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PAY AND GRADING STRUCTURE

SPINAL NATIONAL JOB NEW GRADES ANNUAL PAY
COLUMN EVALUATION AS AT 1/4/08
POINTS POINT

4 £11,995
5 £12,160
6 0 — 299pts GRADE | £12,334
7 £12,629
8 £13,027
9 £13,421
10 £13,703
I 300 — 349pts GRADE 2 £14,587
12 £14,891
13 £15,291
14 . £15,570
I5 £15,895
16 350 — 399pts GRADE 3 £16,278
17 £16,663
I8 £16,991
i9 £17.626
20 £18,270
21 400 — 449pts GRADE 4 £18,937
22 £19,427
23 £19,998
24 £20,652
25 £21,306
26 450 - 499pts GRADE 5 £22,001
27 £22,730
28 £23,473
29 £24.402
30 £25,220
31 500 - 549pts HAY BAND A £26,016
32 £26,784
33 £27.573
34 ] £28,353
35 - £28,947
36 £29,714
37 550 - 599pts HAY BAND B £30,546
38 £31,439
39 £32,475
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FEACTOR | - KNOWLEDGE

There are 8 levels in this factor worth 20 points each. If you score Level 6 your job will be
evaluated using the Hay Scheme.

This factor looks at the type and level of knowledge required to do the job:

. Knowledge of the organisation of the school ~ planning and developing support services
(financial and administrative procedures, together with communication systems and the
management of a large group of staff)

. Knowledge specifically focused on budgets or IT systems.

Also, what qualification is needed for the job, (general levels GCSE’s/A levels or a more specific
qualification, (must be a requirement of the job).
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KNOWLEDGE

Level 1:

Level 2;

Level 3:

Level 4:

Level 5:

Level 6:

Level 7:

Level 8:

The job requires knowledge of the procedures for a
limited number of tasks and the operation of associated
basic tools and equipment. The jobholder needs to be
able to follow straightforward oral and written
instructions and keep basic work records.

The job requires knowledge of the procedures for a range
of tasks and the operation of assaciated-tools and
equipment. The jobholder needs basic literacy and
numeracy skills.

The job requires knowledge of the procedures for a range
of tasks, some of which, singly or in combination, are
relatively complex, and of the operation of associated
equipment and tools. Literacy and numeracy skills are
required.

The job requires predominantly practical and procedural
knowledge across a technical or specialist area or an
equivalent level of organisational, procedural and policy
knowledge.

The job requires theoretical plus practical and procedural
knowledge in a specialist area or an equivalent level of
organisational, procedural and policy knowledge.

The job requires advanced theoretical, practical and
procedural knowledge across a specialist area or an

equivalent level of organisational, procedural and policy
knowledge.

The job requires advanced theoretical, practical and
procedural knowledge across a specialist area plus
detailed knowledge of the associated organisational
policies, practices and procedures or an equivalent level
of organisational, procedural and policy knowledge.

The job requires advanced theoretical, practical and
procedural knowledge across a specialist area plus
detailed knowledge of the associated organisational
policies, practices and procedures for that and other
related specialist areas or an equivalent level of
organisational, procedural and policy knowledge.



FACTOR 2 - MENTAL SKILLS

There are 6 levels in this factor worth |3 points each.

(Level 5 — developing complex plans or strategies as major part of job)

* -Problem solving/making recommendations on a regular basis — what kind of problems are
they? (Arranging cover)

. Difficult/important decisions/recommendations.— what are they and how often do you make
them? (Dealing with outside organisations)

. Interpret or analyse information/situations in order to make decisions — give examples

. Planning — school visits
exam timetables

How long does it take to draw up the plan?
Managing a diary — Level |

Arranging school trip - Level 2
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MENTAL SKILLS

Level 1:

Level 2;

Level 3:

Level 4:

Level 5:

Level 6:

The job requires judgemental skills, in order to identify
straightforward solutions to simple problems.

The job requires judgemental or creative skills, where
there is some need to interpret information or situations
and to solve straightforward problems.

The job requires analytical and judgemental or creative
and developmental skills, where there is need to interpret
information or situations and to solve varied probiems or
develop solutions or plans over the short term.

The job requires analytical and judgemental or creative
and developmental skills to analyse and interpret
complex information or situations and to solve difficult
problems or develop solutions or plans over the medium
term.

The job requires analytical and judgemental or creative
and developmental skills to analyse and interpret varied
and complex information or situations and to produce
solutions or strategies over the long term.

The job requires analytical and judgemental or creative
and developmental skills to ‘analyse and interpret very
varied and highly complex information or situations and
to produce solutions or strategies over the long term.



FACTOR 3 — INTERPERSONAL AND COMMUNICATION SKILL

Factor 3 has 6 levels each worth |3 points. The highest score so far has been level 5.

d Who do you communicate with each day?
. Colleagues
. Teaching staff
o Governors
" Parents
. Pupils
. If it is pupils are you responsible for caring for them in anyway?
. Do you work in a special needs school or with children who have special needs?
. What kind of information do you exchange in your job!
. Do you work on reception and take messages?
= Do you have to persuade pupils to do things they might not wish to do?
a Do you have any responsibility for child protection in your workplace or for talking

to teachers and parents about confidential information?

Level 2 — is for exchanging information with various people

Level 3 — and above might be for dealing with pupils needs for personal care, managing motivating
and training staff, persuading and negotiating and so on.

This factor also takes into account how complex the information is that the jobholder has to deal
with, and how contentious or sensitive that information is.

In respect of caring skills, it is the complexity and difficulty of the client’s needs that determines the
level scored, so someone who is caring for people with very severe learning and behavioural
problems could score up to a Level 5.

Another thing that is taken into account is the nature of the audience, so a technical expert that
communicates mainly with other technical experts is likely to score less than the expert that has to
go out and explain complex information to non-experts.
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el 1:

el 2:

el 3:

vel 4:

vel 5:

INTERPERSONAL AND COMMUNICATION

SKILLS

The job involves exchanging straightforward information,
usually orally, and with work colleagues, but could
include other people.

The job involves exchanging orally or in writing
information 10 inform other staff or members of the
public. Some tact may be required.

The job involves either:

(a) exercising interpersonal caring skills, in order to
meet the basic welfare needs of clients: or:

b)  exercising training or motivational skills in relation
to other members of staff: or: !

c) exchanging orally or in writing varied information !
with a range of audiences: or:

d)  exercising advisory, guiding, negotiating or
persuasive skills: or:

(e) using a language other than English where there is
a need 1o exchange greetings and straightforward
information in that language.

Level 6:

The job invaolves either:

(a) exercising developed interpersonal caring or
training skills, in order to meet the more
demanding needs of clients: or

(b) exercising developed training, developmental,
leadership or motivational skills in relation to other
staff: or:

(c) exercising developed advisory, guiding, negotiating
or persuasive skills in order to encourage others to
adopt a particular course of action: or

(d) exchanging orally and in writing complicated or
sensitive information with a range of audiences: or:

(e) using one or more languages other than English
where there is a need to exchange complicated
information with individuals, or to identify and
respond to the needs of clients, in that language.

The job involves either:

(a)- exercising highly developed interpersonal caring or
training skills. in order to meet the very demanding
needs of clients: or:

(b)  exercising highly developed advisory, counselling,
negotiating or persuasive skills, or advocacy, in
order to convince others to adopt courses of action
they might not otherwise wish to take: or

(c) exchanging orally and in writing complex and
contentious information with a range of audiences,
including non-specialists: or:

(d) using one or more languages other than English
where there is a need to exchange orally and in
writing complicated information with groups and
individuals, or to identify and respond to the
demanding needs of clients, in that language.

The job involves either:

(a)  exercising very highly developed caring or training
skills, in order to meet the exceptionally
demanding needs of clients: or:

(b)  exercising very highly developed influencing,
counselling, negotiating and persuasive skills, or
advocacy, in order to convince others to adopt
policies and courses of action they might not
otherwise wish to take: or:

()  exchanging orally and in writing wide ranging
complex and contentious information with a range
of audiences, including non-specialists.



FACTOR 4 - PHYSICAL SKILLS

There are 5 levels in this factor worth |3 points each. Very, very few jobs score a level 5.

. Is there anything you do as part of your role that requires dexterity and co-ordination?

. Do you do a lot of word processing or data inputting and if so, is speed and accuracy
necessary?

* Do you need a specific qualification or would the skill be tested at interview? (Someone

who has to use a keyboard for a large proportion of their job and would therefore need to
apply a fair degree of accuracy and speed would probably score Level 3)

. Do you use any tools or equipment that requires care and precision e.g. knives for the
preparation of food or technical equipment in school labs? - (If you have to chop things you
are likely to score Level 3, because of the degree of precision and speed that's needed)

. Is driving part of your role e.g. transporting pupils around? (Driving a car would score Level
2, driving a mini bus for a small proportion of the time would also score Level 2)
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PHYSICAL SKILLS

Level 1:

Level 2:

Level 3:

Level 4:

Level 5:

There are no particular requirements for developed
physical skills.

The work requires dexterity, co-ordination or sensory
skills, where there is some demand for precision in the
use of these skills.

The work requires dexterity, co-ordination or sensory
skills, where there is either: (a) some demand for both
precision and speed: or: (b) considerable demand for
precision, in the use of these skills.

The work requires dexterity, co-ordination or sensory
skills, where there are: either: (a) considerable demands
for both precision and speed: or: (b) high demands for
precision, in the use of these skills.

The work requires dexterity, co-ordination or sensory
skills, where there are very high demands for precision in
the use of these skills.



FACTOR 5 - INITIATIVE AND INDEPENDENCE

There are 8 levels in this factor 5 worth |3 points each.

This factor is all about how much scope your job has for making decisions and exercising
discretion.

. Who supervises you in your role?
. Is it the head teacher
. Is it someone who works more closely with you
. Is it someone who does not work closely with you?
. What kind of decisions do you make yourself and do you organise your own workload?
. What kind of problems are you faced with that you have to resolve yourself?
. Are you responsible for helping other staff to sort problems out?
. Do you work alone or as part of a team?
. Are you responsible for being on call if there is an emergency out of school hours?

The key issue is the type of problem that the jobholder has to make decisions on.

. Unexpected problems — Level 3 — are those where you weren't expecting the problem to
happen but once it has there are fairly clear procedures set down for dealing with it. For
example if the person who'd been asked to book a venue found it wasn’t available they
would go ahead and source an alternative venue, working within a number of parameters
like location, cost and facilities.

. ‘Unanticipated problems —Level 4 — you would be expected to deal with problems whose
response is much less clearly set down. For example someone arriving at the venue to find
that it's double booked and there’s another group setting up, at level 4 you would be
expected to have it sorted out before everybody else arrives.

. How much say you have in organising your own workload will also affect the score on this
factor. At Level 4 and above you would have to be deciding not just what order you do
your work in but also deciding what you actually need to do to achieve a particular
objective.

. How physically close you are to your line manager can affect your score in this factor.
Someone who is sitting in the same office as their supervisor, where the supervisor’s job is
to check everything and make all the decisions would score less than someone who works
out in the field and is expected to make their own decisions and only refer back to their
supervisor on more difficult problems.
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INITIATIVE AND INDEPENDENCE

Level 1:

Level2:

Level 3:

Level 4:

Level 5:

Level 6:

Level 7:

Level 8:

The job involves following instructions which define the
tasks in detail. Minimal personal initiative is required. The
job is subject to supervisory or customer checks or close
supervision.

The job involves working from instructions, but making
minor decisions involving the use of initiative. Problems
are referred to a supervisor/ manager. Little close
supervision is necessary beyond that provided by working
arrangements and methods.

The job involves working within recognised procedures,
which leave some room for initiative. The work may
involve responding independently to unexpected
problems and situations. The jobholder generally has
access to a supervisor/ manager for advice and guidance
on unusual or difficult problems.

The job involves working within recognised procedures,
within which the jobholder is required to organise own
workload. The work involves making decisions as to
when and how duties are to be carried out, and
responding independently to unaaticipated problems and
situations. The jobholder generally has access to a
supervisor/ manager for advice and guidance on serious
problems.

The job involves progressing a series of activities within
recognised guidelines. The work involves making
frequent decisions and exercising initiative without ready
access to more senior officers. The jobholder consulis a
supervisor/ manager for advice on policy or resource
issues.

The job involves working within broad practice or
guidelines. The work involves using discretion and
initiative over a broad area of activity, with little access to
more senior officers. The job is subject to managerial
direction.

The job involves working within Council policies. The
work involves using wide discretion and initiative over a
very broad area of activity, with little access to others. The
job is subject to general managerial direction.

The job involves working within the overall policy of the
Council. The work involves using very wide discretion
and initiative over a very broad area of activity, without
recourse to others. The job is subject to minimal
managerial direction.



FACTOR 6 - PHYSICAL DEMANDS

There are 5 levels in this factor worth 10 points each.

. Are you standing or sitting for long period of time in the same position?

. Are you moving heavy objects?

. Working in awkward positions?

. Likely to be relevant for roles such as caretakers, cleaners, site managers and kitchen staff
but will also possibly apply to staff who work with young children and who are bending and
crouching.

This factor takes into account both the degree of effort required and how often that effort has to
be applied. It covers all kings of physical demands like:

s Pushing
= Pulling

. Lifting

s Carrying

Working in a constrained position is claimed for working in small areas such as a cubbyhole fitting
wiring, or when driving. It is applied less in relation to sitting at a desk where people have the
opportunity to move around. Someone whose job it is to operate a telephone help-line would
probably score a Level 2 as they can’t get up and go and do something else. Most office-based jobs
would score Level |, as there is some freedom of movement.

In assessing how long physical demands are applied, we do allow for recognised breaks, so
someone who has to dig holes in the road ALL day doesn’t have to give up their lunch break to
qualify for a Level 5.

Consideration of weights is also applied consistently in that a sack of coal is heavy, regardless of the
size and strength of the person lifting it.
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PHYSICAL DEMANDS

Level 1:

Level 2:
(@)

®

Tasks or activities are undertaken mainly in a sedentary
position, and allow for considerable flexibility of
movement. There may be limited requirements for
standing, walking, bending or stretching; or an occasional
need to lift or carry jtems.

The job involves either:

some ongoing physical effort (for example, regular sitting
in a constrained position, or standing, or walking at a
normal pace, for long periods); or:

normally limited physical demand, but with periodic
requirements for considerable physical effort (for
example, lifting or carrying, pushing or pulling items of
light to moderate weight, rubbing or scrubbing, or
working in an awkward position).

Level 3: The job involves either:

@

®)

Level 4:
(@)

®)

Level 5:

ongoing considerable physical effort (for example, regular
lifting or carrying, pushing or pulling items of moderate
weight, rubbing or scrubbing, or working in awkward
positions): or:

normally limited or some physical demand, but with
periodic requirements for high physical effort (for
example, lifting or carrying, pushing or pulling items of
heavy weight, or working in very awkward positions).

The job involves either:

ongoing high physical effort (for example, frequent lifting
or carrying, pushing or pulling items of moderate or
heavy weight, rubbing or scrubbing, or working in very
awkward positions): or:

normally considerable physical demand, but with periodic
requirements for very high physical effort (for example,
lifting or carrying, pushing or pulling items of very heavy
weight, or manual digging).

The job involves ongoing very high physical effort (for -
example, frequent lifting and carrying, or pushing and
pulling, items of heavy or very heavy weight, or manual
digging).



FACTOR 7 - MENTAL DEMANDS

There are 5 Levels in this factor worth 10 points each. (Only 2 jobs scored Level 5)

Sensory demands — (how long & how often)

e Driving
& Taking Minutes
. In classroom with children

. Delivering a presentation

Mental demands — (how long & how often)

. Budgets
n Report writing

o Checking work

Work related pressure

= Interruptions

a Conflicting demands

= How long — hour/morning/all day

. How often — daily/weekly/termly

. How often are you interrupted?

. Can you concentrate on one task or do you have to stop to deal with

something/someone — how often do these interruptions occur?

Normal attention — to get safely through the day

Enhanced - really have to concentrate (listening/watching) (checking documents)

Concentrated — producing something new — report/presentation
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