GLPC - Job Evaluation Manager’s Questionnaire – Schools - Single Status
Please contact the Single Status team at singlestatus@croydon.gov.uk if you require any help in completing this questionnaire or putting together new Job Descriptions and Person Specifications.  Please return your completed questionnaire and any amended generic or new JDs / PSs to the above email address only.
Please complete a questionnaire for each different job (for example 10 postholders could be employed as a cleaner - in this case only one questionnaire would need to be completed, with the names of the postholders listed below in the miniature org chart).
	Date questionnaire completed
	

	Job Title of position being Evaluated
	

	School Name
	

	Name of person completing questionnaire (Line Manager or Head Teacher)
	
	Please indicate your job title.
	

	Postholder name(s) (very important – this will indicate the grades to be amended according to the job evaluation)
	


Can this post be assimilated to one of the generic JDs?  

If so please provide the generic job title name here______________________________________________________

 Please provide a sentence or two summarising the overall duties of the position.
	



[image: image1]
A. Supervision / Management of People
1. How many staff are supervised directly by this post?



_____________________
2. Are full management responsibilities assumed i.e. attendance, performance
management, discipline, training, sickness?




_____________________
3. How many staff are supervised on a deputising basis over a prolonged period
 (not just annual leave)?    






_____________________
4. How many groups of staff are managed directly and in what areas of work
are they performing?







_____________________

5. Does this post have to go out to manage their staff or do 
they come to the
postholder for reviews etc?






_____________________
B. Creativity and Innovation
1. In which areas of work does the postholder need to be original / innovative/ creative? (the extent of problem solving / communication / or presentation skills, case work, counselling, design of programmes etc.  Please indicate how this is used in the job.  To what extent is the postholder regulated by procedures?
	


C. Contacts and Relationships
1. With whom does the postholder interact on a regular basis? 

	


2. What is the frequency of these interactions and is this reflected in the JD?

	


3. What is the nature of these interactions?  For example is it information or advice giving? In particular please list all complex and contentious (e.g. important politically, conflict) areas of contact.

	


D
Decisions – Discretion 
1. What decisions does this position have to make and what kind of choices of action are available?

	


2. Is advice normally available?






 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

3. Does this role review policies / procedures / working standards?


 FORMCHECKBOX 
 Yes     FORMCHECKBOX 
 No

D
Decisions – Consequences 
1. How quickly could mistakes be rectified in this position? 


_____________________

2. Does this role have an effect on changing the way a service is


delivered or reviewing a system of work?



_____________________

3. If this position has a ‘significant’ impact on the service or organisations or individuals please explain this in more detail.

	


E
Resources
Is the post holder personally responsible for resources? – (handling, safekeeping, proper use, repair, maintenance) NB Budgets do not count.

	(
	Item
	Value up to 
	Comments

	
	Cash
	
	

	
	Cheques
	
	

	
	Other: client valuables, stamps
	
	

	
	Hand tools
	
	

	
	Small equipment
	
	

	
	Plant, vans, machinery
	
	

	
	Large plant, vehicles, machinery
	
	

	
	Major physical resources, site key holder
	
	


F. Working Environment – Work Demands 
1. What deadlines, if any have to be met in the job? How tight/ flexible are these deadlines e.g. reports, statutory requirements?

	


2. To what extent is the postholder able to complete what they have planned to do on a daily basis?  What tasks dictate that the postholder has to ‘drop everything’ to complete?  How often do interruptions occur and what kind of interruptions are they?  Does the postholder need to go out of the office regularly?  If so for what purpose and how often does this happen?
	


3. What kind of conflicting priorities does the postholder have and how does the postholder manage these conflicting priorities?  Does the individual work for example for two different managers?
	


F

Working Environment – Physical Demands
	Activity
	( Frequency 
	
( Effort required
	

	
	Short periods
	Lengthy periods
	Normal
	Substantial
	Intense
	Comment

	Use of keyboard
	
	
	
	
	
	

	Other manual dexterity
	
	
	
	
	
	

	Standing/ walking
	
	
	
	
	
	

	Bending/ stretching
	
	
	
	
	
	

	Lifting/pulling/ pushing
	
	
	
	
	
	

	Use of  ladders etc.
	
	
	
	
	
	

	Other:


	
	
	
	
	
	


If you have answered substantial or intense please could you provide more detail in the ‘comments’ column?

F

Working Environment – Working Conditions
	Conditions
	
( Frequency
	Comment

	
	Sometimes
	Mostly
	Always
	

	Heated, lit, ventilated office
	
	
	
	

	Outside
	
	
	
	

	Other:
	
	
	
	

	Exposure to Moderate noise
	
	
	
	

	Exposure to Considerable noise
	
	
	
	

	Exposure to Moderate heat/ cold
	
	
	
	

	Considerable heat/ cold
	
	
	
	

	Moderately dirty surroundings
	
	
	
	

	Considerably dirty surroundings
	
	
	
	

	Moderately unpleasant conditions
	
	
	
	

	Considerably unpleasant conditions
	
	
	
	


If you have answered mostly or always please could you provide more detail in the ‘comments’ column?

F

Working Environment – Work Context

What are the potential risks to personal safety that arise from performing these duties?

	Type of risk
	

( level of risk
	
( source of injury

	
	Minimal
	Some
	Moderate
	Substantial
	Environment
	Client/ public

	Personal injury
	
	
	
	
	
	

	Illness or health
	
	
	
	
	
	

	Injury from client/ public
	
	
	
	
	
	

	Emotional injury
	
	
	
	
	
	

	Other:


	
	
	
	
	
	

	If you have answered some, moderate or substantial please could you provide more detail below?




NB In all cases a risk assessment should have been made and any precautions/ recommendations will be in place. 

G
Knowledge and skills

Which of the following would you say reflects the knowledge and skills and tasks required to perform this position?  Please tick all which apply
1. Limited range of tasks easily carried out after induction.




 FORMCHECKBOX 
 

2. Tasks involving easily understood rules, procedures / techniques
.


 FORMCHECKBOX 
 
3. Standard of practical knowledge and skill in that area.




 FORMCHECKBOX 
 
4. Range of advanced tasks in one specialist area.





 FORMCHECKBOX 

	Please define the areas, functions, subjects managed by this postholder (e.g. electrics, housing management, people management, budget management, legal expertise etc) and level of knowledge required indicating where appropriate what experience and or qualifications are necessary to perform this job.



H

HR Provider (if other than Croydon Council)

For our records please could you indicate who your HR provider is, if different from Croydon Council?

	Name and Address of HR Provider



	Contact Name:
	
	Telephone Number:
	

	Email Address:
	


I
Payroll Provider (if other than Croydon Council)

For our records please could you indicate who your Payroll provider is, if different from Croydon Council or your HR provider?

	Name and Address of Payroll Provider



	Contact Name:
	
	Telephone Number:
	

	Email Address:
	


Name: 


Job Title: 


Grade: 





Job Title: 


Grade: 











Names, job title and grades of all the postholders who report into the job being evaluated.  If the grades and job titles are all the same just indicate for the first postholder listed then continue to list the postholder names.





Job being evaluated. If matching to a generic JD, please put the appropriate generic Job Title in here.





Line Manager of job being evaluated.
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