internal
effective compliance with processes for responding to and monitoring completion of
PUWER (Provision and use of non-compliance are suitable and sufficient. Work has
work equipment regulations) already been completed to revise the Occupational Therapy
eguipment inspection processes.
Report considered by Compliance Board 2012. Update
report due April 2013.
llocated Safety Adviser resource AH.
B4 |Introduce systems of PR Pilot to take place in schools Jan — March 2013

recognising good health and
safety management
performance across all
departments

Corporate H&S Action Plan v12
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No. Objective

Action
owner

Timescale &
Milestones

Detail & Progress Update

C. Improved competenc

e and communication

Active Safety Management
C1 [for Directors and Group
managers (95%
attendance) &

‘Essential Health and
Safety for Managers’
course (60% attendance)

PR

Corporate H&S Action Plan v12

For 2012-13 ‘ASM’ attendance levels were 48% and
H&SEM attendance at 48%. Further action has been taken
to meet the 95% target figure; majority of relevant
Managers in ASCH and CFCS will have been trained by end
January 2013.

Senior practitioners to raise at DRSEMGs to establish plan
for all other managers to attend.

Essential Health and safety Training remains on target.
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No.

Action

Action
owner

Timescale &
Milestones

Detail & Progress Update

D. Risk priorities — all departments will be required to develop action plans to identify the measures/steps
being taken to prioritise, eliminate and reduce identified risks and address any outstanding issues or areas of
concern with a particular focus on the following areas.

DRSEMGs to coordinate review at departmental and
service level.

Include in audits/inspections

Lone Worker communication systems being trialled 2012

Review of reception & postal security at County Hall in
Sept 12

Review of MAPA training to be carried out by SB and KT
Policy taken to Personnel Committee November 2012 and
implementation plan indicates good progress.

D1 Improve management of [SB for
Violence and Aggression |CFCS
Working with other KT for
experts, to support ASCH
Services & Schools to JN for
develop a proportionate [E&R
& consistent approach to
staff training &
procedures
Revise and relaunch
Violence and Aggression
Policy and Guidance

D2 Slips, trips and falls JN

Specific programmes to
reduce incidence.
Targeting higher risk

activities.

Further work required including targeted support by H&S
Team for higher risk areas (Cleaning & Catering) -
llocated Safety Adviser resource MD & DJ

Include in audits/inspections

wareness materials to be made available

Corporate H&S Action Plan v12
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No.

Action

Action
owner

Timescale &
Milestones

Detail & Progress Update

D3

Develop more effective
systems for the
management of risk
relating to Property.

a) develop Asbestos code
of practice

b) develop more
effective procurement
processes

C) review core
competence

d) clarify roles and
responsibilities

e) introduce permit to
work process

Review all Fire
evacuation processes
and implement changed
processes

RW

PL

Group established on 17™ April to review Asbestos
management has reported to Compliance Board and is
scheduled to report to CLT in October 2012.

Processes to improve performance of Support Services &
Schools by reinforcing use of Local Asbestos Management
Plans and improving notification of construction works by
Services & Schools have been introduced.

NPO communication processes and training being
reviewed.

CLT Report agreed November 2012. Action plan
implemented starting 1°* December 2012.

greed by Finance and Property Committee 17" December
2012.

Communication and training plan - Good progress being
made on non-school awareness sessions and school
sessions being planned for Feb/March 2013.

Progress update due January 2013 Compliance Board
Report in Asbestos and Fire Safety review.

Corporate H&S Action Plan v12
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No. Action Action Timescale & Detail & Progress Update
Owner Milestones
D4 Noise & Vibration — JN H&S Team, Property & Highways reps refresher training
assessments of exposure for noise assessment completed in June 2012. Plan of
-support Services & assessments needed.
Schools to make
accurate assessments of Follow up work on 2011 noise & vibration reviews (incl.
exposure Schools)
llocated resources to support this objective
llocated Safety Adviser resource DJ — vibration
llocated Safety Adviser resource AH / MG / MS — noise
D5 Fire and Explosion JN This is no longer an issue as the areas where this was
Review application of (DSEAR) identified have ceased carrying out the work in this way.
DSEAR and evaluate SB
compliance (Fire)
Support Services &
Schools with adoption of
Emergency Action Plans
and basic Fire Safety
training
D6 Electricity SB Include in audits/inspections

Work with Property
Group to improve
remedial work on fixed
systems

Evaluate compliance with
recommended PAT

regimes

Corporate H&S Action Plan v12

Original December 2012 deadline extended to allow wider
consideration of electrical safety.
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No. Action Action Timescale & Detail & Progress Update
Owner Milestones
D7 Stress Veronica See Employee  [Action is being taken as part of the Wellbeing Action plan
Tordimah Health and to review policy and support mechanisms.
Wellbeing action
plan

(On target)

Document Owner: Peter Roddis (Health & Safety)

Key

PR - Peter Roddis

KT - Karen Thornton

SB - Steve Bingley

DH - David Hounsell

MG - Michelle Godley

LH - Laura Holmes

MD- Matthew Daft

MS - Matthew Shirley

PL — Pat Lamb (Property)
RW — Bob Watt (Property)
AH - Angela Howat

MB - Mike Bland

DJ - Dulsie Jones

PB - Phil Broughton

Corporate H&S Action Plan v12

Glossary

ASM — Active Safety Management (Training Course)
BMS — Business Management System

CLT — Corporate Leadership Team

COSHH — Control of Substances hazardous to Health
CHSWP — Central Health Safety & Welfare Panel
DRSEMG — Departmental Safety & Emergency
Management Group

DSEAR — Dangerous Substances in Explosive Atmospheres
MAPA — Management of Actual and Potential Aggression
NPC — Nominated Property Contact

NPO — Nominated property Officer

OHSAS — Occupational Health and Safety Advisory
Standard 18001
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I%a Nottinghamshire Report to Personnel Committee
“4% ]1 County Council 23 January 2013

Agenda Item: 10

REPORT OF SERVICE DIRECTOR, TRANSPORT, PROPERTY &
ENVIRONMENT

PERFORMANCE REPORT - FACILITIES MANAGEMENT SERVICE

Purpose of the Report

1. This report provides information to the Committee on the performance of the
Environment & Resources Department Faciliies Management Services
Period 8, 30" November 2012.

Information and Advice

2. The Environment & Resources Department provides a range of FM services
across the County Council to schools and academies; County Hall, Trent
Bridge House, Newark & Retford Bus Stations other County offices, libraries,
and country parks.

3. As previously reported Facilities Management includes Building Cleaning,
Grounds Maintenance, Site Caretaking & Security, mail distribution, data
scanning, stationery, meeting room servicing and general portering duties.

4. Income for the service includes cash sales from catering, trading account
income from schools and other departments and from an FM budget held
centrally to provide accommodation and office service requirements across
the County.

Summary of Performance — Appendix 1

Facilities Management — Building Cleaning and Grounds Maintenance

5. The levels of buy back from Schools & Academies for 2012/13 remain at
similar levels from previous years. A number of Academies are and will
continue to review their service provision and associated costs of service
delivery. Flexibility is provided by working with schools and academies to
reduce costs in conjunction with a revision to service level agreements and
output specifications. Demonstrating value for money will of course be a
continuous process in this market as will reliability and excellent customer
service.

6. The current area of financial performance concern is the grounds
maintenance service. Although buyback remains in line with previous years
there has been a gradual decline in additional monies allocated by customers
for improvement projects. Three years ago the viability of this service was
reliant on income from sBelgestdBoeis1dbwever with a reduction in sub-
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contracting costs and the use of seasonal workers together with reallocation
of sites and teams, costs continue to be mitigated and managed within
existing budgets.

7. Building Cleaning income continues to increase with a number of schools now
requesting the employment of site based caretakers. This ensures cover is
provided during short term absences as well as developing local one team
approaches to maintaining sites allowing greater flexibility in carrying out day
to day works. Turnover will slightly increase in the New Year with the opening
of the Mansfield Bus Station.

Offices Facilities Management

8. Costs in this area continue to be managed well with priority being given to
ensuring adequate support to cover office moves, identification of site by site
costs and developing a fully integrated office service solution. This work will
remain on-going for the foreseeable future as will the consolidation of
contracts for security, water coolers and vending machines across the estate
with further cost savings being identified. Expenditure is slightly above target
due to a number of factors including the identification of existing budgets
originally held for properties and changes in usage and the buildings portfolio.
It is hoped that in conjunction with the base budget review exercise being
conducted across the Authority that 2013/14 budgets will provide a more
accurate starting point for controlling expenditure.

9. With 5 floors out of the 9 in Trent Bridge House now complete, the roll out of
the support provided by FM staff for stationery, postage, kitchenettes &
meeting rooms has gone extremely well and a clear standard of service
expectation has been set for the remainder of the roll out of the ways of
working programme.

10.0ne year on from the start of the new business management system, the
supported employment Solutions4Data team have scanned 223,286 paper
invoices within the timescales required and have only had 25 requiring
rescanning as being unreadable. This has increased output by approximately
15 % over the similar period for 2011/12

Building Cleaning Customer Survey — Appendix 2/3

11.Appendix 2 contains extracts from a survey conducted amongst building
cleaning customers earlier this year together with the results of a similar
exercise carried out in 2010.

12.Overall satisfaction levels in the standards of cleaning have significantly
increased from 66% to 86%. It should be noted that these results are based
on approximately 14% (51) of completed returns. The helpfulness of frontline
staff has improved from Very Good & Good, 93% to 97%. When asked the
guestion on the service received from management, Very good fell from 34%
to 31%, Good increased from 53% to 59%, making an aggregate score
increase between good and very good from 87% to 90%. This is extremely
positive considering that there are now 30% less people than previously who
are now managing the business. Overall customers considered the service

provided by NCC has imprquggdresa f%so 96%.
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13.Appendix 3 provides a variety of comments, received both positive and
negative as part of this exercise.

Other Options Considered

14.None -Report for information.

Reasons for Recommendations
15.The monitoring of performance of the facilities management services supports

the aspirations of the County Council to secure good quality affordable
services.

Statutory and Policy Implications
16.This report has been compiled after consideration of implications in respect of
finance, equal opportunities, human resources, crime and disorder, human
rights, the safeguarding of children, sustainability and the environment and
those using the service and where such implications are material they are

described below. Appropriate consultation has been undertaken and advice
sought on these issues as required.

Financial Implications

17.The monitoring of service performance will ensure that the spend on facilities
management services will be used efficiently and effectively.

RECOMMENDATION
18. That this report is noted.
Name of Report Authors — Kevin McKay

Title of Report Authors — Group Manager Catering & Facilities Management.

For any enquiries about this report please contact: Kevin McKay
Group Manager — Catering & Facilities Management

Constitutional Comments (NAB 10.01.13)
Personnel Committee has authority to consider the matters set out in this report by
virtue of its terms of reference.

Financial Comments (DJK 10.01.13)
The contents of this report are duly noted; there are no direct financial implications.

Background Papers
None

Electoral Division(s) and Member(s) Affected

All Page 135 of 154
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Facilities Management - Building Cleaning and Grounds Maintenance Appendix 1
FINANCIAL
Indicator Maximise or Actual Vs Target Trend Chart Improvements

Minimise

£2,500,000
£2,250,000

£2,000,000

£2,031

Actual £1,750,000 £1, 456000
£1,345,000 £1,500,000 Project work continues to decline which is
£1,750,000 = n)?gffooo affecting turnover however the underlining buy-
Turnover - Landscape Aim to Maximise Target £1,000,000 88, BN e ot back of daily grounds maintenance remains
Services £1,447,000 750,000 edEbin / :u'“”” stable with 56% of Primary & Special Schools
£200.000 7 __ o and 71% of Secondary Schools continuing to
) 330 0,000 retain the service provided by NCC.
& £350,000 g2y m:ﬁ Looo
o T T N U S O e S SRy Oy S POy g Py Py g
5o o ol e e e i e T e e e e e ol o e o
G TG Tk et
60%
55%
50%
Actual 45% The reduction in turnover is mostly offset by a
44.98% 0% reduction in sub contracting costs. With the
Labour costs as % of o deployment of grounds teams across the County
turnover - Landscape Aim to Minimise Target 250 et (orthe) there is limited scope to redu_ce dlr_ect cost labour
41.46% 20% expenditure however vacancies being held for

services

15%
10%
5%

0%

the remainder of the financial year and seasonal
downtime performance will improve against this
target for the remainder of the financial year.
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Indicator

Maximise or
Minimise

Actual Vs Target

Trend Chart

Improvements

Contribution - Landscape

Services

Aim to Maximise

Actual
£201,000

Target
£329,000

£900,000
£800,000
£700,000
£600,000
£500,000
£400,000
£300,000
£200,000
£100,000

£0

— Target (Months)

Mitigation for a reduction in contribution has
been undertaken and will be compensated by
higher than target contributions in other areas of
the C&FM Group.
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Indicator

Maximise or
Minimise

Actual Vs Target

Trend Chart

Improvements

£11,000,000
£10,000,000
£9,000,000

Actual £8,000,000
£7,008,000 £7,000,000
Turnover - Buildin i:[:;zzzz 82 9% of Schools / academies within
Cleanin 9 Aim to Maximise Target 24,000,000 — rarg=: (vorths) | NoOttinghamshire currently buy into this service
9 £6,952,000 £3,000,000 provision
£2,000,000
O £1,000,000
=]
. Maximise or
Indicator Actual Vs Target Improvements

Minimise

Labour costs as % of
turnover - Building Cleaning

Aim to Minimise

Actual
82.3%

Target
84.18%

90%

80%

70%

60%

50%

40%

30%

20%

10%

0%

— Target (Months)
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. Maximise or
Indicator S Actual Vs Target Trend Chart Improvements
Minimise
£1,000,000 £1,0)§,000
£900,000 ?{
A t I £800,000 “",u 00
ctua £700,000 £ ""H- £748,000
£741’000 £600,000 H £6 oo
. . . . £500,000 £ oo B
COI’ltI’I.bUtIOFl - Buﬂdmg Aim to Maximise Target £400,000 o £j‘u—;r H ﬁﬁﬂr_ — Target (Manths)
Cleaning £660,000 £200,000 affm ||| o
£200,000 = |
o el ||| 1WA 11|
ol 42
T o oy e b b b D bk b S sk
SR P S R S
@‘ R S Ty ROV ottt
iﬁ&\:ﬁ@,ﬁs:w 250
. Maximise or
Indicator Actual Vs Target Trend Chart Improvements

Minimise

Direct costs - Facilities
Management - Security and
Building Cleaning

Aim to Minimise

Actual
£1,348,000

Target
£1,297,900

&

£1,400,000
£1,300,000
£1,200,000
£1,100,000
£1,000,000
£500,000
£800,000
£700,000
£600,000 ool
£500,000 Z
£400,000 £ o
£300,000 ‘
£200,000 . ‘
£100,000
£0 ‘-J

— Target (Months)

Changes to the scope of work and identification
of budgets and responsibilities for this service
area during 2012/2013 continue to change hence
an apparent overspend. There will be
compensatory reductions in spend form other
property budget headings.
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Facilities Management - Building Cleaning and Caretaking, Grounds Maintenance
EXTERNALLY ASSESSED QUALITY STANDARDS

Indicator Ma).('r.ms.e or Actual Vs Target Trend Chart Improvements
Minimise
Actual
Retain Occupational Health Yes
& Safety Advisory Services
(OHSAS)18001 Aim to Maximise Target
accreditation - Facilities Yes
Management @
Indicator Ma).('r.ms.e or Actual Vs Target Trend Chart Improvements
Minimise
Actual
Yes
Retain 1SO 9001
accreditation - Facilities Aim to Maximise Target
Management Yes
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Facilities Management - West Bridgford Campus; Catering West Bridgford

FINANCIAL

Indicator

Maximise or
Minimise

Actual Vs Target

Trend Chart

Improvements

Turnover - County Hall
Facilities Management -
West Bridgford Campus
Catering

Aim to Maximise

Actual
£363,000

Target
£369,000

AN

£1,750,000
£1,724,000

£1,500,000

£1,250,000 p—

£1,000,000

£750,000

£500,000

£250,000

£0

— Target (Months)

A shortfall of income from County Hall catering is
due to continuing reductions in function hire,
civic hospitality etc. Income for the Riverview
Restaurant and County Hall Coffee Shop have
increased on previous years.

Indicator

Maximise or
Minimise

Actual Vs Target

Improvements

Labour costs as % of
turnover - Facilities
Management - West
Bridgford Campus Catering

Aim to Minimise

Actual
58.85%

Target
67.67%

80%

75.84%
70%

60%

50%

40%

30%

20%

10%

0%

— Target (Months)
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Maximise or

Indicator S Actual Vs Target Trend Chart Improvements
Minimise
50% pr —
- = B I S
:201 d _;:-—:-. Tkl = _1&_
Actual . __]_1 e | ___E
41.15% e ] BEN RENNNE
Food costs as % of turnover 32; BEENE BEEN SEEENEN
- Fac|I|t|_es Management - Aim to Minimise Target 0% LTI ——_—_—_
West Bridgford Campus 43.61% 5% I8 I (O
Catering - (58 5 | O | /I )
& -~ (AN AUNN RARENAR
0% 2 0 0
. S e Qo\» P
BN TSI SN
B U Ve PRt
. Maximise or
Indicator Minimise Actual Vs Target Trend Chart Improvements

Contribution - Facilities
Management - West
Bridgford Campus Catering

Aim to Maximise

Actual
£92,000

Target
£68,000

@

£550,000
£500,000
£450,000
£400,000
£350,000
£300,000
£250,000
£200,000
£150,000

£541,000

£457.

— Target (Months)

£100,000

£50,000

£0

Facilities Management - West Bridgford Campus; Facilities Management - Overall; Office Services and Support

FINANCIAL
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Maximise or

Indicator S Actual Vs Target Trend Chart Improvements
Minimise
£350,000
Actual £300,000
£373,000 50,000
. . £200,000
Direct Costs - Facilities Aim to Minimise Target 150 000 g tenth
Management £380.000
! £100,000
@ £50,000
£0
Facilities Management - West Bridgford Campus; Office Services and Support
FINANCIAL
Indicator Ma>_<|r_n|s:e or Actual Vs Target Trend Chart Improvements
Minimise

Direct Costs- Facilities
Management - Office
services and support

Aim to Miniimise

Actual
£438,000

Target
£376,000

@

£450,000
£438,000
£400,000 £41{1,000
£350,000 3641 7/
£300,000 £308,001
£250,000 1
£244|
£200,000 =
£186,000 ]
£150,000 i
£100,000 £18 J :I— ==
£50,000 f 1 S -
£0

— Target (Months)

Facilities Management - West Bridgford Campus; Security and Building Cleaning
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FINANCIAL

Maximise or

Indicator Minimise Actual Vs Target Trend Chart Improvements
£450,000 E#t 00
£400,000 =
Actual £350,000
£452,000 e
Direct Costs- Facilities £250,000
Ma_magement - West Aim to Minimise Target e —— Target (Monkhs)
Bridgford Campus - £456,000 £150,000
Security & Building Cleaning £100,000
@ £50,000
£0
Facilities Management - Overall
. Maximise or
Indicator Minimise Actual Vs Target Trend Chart Improvements
£2,000,000
£1,750,000
ACtuaI £1,500,000
£2,130,000 }
£1,250,000
Contribution - Overall £1.000.000
Group Performance- Aim to Maximise Target co50000 — Target (Months)
i £2,132,939 '
Tradlng £500,000
@ £350,000
£0
T e
L
Indicator Maximise or Actual Vs Target Trend Chart Improvements
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Minimise

Net Expenditure - Overall
Group Performance
Facilities Management.

Aim to Minimise

Actual
£1,350,500

Target
£1,263,650

@

£1,400,000
£1,300,000
£1,200,000
£1,100,000
£1,000,000
£900,000
£800,000
£700,000
£600,000
£500,000
£400,000
£300,000
£200,000
£100,000
£0

£1,350,500

— Target (Months)

Gl
“F
|

SOy %%%%%%%%%‘ 5 fﬁn‘@‘

Mﬂwﬁ W‘@;‘«@é

@

Facilities Management -

West Bridgford Campus

EXTERNALLY ASSESSED QUALITY STANDARDS

Indicator

Maximise or
Minimise

Actual Vs Target

Trend Chart

Improvements

Retain Occupational Health
& Safety Advisory Services
(OHSAS)18001
accreditation - Facilities
Management - West
Bridgford campus

Aim to Maximise

Actual
Yes

Target
Yes

@

Retain 1SO 9001
accreditation — Building
Cleaning

Aim to Maximise

Actual
Yes

Target
Yes

@
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Appendix 2
Building Cleaning Customer Survey Results 2012

Are you satisfied with the standard of cleaning?

100%

90%

80%

70%

60%

e
40%

30%

20%

10%

0%

% in 2010 % in 2012

Helpfulness and co-operation of onsite cleaning staff

80%

70%

60%
50%
° —e—Very good
—m— Good
40%
Poor
——Very poor

30%

20%

10%

/\

0% =
% in 2009 % in 2010 % in 2012

Page 146 of 154
14



Service received from area management staff

70%

60%

50%

—e—\Very good
—=—Good

40%

Poor
30%

——Very poor

20%

10%

0%
% in 2009 % in 2010 % in 2012

Overall Service Provided

80%
70%
60%
Q,
50% —e—\Very good
—=— Good
40%
Poor

30% ——Very poor

20%

10%

0%

% in 2009 % in 2010 % in 2012
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Customer Comments - Appendix 3

Positive
Absolutely SUPERB - delighted!
Nothing to add but a good service.
Our caretaker is the best | have ever known in 24 years of teaching!
The cleaners at Ollerton Library do an excellent job. Well done!
The recent increase in the cleaner's hours has been benficial; she is very efficient and
takes a great deal of pride in her work. | consider her a real asset to your business and to
the station.
There has been good communication particularly through times of difficulty relating to
illness and bereavement and management staff have ensured we have cleaning staff on
a daily basis. All cleaning staff are professional, work well with the site manager and
provide a great service for the school. Thank you.
We are extremely satisfied with the service we receive. We employ our own caretaker but

your department was very helpful in helping us find a temporary replacement when he
was off sick, even though you had no obligation to do so. Thank you

Negative
Better communication, act on enquiries/complaints.

Everything is hoovered around rather than moved to be cleaned underneath. Some jobs
seem to get done very regularly, whilst others not done enough e.g. dusting shelves and
windowsills. Some staff felt it necessary to clean their own classrooms during the
holidays!

More time to do a thorough job

Some concerns about information being passed on appropriately - CRBs should be in
advance of changes of staff and the Head has not known in advance of changes of
staff/cleaners. Some concerns at times that roving caretaking staff call and distract the
duties of regular staff although they do also come in to support and do training.

We feel the standard of cleanliness in school had declined over the past months but hope
that standards will improve once we get a permanent caretaker again, rather than a relief
caretaker.

When new staff are appointed the process then takes far too long before a start date is
issued.

Would like cleaning audit's to be done more regularly. Cleaning staff given more training.
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Dear Mark/ Kevin,

I don't know whether you get many emails to say thank you to Nottinghamshire County Council
Landscape & Cleaning for doing an excellent job. | would guess that schools are quick to complain
but forget to praise.

I would like to put that right in this email.

Landscape & Cleaning always provide us with an excellent service. Our grounds are maintained to a
high standard. The team who come in are always hard working and cheerful. They provide advice
when we need it and are always willing to go the extra mile.

This week in particular we have been very grateful indeed to Andy Waplington, area manager, who
has helped us out with a real problem. A survey from the Highways Dept showed that trees on our
site were overhanging the road to such an extent that buses were likely to be damaged. However, my
budget is nil.

Andy learnt of our predicament from one of my Governors and contacted me to offer his help.
Yesterday, Andy came down to our school with Michael O Connor of Nottinghamshire Tree Services
and a team from Landscape. Andy, Michael and the team were fantastic. They trimmed back the
trees during the morning and for that we are very grateful.

Could you please pass on our thanks to Andy, Michael and the Landscape Team for sorting out this
problem for us. Also we would like to thank them for the excellent grounds maintenance they are
providing us with.

Regards,

KB Head Teacher — Primary School

Mark,

I wanted to pass on my thanks for our Landscape team's hard work and help again this year. | am
very appreciative of the service they give us and the quick response to any problems that occur
through the year. Brian and his team are very valued at Trowell C of E School and

Andy Wapplington continues to help me resolve any landscape maintenance issues that arise. If you
are not the best recipient of this email 1 hope you will forward it to the most appropriate person.
Thank you

Yours

SC

Head Teacher

Primary School

James/Ivan

| just wanted to take this opportunity to thank you both for the help and support you
have given us during our recent move to TBH it has been much appreciated and
valued - MS HR Team
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I%a Nottinghamshire Report to Personnel Committee

¥ 1 County Council 23 January 2013

Agenda Item: 11

REPORT OF CORPORATE DIRECTOR, POLICY, PLANNING AND
CORPORATE SERVICES

WORK PROGRAMME

Purpose of the Report

1.

To consider the Committee’s work programme for 2012/13.

Information and Advice

2.

The County Council requires each committee to maintain a work programme. The work
programme will assist the management of the committee’s agenda, the scheduling of the
committee’s business and forward planning. The work programme will be updated and
reviewed at each pre-agenda meeting and committee meeting. Any member of the
committee is able to suggest items for possible inclusion.

The attached work programme has been drafted in consultation with the Chairman and Vice-
Chairman, and includes items which can be anticipated at the present time. Other items will
be added to the programme as they are identified.

As part of the transparency introduced by the new committee arrangements, committees are
expected to review day to day operational decisions made by officers using their delegated
powers. It is anticipated that the committee will wish to commission periodic reports on such
decisions. The committee is therefore requested to identify activities on which it would like
to receive reports for inclusion in the work programme.

Other Options Considered

5.

None.

Reason/s for Recommendation/s

6.

To assist the committee in preparing its work programme.

Statutory and Policy Implications

7.

This report has been compiled after consideration of implications in respect of finance, equal
opportunities, human resources, crime and disorder, human rights, the safeguarding of
children, sustainability and the environment and those using the service and where such
implications are material they are described below. Appropriate consultation has been
undertaken and advice sought on these issues as required.
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RECOMMENDATION/S
That the committee’s work programme be noted, and consideration be given to any changes

which the committee wishes to make.

Jayne Francis-Ward
Corporate Director, Policy, Planning and Corporate Services

For any enquiries about this report please contact: Keith Ford, Senior Democratic
Services Officer
Constitutional Comments (HD)

8. The Committee has authority to consider the matters set out in this report by virtue of its
terms of reference.

Financial Comments (PS)

9. There are no financial implications arising directly from this report.
Background Papers

None

Electoral Division(s) and Member(s) Affected

All
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PERSONNEL COMMITTEE - WORK PROGRAMME

Report Title Brief summary of agenda item For Decision or Lead Officer | Report Author
Information ?

March 2013

Investors in People update Information M Toward Mandy Steel

Quarterly sickness absence Information M Toward Claire Gollin

reporting (quarter 3)

Headcount figures and Information M Toward Claire Gollin

numbers of redundancies

Summary of senior officer Information M Toward Bev Cordon

redundancies (if required)

Revised Disclosure and Decision M Toward Gill Elder

Barring Checking Policy

Performance Update — Information Kevin McKay

School Catering

Items for future meetings — dates to be confirmed

Quarterly sickness absence Information M Toward Claire Gollin

reporting (quarter 4)
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Dates and Deadlines for Personnel Committee

Report deadline Date of pre-agenda Agenda publication Date of Committee
7 January 2013 9 January 2013 — 2pm 15 January 2013 23 January 2013
26 February 2013 4 March 2013 — 2pm 12 March 2013 20 March 2013
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