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Job Evaluation Request & Questionnaire – SCHOOL POSTS ONLY (JRQS)
This form is to be used for school support staff posts which require grading through the Job Evaluation process. Please firstly check the bank of generic job descriptions to see if there is a suitable role already evaluated at the following link:  http://www.youngsouthampton.org/working-with-children/schools-guidance/schoolshr/generic_job_roles.aspx
If you are making minor changes such as a job title change, or minor content change, please use the Minor Change Form (JRM).
The purpose of this form is to record key information about the post, to enable an accurate job evaluation to take place. The information should be as detailed as possible and fully completed where relevant, as only information stated in the JD, PS and questionnaire will be taken into consideration when evaluating the post. Information should relate only to the post and not the person who carries out the role.

All requests must be authorised by a Headteacher and forwarded to the Schools HR Advisory mailbox at Schools.HRAdvisory@southampton.gov.uk who will provide support for your Job Evaluation on behalf of the Council. 
	Post Details

	Post Title
	

	School
	

	For existing posts only:

	Current Post Grade
	

	Employee Name
	

	Employee pay number
	

	Would an increase in grade affect more than one employee? If Yes, please provide the employees names and pay numbers
	Yes □   No □

	Other employee details:
Employee name/s:

Employee pay number:

	Are there any special pay arrangements currently attached to the postholder i.e. honorarium, salary protection, market supplement, other? If yes, please complete the section below.
	Yes □   No □

	Special pay arrangement details:



	I can confirm that I have checked the bank of generic job descriptions before making this JE submission. (If you have not done so, please do so before completing the form)

	Yes □   No □


	Attachments - Job Evaluation will not be progressed without all the documents below being included

	I have attached the following information:

	Job Description (Revised) □

	Person Specification (Revised) □
	Structure Chart (Revised) □


	Why is this post being reviewed?

	


	KNOWLEDGE – level of knowledge required to be able to complete the requirements of the post. Any qualifications & experience must also be stated in the JD/PS to be scored for.

	1. Does the post require literacy and numeracy skills?
	Yes □  No □

	If yes, briefly state the tasks requiring this skill:



	2. Does the post require an understanding of grammar, spelling and/or percentages and decimals?
	Yes □  No □

	If yes, briefly state the tasks requiring this skill:



	3. Which level of qualification/training does the post require: (tick ONE which is relevant) Any qualification/s MUST also be stated in the JD/PS to be scored

	Short induction at workplace
	□

	On the job training
	□

	Formal education/training or equivalent experience PLUS on the job training
	□

	Formal external training or knowledge through extended experience
	□

	Degree or equivalent experience and training
	□

	Post graduate or higher
	□

	4. How many years practical experience is required for this post?
	…… years

	5. How much line management experience is required?

	None
	□ 

	Junior level at time of appointment (less than 3 years/lower level staff managed)
	□ 

	Considerable direct line management experience (3yrs)
	□ 

	Extensive middle management experience (4yr+)
	□ 


	POLICY - whether a post advises on or develops policies and procedures for a function (team within a school) or a whole school. (Shared = with same level colleague)

	Does this post advise on and/or develop policies?                 Yes  □    No □ 

If yes, please tick ONE level (1-6) of responsibility below:

	1
	Contributory responsibility for developing policies and supporting procedures
	 

	2
	Provides advice and guidance on established internal policy and/or external regulations (e.g. giving employees advice on grievance policy)
	 

	3
	Interprets policy and procedures to meet specific circumstances (e.g. enforces a policy or uses a current policy to solve problems)
	 

	4
	Shared responsibility for developing policies and supporting procedures for a function within a service (e.g. sharing the development of a policy in a team)
OR
Required to provide advice to the adaptation of policies and procedures to meet external demands (e.g. legislation changes)
	 

	5
	Sole responsibility for developing policies and supporting procedures for a function within a service (e.g. Solely developing a policy in a team)
OR
Shared responsibility for developing policies and supporting procedures for a whole service (e.g. sharing responsibility for policy development for the school) 
	 

	6
	Sole responsibility for developing policies and supporting procedures for a whole service (e.g. solely developing a policy for the school)
	 


	MENTAL SKILLS - the level of fact finding, analytical, problem solving, planning and strategic skills required

	1. Give 2 examples of the types of problems solved / decisions made by this post and what information is used to solve problems on a regular basis (e.g. difficult customer/service re-design/ using existing policies/creative thinking/strategic thinking etc)

	

	

	

	

	

	

	

	

	

	2. Is the post required to develop complex solutions, strategies or plans?  

Yes □   No □
If yes, please select ONE of the following planning timescales taken to develop these solutions, strategies or plans (This is how long the plan/solution takes to be developed not how long the plan lasts for)

	Short term planning (several weeks)
	□

	Medium term planning (several months - 1 year)
	□

	Long term planning (1 year +)
	□

	Please give 2 examples of these solutions, strategies and plans:

	

	

	

	

	

	

	

	

	

	COMMUNICATION - How the post communicates with people either face to face, over the telephone or in writing, and the type of information conveyed. Other languages are covered here

	1. Who does this post communicate with on a daily basis? (e.g. Children / Parents / Members / Senior Management Team / Governors / External Clients / Colleagues / Members of the Public)

	 

	2. Briefly describe the types of information this post communicates and how it is communicated (e.g. in writing/ face to face/ public briefings/ personal records/ reports/ caring for others/ sensitive or contentious information/ using another language)

	 

	3. Does this post require negotiating / persuasive skills?   Yes □   No □
If yes, please give an example of situations where this post would use these skills:

	 


	PHYSICAL SKILLS - covers tasks requiring manual and finger dexterity, physical and sensory co-ordination

	Select ONE level for the keyboard skills required & examples of why required:

	Skill level required
	 
	To do what tasks?

	Not required / basic or intermittent operation only
	□
	 

	Precision required - use of keyboard for work, but speed not essential
	□
	 

	Precision and speed - keyboard integral to duties (e.g. system analysis / finance systems / programming / word processing to RSA II level)
	□
	 

	Considerable speed and precision for data input / specialist word processing skills (e.g. RSA III/CAD/GIS manipulation)
	□
	 

	Are there any duties which require dexterity or co-ordination? (e.g. chopping vegetables / driving specially adapted vehicles / use of machinery)  Yes □   No □
If yes, please give brief examples of where these skills are required:

	 


	INITIATIVE & INDEPENDENCE - covers the scope for jobholder to make own decisions, plan work and the degree to which they work within policies and procedures

	1. Briefly describe how much freedom this post will have in organising their own workload, and the types of problems/issues that would be referred to their supervisor:

	 

	2. Does this post deal with unexpected problems? 
(e.g a query which has never come up before but there is a policy to resolve it)     Yes □    No □

	If yes, please give a brief example of the type of problems resolved:

	 

	3. Does this post deal with unanticipated problems?
(e.g. a query which has never come up before and there is a need to use higher level of initiative as there is no set policy in place)        Yes □    No □

	If yes, please give a brief example of the type of problems resolved:

	 

	4. Is this post responsible for Project Management?     Yes □    No □



	If yes, which areas of the School do these projects cover?
	Departmental
	□

	
	Multi-Departmental
	□

	
	Spans the School
	□

	Please give a brief description of any projects this post manages:

 


	PHYSICAL DEMANDS - covers forms of physical effort required by the post

	1. Does this post require working in a constrained position? (e.g. sitting at a keyboard without ability for breaks/standing at board/driving/working under vehicles/restraining children)  Yes □   No □

	If yes, please give a brief example of when the post would experience this demand:

	 

	

	

	

	2. Does this post contain any physically demanding tasks? (e.g. lifting children /carrying /rubbing /scrubbing or awkward positions)    Yes □   No □
If yes, please give examples of any regular physically demanding tasks:

	Task:


	% of day/week spent on this task

	
	

	
	

	
	

	
	


	MENTAL DEMANDS - covers the type of concentration the post requires, either sensory or mental, and the length of time this concentration is required for. Work related pressure is also covered

	1. Does this post require concentrated sensory attention? (e.g. watching, listening, touching, smelling - tasks such as typing, watching traffic/children, loading vehicle)                Yes □   No □

	If yes, please give brief examples of duties requiring sensory attention:

	How long would the postholder be expected to hold this attention for in one continuous session?
	________   mins/hours

	2. Does this post require concentrated mental attention? (e.g. repeated mental calculations, report writing, preparing letters, presentations, statistics)                                             Yes □   No □

	If yes, please give brief examples of duties requiring concentrated mental attention:



	How long would the postholder be expected to hold this attention for in one continuous session?
	________   mins/hours

	3. If there are any significant work related pressures/conflicting demands this post will experience, please briefly note them here:


	EMOTIONAL DEMANDS - where working with a client who has disadvantaged circumstances causes emotional demands on the postholder. 

	Does this post deal directly with clients who, by their circumstance, may cause emotional stress to the postholder? (e.g. client is terminally ill/at risk of abuse/frail/homeless/young children/SEN/Significant behavioural issues)        Yes □   No □

	If yes, please give brief examples of who they deal with, and the type of contact and how frequent the emotional demands are:

	Clients dealt with: 
	Type & frequency of contact (e.g. face to face, on telephone, daily, weekly etc)


	RESPONSIBILITY FOR PEOPLE - covers the impact of this post on people's physical, mental, social, economic and environmental wellbeing (this relates to clients/service users not employees)

	1. Does this post have any duties which have a direct impact on people's care, needs and wellbeing? (e.g. preparing and serving meals/personal care/giving medication/pre-school/disability) 
Yes □  No □

	If yes, please give brief examples of these duties and how they impact on others: 




	

	2. Does this post have any duties that require implementing or enforcing regulations which impact on people’s health and safety?   Yes □   No

	 If yes, please give brief examples of these duties and how they impact on health & safety: 

	RESPONSIBILTY FOR SUPERVISION OF EMPLOYEES

	1. Does this post have any type of supervisory responsibilities for other employees? 
(e.g. demonstrate own duties/managing employees/training)         Yes □   No □

	If yes, does the post (tick ONE only):

	Demonstrate own duties
	□

	Regularly check work, instruct other employees
	□

	Formally allocate work to a team AND carry out appraisals / 1:1’s
	□

	Formally training more junior employees (give example of what/who):

 
	□

	How many staff is this post directly responsible for managing?
	 

	Over how many locations are these staff based? (only permanent bases)
	 

	How many directly supervised staff are in management roles?
	 

	Do the employees work in the same function? (e.g. Finance or Admin or Gardening)

If no, how many different functions does this post supervise? Please list these functions?
	Yes □   No □

	
	 


	RESPONSIBILITY FOR FINANCE - relates to the amount of money the post is either accountable for (e.g. authorising payments/ accountable for the spend of) or has a contributory role (e.g. monitoring budgets/advising on spend/specifying financial systems). It also covers handling of cash and invoices and security of money

	1. Based on the definitions above, please state:

	What is the total budget that this post is accountable for on an annual basis?
	£

	Please state what this budget is for and what constitutes this total (e.g. grants/external funding/staffing costs/building costs etc):

	What is the total budget this post has a contributory role for on an annual basis?
	£

	Please state the contributory duties that this post will undertake regarding this budget (i.e. reporting on spend/monitoring/agreeing budget etc):

	2. Other financial responsibilities:

	Duty/task 
	Value per week
	How often 

(e.g. daily/weekly)
	Example duty

(e.g. processing dinner money)

	Handling cash/cheques                  □
	£
	 
	 

	Processing Invoices                        □
	£
	 
	 

	accounting for receipts/money        □
	£
	 
	 

	Security of cash/other financial resources                                        □ 
	£
	 
	 

	RESPONSIBILITY FOR PHYSICAL RESOURCES - covers responsibility for resources such as buildings, information systems, equipment and handling of manual/computer information

	NOTE: not all of these will be relevant – only complete the areas associated with this post

	1. Please give any examples of the post's responsibility for manual/computer information

	Information responsible for
	Nature of responsibility
	How often

	(e.g. computerised data for 500 students)
	(e.g. input accurately on SIMS database, undertake analysis, maintain confidentiality)
	(e.g. Daily)

	2. Please give any examples of designing, adapting or developing an information system:

	Information system (type & size)
	How adapted/designed
	How often/duration of project

	(e.g. internal accounts system)
	(e.g. develop a new database and analyse requirements to implement)
	(e.g. Once a year)

	3. Please give examples of any equipment, tools, vehicles or machinery the post is responsible for and its monetary value:

	 

	4. Please give examples of any responsibilities for security, cleaning, maintenance & repair of buildings or locations: (please note here if post requires call out and/or keyholder responsibilities)

	 

	WORKING CONDITIONS - covers disagreeable conditions experienced by the post, including hazardous or uncomfortable conditions created by the work environment or customers/clients. It does not relate to colleagues worked with.

	Does this post experience:

	Working Condition 
	% of day (or occasions per week for abuse)
	Example duty

	Verbal abuse                                 □
	 
	 

	Actual (or risk of) physical abuse  □                                         
	 
	 

	Working outside                            □
	 
	 

	Extreme temperatures/humidity    □
	 
	 

	Dirty environment (e.g. personal care)                                              □
	 
	 

	Hazardous chemicals / machinery / environment                                  □
	 
	 

	Cramped conditions                      □
	
	


AUTHORISATION

	All Job Evaluation forms must be signed off by a Headteacher (an appropriate email will be accepted). Failure to do so will result in a delay in the post being evaluated. 

I consider that this questionnaire is a fair and accurate statement of the requirements of the post

	Name of Line Manager
	
	DATE
	

	Line Manager Signature
	
	
	

	Name of Headteacher
	
	DATE
	

	Headteacher signature
	
	
	


Please email the authorised form to Schools HR Advisory mailbox at Schools.HRAdvisory@southampton.gov.uk who will give final authorisation for the post to be submitted for job evaluation.
(HR use only)
	Approved for JE:
	
	Not approved for JE:
	

	Date:
	


Please retain a copy for your own records.

PLEASE NOTE: Once the team have received this authorised JRQS form and ALL supporting documentation, you will be notified of the next available job evaluation panel. Please refer to the Young Southampton Website for more advice and guidance on the process.

