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Introduction: How to Use This Guide
This Guide is intended for Health Service employees who have been asked to complete a Job Analysis Questionnaire (JAQ), so that their jobs may be evaluated locally under the nationally agreed procedure for local evaluations of jobs, which cannot be matched to national profiles

The Guide first explains what job evaluation is and why it is being used in the Health Service. It describes the procedure for local evaluations and the role of the Job Analysts, who will interview you about your job. The next sections provide some general advice on how to complete the Questionnaire. The following sections work through the JAQ pages explaining, for each factor:

A. What the Factor Measures

B. General Points: What Sort of Information or Examples Are Required

C. Specific Question Points

It may be helpful to read through the early sections of the Guide once you have received the Questionnaire; and then to have the later sections beside you as you complete the Questionnaire.

Who Should be Completing the Job Analysis Questionnaire?

The jobs of most Health Service employees will not need to be evaluated locally, because they will be ‘matched’ to national evaluation profiles, which are based on Questionnaires evaluated at national level. The jobs to be evaluated locally are:

(1) Jobs for which there never will be a national evaluation profile, because they are significantly different wherever they occur. This is likely to apply to many senior managerial posts, administrative posts and to those in specialist areas, such as IT, or public relations.

(2) Jobs where an attempt has been made to match them to a national profile, but this has not proved possible. This is most likely to apply to unique and/or very specialist healthcare or non-healthcare roles.

(3) For Early Implementer sites only, jobs where there is not yet a national evaluation profile and where the site has been identified as a suitable source of one or more Questionnaires to contribute to a national profile.

If your job is not in one of these categories, then you should check (with your line manager, staff side rep or JE project leader) whether it is really necessary for you to complete a JAQ, as this will take some time. If you are required to complete a Questionnaire, you will be invited by the Job Evaluation Lead for your organisation to do so.

Where the job is unique within the employing organisation, then the single jobholder must obviously complete the JAQ. Where a number of jobholders carry out the same job being locally evaluated, then there are a number of options for completion:

(1) Jobholders can select one of their number to complete JAQ and be interviewed by Job Analysts: the resulting JAQ is circulated to other jobholders for comment both before the interview and, if there are changes, before being signed off.

(2) Jobholders can work together to complete JAQ and then select one of their number to represent them at interview with the Job Analysts. This option works best where jobholders work together in an office or other work location. It is effective, but can be time consuming.

(3) Where jobholders work in different locations, an option is for one jobholder from each location to complete the JAQ and then meet together to produce a single JAQ and select a representative for interview.

You will be advised of the above options has been adopted for your job.

1. What is Job Evaluation and Why is it Being Used in the Health Service?

Job evaluation is a technique for comparing different types of jobs, usually, as in the Health Service, as the basis for a grading and pay structure.

Current NHS Whitley structures allow for comparisons to be made between relatively similar jobs (e.g. between nursing and midwifery jobs under the N&M clinical grading system, or between engineering and works officer jobs under the Estates Officer structure), but not between different structures (nursing jobs compared to engineering jobs). The new Health Service Job Evaluation Scheme (JES) allows these broader comparisons to be made.

As the name implies, job evaluation is about comparing the demands of jobs, not how well the employees do them. Job evaluation does not assess how individuals perform, nor how their work is organised, nor whether they have the appropriate skills and knowledge for the work. The last of these issues is covered by the Knowledge and Skills Framework (KSF).

A job evaluation scheme works by:

(1) Analysing job information under an agreed set of factor headings;

(2) Comparing information under each of the factor headings with factor level definitions, which represent a scale of demand for the factor, to identify which level best fits.

(3) Applying the scheme scoring and weighting system, which reflects the agreed relative importance of each of the factors, to the identified factor levels, to give a total weighted score for each job.

(4) Applying the pay band JE points ranges to determine the appropriate pay band for the job.

Of the above steps:

(1) Step (1) is carried out by the jobholder assisted by trained Job Analysts, usually using a job description or questionnaire.

(2) Step (2) is carried out by a trained job evaluation panel made up of staff and management representatives.

(3) Step (3) can be done by a system administrator, but nowadays is more usually carried out by computer.

(4) Step (4) is undertaken either by comparison of the total weighted score with the published points ranges for the pay bands, or by computer.

2. The Health Service Job Evaluation Scheme

The Health Service Job Evaluation Scheme was developed and tested on NHS jobs by the joint Job Evaluation Working Party (JEWP), set up for the purpose by the Central Negotiating Group (CNG).

The scheme factors and factor level definitions are set out in the Job Evaluation Handbook (first edition, March 2003, p. 5-32) and are also published on the Department of Health Agenda for Change website at www.doh.gov.uk\agendaforchange. The scoring and weighting systems are in the same sources (Handbook, first edition, p.34).

The Job Analysis Questionnaire (JAQ) follows the order of the factor plan, with separate sections for each factor. The factors are:

1. Communication & Relationship Skills

2. Knowledge, Training & Experience

3. Analytical & Judgemental Skills

4. Planning & Organisational Skills

5. Physical Skills

6. Responsibilities for Patients/ Clients

7. Responsibilities for Policy & Service Development & Implementation

8. Responsibilities for Financial & Physical Resources

9. Responsibilities for Human Resources

10. Responsibilities for Information Resources

11. Responsibilities for Research & Development

12. Freedom to Act

13. Physical Effort

14. Mental Effort

15. Emotional Effort

16. Working Conditions
3. The Procedure for Local Evaluations
The nationally agreed protocol for local evaluations is set out in the Job Evaluation Handbook (first edition, March 2003, p. 41-2). 

In summary, the 8-step procedure involves:

Step 1:
Completion of Job Analysis Questionnaire (JAQ), as far as possible, with assistance of line manager, supervisor, colleagues, staff side rep, as appropriate.

Step 2: Job Analysis Interview with trained Job Analysts to ensure JAQ includes all the information required for evaluation and is accurate.

Step 3: Completed and amended (if necessary) Job Analysis Questionnaire checked and signed off by jobholder and line manager or supervisor as well as the Job Analysts. This demonstrates to evaluators that the JAQ represents a comprehensive and accurate description of the job in question.

Step 4:
Evaluation of the completed and signed JAQ by a joint, trained evaluation panel against the JES factors and levels.

Step 5: Input of evaluation outcomes into computerised system for scores and weighting to be applied.

[When using the computerised version of the NHS JES, steps 4 and 5 will be carried out together.]

Step 6: Following consistency checks by the evaluators and publication of the validated results, a jobholder who is dissatisfied with the outcome can request a review of the evaluation. The jobholder will be supplied with a copy of the evaluation factor levels and the reasons for them (usually called an evaluation rationale) and must provide details in writing of where and why they disagree with the evaluation.

Step 7:
Review of original evaluation by a second joint and trained panel, with a majority of different members from the first panel.

Step 8:
Confirmation of original or revised evaluation for the job. Any further dissatisfaction with the procedure (but not the evaluation outcome) can be referred through the grievance procedure.

4. The Role of the Jobholder in a Local Evaluation

Jobholders know more about the demands of their jobs than anyone else. The role of the jobholder in a local evaluation is as a source of comprehensive and accurate information about the demands of their job.

The emphasis is on the job, not the employee, so it is appropriate, and indeed recommended, that you consult others who have knowledge of the job when completing the questionnaire, for example:

· Supervisor and/or line manager: this should be done during the course of completion, as well as after the analysis, so that any differences of view can be resolved as early as possible.

· Colleagues who do the same or a very similar job to you

· Colleagues who do a different job but work closely with you

· Staff side representative(s) for your area of work

It may be helpful to also refer to any job documentation, especially if it is agreed as up-to-date and accurate, for example:

· Job description (own or that of a colleague doing the same job, if prepared more recently)

· Job specification (usually prepared for recruitment purposes)

· Organisation chart

· Induction materials (if they include any description of the work)

· Departmental reports (if they include any description of the jobs)

For evaluation purposes, the job to be described consists of:

· Those duties actually carried out by individual jobholder(s). The last year is generally a good guide on what should be taken into account as part of the job. The job is not an amalgam of what you might be required to do in other circumstances, nor of what your colleagues do.

· Those duties acknowledged by you and your line manager, either explicitly (through you having been asked to undertake the duties) or implicitly (through  not being told not to undertake particular duties), to be part of the job. These may be more, or less, than the duties listed on your formal job description. 

5. The Role of the Job Analysts

The role of the Job Analysts, who will interview you about your job, is:

· To ensure that the Job Analysis Questionnaire (JAQ) is produced to agreed standards, equality requirements and timescale.

· To ensure that all parties are satisfied with the Job Analysis process.

· To check and test the information provided by the jobholder to ensure accuracy and clarity.

This is important because, if the JAQ is inaccurate or incomplete, the evaluation will be too.

The purpose of the job analysis interview is to:

· Ensure that full and accurate information is available to the job evaluation panel

· Provide an opportunity for the jobholder to explain their job and be asked face to face questions

· Increase understanding between those involved – jobholder, line manager, staff side rep, job analysts and evaluators

· Allow information to be clarified and checked.

The Job Analysts for the NHS JES have been specially trained for the role. They will normally work in pairs, one management and one staff representative together. They have their own Job Analyst Guide, to which they may refer in the course of the interview. This suggests questions, which they may want to ask and provides checklists of points to cover.

The interview with the Job Analysts is not in any way a test or examination. It is intended to help you and to ensure that the information put to the evaluation panel is clear, concise, complete and correct.

If you have any questions about the process, you should ask the Job Analysts. If they do not know the answer, they should be able to identify someone who can.

6. Completing the Questionnaire – Getting Started

It is up to you as jobholder to decide how you want to complete the Questionnaire. There is no absolutely right way of doing it. However, experience shows that some strategies can be helpful, for example:

· It is a good idea to read through the Questionnaire when you receive it, but not to start completing it straight away. This gives an opportunity to think about the questions while carrying out the job. 

· It may be helpful to jot down examples as they occur; or, if you are not sure what proportion of time you spend on each of your main duties, to check your work diary for the last few months or keep a diary sheet for a typical week.

· You will need to agree with your supervisor or line manager a suitable time during normal working hours for completing the Questionnaire. It could take up to half a day. You may wish to consider identifying two shorter periods rather than one long one, to avoid getting bored or losing momentum.

· If you are able to complete the Questionnaire on screen in its electronic form, this will allow you to make any changes easily and the completed Questionnaire will be easy to read for the Job Analysts and evaluators. However, it is not compulsory and a hand written Questionnaire is acceptable, but please write clearly and neatly! It helps to have thought out exactly what you want to say for each answer before putting pen to paper or finger to keyboard. 

· When you have done some drafting, you may wish to consult your supervisor, line manager or colleagues on what to include or what would be good examples of particular job features. If completing the questionnaire manually, you may wish to prepare a rough draft to talk through with your line manager, before producing the neat version.

· Once the Questionnaire is completed, it may be valuable to keep it by you while doing the job for a few days, in case you have missed anything out, but bear in mind that the Job Analysts and evaluators are working to tight deadlines, so do not sit on it forever! Check whether a deadline has been set for submission of your Questionnaire to the Job Analysts.

· If there are questions, which you do not understand or cannot answer for some reason, even with advice from line manager, colleagues or staff side representatives, do not worry. These questions can be resolved with the Job Analysts during the job analysis interview.

7. The JAQ: General Points

Some general points to bear in mind when completing the Questionnaire:

(1) The Questionnaire asks for factual information and examples, on which evaluators can base their assessments. It does not ask jobholders to assess their own jobs in any way or to put value judgements on the demands of their jobs, as this is not helpful to evaluators. For example, if a jobholder says on the JAQ that they require ‘highly developed communication skills’, the evaluators will not know whether or not they agree with this assessment. Nor will they have the factual information required to make their own assessment. It is much more useful to state what communication skills are required and for what purposes.

(2) Information provided in clear and concise form makes for easier and more accurate evaluation. Paragraphs and sentences are not required. Bullet points or numbered statements are preferable. It is worth thinking first about what is the key statement concerning a particular activity: that is likely to be sufficient, as long as it is understandable to readers.

(3) The Questionnaire often asks for examples, as these are helpful to evaluators in assessing the job. So, please check that wherever you have placed a tick or a Yes in the appropriate box, you have also provided an example. You do not need to write the same example out for each, if it is the best one to illustrate the point: you can use ditto marks or say ‘As for xxxxx above’

(4) The size of boxes on the Questionnaire provides an indicator for the amount of information required, but can be exceeded if there is a good reason, for example, a job with an exceptionally wide range of duties.

(5) The Questionnaire may be read by people who know nothing about your job, so please avoid jargon and initials, which are only meaningful to those ‘in the know’. Explain your job as though to a visitor or new starter to your area of work. If you use equipment, which is known to yourself and your colleagues by its manufacturer’s name, please explain what it is used for and your role in using it. If you use a technique known by its inventor’s name, please explain that also.

Section 1: The First Page(s)

General Points

These pages are not evaluated as such. Their purpose is to give the Job Analysts and Evaluators an overview of the job, in order to provide a:

· Pen portrait of the work – what sort of job is this?

· Framework and context for the factor information

· Reference point for later sections 

· Consistency check for other information

Specific Question Points

· Principal Purpose of the Job: this should be a summary of the one or two key points of the job e.g. 

· To be responsible for the production of the trust accounts

· To manage a team of finance staff

If this seems difficult at the outset, it may be better to come back to it later, but don’t forget to do this.

· Organisation Chart: the reason for including this is to show the relationship between your job and others in the same section or department. Please make sure that you have drawn a box round or otherwise indicated your own job, to avoid confusion to readers.

· Main Tasks: in sufficient detail to give readers who may know nothing about your job a general picture of what it involves.

· Percentage of Time: this does not have to be a precise figure but a ‘ball-park’ estimate of the proportion of time spent on each task. The purpose is to give Analysts and Evaluators an understanding of how working time is spent, in broad terms. Percentages should add roughly to 100.

Factor 1: Communication and Relationship Skills

This Factor Measures:

· Communication and relationship skills required for dealing with other staff, external bodies and agencies, as well as patients/ clients

· All forms of interpersonal skill – explaining, persuading, influencing, advising, negotiating, motivating, training, teaching

· It takes into account inevitable difficulties in communication, for example, dealing with people for whom English is not their first language or who are ill, upset or angry.

General Points

· First tick or put Yes in the boxes for those forms of Communication and Relationship Skills which are required for the job.

· Then think of examples of where you use different communication and interpersonal skills and allocate them to the most appropriate type of skill. If possible, use different examples for the different types of skill, but if this is not possible, you can refer back to the first use of the example. You do not need to write it out again.

· Give enough detail in each example so that readers can understand how the skill is used and for what purpose e.g. ‘Negotiating skills – Negotiate delivery times with suppliers to ensure that stocks are maintained at required levels.’

· The list of skill types is intended to provoke jobholders to think of the range of relevant skills required for the job, but it is not exhaustive

Specific Question Points

Give formal presentations – to a sufficiently large group for presentational skills to be required, for example, using presentation aids (overhead slides), voice projection to ensure all can hear

Counsel – in the formal sense; this usually requires training

Communicate sensitive information – confidential information, which if disclosed would cause embarrassment or problems to individuals or the organisation. This could be personal, financial or organisational information.

Barriers to understanding – for example, where English is not the first language of the speaker or recipient, or where there is a disability or a desire not to understand the message.

Factor 2: Knowledge, Training and Experience

This Factor Measures:

· All forms of knowledge required in order to be able to undertake the job duties competently

· Both pre-appointment knowledge requirements (e.g. knowledge acquired through formal training and qualification or through private study and experience) and essential knowledge acquired in post (e.g. knowledge acquired through induction training, working with more experienced jobholders, short courses and on the job experience)

· Breadth (i.e. range across different areas or specialisms) and depth (that is, detailed specialist) of knowledge requirements

General Points

· This factor measures the minimum knowledge required to do the job competently. Jobholders may have higher qualifications than those required for the job, but these will not be evaluated. Where the minimum knowledge requirements have increased over time, the current job requirement should be entered. You may need to consult your line manager on what current requirements are.

· Consider the main types of knowledge required for the work and state them under the most appropriate question heading. It does not matter if you choose the wrong heading: the evaluators look at all the information together.

· For each type of knowledge enter how it is normally currently acquired (you may need to ask others if your way of acquiring the knowledge was different from the current normal route, for example, if you qualified some years ago, or learned on the job where others usually go on courses)

Specific Question Points

Procedural knowledge – knowledge of the procedures used in your job; please specify what they are

Equipment knowledge – knowledge of how equipment works, how to set it, repair it, adapt if for other purposes.

Technical/ specialist knowledge – knowledge specific to a particular technology (e.g. medical electronics, estates engineering, medical physics) or area of specialism (healthcare or non-healthcare)

Additional specialist knowledge – knowledge required in addition to the standard level of knowledge for the area of work

Factor 3: Analytical and Judgemental Skills

This Factor Measures:

· The ‘thinking skills’ required for the job

· Analytical and diagnostic skills

· Fault finding skills (on equipment)

· Skills for interpreting facts and figures

· Decision making and judgemental skills

General Points

· As with some other factors, this factor is assessed on the basis of the examples given by jobholders. It is, therefore, important that the examples are typical of your type of work and well described.

· The Questionnaire asks for ‘some’ examples. Two or three per section is sufficient, as long as they illustrate the range of thinking skills and you explain the situation, the range and type of options considered, and the solution to each.

· The examples should cover the range of work, for instance, managerial judgements as well as judgements from the specialist area of work, equipment related judgements as well as people related judgements.

· The Questionnaire asks for judgements or decisions, which you as the jobholder consider to be uncomplicated and complicated. The evaluators will decide whether the examples you give are ‘complex’ in terms of the scheme. It is for you to decide what is complicated and what is uncomplicated, but you may wish to consult your line manager or colleagues to get an agreed view on this.

Specific Question Points

Uncomplicated or easy to understand facts/ situations – day to day situations

Complicated or difficult facts/ situations – more demanding situations and judgements, probably not encountered every day, so you may need to look back over a number of weeks or months for examples for this section.

Factor 4: Planning and Organisational Skills

This Factor Measures:

· Activity planning skills required by the job

· Organisational skills

· The time period over which the planning/ organising typically takes place

· The scope or impact of the planning/ organising 

General Points

· This section includes a list of different types of planning and organising, but it is not exhaustive.

· Tick or put Yes in the boxes for those types of planning or organising required for your work. 

· Then think of examples of where you use different planning and organisational skills and allocate them to the most appropriate type of skill. If possible, use different examples for the different types of skill, but if this is not possible, you can refer back to the first use of the example. You do not need to write it out again.

· If your job involves other types of planning or organising, not included in the list, put Yes for Other and give an example.

· For each example, say what you are planning or organising, how this is undertaken and whether any adjustments are required due to changing circumstances.

Specific Question Points

Meeting arrangements – where you are required to organise (not just participate in) the meeting. Say how many others are involved and what organising the meeting arrangements involves (participants’ diaries? Booking of room or other facilities? Refreshments? Note taking?).

Conference arrangements – includes case conferences, as well as formal public conferences (e.g. academic or research conference); say how many others are involved and what organising the conference arrangements involves, also whether this is shared with others.)

Time period covered – by the plan or arrangements e.g. planning own work for day or week ahead; planning a research conference a year in advance

Area/ service affected by the planning – for example, own work, section, sub-division of service or department, whole service.

Factor 5: Physical Skills

This Factor Measures:

· Dexterity and manipulative skills (fingers, hands)

· Physical co-ordination (eyes, arms, legs, body position)

· Sensory skills (sight, hearing, touch, smell, taste)

· Keyboard skills

· Driving skills

General Points

· The Questionnaire provides a list of all the types of physical skill, which have been identified during the development of the scheme. If your job requires the use of other forms of physical skill, you can include them in the ‘other’ box.

· First tick or put Yes in the box for those types of skill required for your job.

· Then explain the purpose for which the skill is required: this is important for assessment purposes.

· If a particular skill seems to fit more than one category, include it only once, under the category you consider most appropriate. It will be taken into account by evaluators, even if included in the wrong category.

Specific Question Points

Driving skills – must be a job requirement (included on the job specification for recruitment purposes), not driving to and from work, or to occasional meetings or training courses where alternative means of transport could be used.

Keyboard skills – must also be a job requirement, but not necessarily included on the job specification, if training is provided after appointment.

Factor 7: Responsibility for Patient/ Client Care

The Factor Measures:

· Direct responsibilities for providing advice, personal services or care, treatment or therapy to patients or clients

· Direct responsibilities for providing ‘clinical technical services’ (see below) to support patient care

· Direct responsibilities for providing social care services to clients

· Direct accountability for patient/client care, even where there is no ‘hands on’ contact

General Points

· Read through the whole Questionnaire section first to find out where your direct Responsibilities for Patients, if any, fit best. Note that responsibilities for clinical technical services (sterile supplies, laboratory testing, dispensing drugs) are at Q6.9; overall responsibility for service delivery at Q6.10; and responsibilities for registration of facilities/ services for patients/clients at Q6.6.

· It may be easiest to work through the section, completing the Yes and No boxes first; and then to go back and fill in the description(s) for the Yes box(es).

Specific Factor Points

Ancillary services – cleaning, delivering or serving food

Non-clinical advice or information direct to patients/ clients  - e.g. trust administrative procedures, out-patient or visiting arrangements; also information on externally provided services e.g. housing benefits, maternity provisions.

Personal care or portering services – includes hairdressing, manicure and make-up services, personal clothing laundry and repairs.

Implement clinical care/ treatment plans or packages – where the content of the plan or package has been determined by others.

Registration, inspection or quality assurance of facilities/premises – e.g. inspection of residential nursing or care homes

Specialist – indicates a responsibility at a higher level or more specific area of practice than for generalist practitioners

Direct delivery of a ….. service – accountable for the organisation, management and delivery of the service; may or may not also involve hands on provision of care.

Factor 8: Responsibility for Policy and Service Development and Implementation

This Factor Measures:

· Responsibility for implementing policies developed by others

· Responsibility for implementing service changes initiated by others

· Responsibility for contributing to the development of or for developing policies 

· Responsibility for contributing to the development of or for developing services

General Points

· All jobs, however senior, involve following health service and organisational policies. This factor is looking at the role of the job in contributing to the development and implementation of policies, procedures and services for the relevant area of work. So, first consider what your contributions to policy, procedure and service development have been; and then decide which box they best fit into.

· Describe the relevant activities, giving examples, which explain your role in the development or implementation; and the impact of the changes.

Specific Factor Points

Comments on or influences proposed …changes – e.g. through commenting on documents, sitting on a working party to consider the proposals, making recommendations to a decision making body.

Proposes changes – initiating change through e.g. making recommendations to the post with responsibility for policy change; drawing up proposals for change.

Implements policies set by others – not just following policies, but actively implementing changes for self and others in own work area.

Area/service covered - for example, own work area, section, sub-division of service or department, whole service.

Corporate responsibility – overall responsibility for policy or service development, normally involves board membership or equivalent level of formal authority in initiating change.

Factor 9: Responsibility for Financial and Physical Resources

This Factor Measures

· Responsibilities for all forms of tangible resources (but not human resources; and information resources, which are covered by later factors

· Responsibilities for tangible financial resources (cash, cheques, invoices, patient valuables), budgets and financial initiatives

· Responsibilities for use, ordering, repair and maintenance of equipment, stocks and supplies, tools, plant, vehicles

· Responsibilities for careful use, repair and maintenance of premises, facilities, fitting s and fixtures.

General Points

· For Q8.1, fill in the Yes/No boxes and then, for each Yes box, complete the remaining boxes on nature of responsibility, value, how often the responsibility is exercised and whether it is shared.

· For Q8.2 and put Yes or No in each of the relevant boxes; then, for each Yes item, fill in the boxes on nature of responsibility, area covered, value and whether the responsibility is shared. The go back to Q8.1 and fill in the boxes for physical assets, which are not covered by the budgetary or authorising responsibility.

· If it is not clear which is the correct box, include the information under the most obvious and cross refer under other possible options.

Specific Factor Points

Cheques/vouchers – or other financial documents e.g. internal payment dockets, credit notes

Stocks – for example, of stationery, drugs and medicines, spare parts for equipment of vehicles

Value/volume – an approximate indicator of the monetary value or quantity of the resources 

How often exercised? – specify period e.g. 2-3 times per week, most of every shift (‘regularly’ or ‘ongoing’ provides insufficient information to evaluators)

Factor 10: Responsibility for Human Resources

This Factor Measures

· Responsibilities for supervision, including staff co-ordination and work allocation, and management of other employees

· Responsibilities for clinical or professional supervision of other employees or students

· Responsibilities for training or teaching of other employees or students; also for allocation and placement of students

· HR responsibilities (advice on employment matters, recruitment, grievance and discipline)

General Points

· Work through the options and put Yes or No in the relevant boxes. For all the Yes boxes, complete the remaining information on frequency, numbers of people, section or area and nature of responsibility

· If your job involves other types of human resource responsibility, not included in the list, put Yes for Other and give an example.

· Explain clearly the nature of each relevant form of responsibility

Specific Factor Points

How often? – number of times per week, month or year, or ongoing, as appropriate.

For how many people? – specify actual numbers (headcount) rather then whole time equivalents (wte); for line supervision and management, specify whether reports are direct or indirect.

Section/area covered – whether in own section or department, or from other sections or departments

Staff grievances/ discipline – specify whether responsibility is for implementing informal or formal procedures

Workload allocation – not just allocating work to individuals, but determining how the overall workload is planned and allocated; explain how this responsibility is exercised

Workforce planning – calculating future requirements for employees in particular categories and how to fulfil commitments

Corporate responsibility – overall responsibility for human resource function, normally involves board membership or equivalent level of formal authority in exercising responsibility.

Factor 11: Responsibility for Information Resources

This Factor Measures

· Responsibilities for information resources (and services?) where these have not already been covered by other responsibility factors 

· Specific job responsibilities for processing, storing and retrieving information

· Specific job responsibilities for creating or developing spreadsheets, databases or other data analysis mechanisms

· Specific job responsibilities for information systems 

General Points

· Work through the options and put Yes or No in the relevant boxes. For all the Yes boxes, complete the remaining information on type(s) of information, nature and complexity of the information and how often the responsibilities are exercised.

· Explain clearly the nature of each relevant form of responsibility

Specific Factor Points

Store information – in computerised or paper-based system; explain also whether you are required to retrieve the information stored

Create or format databases/ spreadsheets – refers to a job requirement to design and create databases and spreadsheets, including setting up the formulae. It must be part of a specified information responsibility, not done incidentally to a different type of responsibility.

Taking and transcribing formal minutes – where the transcribed minutes are sent to a wider audience than those who attended the meeting e.g. board minutes, case conference reports, record of formal disciplinary hearing

Adapt information systems – e.g. using systems analysis and programming techniques

Corporate responsibility – overall responsibility for information systems function, normally involves board membership or equivalent level of formal authority in exercising responsibility.

Factor 12: Responsibilities for Research and Development

This Factor Measures

· Responsibilities for formal clinical or non-clinical academic research

· Responsibilities for clinical trials of e.g. drugs and medicines, therapies, treatments

· Responsibilities for testing clinical or non-clinical equipment

· Responsibilities for carrying out clinical or non-clinical audits and surveys

General Points

· Work through the options and put Yes or No in the relevant boxes. For all the Yes boxes, complete the remaining information on whether the research is part of a formal research programme, how often and for how long it is undertaken and the nature of the research or development

· Explain clearly the nature of each relevant form of responsibility

Specific Factor Points

Undertake surveys/ audits – where the jobholder initiates the activity (although may need approval from others to carry out the survey or audit)

Undertake research/ development work/ clinical trials - where the jobholder plans their own involvement in the research project, clinical trials (rather than collecting data to a specification designed by others)

Undertake your own equipment trials/ adaptation - where the jobholder initiates the activity (although may need approval from others to carry out the trials or adaptation)

Co-ordinate/ implement R&D programmes/ activities – where the jobholder has overall supervision or management of the project.

Impact outside trust/organisation – through, for example, publication in peer reviewed journals, presentation of results at conferences of peers, dissemination as example of good practice

Factor 12: Freedom to Act

This Factor Measures

· Scope to act independently

· Requirement to use initiative

· Constraints on freedom provided by, for example, policies and procedures, codes of practice or ethics, departmental working practices

· Control of freedom to act provided by supervisor/ line manager oversight, instructions, checks of work done

General Points

· The first questions relate to a number of potential constraints on your freedom to act. Before answering them, it may be helpful to think about (and discuss with line manager or colleagues) what are the most important controls on the way you carry out your work.

· The later questions ask for examples of problems you would deal with yourself; and would refer to your line manager. You may need to think back over a number of weeks for suitable examples. These should be typical for your area of work and for the types of problems you deal with.

Specific Factor Points

Nature of supervision – it will be helpful to evaluators if you distinguish between informal day-to-day advice and formal supervision given, for example, at a regular meeting.

Lead specialist/ professional in your field – applies to non-healthcare as well as healthcare fields. It applies to the job to which others turn for advice and understanding of policies for that relevant area of work.

Factor 13: Physical Effort

This Factor Measures

· Requirements for sustained effort (stamina)

· Requirements for explosive physical effort (e.g. lifting, carrying)

· Requirements for manoeuvring weighty equipment or people

· Requirements for working in confined spaces or awkward positions

· Requirements for other physically demanding activities (e.g. rubbing, scrubbing, washing or painting walls, washing industrial catering pots and pans)

General Points

· Work through the options and put Yes or No in the relevant boxes. For all the Yes boxes, complete the remaining information on frequency, number of times per shift, average duration of each occurrence and, where relevant, average weight lifted or moved.

· Note that frequency and duration information is particularly significant for effort factors, so it is important to be accurate. You may need to keep records for a few days before completing this section of the Questionnaire

· If your job involves other forms of physical effort, not included in the list, put Yes for Other and give an example.

· Explain clearly the nature and context of each form of physical effort, for example: ‘Working in physically cramped conditions – in underground ducts when repairing or replacing pipes, involves crouching or kneeling to carry out repairs’.

Specific Factor Points

 Lifting …..with mechanical aids – includes use of hoists to move patients, pallet or sack trucks to move goods

Making repetitive movements – for example, when packing sterile supplies, undertaking repetitive laboratory tests

Standing/sitting with limited scope for movement – when having to maintain a particular position e.g. at keyboard, microscope or operating table

Heavy duty cleaning – for example, wall washing, washing industrial catering pots and pans

Running – as job or task requirement e.g. for cardiac arrest

Factor 14: Mental Effort

This Factor Measures

· Requirements for concentrated sensory effort (e.g. watching, listening)

· Requirements for concentrated mental effort (e.g. report writing, meetings, statistical analysis)

· Requirements to change task as a result of interruptions

General Points

· Work through the options and put Yes or No in the relevant boxes. For all the Yes boxes, complete the remaining information on frequency, number of times per shift, average duration of each occurrence and, where relevant, whether there are interruptions to the periods of concentration.

· Note that frequency and duration information is particularly significant for effort factors, so it is important to be accurate. You may need to keep records for a few days before completing this section of the Questionnaire

· If your job involves other forms of mental effort, not included in the list, put Yes for Other and give an example.

· Explain clearly the nature and context of each form of mental effort, for example: ‘Attend meetings – as chair, for project meetings; co-ordinate contributions, ensure agenda completed, summarise discussion, give everyone chance to speak’

Specific Factor Points

Is pattern of work predictable – evaluators are interested in interruptions which make you change from the task you were doing to another e.g. to undertake a more urgent task.

Factor 15: Emotional Effort

This Factor Measures

· Requirements to deal with upset, angry or difficult people (can be other employees but not immediate colleagues!)

· Requirements to deal with people in distressing circumstances 

· Requirements to deal with people with challenging behaviour

General Points

· Work through the options and see whether any of them apply to your job. Where they do, complete the remaining information on frequency and describe the circumstances of the emotionally demanding situation.

· Explain clearly the nature and context of each form of emotional effort, for example: ‘Giving unwelcome news… - informing staff of changes to current working arrangements e.g. on call arrangements to comply with Working Time Directive, roster arrangements to cover sickness and holidays, arrangements to cover additional site as result of merger – 3 or 4 times per year’.

· Explain the degree of involvement with those in distressing circumstances, for example, whether you see them regularly and get to know them well, or whether you see them once or twice for specific purposes.

· Note that frequency information is particularly significant for effort factors, so it is important to be accurate. You may need to keep records or think back over the last few months before completing this section of the Questionnaire

· If your job involves other forms of emotional effort, not included in the list, but which you consider to be equally emotionally demanding to those included in the list, include it under Other and give an example.

Specific Factor Points

Processing …highly distressing events – for example, reports of child abuse cases

Dealing with difficult situations – for example, poor performance of team member(s)

Factor 16: Working Conditions

This Factor Measures

· Demands arising from unpleasant working conditions, which are an inevitable and integral part of the work (that is, excluding draughts, poor lighting, noise and dust from building sites, all of which can be remedied or are temporary)

· Demands arising from exposure to hazards, which are unavoidable (that is, where all health and safety regulations are followed)

General Points

· First list your normal working environments, with an approximate percentage for the time spent in each

· Then work through the conditions options and put Yes or No in the relevant boxes. For all the Yes boxes, complete the remaining information on frequency and the circumstances in which you experience the condition.

· Note that frequency information is particularly significant for effort and working conditions factors, so it is important to be accurate. You may need to keep records for a few days before completing this section of the Questionnaire

· If your job involves other forms of working conditions or hazards, not included in the list, but which you consider to be equally demanding to those included in the list, include it under Other and give example(s).

· Explain clearly the nature and context of each form of unpleasant condition or hazard, for example: ‘Excessive noise and/or vibration – use of industrial sewing machine (up to 50% of each shift), when repairing linen, altering staff uniforms, making up soft furnishings –vibration worse when using heavier materials – abut 10% of each shift).’

Specific Factor Points

Excessive temperatures – above what is expected in a normal hospital setting

Unpleasant smells/ odours – from substances (e.g. chemicals, sewers) or people

Body fluids, faeces, vomit – explain whether you are working in areas where body fluids etc are present, or whether you need to clear up the body fluids etc.

Dust/dirt – explain where the dust or dirt comes from, as well as the nature of your contact with it.

Completing the Questionnaire – Finishing Off

When you come to the end of the Questionnaire, check back:

· Are there any sections or questions which you need to discuss with line manager or colleagues before finalising?

· Are there any points, which you need to find out the answer (e.g. approximate weight of items lifted; approximate value of equipment repaired)?

· Are there any points, which you need to check back against your diary or other written records (e.g. for frequency information)?

When you are satisfied that the Questionnaire is complete:

· Check that you have answered all questions, which require an answer

· Check that the information is consistent from one section to another

· Check that there are no unexplained terms or initials

· Check that it will make sense to someone who does not know your job – perhaps by asking someone who works for your organisation but does not do your job to read it.

Is the Questionnaire:

· Clear?

· Concise?

· Complete?

· Correct?

If you have any outstanding queries, do not worry. You will be able to put them to the Job Analysts who come to interview you.

Please keep an electronic and/or paper copy of your completed Questionnaire – just in case the original goes astray, and so that you have it for your interview with the Job Analysts.

Thank you for your time and effort in completing the Questionnaire. This will help in making sure that your job is evaluated fairly.

