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1.

PROCESS

1.1

The nationally agreed Agenda for Change Job Evaluation Scheme is used to
determine the correct pay band for all AFC posts across the organisation.

1.2

The job evaluation scheme is divided into two processes:



job matching;
local job evaluation.

1.3

The primary method to be used for both new posts and re-grades will be job
matching, whereby the job description is matched to a nationally agreed
profile under the scheme. It is expected that the vast majority of posts will be
banded in this way.

1.4

In highly exceptional circumstances where a post (new or existing) cannot be
matched to a national profile, the band will be determined by evaluation of a
JAQ in accordance with the terms of the scheme, including the use of hybrid
matching where appropriate.

1.5

The scheme will be operated in a robust and transparent manner and
supported by comprehensive records (paper-based and/or electronic) at each
stage which may be used for effective evidencing of decisions, monitoring
and audit purposes.

1.6

All requests for the grading of new posts must be authorised by the relevant
manager (see Appendix 8) and must be accompanied by a grading request
form with an explanation of the business need for the change in role (this
information will not be made available to the panel members).

1.7

Grading request forms for evaluation of an existing post must include an
explanation of how the post is to function in a significantly different way from
when it was previously evaluated. The remit of the post should have changed
such that there is a requirement for the post holder to demonstrate a change
e.g. in level of responsibility, associated knowledge and skill, not simply an
increase in workload. In every circumstance, it is the post that is matched or
evaluated not the individual who happens to be in the post at the time.

1.8

Job descriptions and Job Specifications must be on the Trust template
(Appendix 2), available on the intranet, and written to accurately reflect the
needs of the post within the service and not the knowledge, skills, personal
attributes or work preferences of the post holder. Phrases copied directly
from the Job Evaluation Handbook will not be taken into account by the
Panel unless supported by evidence of the particular requirements of the
post in question (e.g. “implements policies which impact beyond own area”
requires an explanation of which policies, which areas they impact upon and
in what way).
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1.9

Posts will be evaluated objectively using methods approved under the Job
Evaluation Scheme and using all relevant post-specific information contained
within the job description and Job Specification documents.

1.10

Documentation considered to be unfit for purpose at any stage of the process
will be returned to the line manager, leading to a delay in the processing of
the request.

1.11

Wherever possible the name(s) of the post holder(s) will not be made known
to the panel members. The names of the panel members will not be made
known to the post holder(s) or the line manager.

1.12

Advice and guidance on drawing up Job Descriptions and Job Specifications
is available in Appendix 1. Additional support is available from the Human
Resource Department.

2.

PREPARATION

2.1

An Agreed Job Description/Job Specification
The Job Matching procedure is based on an agreed and up-to-date Job
Description/Job Specification (JD/JS) for the job under review. Therefore, it is
extremely important the Line Manager and the individual Job Holder(s) agree
that the content of the JD/JS accurately reflects the job as this will enable the
job to be properly assessed.

2.2

Signing Off
When the Line Manager and the Job Holder(s) are satisfied that the JD/JS is
accurate and have agreed and completed the Job Evaluation Effort Form
(Appendix 4), then the Line Manager will compile a Job Evaluation Matching
Pack containing the following documents:
• The Job Evaluation Application Form (Appendix 5 or 6);
• The agreed Job Description/Job Specification;
• The Job Evaluation Effort Form (Appendix 4);
• The Signatories Form (Appendix 8) containing the signatures of all the
employees undertaking the job to be reviewed;
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2.3

Disagreements
Where the Line Manager and Job Holder(s) fail to agree on the accuracy of
the job description/Job Specification and are unable to “sign-off” the
document then the matter should be referred to the next manager in line, in
consultation with a HR Representative, for a final decision. The Job Matching
Procedure will not commence until the final decision had been made.

3.

PROCEDURE FOR THE MATCHING OF NEW POSTS
(Those with no existing post holder/s)

3.1

A new job is a role that has either not previously been undertaken within the
Trust or is an existing role that has been changed considerably following the
resignation of a previous holder.

3.2

Wherever possible new posts will be clustered before submitting to Vacancy
and Scrutiny/Establishment Control Panel.

3.3

Before a new post can be advertised it should be job matched to a national
profile in order that an indicative pay band can be determined for recruitment
purposes.

3.4

In exceptional circumstances, and subject to the agreement of Agenda for
Change Leads (management and staffside), if posts require advertising, prior
to the manager receiving the matching outcome, or when an indicative pay
band is established, the post must be advertised with the pay band subject to
full evaluation. It should be born in mind by managers that this is only an
indicative outcome and that there is a possibility of a lower/higher outcome at
full evaluation.

3.5

Prior to any post being submitted for job matching it must be approved by the
Establishment Control Panel. Following approval, applications for job
matching of new posts should be submitted to the AfC Team using the
Application for Matching of a New Post (Appendix 5) accompanied by an up
to date job description and Job Specification, signed by the Manager.

3.6

The AfC Team will contact the Manager to schedule the new post for a Job
Matching Panel, normally within 20 working days of receipt of the application.
If there are any unforeseen delays the AfC Team will notify the Manager.

3.7

The Manager must be available by telephone to answer any questions which
may arise during job matching.

3.8

The matching process will follow the Matching Procedure detailed in the NHS
Job Evaluation Handbook. The factor levels agreed by the Panel on a factor
by factor basis are entered into the computerised system for evaluation,
scoring, and weighting.
The outcome of this stage is either:
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i)

All factor levels are within the range specified on the profile, this a
Profile Match

OR
ii)

Most factor levels match but there are a small number of variations,
this is a Band Match.

OR
iii)

The factor levels do not match a national profile, this is a No Match.

3.9

The outcome will be referred to the Consistency Panel for checking and
advice given accordingly.

3.10

After the outcome has been cleared through consistency checking by the
Consistency Panel, the AfC Team will communicate the outcome to the
Manager who will receive a copy of the matched job report and the national
profile, together with a returned copy of the job description and Job
Specification. Copies will also be filed with the panel papers.

3.11

If the job description does not match any of the national profiles it should be
put through the local evaluation procedure (See Section 5.0)

3.12

A reasonable period of time will be allowed for the job to ‘bed down’ and this
may vary according to the nature of the job. Once the full demands of the job
are clear, the manager should resubmit the revised job description and Job
Specification so it can be reassessed using the re-evaluation of an existing
post process (Section 4).

.
4.

PROCEDURE FOR RE-MATCHING OF EXISTING POSTS

4.1

It may be appropriate to carry out a re-matching where there has been a
significant change in the job resulting in increased job complexity; increased
responsibilities; organisational/department change or even a reduction in job
content. (It should be noted that an increase in volume of work does not
justify a re-evaluation.)

4.2

When organisational change necessitates a post holder to take on additional
responsibilities and there are already comparable jobs in the organisation, it
will be possible to give the post holder that matching outcome; however that
must be signed off the Agenda for Change leads (management and staffside)
and also put to the Vacancy Scrutiny/Establishment Control Panel. If
approved there will not be a need for this post to be job evaluated.

4.3

When there is a temporary change of role to cover an existing post at a
higher band ie to fill a post on a temporary basis when a vacancy is unfilled,
but being advertised, or the post is being held open for someone who is due
to return eg from long term sick leave, maternity leave, this should be dealt
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with in accordance with Paragraphs 6.18 – 6.20 of the NHS Terms and
Conditions of Service Handbook.
4.4

Prior to any post being submitted for re-matching it must be approved by the
Establishment Control Panel.
Following approval applications for rematching should be submitted to the AfC Team using the Application for ReMatching of an Existing Post form (Appendix 6) which should be completed
and accompanied by an up to date job description and Job Specification,
signed by the post holder, Line Manager and the relevant Director/Divisional
General Manager/Head of Service. For senior posts (i.e. those above Band
8a), the application should be submitted to the Director of Workforce &
Organisational Development.

4.5

Any application for evaluation must include an effective date. In the case of a
request for re-evaluation it is expected that the effective date of change
should be within six months of the date of submission of the request.

4.6

The AfC Team will be responsible for scheduling the post for a Job Matching
Panel, normally with 30 working days of the application. If there are any
unforeseen delays the AfC Team will notify the post holder and the Manager.

4.7

Both the post holder and the Manager must be available by telephone to
answer any questions which may arise during job matching.

4.8

The matching process will follow the Matching Procedure detailed in the NHS
Job Evaluation Handbook. The factor levels agreed by the Panel on a factor
by factor basis are entered onto the computerised system for evaluation,
scoring and weighting. The outcome of this stage is either:
i)

All factor levels are within the range specified on the profile, this is a
Profile Match.

OR
ii)

Most factor levels match but there are a small number of variations,
this is a Band Match.

OR
iii)
4.9

The factor levels do not match a national profile, this is a No Match.

After the outcome has been cleared through consistency checking by the
Consistency Panel the AfC Team will send a letter communicating the
outcome to the Manager, copied to the post holder. Attached will be a copy
of the matched job report, and the national profile, together with a returned
copy of the job description and Job Specification. The Manager will be
responsible for ensuring that a copy is filed on the post holder’s personal file.
A copy will also be filed with the panel papers.
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4.10

If the job match results in a lower band for the current holder, pay will be
protected in accordance with Section 3: Protection of Pay & Conditions of
Service of the Organisational Change Policy (H29), whilst TSDHCT staff
TUPEd in from NHS Devon will retain their own protection arrangements.

4.11

The Manager is responsible for completing a change of circumstances form,
where appropriate, quoting the job reference number.

4.12

If the post is not able to be matched the Consistency Panel will either:
i)

refer back to the Manager for additional information/completion of
hybrid job analysis questionnaire*

OR
ii)

refer the job back to another panel

OR
iii)

refer the job for a full job evaluation as detailed in Section 5.0.

*A hybrid job analysis questionnaire may be used where the Knowledge and
Freedom to Act factors have matched the profile but where matching against
the matching rules failed on one or two factors.
5.

PROCEDURE FOR FULL JOB EVALUATION OF EXISTING POSTS

5.1

With reference to 4.13 iii) above, within 14 days of the Consistency Panel
meeting, the AfC Team will send a letter to the post holder, copied to the
Manager requesting the post holder to complete a Job Analysis
Questionnaire (JAQ). The completed JAQ must be typed and must be
signed by the post holder and Manager, submitted electronically to the AfC
Team within 30 working days.

5.2

On receipt of the completed JAQ the AfC Team will arrange for the post
holder to meet with two job analysts, a management representative and a
staff side representative. This is a supportive process to ensure that the JAQ
has been completed clearly and all relevant information has been included.

5.3

Amendments agreed at the analyst meeting will be incorporated into the JAQ
and sent electronically to the post holder and Manager for approval. When
the amendments have been agreed and confirmed in writing/email by the
post holder and Manager the AfC Team will schedule the JAQ for the Job
Evaluation Panel within 30 working days of the amended JAQ being agreed.

5.4

The evaluation process will follow the National Protocol for Local Evaluation
detailed in the NHS Job Evaluation Handbook. The outcome of this stage is
a factor by factor evaluation of the job, together with a total weighted score.
The computerised JAQ is the complete record of the process.
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5.5

The outcome is referred to the Consistency Panel for consistency checking. If
the Consistency Panel identifies any inconsistencies with the outcome the
Panel will either:
i)

refer back to the Manager for additional information

OR
ii)

refer the job back to another panel

5.6

After the evaluation has been cleared through the Consistency Panel the AfC
Team will send a letter communicating the outcome to the Manager, copied
to the post holder. Attached will be a copy of the evaluated job report and
summary together with a returned copy of the JAQ. The Manager will be
responsible for ensuring that a copy is filed on the post holder’s personal file.
A copy will also be filed with the panel papers.

5.7

If the job evaluation results in a lower band for the current post holder, pay
will be protected in accordance with Section 3: Protection of Pay &
Conditions of Service of the Organisational Change Policy (H29), whilst
TSDHCT staff TUPEd in from NHS Devon will retain their own protection
arrangements.

5.8

The Manager is responsible for completing a change of circumstances form,
where appropriate, quoting the job reference number, effective date of
change.

6.

REQUESTS FOR REVIEW OF JOB MATCH/JOB EVALUATION RESULTS

6.1

A review can be requested where the post holder disagrees with the job
match/evaluation and can provide further information in support of their
request for review.

6.2

A post holder who wishes to query the result of a job match or job evaluation
outcome may do so by completing for a Band Assignment Review Form
(Appendix 7). This must be signed off by the post holder and the appropriate
level of line management as indicated in the table in Appendix 8 prior to
forwarding to the AfC team.

6.3

The post holder(s) must provide details of where they disagree with the job
match/evaluation and include any additional information. The manager/post
holder must reach agreement on the content of the additional information
prior to being forwarded to the Agenda for Change Team. The completed
Band Assignment Review Form and additional information must be signed
and dated by the post holder and the Manager and sent to the AfC Team
within 20 working days of the date of the letter giving the result of the job
match/evaluation.

6.4

The AfC Team will arrange for a Review Panel to meet within 30 working
days of receipt of the application.
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6.5

Both the post holder and the Manager need to be available by telephone to
answer questions which may arise during the Review Panel meeting.

6.6

The review process will follow the procedure detailed in the NHS Job
Evaluation Handbook (Section 11 – Matching Procedure, Paragraph 7). The
Review Panel operates in the same way as the Job Matching Panel, factor
levels agreed by the panel on a factor by factor basis are entered into the
computerised system for evaluation, scoring and weighting. The outcome of
the Review Panel will be either:
i)

confirmation of the same match;

OR
ii)

confirmation of a match to a different profile;

OR
iii)

confirmation of an evaluation resulting in a different band;

OR
iv)
6.7

confirmation of a no match

The outcome will be referred for consistency checking through the
Consistency Panel. With 14 working days after it has been cleared the AfC
Team will send a letter communicating the outcome to the post holder, copied
to the Manager.
i)

When the outcome is that the original match is sound the letter will
include the relevant job matching report. The Manager is responsible
for ensuring that a copy is filed on the post holder’s personal file.

ii)

When the outcome is a match to a different profile, attached will be a
copy of the matched job report and profile/evaluation report together
with a returned copy of the review documents submitted. The
Manager is responsible for ensuring that a copy is filed on the post
holder’s personal file. A copy will be filed with the panel papers.

6.8

The post holder has no right of appeal beyond the Review Panel if the
complaint is about the matching outcome.

7.

JOB MATCHING/EVALUATION COMPLAINTS PROCEDURE

7.1

In the event that the post holder can demonstrate that the process was
misapplied they may lodge a complaint. The complaint must be against the
process, not against the matching result or pay band.
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72

A complaint must be made in writing within 30 days of receipt of the written
banding decision and forwarded to AfC Team, Human Resources Department,
Hengrave House, Torbay Hospital. The complaint document must contain:


Details of where the post holder(s) feel that the Matching or Evaluation
process was misapplied and evidence to support the case;

or
 Details of why the post holder(s) is/are unhappy with the local
application of the national agreement and evidence to support the
case.
7.2

Receipt of the complaint will be acknowledged in writing and a Panel will be
convened as soon as practicable and within 2 months of receipt of the
complaint documentation.

7.3

The Panel will consist of:




Associate Director/Service Manager/Divisional General Manager/Head
of Service (or nominee)
Agenda for Change Management Lead (or nominee)
Agenda for Change Staffside Lead (or nominee)

7.4

No member of the Panel will have been involved in the banding process as a
Panel member.

7.5

The Panel hearing will be attended by both the post holder and their line
manager. The post holder has the right to be accompanied by an accredited
trade union representative or work colleague employed by the Trust. If the
complaint is a collective one affecting several staff, two post holders should be
chosen to represent the views of all.

7.6

The decision of the Panel will be confirmed in writing to the post holder(s) and
their line manager.

7.7

The decision of the Panel is final and concludes the complaints procedure.

April 2017 (v1.2)

Page 12 of 37

APPENDIX 1
GUIDANCE ON DRAWING UP JOB DESCRIPTIONS AND JOB SPECIFICATIONS
INTRODUCTION
The Job Description/Job Specification plays an essential part in the Job
Matching/Evaluation process. Therefore, it is important the Job Description/Job
Specification is up-to-date and accurately reflects the job to be reviewed during the
Matching/Evaluation process.
This guidance provides advice on what should and should not be included in a Job
Description, particularly with reference to avoiding indirectly discriminatory practice
and promoting diversity.
Having up-to-date and agreed Job Descriptions is good HR practice and their main
purpose is to ensure that employees and their line managers have a common
understanding of what is required of the jobholder. The required information is
generally set out in the form of a list of job duties. Similarly, having Person
Specifications available for all jobs is also good HR practice, because it facilitates the
recruitment process.
Up-to-date and agreed Job Descriptions/Job Specifications are required to facilitate
Job Matching and make the matching procedure accurate and efficient.
Job Descriptions should not follow the National Job Profile format as profiles are not
job descriptions and do not fulfil the main purpose of having job descriptions.
Job Descriptions submitted for Job Matching should not contain any indication of the
expected pay band.
Information required for Job Matching, which is not usually included in a Job
Description or Job Specifications (e.g. in relation to the physical effort or working
conditions) will collected by the completion of the short questionnaire contained in
Appendix 4 and, if necessary, through oral evidence.
GENERAL ADVICE
Try and make sure the language used in the Job Description/Job Specification is
plain English and that technical words are used only when necessary and when
referring to specialist equipment/treatment, techniques, etc. For example “prepares
pharmaceutical products using laminar flow equipment”.
Use verbs that specify, objectively, the responsibilities of the Job Holder. For
example, instead of the phrase “Responsible for processing invoices” state “Prepare
invoices for authorisation and payment by [doing what]”.
Avoid using words that may undervalue a task, such as “only”, “routine”, or “just”.
Instead use active verbs such as …
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Achieves
Acts
Acquires
Advises
Allocates
Analyses
Appraises
Approves
Ascertains
Assesses
Authorises
Budgets
Calculates
Circulates
Coaches
Completes
Conducts
Consults

Contributes
Contacts
Controls
Costs
Counsels
Decides
Delegates
Designs
Develops
Directs
Encourages
Ensures
Establishes
Estimates
Evaluates
Examines
Finds out
Forecasts

Gives
Helps
Hires
Implements
Improves
Informs
Interviews
Issues
Learns
Maintains
Manages
Maximises
Meets
Monitors
Negotiates
Organises
Oversees
Participates in

Performs
Plans
Prepares
Presents
Prices
Produces
Promotes
Provides
Quantifies
Receives
Recommends
Reports to
Represents
Retains
Reviews
Selects
Serves
Services

Stores
Specifies
Studies
Submits
Supplies
Teaches
Telephones
Tests
Trains
Tutors
Updates
Validates
Verifies
Visits

Other Job Holders should be referred to by their Job Title, e.g. Director of Finance.
The JD/PS must not contain potentially prejudicial information such as hours of work,
the current or proposed pay band, gender, ethnic origin, etc.
ORGANISATIONAL STRUCTURE
The Job Description should include a simple Organisation Chart that clearly shows
the job and where it sits in the organisational structure of the
service/department/ward concerned.
Using job titles only the Organisation Chart must show the job (i.e. to be appointed
to/evaluated) as well as the jobs immediately above and below this job (where
possible, the two levels in the structure immediately above and below).
DESCRIBING THE JOB RESPONSIBILITIES
The role/purpose and functions of the job, including the main duties and
responsibilities, must be described clearly and accurately. The Job Description
should also indicate the Job Holder’s level of accountability: whether the
accountability is for their own actions or does it include the actions of others; the
extent to which the Job Holder is expected to use their own initiative and act
independently; and the extent to which the Job Holder is allowed discretion to take
action.
Most Job Descriptions will need to describe some or all of the responsibilities outlined
below.
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Responsibility for Human Resources
•
•
•
•
•

Does the post holder manage, supervise and/or train staff?
What types of staff are managed or supervised and how many?
What responsibility does the Job Holder have for on-going staff development?
Does the Job Holder have any responsibility for new/junior staff or students?
Does the Job Holder have any responsibility for educational/teaching
sessions?

Responsibility for Financial and/or Physical Resources
•
•
•
•

Does the Job Holder handle cash/cheques/patients’ valuables?
Does the Job Holder authorise payments to internal/external suppliers?
Is the Job Holder responsible for the security of goods/equipment?
Is the Job Holder responsible for stock control and is s/he an authorised
signatory?
• Does the Job Holder have any responsibility for equipment?
• What responsibility does the Job Holder have for budgets (e.g. monitoring,
budget setting, budget holder)?
Responsibility for Administration




What responsibility does the Job Holder have for administrative
functions/tasks?
To what extent is the Job Holder required to plan and organise work (e.g.
administrative responsibility for committees, groups, etc)?
Is the Job Holder responsible for ensuring records are kept up-to-date?

Responsibility for Patients/Clients/Service Users
•
•
•
•
•
•
•

What contact does the Job Holder have with patients/clients/service users and
what is the nature/frequency of the contact?
Is the Job Holder responsible for providing care and, if so, what is the nature
of the care provided?
Does the Job Holder have a responsibility for designing and/or implementing
care programmes and, if so, does this involve other health care
professions/disciplines?
How does the Job Holder deliver care to the patient, e.g. in-patient setting, in a
clinic, in the home, over the telephone?
Does the Job Holder formulate and adjust diagnosis protocols or treatment
plans and medication?
Does the Job Holder have to work to and follow defined protocols/procedures?
Does the Job Holder have any involvement in the development and writing of
such protocols/procedures?
Does the Job Holder have a lead role/responsibility for any aspects of patient
care?
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Responsibility for Implementation of Policy and/or Service Developments
•
•
•
•
•
•
•

Does the Job Holder have any responsibility for the development and
implementation of policy and/or services?
Does the Job Holder only implement changes to established working practices
or procedures?
Does the Job Holder have any responsibility or involvement for the
development of policy and/or services?
Is the Job Holder’s responsibility limited to her/his own work area or does their
responsibility have a wider impact?
Does the Job Holder have responsibilities across more than one
service/department/function?
Does the Job Holder’s responsibility/involvement in policy development or
service development impact on their direct working area or across the
organisation?
Does the Job Holder represent the team/department/organisation on any longterm planning or developmental groups?

Other Responsibilities
•

Does the Job Holder have any responsibility for information resources (e.g.
computer hardware/software; security; processing and generating information;
creating, updating and maintaining information databases or systems) and the
extent to which this responsibility is shared with others?
Please note it is assumed that all information encountered in the NHS is
confidential.

•

Does the Job Holder have any responsibility for formal clinical or non-clinical
research and development activities, including audit, and the extent to which
this responsibility is shared with others?

Summary
The Job Description must be …
Clear Uses plain English, no unexplained abbreviations/acronyms, no unnecessary
jargon, no gender specific items.
Concise Provides a brief summary of the main duties and responsibilities.
Correct Is an accurate reflection of the all the duties of the job.
Consistent Uses the Trust’s JD template (see Appendix 2) and fits in with skills and
experience detailed in the Job Specification.
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DEVELOPING THE JOB/PERSON SPECIFICATION
For the purposes of job matching/evaluation a job specification is required and
must detail what qualifications, knowledge, skills, aptitudes and experience is
required of a fully competent post holder. See Appendix 2.
For advertising purposes a person specification is required so that shortlisting
can take place and will have both essential and desirable criteria. See
Appendix 3.
The specification describes the qualifications, experience and skills required to
undertake the duties and responsibilities outlined in the Job Description and supports
the recruitment process when appointing to the job. Writing the Job Specification
requires the same use of plain English and avoidance of jargon as with the Job
Description and should emphasise the knowledge, experience and skills that are
actually required to undertake the role. Below are examples of the types of attributes
that are typically included within the Specification.
Qualifications, Knowledge and Experience
•

•

•
•

What is the minimum qualification(s) that is essential for appointment to the
job? (The Person Specification may state that the undertaking of a
qualification is expected on successful appointment, however in all cases the
Job Specification should indicate the qualifications, knowledge and experience
required for someone fully competent in the post, not just at recruitment).
Where individuals could gain the necessary knowledge associated with the
minimum qualification(s) through a combination of in-depth experience and/or
theoretical study/training then describe the experience and/or study/training
required as an alternative to the minimum qualification(s).
Are there any legal/statutory requirements that are necessary for appointment
to the job (e.g. State Registration)?
Experience required as essential for appointment to the job should be listed
and described with reference to the duties and responsibilities set out in the
Job Description. For example, if the Job Description states that the Job Holder
has a responsibility for staff supervision then the Specification may describe
the relevant experience required as …“Experience of allocating and assessing
the work of a team of 1-5 people”.

Skills and Abilities
What skills and abilities will the Job Holder need to undertake the job effectively?
•

Communication skills – e.g. the ability to establish and maintain effective
relationships and gain the co-operation of others, motivational skills,
negotiation skills, presentation skills, training counselling skills? Will the post
holder need to communicate with patient/service users that will have
communication or sensory difficulties?
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•
•
•
•

Analytical skills – e.g. to diagnose a problem or illness and understand
complex situations or information, this could include clinical, technological,
statistical or financial information.
Judgemental skills – e.g. to formulate solutions and recommend/decide on the
best course of action/treatment.
Planning and organisational skills – e.g. if necessary describe the complexity
and degree of uncertainty involved in these activities.
Physical skills – e.g. standard or advanced keyboard skills, standard driving
skills.

Assessment
The Specification must also identify how the identified criteria will be measured,
including the method of assessment, as follows:
Essential requirements

These are minimum criteria which the individual must
possess to be appointed to the job.
Desirable requirements These are criteria which are useful to the role and may be
used to choose between candidates who meet all the
essential criteria.
Method of Assessment Application Form
Test
Presentation
Interview
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APPENDIX 2
JOB DESCRIPTION
Job Title:
Band:
Directorate:
Location:
Hours of Work:
Accountable to:
Reports to:

1.

JOB PURPOSE
This section is a brief statement, usually no more than 2 to 4 lines long,
outlining the main purpose of the job.
Sometimes if the job has more than one distinct element (e.g.) Medical
Directorate Manager/ Trust Cancer Lead) you will split the job purpose up in
to say two statements.
It should not however become a long list of duties and responsibilities. That
comes later.

2.

DIMENSIONS
This is the numbers section of the job description. Details of the size of
budget managed and/or the numbers of staff the post manages etc will be
detailed in here.
Even if the post does not have any budgetary or staff management
responsibility there are often other figures which can be detailed in this
section to give an indication of the breadth and scope of the post. These
could include size of caseload managed, average number of referrals or the
number of staff or patients an advisory service is provided to etc.

3.

ORGANISATIONAL CHART
An Organisation Chart (using Job Titles only) showing the job to be reviewed
and at least two levels above and, where appropriate, two levels below in the
structure.
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4.

PRIMARY DUTIES AND AREAS OF RESPONSIBILITY
This section details the main duties, key roles and areas of responsibility
attached to the post. It should be comprehensive enough to give a good
understanding of what the normal routine of the job includes but it is not
intended to be an exhaustive list of tasks. There is not a prize for having a
Job Description with the longest list of duties and responsibilities! Remember
to avoid using jargon and where possible explain any specific technical
terms.
Responsibility for staff:
Does the post holder supervise or manage any staff?
What aspects of management is the post holder responsible for?
Does the post holder have input into ongoing staff development, and
if so what is the nature of this input?
Responsibility for patients/clients:
What is the nature and frequency of contact with patients/clients?
Responsibility for resources:
Does the post holder handle cash/cheques?
Does the post holder authorise payments?
Is the post holder responsible for the security of goods/equipment?
Does the post holder have responsibility for a budget or for
administering, monitoring or setting budgets?
Responsibility for Administration:
What administrative functions are key duties?
Does the post holder have administrative responsibilities for any
committees/groups?
Is the post holder responsible for keeping records updated?
Strategic and Service Responsibilities:
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-

Does the post holder undertake medium or long-term planning as a
key duty?
Does the post holder represent the team/department/organisation on
any long-term planning or development groups?
Does the post holder develop or implement changes to established
practices/policies?
Does the post holder have responsibility across more than one
department/function/service?

Areas of Specialism:
Is the post holder required to have expertise in a particular specialty?
Is the post holder required to undertake any major special projects as
part of the role?
Organisational Skills:
What sort of planning and prioritising or work is required?
Is there any requirement for project planning?
Is the post holder required to prioritise many competing demands?
Is the post holder required to prioritise the work of other staff?
5.

COMMUNICATION AND WORKING RELATIONSHIPS
This section details the main working relationships and communication
channels linked to the post.
-

Who does the post holder communicate with?
What sort of environment will the post holder communicate in?
What information is communicated?
What method(s) of communication are used?
Are any IT/technical communication skills needed?

Please include for managers:
To ensure that patients/carers/service users/the public are involved in
decision making processes where services or access to services is reviewed
or changed, making appropriate time and resources available.
To involve patients/carers/services users/the public in interview and
recruitment processes where their knowledge can inform the decision making
processes.
6.

ADDITIONAL INFORMATION

Clinical Governance and Risk Management
The Trust believes everyone has a role to play in improving and contributing to the quality of
care provided to our clients. You are expected to take a proactive role in supporting the
Trust’s clinical governance agenda by:


Taking part in activities for improving quality such as Valuing Everyone’s Experience
training or (for staff working within clinical specialties) clinical audit
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Identifying and managing risks through incident and near miss reporting and
undertaking risk assessments
Following Trust polices, guidelines and procedures
Maintaining and improving your skills through continued professional
development/your personal development plan agreed annually with your line
manager.

All clinical staff making entries into health or social care records are required to follow the
Trust standards of record keeping.
Code of Conduct
Registered staff and senior management are required to work in accordance with their
relevant code of conduct for their professional body, and/or the NHS Code of Conduct for
Senior Managers.
Confidentiality and Information Governance
You must ensure that you adhere to the relevant Trust guidance in relation to Confidentiality
and Information Governance, which includes the collection and sharing of information in
relation to staff, patients, relatives, partner organisations and third parties. The Trust has
created guidance which satisfies that requirements of the relevant Acts of Parliament,
including the Data Protection Act (1998), Freedom of Information Act (2000) and Access to
Health Records Act (1990) as well as Department of Health guidance.
Conflict of Interests
You may not without the consent of the Trust engage in any outside employment and in
accordance with the Trust’s Conflict of Interest Policy you must declare to your manager all
private interests which could potentially result in personal gain as a consequence of your
employment position in the Trust.
In addition, the NHS Code of Conduct and Standards of Business Conduct for NHS Staff
requires you to declare all situations where they or a close relative or associate has a
controlling interest in a business (such as a private company, public organisation, other NHS
or voluntary organisation) or in any activity which may compete for any NHS contracts to
supply goods or services to the Trust. You must therefore register such interests with the
Trust, either on appointment or subsequently, whenever such interests are gained. You
should not engage in such interests without the written consent of the Trust, which will not be
unreasonably withheld. It is your responsibility to ensure that you are not placed in a position
which may give rise to a conflict of interests between any work that you undertake in relation
to private patients and their NHS duties.
Disclosure and Barring Service (DBS)
Applicants for posts in the NHS are exempt from the Rehabilitation of Offenders Act 1974.
All applicants who are offered employment will be subject to a criminal record check from the
Disclosure and Barring Service. This includes details of cautions, reprimands, final warnings,
as well as convictions. Further information is available from the Disclosure and Barring
Service at www.homeoffice.gov.uk
Equal Opportunities
The Trust aims to promote equal opportunities. A copy of our Equality Scheme is available
from the Trust website. You must ensure that you treat members of staff, clients and visitors
with dignity and respect at all times and report any breaches that you witness to the
appropriate manager.
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Environmental issues
The Trust is committed to reducing its impact on the environment by preventing pollution,
continually improving its environmental performance which increases the wellbeing of staff
and clients. As a member of staff you are expected to adhere to policies to assist the Trust
in meeting its environmental and sustainability target.
Health and Safety
You must co-operate with management in discharging its responsibilities under the Health
and Safety at Work Act 1974 and take reasonable health and safety precautions for yourself
and others and ensure the agreed safety procedures are carried out to maintain a safe
environment for patients, employees and visitors.
Infection Control
The post holder, whether clinical or non-clinical, is required; To undertake all mandatory and essential training in Infection Prevention and Control.
 To familiarise themselves with and adhere to current Infection Prevention and Control
policies relevant to them and their area of work.
 To take responsibility to ensure the workplace is kept clean and tidy so that it is safe
for all other users of that area.
 To communicate any identified infection risks to the Infection Prevention and Control
Team and where appropriate report any Healthcare Associated Infections in line with
the Trust’s Incident Reporting Policy.
 To take part in the safety improvement projects related to infection prevention and in
particular follow the Trust requirements regarding hand hygiene.
Fire Safety
Fire Safety in all the premises from which we operate is the concern of all those who work
within these premises.
It is of the utmost importance that all members of Staff whether part-time, temporary, bank or
permanent are fully aware of and familiar with the Fire Safety Policy and Procedures in the
department they are working in. All new employees will receive Fire Safety training within the
Trust’s induction training programme.
Freedom of Information
You should be aware of the responsibility placed on employees under the Freedom of
Information Act 2000 and are responsible for helping to ensure that the Trust complies with
the Act when handling or dealing with any information relating to Trust activity.
Identity and Registration Authority Badges
Your identity badge should be on your person at all times whilst working in the organisation
and available for inspection if challenged. Registration Authority Smartcards should be used
in strict accordance of the Terms and Conditions agreed when signing the application form.
Employees must comply with all trust policies in relation to IT access and confidentiality.
Information Quality Assurance
You are expected to take due diligence and care in regard to any information collected,
recorded, processed or handled by you during the course of your work and that such
information is collected, recorded, processed and handled in compliance with Trust
requirements and instructions.
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Medical Examinations
All appointments are conditional upon prior health clearance by the Trust's Occupational
Health Service. Failure to provide continuing satisfactory evidence will be regarded as a
breach of contract.
NHS Constitution
You are required to comply with the NHS Constitution in relation to the staff responsibilities
that it sets out for NHS employees. You are expected to adhere to the NHS core values
described in the NHS Constitution, which the Trust has adopted.
Professional Registration
All post holders undertaking work which requires professional/state registration are
responsible for ensuring that they are so registered and that they comply with any Codes of
Conduct applicable to that profession. Proof of registration must be produced on appointment
and, if renewable, proof of renewal must also be produced.
Risk Management
You have a responsibility to report all clinical and non-clinical accidents or incidents promptly
and, when requested, to co-operate with any investigation undertaken.
Safeguarding Children and Adults at Risk
The Trust is committed to safeguarding and promoting the welfare of children and adults at
risk and is dedicated to robust recruitment checks.
Every employee has a responsibility for safeguarding and the protection of children and
adults at risk. As such if the post holder witnesses, suspects or is told that abuse is
occurring they have a duty to report the incident. Please refer to the Trust policies on
Safeguarding Children and Vulnerable Adults.
Work Visa/ Permits/Leave to Remain
The Trust will consider British /EEA nationals for appointment in the first instance. If the
applicant is a non-resident of the United Kingdom or European Economic Union, they are
required to have a valid work visa and leave to remain in the UK, which is renewed as
required. The Trust is unable to employ or continue to employ the applicant/post holder if
they require but do not have a valid work visa and/or leave to remain in the UK.
Review of this Job Description
This job description is intended as an outline indicator of general areas of activity and will be
amended in the light of the changing needs of the organisation. It will be reviewed in
conjunction with the post holder on an annual basis.
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Respect and Dignity

Commitment to quality
of care

Compassion

Improving lives

Working together for
patients

Everyone counts

April 2017 (v1.2)

We value each person as an individual, respect their aspirations and
commitments in life, and seek to understand their priorities, needs, abilities and
limits. We take what others have to say seriously. We are honest about our
point of view and what we can and cannot do.
We earn the trust placed in us by insisting on quality and striving to get the
basics right every time: safety, confidentiality, professional and managerial
integrity, accountability, dependable service and good communication. We
welcome feedback, learn from our mistakes and build on our successes.
We respond with humanity and kindness to each person’s pain, distress,
anxiety or need. We search for the things we can do, however small, to give
comfort and relieve suffering. We find time for those we serve and work
alongside. We do not wait to be asked because we care.
We strive to improve health and well-being and people’s experience of the
NHS. We value excellence and professionalism wherever we find it – in the
everyday things that make people’s lives better as much as in clinical practice,
service improvements and innovation.
We put patients first in everything we do, by reaching out to staff, patients,
carers, families, communities, and professionals outside the NHS. We put the
needs of patients and communities before organisational boundaries.
We use our resources for the benefit of the whole community, and make sure
nobody is excluded or left behind. We accept that some need more help, that
difficult decisions have to be taken – and that when we waste resources we
waste others’ opportunities. We recognise that we all have a part to play in
making ourselves and our communites healthier.

Page 25 of 37

APPENDIX 3
PERSON SPECIFICATION
Job Title:
Band:

Department:

Criteria

Qualifications & Training
Knowledge & Experience

Essential

Desirable

Minimum requirements

Any preferable requirements which e.g. Application Form, Test
could be obtained once in post
Presentation, Interview

Please note you cannot use length of
years experience as it could be
deemed as discriminatory. Use
wording eg Proven relevant exp ……

Specific Skills
Physical Skills
Emotional Effort
Physical Effort
Requirements due to Working
Environment
Mental Effort
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PERSON SPECIFICATION – Standards of expected behaviours
Everyone who is contact with our service is likely to be feeling anxious or uncertain about either their appointment with you or their own
situation. We will show empathy, sensitivity, compassion and understanding at all times.



Behaviour we expect

CARING FOR
PEOPLE WHO
NEED OUR
SERVICES
BEING
PASSIONATE
ABOUT
SUCCESS

ACTING WITH
INTEGRITY
BUILDING
EFFECTIVE
TEAMS &
CARING FOR
EACH OTHER
WORKING
OPENLY
TOGETHER
OTHER
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X

Aim to meet the needs of our clients and partners in care
Use initiative to enhance care in innovative and imaginative ways
Respect individual cultural differences; challenge bias & prejudice
Provide a high quality and safe service for our clients
Be prepared to challenge the status quo
Contribute to the Trust’s success
Stretch the boundaries of personal performance
Look for better ways of working to achieve improvements
Question poor practice process & behaviour
Uphold the values and be proud to be part of the Trust
Be honest and do what you say you will do
Take responsibility and be accountable for your actions
Guard and build the Trust’s reputation
Take into account the human and social impact of our work
Treat everyone in a friendly, courteous manner; smile & make eye contact
Agree on our goals and see them through
Treat each other with dignity and respect
Learn from each other’s’ experiences
Understand and recognise each other’s contributions of being of equal value

Behaviour we will not accept


forgetting we are here to provide a service to
our clients



criticising colleagues/ disagreeing with
them in front of our clients, visitors and
other staff



appearing unapproachable or moody



imposing personal beliefs and opinions
on our clients



blaming others/other departments
for mistakes



wearing inappropriate dress/or having
an unprofessional appearance



being unsupportive of change/ of new
ideas for improvement

Be straightforward in our dealings with each other and build relationships
Listen to others and explain the decisions we have made
 moaning and demoralising others
Recognise and remove barriers to action
without making an attempt to change
Create an open and positive learning culture
things
Learn from mistakes & ask others for support where necessary
Maintain privacy and ensure confidential information is kept safe
Ensure appearance is professional & name badge visible
Use plain language & speak in English when carrying out duties
'Our ambition is to achieve the highest standards of care and demonstrating excellence in all that we do’.
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APPENDIX 4
JOB EVALUATION EFFORT FORM
Job Title:
Physical Effort:
Is the Job Holder expected to perform tasks of a physical nature¹?
How often?
For how long?

 Yes

 No

 Several periods every shift
 Frequently – on average at least every other shift
 Occasionally – less than every other shift but at least three times per month
 Less than 20 minutes on each occasion
 Greater than 20 minutes on each occasion

When lifting/moving, are mechanical aids provided?
How Often?

 Yes

 No

If lifting, pushing or pulling is involved what is the maximum weight
involved¹?

Frequently  Occasionally 
 Less than 5 kilos  6-15 kilos  Greater than 15 kilos
Frequently  Occasionally 
 Less than 5 kilos  6-15 kilos  Greater than 15 kilos
Frequently  Occasionally 
 Less than 5 kilos  6-15 kilos  Greater than 15 kilos
Definitions: Frequently (P) – on average at least every other shift
Occasionally (P) – less than every other shift but at least three times per month
Is the Job Holder expected to stand/sit in a restricted position²?

 Yes

 No

 Up to and including 20 minutes on each occasion

For how long?

 Greater than 21 minutes on each occasion
Notes:
¹ For example, lifting, pushing, pulling, bending, kneeling, crawling, walking more than 1 kilometre (ie 0.62 mile or
1093 yards) at any one time, restraint of patients, moving patients, heavy manual digging.
² Keyboard input, wearing a telephone headset, driving, sitting at a microscope.
³ For example, where the post holder is required to change from one activity to another at third party request.
Mental Effort:
Is the Job Holder expected to perform duties of an unpredictable nature³?
If Yes, please give examples on a separate sheet of paper and attach to this form.
Is the job holder expected to be particularly alert for cumulative periods?

If Yes:

1-2 hours at a time 
Continuously for more than half a shift 

 Yes

 No

 Yes

 No

Frequently  Occasionally 
Frequently  Occasionally 

Is there a requirement for in-depth mental attention combined with proactive
engagement whilst carrying out clinical interventions 

Frequently 
Occasionally 

Definitions: Frequently (M) – occurs on half the shifts or more
Occasionally (M) – fewer than half the shifts worked
April 2017 (v1.2)
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Emotional Effort:
Does the Job Holder deal with distressing or emotional circumstances/

 Yes

 No

information, directly or indirectly?
How often?

 F = Frequently – on average once a week or more
 O = Occasionally – once a month or more on average
 R = Rarely – less than once a month on average

Does the Job Holder have exposure to:

F, O or R

Direct exposure

Indirect
exposure

Care of terminally ill

 Yes  No

 Yes  No

Dealing with difficult family situations/circumstances

 Yes  No

 Yes  No

Imparting unwelcome news to staff/patients/service
users/relatives
• grievances, disciplinaries
• redeployment or redundancy

 Yes  No

 Yes  No

 Yes  No
 Yes  No

 Yes  No
 Yes  No

•

news of terminal illness

 Yes  No

 Yes  No

•

severely injured bodies/corps

 Yes  No

 Yes  No

Personal involvement with child abuse or family breakdown

 Yes  No

 Yes  No

Dealing with people with severely challenging behaviour

 Yes  No

 Yes  No

Dealing with patients/relatives as a result of a serious
incident
Does the post holder read case notes/type reports of any of
the above:
If so which of the above:

 Yes  No

 Yes  No

 Yes  No

 Yes  No
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Working Conditions:
Does the Job Holder work in unpleasant working conditions?

 Yes

 No

Exposure

Frequency

Required to sit at a VDU more or less continuously
Travel by road
Work outdoors
Exposure to dirt, dust, smell, noise or in the vicinity of:
body fluids, foul linen, fleas, lice, noxious fumes
Work directly with uncontained body fluids, foul linen, fleas, lice,
noxious fumes
Definition:
 DE = Direct exposure
How?
 ID = Indirect exposure
Definition:
 F = Frequently – several times a week and most shifts
How often?
 O = Occasionally – three times a month on average
 R = Rarely – less than three times a month on average

April 2017 (v1.2)

Page 30 of 37

APPENDIX 5
APPLICATION FOR MATCHING OF A NEW POST
MANAGERS DETAILS
NAME OF LINE MANAGER:
JOB TITLE:
DEPARTMENT:
TELEPHONE NO:
EMAIL:
DETAILS OF POST TO BE MATCHED
JOB TITLE OF POST TO BE MATCHED:
I attach a copy of the:





Job Description
Job Specification
Organisation Chart

Manager’s signature:

........................................... Date: ..........................................

Completed form should be forwarded to the Establishment Control Panel
Application approved for job matching:

YES

NO

Establishment Control Reference Number: ..................................................................
Date:

..........................................................................................................................

If approved your request will be forwarded to AfC Team, Human Resources
Department, Hengrave House, Torbay Hospital
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APPENDIX 6
APPLICATION FOR RE-MATCHING OF AN EXISTING POST
POSTHOLDER DETAILS
POSTHOLDER’S NAME:
CURRENT JOB TITLE:
CURRENT BAND:
EXISTING POST AfC JOB REF NO*:
DEPARTMENT:
TELEPHONE NO:
EMAIL:
MANAGERS DETAILS
NAME OF LINE MANAGER:
JOB TITLE:
DEPARTMENT:
TELEPHONE NO:
EMAIL:
DETAILS OF POST TO BE REMATCHED
JOB TITLE OF POST TO BE MATCHED:
EFFECTIVE START DATE OF POST:
REASON FOR RE-EVALUATION: Outline below the rationale for the re-evaluation
request.
*If it is an existing post which has previously been allocated a band please provide the job reference
number.

I attach a copy of the revised:
 Job Description  Job Specification
 Organisation Chart
Post Holder’s signature: .................................................
Date: ...............................
Line Manager’s signature: .............................................
Date: ...............................
Director/Service Delivery Unit Manager’s signature: .....................
Date: ...............
Completed form should be forwarded to the Establishment Control Panel
Application approved for job matching:
YES
NO
Establishment Control Reference Number: ..................................................................
Date: ..........................................................................................................................

April 2017 (v1.2)

Page 32 of 37

APPENDIX 7
APPLICATION FOR BAND ASSIGNMENT REVIEW
POSTHOLDER DETAILS
POSTHOLDER’S NAME:
CURRENT JOB TITLE:
CURRENT BAND:
DEPARTMENT:
TELEPHONE NO:
EMAIL:
MANAGERS DETAILS
NAME OF LINE MANAGER:
JOB TITLE:
DEPARTMENT:
TELEPHONE NO:
EMAIL:
DETAILS OF POST TO BE REVIEWED
JOB REPORT REF:
IF REQUESTING REVIEW AGAINST A DIFFERENT NATIONAL JOB PROFILE
Please attach copy of profile
PROFILE TITLE:
BAND:
Where appropriate attach the national profile which you consider more closely
reflects your role as identified above. The national profiles are available on the
following
website
http://www.nhsemployers.org/your-workforce/pay-andreward/pay/job-evaluation/national-job-profiles
Support your request with evidence to reflect the specific related skills and job
requirements and clearly reference this against your job description which should
also be attached.
I attach a copy of the:



Job Description and Job Specification

OR



JAQ



Job Profile (Where appropriate)
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Please indicate which factor(s) you disagree with and provide information to substantiate this:
RELEVANT JOB INFORMATION
1. Communication & Relationship skills
Do you agree with the matched job report?
YES/NO
If NO then please indicate why.

2. Knowledge, Training & Experience
Do you agree with the matched job report?
YES/NO
If NO then please indicate why.

3. Analytical & Judgements
Do you agree with the matched job report?
YES/NO
If NO then please indicate why.

4. Planning & Organisation
Do you agree with the matched job report?
YES/NO
If NO then please indicate why.

5. Physical Skills
Do you agree with the matched job report?
YES/NO
If NO then please indicate why.

6. Responsibility for Patient/Client Care
Do you agree with the matched job report?
YES/NO
If NO then please indicate why.
April 2017 (v1.2)
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RELEVANT JOB INFORMATION
7. Responsibility for Policy/Service Development
Do you agree with the matched job report?
YES/NO
If NO then please indicate why.
8. Responsibility for Financial & Physical Resources
Do you agree with the matched job report?
YES/NO
If NO then please indicate why.
9. Responsibility for Human Resources
Do you agree with the matched job report?
YES/NO
If NO then please indicate why.
10. Responsibility for Information Resources
Do you agree with the matched job report?
YES/NO
If NO then please indicate why.
11. Responsibility for Research & Development
Do you agree with the matched job report?
YES/NO
If NO then please indicate why.

12. Freedom to Act
Do you agree with the matched job report?
YES/NO
If NO then please indicate why.
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RELEVANT JOB INFORMATION
13. Physical Effort
Do you agree with the matched job report?
YES/NO
If NO then please indicate why.

14. Mental Effort
Do you agree with the matched job report?
YES/NO
If NO then please indicate why.

15. Emotional Effort
Do you agree with the matched job report?
YES/NO
If NO then please indicate why.

16. Working Conditions
Do you agree with the matched job report?
YES/NO
If NO then please indicate why.

DECLARATION:
I confirm that I wish my post to be reviewed and that the above information be taken into consideration. I understand that the
banding for the post can go down as well as up.
Postholder’s signature: .................................................. Name in Print: ........................................................

Date: .......................

I confirm my agreement that this post should be reviewed and that the information on this form is correct.
*Authorised Manager’s signature: ..................................

Name in Print: ..................................................

Date: .......................

Completed form should be forwarded to: AfC Team, Human Resources Department, Hengrave House, Torbay Hospital
*Please refer to Appendix 8
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APPENDIX 8
SERVICE DELIVERY UNITS
Admin & Clerical/ Managerial
Allied Health Professionals
Ancillary & Estates
Health Sciences
Nursing & Midwifery
Social Workers
CORPORATE DIRECTORATES
Audit
Chief Executive
Workforce & Organisational Development
Finance & Performance
Health InformaticsService
Nursing & Quality
Strategy & Improvement
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AUTHORISED SIGNATORIES
BANDING
Band 6 or above
Band 5 or below
Band 8a or above
Band 7 or below
Band 6 or above
Band 5 or below
Band 7 or above
Band 6 or below
Band 8a or above
Band 7 or below
Band 8a or above
Band 7 or below
BANDING
Band 6 or above
Band 5 or below
All levels
Band 6 or above
Band 5 or below
Band 6 or above
Band 5 or below
Band 6 or above
Band 5 or below
Band 6 or above
Band 5 or below
Band 6 or above
Band 5 or below
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MANAGEMENT LEVEL
SDU/General Manager
Operational/Service Managers
SDU Manager/ Chief Nurse
Head of Service/ General Manager
Director of Facilities
Associate Directors of Facilities
SDU Manager
Head of Service
Chief Nurse
Associate Director of Nursing
AD Adult Social Services
General Manager
MANAGEMENT LEVEL
Director
Deputy Director
Chief Executive
Director
Directorate Manager
Director of Finance
Deputy Director
Director of HIS
Heads of Department
Chief Nurse
Head of Department
Director of Strategy & Improvement
Deputy Director

