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1.1 Assess how and to what extent the organisation undertakes workforce and talent planning.   

It is important for organisations to know their current talent profile and their current/future requirements in order to have effective and efficient resourcing strategies (CIPD, 2020a). On the Staffnet for Swansea Council there is a page dedicated to Workforce Planning which includes a range of documents to help managers with workforce planning (EV1). The Workforce Planning Service Review template (EV2) is for Heads of Service and Senior Managers to identify the needs of the current and future workforce using current workforce data. This is then used to inform Service Planning and to comply with the Council’s Workforce Planning procedures. The form involves looking at the composition, capacity and capability of the current and future workforce which fits in to Wilkinson’s and Taylor’s (2016) 4 steps of forecasting demand, forecasting supply, identifying gaps and addressing the gaps. 

The Skills Development and Pathway Framework document (EV3) shows which qualifications are suitable for each post and is used to ensure that the correct skills are available to ensure effective and efficient service delivery and ensure a sustainable workforce. This is a form of job analysis as it determines what skills and experiences are needed for a role (Wilkinson and Taylor, 2016, p.63). The information from this document is then used by employees and managers to discuss potential training and development either within formal appraisals or in everyday conversations. It can also be used to identify transferable skills so the organisation can make the most of their talent (CIPD, 2021). 

Other documents include the Workforce Planning – A Managers Guide (EV4) and Workforce Planning – Manager's Checklist (EV5) which provides information for managers to plan and develop a workforce plan for their area. There is also a document for Succession Planning (EV6) to help managers fill business-critical vacancies by identifying and growing talent (CIPDb). 
One way Swansea Council undertakes workforce and talent planning is by conducting annual employee performance management appraisals (EV7). This is a way of forecasting supply by looking at current employee’s skills (Wilkinson and Taylor, 2016, p. 58). The appraisal form assesses employees against the Council’s set of priorities, values and principles described in the Swansea Council corporate plan (EV8). It allows for action plans to be developed between the manager and employee in order to meet a satisfactory standard in the future. Exit Interviews (EV9) are conducted when an employee leaves the Council which provides information on reasons for leaving and allows the employee to provide feedback on what was good and bad working in their role for Swansea Council. 

Swansea Council offers secondment opportunities to their current employees to either go to other areas of work in the council or to partner organisations (EV10). Secondments are used for the organisation and staff development. By allowing an employee to experience work in a different area, they are able to bring those skills back to their substantive post which is beneficial for both their career development and the organisation as they can use their new skills and experience in their substantive post (CIPD, 2020b).  

Redeployment is possible within Swansea Council and the redeployment procedure takes place when an employee has been informed in writing that their job is at risk because of redundancy, if they are being dismissed due to health capability or disciplinary or if their fixed term contract is coming to an end and they have more than one year of continuous service (EV11). 

Redeployment allows for the Council to look at in-house talent which is beneficial because the employees already know the culture of the Council and can have organisation-specific knowledge and experience (CIPD, 2020b). 

Swansea Council as a strict recruitment procedure (EV12) which aims to recruit and retain the best employees and to ensure the right people with the right skills in the right place at the right time are employed (Swansea Council, 2022). Focus is given to diversity and the recruitment and selection policy follows The Equality Act 2010. 
 
1.2 Analyse internal and external information relating to the organisation’s future people and skills needs and the availability of talent.  

Swansea Council employs over ten thousand employees which is too much to analyse so I asked the Workforce Data Team (EV13) to run a verification list of the Service Centre which includes almost 100 employees (EV14). A verification list allows an area to see an overview of their current workforce. The majority of the Service Centre Workforce are over the age of 40 with only 4 employees being in their 20s. An IES report found 12% of the total public sector workforce is made up of 18-24 year olds compared to 25-34 year olds making up 20%, 35-44 year olds making up 24% and 45-54 year olds making up 26% (Churchill, 2019). This might mean the public sector is not doing enough to market itself to young people (Churchill, 2019). 

The verification list also shows that about a third of staff have been in the same post for 25 years plus and there are currently no vacant posts to be filled. Therefore, there may be no available jobs for external people to go in to. The retention of staff in the Service Centre is high which is beneficial to the Authority in terms of experience and knowledge of how the organisation works but the Council is at a disadvantage where it comes to introducing new ideas and innovation as well as creating a more diverse workforce from external employees (Taylor, 2019, p. 231). 

The verification list also shows that 6 employees in the Service Centre are in their 60s which means that the Service Centre might need to plan for filling their posts after retirement. Succession planning could be a good option here (CIPD, 2020b). 

1.3 Assess the extent to which current organisational planning activities are addressing potential needs. 

Posts that need to be filled are added to the redeployment portal (EV15) for two weeks before the post is advertised on the Council’s website. The post remains on the redeployment list until the post is filled and priority is given to redeployees. Redeployees work with HR to decide what skills they currently have that will fit into a role on the redeployment portal. They can then apply for the post and are given a four-week trial period if they meet the criteria the manager is looking for. If the redeployment trial is successful the employee will remain in the post but if it is not, the post will be advertised externally (EV16). Redeployment allows for the Council to look at in-house talent which is beneficial because the employees already know the culture of the Council and can have organisation-specific knowledge and experience (CIPD, 2020b). 

Another advantage is that it’s cost-effective for the Council as they do not have to spend money on advertising (Taylor, 2019, p.231) and any in-house training given to redeployees in their past post is not wasted (Bright HR, 2022). However, by giving priority to internal staff reduced the amount of ‘new blood’ entering the Council which means they can miss out on new and innovative ideas, having a more diverse workforce and turning down an internal employees can lead to low morale within the Council (Taylor, 2019, p.231). 

When managers are shortlisting for a role, they complete a shortlisting document (EV17) to ensure candidates are meeting the required skills and experience for their role. Shortlisting is first done when applications form and received and are done again when interviewing for the post. Having a consistent framework to measure candidates against which has been drawn up specifically for each post is useful as it allows the recruitment process to be fairer (CIPD, 2021). 

Succession planning (EV6) is present in Swansea Council, but it follows the traditional top-down succession scheme to identify internal successors. Swansea Council has a strict hierarchy which can be limiting especially in recent times where there are higher speeds of change. A flatter structure might be more beneficial for succession planning as it is open to more diversity (CIPD, 2020b). Since the pandemic, regular one-to-ones are occurring instead of just annual appraisals which are insightful for understanding staff career development plans and for coming up with targets to help them reach their goals (Wilkinson and Taylor, 2016, pp. 59-60). 
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Executive Summary
The Skills Development Pathway has been designed to provide employees and managers with a reference guide to the level and types of qualifications required by Job Families Role Profiles.  This framework has been completely revised and updated to meet current and future needs, and replaces the original issued in 2012.  

The Pathway has been updated to reflect the Job Families approach to roles across the Council and reflects current qualifications and role level requirements as a general guide for the role, not the employee undertaking the role, and therefore is not a prescription of qualifications for each profile.  

The Pathway provides a generic level of qualification or ‘indicator’ that allows managers and employees the flexibility to decide on the best qualification for the post within the service to ensure the skills are available to support effective and efficient service delivery and ensure a sustainable workforce (Sustainability Principle, The Well-being of Future Generations (Wales) Act 2015. 

In the current climate, it is important for managers and employees to be looking at how their skills can be transferred across the service and the organisation as a whole so that we can maximise the skills available and retain our highly skilled and committed staff wherever and whenever possible.

The Pathway is also designed to assist managers with handling discussions with employees who are considering their career aspirations within their current service area and beyond.  It is recommended that conversations exploring potential future career paths as undertaken as part of development reviews with managers in order to support workforce and succession planning activities within the context of annual business planning and appraisal processes.

This guide also supports employees and managers in roles that require specific qualifications that are unique to the Council (Education, Social Care, Planning etc.).  The Council wishes to maintain the ‘grow our own’ custom and practice to support employees in developing career paths into these areas, where appropriate (e.g. apprentices, interns, and redeployees).

The Social Care and Welfare family is an exception, and therefore more detail is provided in order to ensure employees and managers know the minimum level of qualifications required by the profile. 

[bookmark: _Toc499803057]Help with understanding new qualifications
There may be new qualifications in the framework that are unfamiliar to you, please do not hesitate to contact the Organisational Learning, Training and Development team on 01792 636232 (which incorporates the Social Services Staff Development team) for further advice and information.

[bookmark: _Toc499803058]Job Families and Role Profiles
Our current role profiles have been mapped to the relevant qualifications that were available at the time they were implemented, and therefore we have provided an up to date equivalent in the attached charts. 

[bookmark: _Toc499803059]Introduction to the Framework
This document is designed to provide a starting point for employees and managers to discuss potential training and development routes as part of everyday development conversations and formal appraisals.  Advice and guidance is available from departmental training specialists, or the Organisational Learning, Training and Development team.

In order to assist employees across the organisation in their personal development, the framework has been designed as follows:

Job Family – each job family has been mapped on a single page
Role Profile – each profile is mapped separately according to family
Grade Allocation – each profile is mapped to its relevant grade
Qualification Level – each profile has an ‘indicative’ qualification level, including academic, vocational and Key Skills indicators, as appropriate to the level of tasks and competencies in the role profile.  

Some posts may cross over these qualifications so you may wish to seek advice from your line manager on the appropriate route to take within your service.  If you are seeking to develop your skills outside your service area, you may wish to seek guidance from the Organisational Learning, Training and Development team.
[bookmark: _Toc499803060]How does the framework work?
Each Job Family is mapped on a separate page.  The qualifications allocated to each grade level are suited to that level and include both vocational and academic routes to provide employees with a choice for their preference in order to develop their skills.  

Each Level provides information on a selection of development activities that may be suited to the roles within that role profile.  However, any development activity undertaken by employees at the level of qualification identified must be agreed by the line manager as appropriate for the role.

Employees do not need to complete every (or any) qualification listed on the flowcharts, unless there is a specific qualification required because of the role itself.  

The different qualifications are listed to provide employees and managers with a choice of routes that can be considered in conjunction with the current role and the individual’s development requirements, at a level that is appropriate to the roles within that role profile and grade.

[bookmark: _Toc499803061]Note on I.C.T. Qualifications:
Information, Communication and Technology (ICT), while recognised as an important business support function, has generally been excluded from the framework.  This is due to the rate of change in this field, and the recognition that employees and managers are best placed to ensure that their skills are up to date and meet operational and individual needs.  The first port of call should be our Organisational Learning, Training and Development team as we provide a wide range of software training internally.

Local Colleges and our Adult Learning service provide a good starting point to identify other opportunities in this area – it is recommended that these development requirements are discussed by the employee and line manager in line with the requirements of the role and the future service.

Where appropriate, ECDL is included as a potential qualification that may be required in some role profiles.  This is a recognised qualification offered and 
Organisational Learning, Training and Development team.

The framework is not designed to be compulsory.  

The following charts are a guide to help employees choose the best development pathway that suits their needs and the needs of the service.  

All development should be discussed with line managers in order to be assured of their support.  

[bookmark: _Toc499803062]Undertaking Qualifications

This Framework is designed to provide an illustration of the paths that employees can follow in order to gain the qualifications that could aid career progression and ensure the Council maintains the professional and vocational skills required to deliver our services in future.  

Employees are not required to undertake any of the development routes outlined in this framework unless they are a requirement for the current role or potential future roles, as directed by the line manager.  Undertaking additional qualifications will not affect future salaries unless you are successfully promoted into a more senior grade where the qualification is a requirement of the role.

Managers may wish to assist employees through other development routes, as suited to the individual and the role. Undertaking development does not guarantee promotion, but will assist employees by providing the necessary knowledge and skills to improve performance in current roles and may assist employees who wish to pursue promotion opportunities when they arise.

There may be other qualifications that may be suited to specific roles that are not listed here.  It is up to managers and employees to decide on the best route to suit their needs and the needs of the service.
Note: 

NVQs and academic qualifications require commitment and investment of resources and time by managers and employees. Employees will be expected to invest their personal time as part of the development process, and managers are expected to recognise this commitment and support it appropriately.  This should be considered by the employee and manager prior to undertaking any qualification, and should be discussed and recorded as part of the Employee Performance Management (appraisal review) process.

[bookmark: _Toc499803063]Ethical application of the framework
Managers may wish to use the framework to assist with development discussions with employees.  

The framework should not be used as part of the recruitment and selection process, as this may contravene the Council’s Equal Opportunities Policies.  

Managers are not constrained by the qualifications listed in the flowcharts – the framework is not intended to be prescriptive.  This framework provides suggested pathways of development.  

Managers may continue to support other qualifications that have been identified as essential to a specific function within their section / department to maintain the appropriate skills necessary for effective service delivery.

For further details on the content of qualifications, please contact Organisational Learning, Training and Development on 01792 636232.


[bookmark: _Toc499803064]Funding and Contact details

Social Services – to discuss funding opportunities for training, please contact the Social Services Staff Development team on 01792 482600.  
Health and Safety Training – to discuss training in this area, please contact the team by email at: healthandsafety@swansea.gov.uk

Other Training – if you are looking for information on qualifications not listed on this framework, please contact your staff development officer or Organisational Learning,  Training and Development on 01792 636232, or email at: OD.&CorporateTraining@swansea.gov.uk

For assistance with Succession Planning or Employee Performance Management  please contact the Organisational Learning, Training and Development team on 01792 636339, or email: OD.&CorporateTraining@swansea.gov.uk
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Workforce Planning 

A Manager’s Guide

	


April 2016
Introduction 
There are quite a few guides and frameworks for workforce planning available. While each of these may look a little different the underlying principles are the same. The main aim of this step guide is to set out the elements that should be in any workforce plan in a straight forward framework. 
The order of the steps is less important than ensuring that all the elements are considered.

1: Defining the plan
2: Forces for change
4: Assessing Supply
3: Assessing demand
5: Gap analysis - Action planning

6: Implementation and Review










 
[bookmark: _Planning_examples][bookmark: _Generic_guide]
FUNDAMENTALS of WORKFORCE PLANNING
It is important to remember that employees are people and that workforce planning activities need to engage with employees along the way – it is a process that requires involvement and engagement in order to succeed.
The overall aim of workforce planning should be to ensure the future workforce of the organisation has the right skills and capabilities, and is deployed in the right place, at the right time.
The following summarises a 6 steps approach which is based on best practice.  

If you require any support on getting started, please contact the Corporate Workforce Planning specialist directly on 01792 636078.  


SUMMARY OF THE 6 Steps:
The list below summarises the six steps in the guide. The steps are expanded in later pages.
Step 1: Defining the plan
Step 2: Mapping the forces for change
Step 3: Assessing demand
Step 4: Assessing supply
Step 5: Developing an action plan
Step 6: Implementation and review
It is important to remember that Workforce planning is a CYCLICAL and therefore continuous process that cannot be achieved overnight.  It takes time to fully understand the workforce and the process – and both must be achieved within the Business Planning context.

Services should identify key managers and team leaders to take part in the workforce planning element of Business/Service Planning.  Line managers are best placed to provide up to date information to support the planning activities required to develop an effective workforce plan to align with the Service Business Plan.

Help with Workforce Planning

Ideally, each Directorate will have a team of officers who will take the lead role in workforce planning activity – this group should include HR colleagues, Business Performance specialists and/or the Corporate Workforce Planning Specialist, as appropriate.

Workforce Planning activities that result in role redesign due to restructuring must be verified by the Pay and Grading Team to ensure compliance with the Job Families Approach role profiles.    

There are also a number of checklists available in Appendix 1 to this document to aide these activities.

Project planning
Many organisations use a project planning approach to their workforce planning which includes 'ownership', stage reports, variance reports and so on. By using project management, the organisation is also geared up to the review processes it entails.  The Service Workforce Planning Template is available on the intranet, and may be used to assist workforce planning groups to  managing the work outputs and activities.  
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April 2016

Checklist for Step 1: Defining the Plan 

Identify the corporate and service priorities that will drive the Business Plan in the workforce resource context.
This is the critical first step in any planning process. You must be clear why a workforce plan is required and what it will be used for. You must determine the scope of the plan, whether it will cover a single service area, cross service links, external partnership links and, given this, be clear who is responsible for ensuring the plan is delivered and who else will need to be involved in the planning process.

Activity Checklist 
Before moving to step 2, it is important to have the following information in place. 

Purpose 
What is the problem you are trying to solve?
What will a good plan enable you to do?
Who initiated the plan and why? 
Who will the plan impact upon?

Scope 
What geographical area is covered by the plan?
What services and organisations does it cover?
What types of staff are covered?
What client groups does the plan cover?
Is this a short term or long term problem and solution?

Ownership 
Who owns the workforce plan?
Who needs to be influenced if the plan is to be successful?
Do stakeholders understand their part / contribution to the delivery of the plan?
Is everyone involved signed up to achieving the plan?




Checklist for Step 2 : Mapping Service Change 
Identify the purpose and shape of any proposed service change that will impact on future workforce requirements.
This is the first of three interrelated steps.  You must be very clear about current costs and outcomes and identify the intended benefits from service change. You should identify those forces that support the change or may hamper it. There must be a clear statement about whether the preferred model better delivers the desired benefits or is more likely to be achievable, given anticipated constraints. You may decide that a new service delivery model is not required after full service review.  Map any suggestions for improvements to processes or job redesigns as they occur to address in detail in stage 4. 

The key elements of this step are:
Goals/benefits of change
What are the objectives and anticipated benefits of the proposed service change?
Current baseline
What are current service costs and current performance measures?
Drivers/constraints 
What context must the new service operate within? 
What national/regional policy or legislation may influence the change?
What forces will support the change in services and what resistance is expected?
Option appraisal 
What different scenarios for service change have been considered/costed?
Working models
What is the preferred model(s) and why?

Step 2 Checklist 
Before moving to step 3, it is important to have the following information in place. 

Goals and benefits of change 
What are the drivers behind the service change? 
What are the costs and outcomes under current models?
What are the intended benefits from the service change?
How will the change be effectively monitored?
Drivers / constraints 
What are the forces that support the service change? 
What are the forces that hamper the change? 

Option appraisal 
What different scenarios for service change have been considered? 

Working models 
Does the preferred model deliver the described benefits more effectively than other models? 
Or is the model simply more likely to be achievable given the anticipated constraints? 
Is there a clear and shared understanding of the future service configuration based on the customer/citizen experience, outcomes and financial realities?



Checklist for Step 3:  Defining the Required Workforce 

Identify the skills required and the type/number of staff to deliver the new service model (workforce demand)
This step involves mapping the service activities and identifying the skills needed to undertake them and the types and numbers of staff required.  This step needs to be completed whether there is a proposed change to service delivery or not.
This involves consideration of which types of staff should best carry out particular activities in order to reduce costs and improve the customer/citizen experience even where this leads to new roles and new ways of working.

The key elements of this stage are:
Activity analysis 
What are the key tasks within the service/new service delivery model?
Types/numbers 
Can the required numbers of different staff types with the required competences be modelled with existing staff?
Do new posts need to be designed?  
Do current posts need to be redesigned?
Productivity - Can new ways of working be considered and can the costs of different blends of skill mix be measured?
Step 3 Checklist 
Before moving to step 4, it is important to have the following information in place. 
Activity analysis 
What are the key tasks within the service/new service delivery model? 
Have the activities been broken down into skills, time, individual or team? 
Has the standard required been identified including links with other activities? 
How are roles constructed including duties and responsibilities? 
Have any new roles been identified, or current roles need to be redesigned? 

Types / numbers
Have the units through which the service is delivered been identified – Department, Service, Section, team?
Have the workload and skill mix been identified for individual service / sections? 
Has an assessment of the size and composition of the team needed to deliver the service been identified? 

Productivity and new ways of working 
Have productivity implications been considered based on technology, patterns of working, service models and redistribution of tasks? 
Have different blends of skill mix been measured?
If new ways of working identified, have the fundamental principles in section 3 been applied?


Checklist for Step 4:  Understanding Workforce Availability:
Identify current and future staff availability based on current profile and deployment (workforce supply)
This step involves describing the existing workforce in the areas under consideration, its existing skills and deployment and assessing any problem areas arising from its age profile or turnover. It may be the case that the ready availability of staff with particular skills or, alternatively, the shortage of such staff. This contributes to service redesign and Steps 2 and 3 will need to be revisited. 
Consideration should be given to the practicalities and cost of any retraining, redeployment and/or recruitment activities that could increase or change workforce supply.

The key elements of this stage are:
The current workforce - What are the characteristics of the current workforce, wherever it is located?
Workforce forecasting
What turnover, vacancies, recruitment patterns do you anticipate and what might impact on this even without service change e.g. demographic (population) changes, legislation changes, etc.?
Options for changing supply
What initiatives for retention, retraining, recruitment, redeployment etc can realistically be developed?

Step 4 Checklist 
Before moving to step 5, it is important to have the following information in place. 

Current workforce 
What are the characteristics of the current workforce? 
Has this been described in terms of numbers of certain types of staff, skills or service unit? 

Workforce forecasting 
What turnover / attrition is expected and what numbers are in the commissioning pipeline? 
What influences on supply are there even with no service change? (e.g. potential retirements?) 
What is the local labour market? 
What is the anticipated competition for skills? 

Options 
What models for retention can be developed to increase supply e.g. redeployment, retaining, recruitment? 
Have options been analysed and costed to increase workforce availability? 
Have the options for working differently been analysed and costed? 


Checklist for Step 5:  Developing an Action Plan: 
Plan to deliver the required workforce (new skills in new locations) and manage the change
This step involves reflecting on the previous three steps and determining the most effective way of ensuring the availability of staff to deliver redesigned services, even if this means some further service redesign. A plan for delivering the right staff, with the right skills in the right place needs to be developed with milestones and timescales. You should also include in your plan an assessment of anticipated problems and how you will build a momentum for change, including clinical engagement.

The key elements of this stage are:
Gap analysis
What key changes are needed to the current workforce?
Priority planning
What are the most significant areas for change?
Action planning
How do other strategies support the main plan?
Managing the change
How do you build options into a plan and how do you build momentum for change?

Step 5 Checklist 
Before moving to step 6, it is important to reflect on the previous three steps and determine the most effective way of ensuring the availability of staff to deliver redesigned services, even if this means some further service redesign. 
Therefore, the following will need to be in place: 

Gap analysis 
Have you undertaken a gap analysis of each scenario? 
What changes are needed to the current workforce? 
Priority planning 
What are the key hotspots that need the most significant change? 
What cold spots need the least change? 
Action planning 
What is the plan based on your ‘best’ option? 
How do other strategies support the plan? 

Managing change 
How do you build momentum for change? 
How do you sustain the momentum for change?


Checklist for Step 6:  Implementation, Monitoring and Refresh:
Implement the plan, measure progress and refresh the plan as required

After the plan is implemented, it will need periodic review and adjustment – these timescales should be identified during Step 1 of this process.
The plan will have been clear about how success will be measured; but unintended consequences of the changes also need to be identified so that corrective action can be taken.  

Therefore, the key elements of this stage are:
Implementation 
Measuring progress 
Revisiting Six Steps 

How will you ensure your plan is delivered?
What are the key milestones of your plan? 
How are the outcomes and unintended consequences going to be measured? 
What is the process for revisiting your plan and refreshing any requirements?
Can your plan be related directly to your Business Planning objectives?
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Succession Planning PROCESS 2017-2020

What is Succession Planning and why should we do it?

Succession Planning is the process of identifying the critical positions within an organisation and then developing an action plan to ensure these positions are filled with appropriate employees who have the required skills to undertake the role efficiently and effectively.

Succession planning is future-focused, and supports the organisation in delivering its Workforce Strategy by assessing, evaluating and developing a pool of potential candidates to fill critical positions when required.  It is a process that identifies and captures crucial information on posts that could be adversely affected by retirements, resignations, promotions etc.  It is a tool to meet staffing needs appropriately by ensuring that skills and competency requirements are met by ensuring we have them available in the talent pool when we need them.

The process highlights the posts that require succession planning to be considered as business critical according to specific criteria.  However, it is inevitable that the skills and abilities that employees bring to the organisation are vital to service delivery; this process is designed to ensure that all employees are considered in the Succession Planning process based on their ability to supply the service with appropriate skills, competencies and qualifications to meet service delivery requirements.

Succession Planning Process

Managing changes within the workforce is as important as managing service delivery, finance or any other key resource, thus, it is essential that managers have a coherent and consistence formal Succession Planning process to follow that outlines the activities that are essential in order to ensure that we have the right people in the right posts at the right time to ensure we can deliver those services effectively.

There are 4 stages to this process, and it is important to remember that identifying critical posts and potential candidates for succession planning should not preclude managers and employees having open discussions about opportunities for career development, and sometimes this may lead to employees seeking opportunities outside the Council. These stages are:

Identify key/ ‘business critical’ positions
Conduct position analysis 
Develop succession plan
Monitor, evaluate, revise plan

It is important that managers and employees agree that investment in employee development advances performance of both the individual and the service – keeping up to date with new technology, best practice and new methods of working can only help both parties to deliver the best service we can to our residents.

In order to be successful, succession planning must align with:

Business and service planning strategies – particularly workforce planning 
Senior management vision and priorities 
Employee, Manager and Leadership development programmes
Employee Performance Management processes


Building a Talent Strategy and Talent Pool

Succession planning in the public sector must take into account our recruitment and redeployment processes.  With this in mind, it is important when considering Service / Organisation requirements for succession planning that we ensure the process we implement is fair under employment law.  

It is essential that all CCS managers identifying areas that require formal succession planning arrangements consider the POST not the person currently occupying the post.  The following guidance enables managers to consider the post requirements objectively, and offers tips on what to do to ensure that the process is conducted fairly and meets the needs of the organisation going forward.

Roles and Responsibilities

Heads of Service are encouraged to include their SMT managers in this process to provide a clear Succession Plan for the Service area and ensure that the approach is generic, future-focused, and highlights posts/role profiles not people.  The SMT team will be responsible for engaging with all employees regarding the processes that enable effective succession planning, gathering relevant data, highlighting potential risks and issues, and communicating with teams on the rationale behind the plan.  

Overall, the objective is to ensure that the process is transparent, fair and equitable.


Step 1: Identify and categorise key positions / business critical posts

At least one of the following criteria must apply for the position to be considered for formal Succession Planning:

Business Critical (professional/strategic) - the post provides a key contribution to achieving the organisation’s mission / corporate priorities
Business Critical (location) - the position performs a critical task that would stop or hinder vital functions from being performed if left vacant
Specialist - the position requires critical organisational knowledge, specialised or unique expertise / skills sets that are difficult to replace (e.g. local government specific roles)
Single incumbent - the position is the only one of its kind in a particular location and it would be difficult for a similar position in another location to carry out all of its functions.  Note: these posts may not be senior level, but provide a key operational function that the service relies upon to deliver services to the community
Attrition risk - positions in the same job classification or occupational group are identified as being at risk of ‘knowledge drain’ due to retirements or unplanned resignations (turnover) and will be hard to find in the external labour market
Retention risk – specialists with skills, knowledge and experience that are in high demand externally (with attractive salaries and compensation packages, e.g. IT) that may be finding it difficult to match their ambitions internally, and therefore may be seeking opportunities elsewhere, which is a risk to the delivery of your Service Plan.


Step 2: Conduct Position analysis

Once step 1 has been established, the next step is to identify the specific skills sets that will be needed by each position through the identification of the qualifications, skills and competencies required for the post.  These will serve as the framework for determining existing ‘bench strength’ available within the organisation (this is the resilience within the workforce to fill potential vacancies in critical areas/roles).  This can be identified though answering the following questions:

Why is the position key/business critical? (categorise using the above criteria)
What are the internal/external factors affecting this position?
How will the position be used in future?
What qualifications, skills and competencies are required?
What is the current bench strength (in the team / across the organisation)?
What are the gaps (qualifications, skills or competencies MISSING in current available workforce)
What strategies will be used to address the gaps? – where will you source these critical skills in future, and how will you ensure they are available when you need them? 

Step 3: Conduct Position risk assessment

This should be based on factors such as the marketable skills required of the post (and if there is a shortage externally), the incumbent’s tenure with the organisation and their potential eligibility for retirement, and the time it would take to transfer skills and knowledge within the internal team or the difficulty in sourcing these skills externally.

Other criteria you may consider includes:

Does the post manage staff?
Does the post have budget responsibility?
Is the post in a complex/sensitive service area?
Does the post directly impact service delivery of corporate priorities?

If you answer yes to three or more of the above, the impact is high, 2 it is medium, 1 it is low.

Position Impact score:      High   Medium         Low   


Step 4 Conduct an Attrition risk assessment

The Manager must objectively assess the function, responsibility, authority, strategic priorities to replace the current post-holder:

The post requires critical and unique knowledge (e.g. Specialist such as town planner)
The post requires important procedural knowledge/skills (e.g. housing benefits etc)
Does the post require key qualifications and skills that are scarce in the labour market at present (e.g. new technology skills)
Are there other reasons you know of that make the post a potential attrition risk? (this is the only time the post-holder should be considered – i.e. the post-holder is over 55, there is a potential of early retirement in the next 2 years, etc.).

Attrition Risk Score:        High   	   Medium          Low   


Step 5. Develop the Service Succession Plan

The succession plan is a culmination of steps 1 to 4.  

The benefit of taking a generic approach to skills and competency development is that it will widen the talent pool considerably, enabling more candidates to apply for future vacancies, some may come from other departments, thus ensuring that the process is not favouring some employee groups unfairly.

Reviews of posts and risk assessment work should now be articulated in the context of individual positions and high turnover jobs, the gaps and strategies that are formulated at a service / team level etc.

In this phase the strategies to overcome the gaps are outlined to include target completion dates, responsible parties and required resources.  You may wish to confer with senior colleagues across the Directorate / Organisation to consider opportunities to pool resources, or undertake joint succession planning where the skills, competencies and qualifications may overlap.

You may wish to consider more generic future skills requirements such as new IT skills, leadership and management skills, commercial skills that may be a focus for your Succession Plan.  If this is the case, you may wish to consult your current roles and the role profiles where these posts are allocated to ensure that the current profiles meet service requirements.  Some posts may need to change, therefore you should consider whether Job Evaluation should be undertaken.


Step 4.  Undertaking Career development activities:

This step in the succession planning process is focused on helping employees and managers discuss career development within the Council.

Discussion and encouraging career development with employees is an important part of management.  In terms of succession planning activities, this becomes a critical task which necessitates prioritising some posts / candidates over others in order to secure service delivery and sustainability.

The annual performance and development review/appraisal process is designed to assist conversations about personal development activities required for each post.   However, for the purpose of succession planning, managers need to keep in mind and clarify that career development discussions are separate to the performance review itself.  

Performance management is focused on the past year’s performance in the role and the future objectives for the role in the next year.  Career development discussions are about the aspirations of the individual and how these may be supported by the Council in order to meet its future skills requirements for the service.  

As well as career development opportunities, managers will need to address potential barriers that may occur to hamper the aspirations of the individual.  Sometimes feedback on this can be difficult, but managers and employees who focus on actual evidence based discussions that refer to observation and potential will be very productive.  Managers and employees need to trust that the process/activity will provide opportunities that are fair and achievable.

Based on these open and fair discussions, managers should refer to internal development offerings in the first instance, utilising corporate training and Employment Training facilities in order to source development programmes and activities.  Examples of such opportunities include:

Corporate training and development courses
E-learning offerings
NVQs
On the job training
Voluntary participation in the Innovation Community 
Coaching and mentoring opportunities
Shadowing key officers to develop wider knowledge of the organisation
Self study/reading
Professional support websites/articles

Participation in the above development programmes/activities is not a guarantee of promotion or job selection.  


Step 4. Monitor, evaluate and revise

Ongoing evaluation and adjustments are vital to effective succession planning.  Although the succession plan covers a 3-5 year period, it should be reviewed at least annually.  

If an organisation does not review regularly it runs the risk of failing to meet goals or not having the ability to respond to change.  Status/Progress updates should be recorded in order to enter comments to reflect any action required of each item, and this should feed into the Workforce Planning cycle.

Note: The attached appendices have been designed to help identify the key business critical posts and develop effective Workforce and Succession plans to ensure future business sustainability.  
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	Exit Interview Questionnaire

	Exit Interviews are undertaken with staff who are leaving the Authority in order to better understand why people leave and where necessary, make changes to the Authority in order to improve performance.
Your completed questionnaire will be reviewed by HR and used for information and statistical purposes and will be treated with total confidence.
There could be issues raised in your Exit Interview that the Authority may need to act upon.  Such action may include HR raising the issues with line management for further investigation.
This Exit Interview should be conducted by your Line Manager.  However, if you do not feel comfortable with your current Line Manager undertaking the Interview, arrangements can be made for a HR Officer to conduct the Interview with you. 



	Employee Details

	Name:
	

	Staff No:
	

	Position:
	

	Service Unit/Section:
	

	Grade:
	

	Date of commencement:
	

	Date of leaving:
	

	Reason for Leaving

	Normal Retirement
	

	Early Retirement
	

	Ill Health Retirement
	

	Redundancy
	

	Resignation
	

	If the reason is resignation, please select one or more of the following:

	1.
	
	Higher Pay
	
	Career change
	

	Improved work life balance
	
	Better benefits
	

	Conflict with other employees
	
	Job Instability
	

	Conflict with manager
	
	Family/Personal Reasons
	

	Better Career Opportunity
	
	Other
	

	To work closer to home
	
	
	



Please provide details:  

If applicable, what is the name of your future employer & what role will you be undertaking? 






	2.
	If you could change anything about your job, what would you change?







	3.
	Would you consider returning to work for the Authority?



Yes  	No  


	Please rate the following:

	The Job Itself
	Strongly Disagree
	Disagree
	Agree
	Strongly Agree

	Job was challenging
	
	
	
	

	Your skills were effectively used
	
	
	
	

	Workload was manageable
	
	
	
	

	Sufficient resources
	
	
	
	

	Your colleagues listened and appreciated your suggestions
	
	
	
	

	You had access to adequate training
	
	
	
	

	Received clear expectations, aims and objectives
	
	
	
	

	Received adequate and regular communication
	
	
	
	

	What do you think could be improved about the job?





	Remuneration & Benefits
	Strongly Disagree
	Disagree
	Agree
	Strongly Agree

	The salary was adequate in relation to the responsibilities
	
	
	
	

	Other benefits were good i.e. annual leave, sickness entitlement
	
	
	
	

	Work-life balance was promoted and practiced
	
	
	
	

	What improvement, other benefits could the Authority offer?





	The Authority/Department
	Strongly Disagree
	Disagree
	Agree
	Strongly Agree

	When started, did your induction help?
	
	
	
	

	Was a good positive place to work in
	
	
	
	

	Had adequate equipment and facilities to do the work
	
	
	
	

	Communications worked well
	
	
	
	

	There was no discrimination or bullying/harassment
	
	
	
	

	Got on well with other staff within the Department/ Authority
	
	
	
	




	What do you think can be improved about the Department/Authority?




	Management
	Strongly Disagree
	Disagree
	Agree
	Strongly Agree

	Gave fair and equal treatment
	
	
	
	

	Encouraged feedback and suggestions
	
	
	
	

	Maintained consistent policies and practices
	
	
	
	

	Provided recognition for achievements
	
	
	
	

	Gave opportunities to develop
	
	
	
	

	Provided constructive feedback
	
	
	
	

	Clearly communicated decisions and how they would affect work
	
	
	
	

	Received Appraisal regularly
	
	
	
	

	Received Supervision regularly
	
	
	
	

	What do you think can be improved about the Department/Authority?





	Social Services Staff Only
Please tick one of the following boxes:

	Have you left for another post in Social Care (Local Authority)	|_|
Another post in Social Care (External)					|_|
Another post outside of Social Care 					|_|

	Employee’s Comments
This is an opportunity for you to comment on your employment
If you feel you cannot discuss this with your manager, you can complete the Exit Questionnaire which will be returned directly to Human Resources

	






	Signature of employee:
	

	Date:
	

	Manager’s Comments
This is an opportunity to make any further comments.

	






	Signature of Line Manager:
	

	Date:
	



Thank you for completing this information.
Your responses will be treated with total confidence


STRICTLY CONFIDENTIAL
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Exit Interview Checklist

	Item/Issue
	Please Tick
	Comment

	· ID/Security/Flexi Card Returned
	
	

	· Uniform/PPE returned
	
	

	· Keys returned
	
	

	· Annual Leave balance discussed
	
	

	· Flexi time credit/debit to be balanced
	
	

	· P-Card returned (notify Oracle Purchasing)
	
	

	· Mobile Phone returned
	
	

	· Laptop or other IT related equipment returned
	
	

	· Home Working equipment (if applicable)
	
	

	· Parking Permit returned
	
	

	· Car Loan repayment discussed
	
	

	· Training Expenses re-payment discussed (if applicable)
	
	

	· Notification of leaving sent to Employee Services
	
	

	· Notification sent to IT to close accounts
	
	

	Please confirm whether any of the following applies to you:

	Item/Issue
	Please Tick
	Comment

	· First Aider
	
	

	· Fire Marshall
	
	

	· Premises Key Holder
	
	

	· Health & Safety Representative
	
	

	· Resilience Co-coordinator
	
	

	· Rest Centre Manager
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2.1 Make reasoned recommendations for how the organisation can maintain an appropriate number of people with the skills required by the organisation. 

As Swansea Council is a public organisation, it cannot offer the same financial rewards as competitors in the private sector. Therefore, I would recommend Swansea Council promoting the benefits it can offer as part of its brand to show what attributes and qualities make them different from other organisations (CIPD, 2021). Benefits include flexible working hours, a great pension scheme, possibility to work from home, job security from redeployment, annual leave, discounts etc (Vantage Circle, 2020).  By conducting staff attitude surveys (CIPD, 2021) discoveries on what makes Swansea Council positive and unique (Wilkinson and Taylor, 2016, p. 62) can then be communicated to potential future employees. One organisation that has good employer branding is Admiral who focuses on recruiting talent. Their open, inclusive, fun, hardworking and rewarding achievements culture reflects their philosophy ‘people who like what they do, do it better’ (Admiral, 2022). Good employer branding can be advantageous when there are skill shortages and organisations are competing for talent (CIPD, 2021). 

As there is a shortage of young people joining the public sector, I would recommend recruitment going out to schools, colleges and universities to promote the benefits of working for Swansea Council and what experiences the Council can offer. This also plays into employer branding by advertising Swansea Council as a whole. An IES report showed that the public sector is not attracting younger employees so it would be beneficial for Swansea Council to address this issue when marketing itself in a competitive labour market (Churchill, 2019). Swansea Council offers apprenticeship programmes which are ideal to advertise in schools for those who do not want to go on for further education as a way to attract young people to the council and as a way of possibly retaining staff. 
I would recommend Swansea Council to make more use of social media as a way of recruiting to best people for the job. Sites such as LinkedIn can target the appropriate groups of people and can be used to communicate job opportunities to them. It has also been found younger people use social media more than older people which could benefit the council as young people are lacking in their workforce. Social medial is also a less expensive form of advertising which can save the council money (Taylor, 2019, p. 247). 

I would also recommend Swansea Council making the most out of social media for branding. This requires consistency and using the correct methods to engage with the target audience (Sherman, 2019).  Past and present employees can leave positive or negative feedback on social media, so it is important for the council to be aware of this (CIPD, 2021). 

The pandemic has led to a lot more work for teams in the Council. Working on the recruitment team I have found that many times when a post is advertised, no suitable applicants apply which leads to posts being re-advertised sometimes multiple times. Whilst the Council waits for a suitable applicant to recruit, the current workforce must deal with the increased workload without extra help which can lead to stress and can be a reason for resignations. Low levels of unemployment and external factors such as Brexit have led to a tight labour market making it difficult to find people with suitable skills. One way to retain staff is to offer market supplements. This can be put in place during recruitment difficulties to make competitors in the private sector less attractive as the pay is brought up to market rate. However, this is not a long-term fix and needs to be closely monitored and reviewed regularly (Rickard, 2017). 

I would also recommend Swansea Council introducing a flatter structure instead of the current hierarchal structure. A flatter structure can boost innovation and creativity as it allows employees from all levels, areas and roles to interact with each other and share ideas. If training is taking place amongst employees, then it would be advantageous to allow employees to share what they have learnt and to use their skills where they can. Research also suggests that allowing staff to be involved with organisational decisions leads them to feeling more valued which can increase retention rates (Nguyen, 2021).  

Netflix is a good example of an organisation which makes the most of its employees knowledge and skills by allowing everyone to take charge of their careers and directing the company by sharing information across the company and not just limiting this to senior managers (Nguyen, 2021). 
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3.1 Identify and explain the rationale for a specific resourcing activity within the organisation.  

The Planning and City Regeneration Service Unit of Swansea Council, particularly the Nature Environment Section and the Nature Conservation Team, were struggling with limited capacity to undertake their work. Therefore, a delegated powers report (EV18) was written to create a Natural Environment Volunteer Coordinator post and two Community Greenspace Officer posts. All posts are grant funded so there is no cost to the Authority but there is a time limit to fill these posts, so no grant money is wasted as all posts are temporary. 

3.2 Agree roles and responsibilities with other contributors to the activity.  

I am a Workforce Analytical, Recruitment and Changes Officer within the Service Centre of Swansea Council and I am based on the Recruitment team. Therefore, it is my responsibility to liaise with managers across the Authority to recruit to posts. My role involves helping to create new posts, ensuring all necessary advert paperwork and approvals are received and advertising through the appropriate channels, inviting shortlisted candidates for interviews, dealing with new starters and putting new starters on to our system and informing payroll. 
 
I initially spoke to the manager via a Microsoft Teams call to explain the advert process and what I needed from them to process the advert. Once I received the email with the necessary paperwork and approvals (EV19), I emailed the manager to explain the advert process (EV20). 

3.3 Identify organisational procedures and legislative requirements which underpin the activity.  

All posts that need to be recruited to need to first be approved by Director, Head of Service, Finance, Chief Finance Officer and HR before they can be filled. When these approvals are received, posts are then added to the redeployment portal where they remain for two weeks (EV15). If no redeployee is interested or suitable, the post can then be advertised internally for two weeks on our website and if no internal staff are interested or suitable the post is then advertised externally for two weeks or for however long the manager wants to the advert to remain on the website (EV16). The post remains on the redeployment portal until the post has been filled and redeployees are given priority.  

Before posts can be advertised on Swansea Council’s website, the advert (EV21) and job description (EV22) must be translated into Welsh.  

The Recruitment and Selection Policy (EV12) states that Swansea Council aims to recruit and retain the best employees and to ensure the right people with the right skills in the right place at the right time are employed. The successful candidate must get the job on merit, jobs must be designed to take advantage of current employee skills and equality duties must be considered. The quality, experience and career aspirations of current employees must be considered (Swansea Council, 2022). 

Recruitment at Swansea Council must follow The Equality Act 2010 (EV23) and effort is made to make up a diverse workforce to reflect Swansea’s diverse population. Recruiters need to be aware of equal opportunities legislation and understand how direct and indirect discrimination can occur in the recruitment process (Swansea Council, 2022). 

There is opportunity on Swansea Council’s application form (EV24) to state if the candidate has a disability and if they meet the essential criteria for the job they are guaranteed an interview (Swansea Council, 2022). The shortlisting form (EV17) sent to managers with the application pack makes a note of candidates who have a disability, so the manager is aware to give them an interview if they meet the essential criteria for the post.  

3.4 Plan and prepare for agreed role, ensuring the availability of any materials or resources required. 

As the posts I need to advertise are new to the Authority, I had to arrange for the posts to be created. I emailed HR&OD to ask for job evaluation scores (EV25) so I could complete the positions forms (EV26) to send to the Data Team to create the posts (EV27). Once the Data Team confirmed the posts had been created (EV28), I could then proceed with advertising on the redeployment portal (EV15). 

The manager also requested that I advertise in relevant journals for the posts. I therefore had to contact our external recruiters to ask for the costings to advertise in the requested journals (EV29) and send the costings to the manager for them to approve (EV30). Once approvals were sort (EV31), I could advertise the posts externally on our website (EV16) and in the journals. I also arranged for Welsh translation of the advert and job description (EV32). 

When the successful candidates had been agreed I had to prepare their new starter packs before sending them out. This includes an appointment letter (EV33), contract (EV34) and reference requests (EV35). I keep a new starter checklist (EV36) which I update as the necessary paperwork is sent to me throughout the process so I can keep on track.  

3.5 Undertake agreed role in a timely and accurate manner, in line with organisational procedures and legislative requirements.  

As there was a need to recruit to these grant funded posts as soon as possible in order to make the most of the grant money, it was important for me to ensure the advert process was carried out efficiently and urgently. I emailed the manager once the adverts were live on our website (EV37) and live in the external journals to let them know (EV38). #

If references do not come back in a reasonable time, I will chase these up with the reference contacts (EV39). The successful candidates often have a start date in mind, and we have a payroll deadline to meet so it is important to get the references along with the rest of the new starter paperwork back in time so we can set them up on the system for payroll. 

When all new starter paperwork is back, I send the new starter a confirmation of start date letter to confirm their start date (EV40). I also send an SW1 form to Payroll and Pensions (EV41) once I have set them up on the system. 

3.6 Reflect on the effectiveness of the resourcing activity in meeting required objectives and report back to stakeholders. 

All approvals were given to create and advertise the new posts in the Planning and City Regeneration Service Unit in Swansea Council. Advertising the posts were done in a timely manner (EV42) as well as recruiting the new starters to the posts (EV43). As a result, the team now have more staff to perform the proposed actions raised from the Natural Environment Scrutiny Inquiry which were accepted at Cabinet in June 2019 along with meeting a number of corporate policy commitments. The new starters were set up in time for payroll deadline and were in post at the start for the grant funding. 
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Resources Directorate 
Director’s Delegated Powers – Staffing 
 
	Decision 
	Yes 
	No 

	1. 
	Creation of new post(s) 
	X 
	 

	2. 
	Revision of existing structure 
	 
	X 

	3. 
	Regrading of existing post(s) 
	 
	X 

	4. 
	Restructure (i.e. change to more than 5 posts) 
	 
	X 

	5. 
	Posts been evaluated by Job Evaluation Team 
	X 
	 

	6. 
	Does this post undertake a business support function? 
If yes, then the post will be highlighted and will be considered as part of the Business Support Programme 
	 
	X 

	7. 
	If the post has been highlighted - has the Job Description and Person Specification been assessed against the agreed Business Support Model? 
	 
	X 

	8. 
	If a post is to be advertised, it is to be advertised externally? 
	X 
	 

	9. 
	If these are additional posts, has Corporate Property Services been consulted to consider any asset implications?  
	 
	X 

	10. 
	Need to go to CMT 
	X 
	 

	11. 
	Other – please state. 
	 
	X 

	Report Title:  Appointment of three temporary part-time grant funded posts to the Natural Environment Section  

	Summary: 100% grant funding has been awarded by Welsh Government to create the following three new posts: 
1. Natural Environment Volunteer Coordinator Part Time  (2.5 days/wk) (Grade 8): to engage with local communities to encourage volunteers and to support them taking action to enhance and maintain their local greenspaces and wildlife sites 
1. Two Community Greenspace Officers one Full Time, one 4days/wk (Grade 9): to map existing Biodiversity and Green Infrastructure assets and ecosystem service provision on a ward by ward basis working with local communities to identify areas which provide the best opportunities for improvement and to design and implement enhancement schemes  
The grant funding for each post would be for a temporary period until 31st June 2023.   
The work would meet identified actions to deliver the Corporate Biodiversity Priority, Service Plan targets and Section 6 Plan proposals as well as actions identified in the Local Biodiversity Action Plan. 
Undertaking this work was part of the proposed actions arising from the Natural Environment Scrutiny Inquiry which were accepted at Cabinet in June 2019.  It will also meet a number of corporate policy commitments including: 
· Enhance and sustain our parks and natural habitats 
· Development of Green Infrastructure in our estates 
· Develop a natural environment that encourages higher levels of physical activity 
· Encourage greater use of public access land for informal recreation 
· Working with ‘friends of parks ‘ organisations 
 
A Job Evaluation of each post has been undertaken (Appendix 1). Job Descriptions are set out in Appendices 2-3. 
There would be no financial implications for the Council. The salaries and on–costs would be fully met by the grant. The figures given in the financial summary below are based on appointment at this point in time. However given the delay in taking the posts through the advertisement and appointment process there will be scope to increase the hours of the part- time posts to 3 and 5 days/week respectively and the posts should be advertised as having the potential for appointment on this basis subject to confirmation that costs would be covered.  
There has been limited capacity within the Nature Environment Section and the Nature Conservation Team in particular to undertake this work to date, so the appointments will free up the team to concentrate on other aspects of their work programme which is focused on delivering the Council’s Corporate Biodiversity Priority and Section 6 duties.  
Financial Summary  
	Post Title 
	Post No. 
	Weekly Hours 
	Grade 
	SCP (mid - grade) 
	Salary per annum (including 36.5% on costs) 

	Natural Environment Volunteer Coordinator (2.5 days /week) 
	TBC 
	18.5  
	8 
	29 
	£23,078.14 

	Community Greenspace Officer (FT) 
	TBC 
	37 
	9 
	34 
	£53,140  

		Community Greenspace Officer (4 days/week) 
	TBC 
	5 
	9 
	32 


 
	TBC 
	30.5 
	9 
	34 
	42,613.56 

	Total 
	 
	 
	 
	 
	 

	Total annual salary and on costs 
	 
	 
	 
	 
	£118,831.76 


 
 

	Recommendation[S]: 
That appointment to the above temporary posts is agreed and the posts advertised externally should there be no suitable internal candidates following placement on the redeployment vacancy list. 

	Prepared by: Paul Meller 
	Date:  24/9/2021 

	 
Details of Consultation Undertaken 
	 
Yes 
	 
No 
	 
Signature 
 
	 
Date 

	Equality Impact Assessment Screening undertaken and assessed by Access to Services Unit 
	X 
	 
	R Millar 
	7.10.21 

	For Head of Human Resources 
	Agreement 
	X 
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	12.10.21 

	Job Evaluation Manager [if applicable] 
	Post(s) evaluated? 
	X 
	 
	S Raynor 
	24.9.19 

	Finance 
	Budget Available? 
	X 
	 
	A Dyer 
	12.10.21 

	Head of Service 
	Agreement 
	X 
	 
	P Holmes 
	7.10.21 

	Director 
	Agreement 
	X 
	 
	M Nicholls 
	12.10.21 

	Head of Financial Services & Service Centre 
	Agreement 
	X 
	 
	B Smith 
	12.10.21 

	CMT approval (if applicable) 
	Agreement 
	 
	X 
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	Request for Job Advertisement

	1. All vacancies will be placed on the Redeployment List in the first instance before advertising.
2. For all Business Support posts, Managers should access the Business Support Portal
3. Director approval will be needed before post is advertised on an external basis – please refer to Vacancy Monitoring or Delegated Powers Form

	Directorate:
	Place 
	Section:
	Natural Environment 

	Post Number:
	TBC - Data team to create post on Oracle ???
	Post Titles:
	Community Greenspace Officer x 2 

	Salary Grade:
	Grade 9

	Salary:
	£33,782 

	Text for Advertisement:

	
Working within the Council’s Nature Conservation Team you will be responsible for helping to deliver our commitments to the Regional Green Infrastructure Project through engaging communities, businesses, public bodies and others in local biodiversity and green infrastructure  management and enhancement activities that can help deliver a long-term, sustainable difference to nature recovery, climate change, ecosystem and community resilience.
A relevant degree, sound ecological knowledge, survey skills and habitat management experience are required, as is a clear understanding of relevant legislation and policies. Excellent communication skills and experience of partnership working are also essential. The successful candidates will be diligent, passionate, professional and enthusiastic.

These are temporary full time posts until at least the end of June 2023.They are funded by the Welsh Government to deliver the South West Wales Green Infrastructure Project through the Enabling Natural Resources and Well-being Grant  with part funding from the European Union.
For further details contact  
Apply on line at  …
Closing Date : tbc


	Advertisement Details

	

	Where to be advertised
(please complete either section a or b
	Date of insertion
	Closing date

	A.
	Internal Section of the Job Bulletin only
	Tbc following redeployment register 
	2 weeks ?

	B.
	External Section of the Job Bulletin, Intranet, Internet, Job Centre
	At same time as internal advert
	4 weeks tbc

	
	Professional Journal, Press or other Publication
	At same time as internal advert
	4 weeks tbc

	NB.
	a)	Correct Job Description & Person Specification must be attached – see below
b)	Details to be submitted to adverts@swansea.gov.uk 

	Name, Location & Telephone Number of the Manager who should receive the Pack of Application Forms:  
Paul, Natural Environment Section Manager,  agile working   - 
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Job Description

	Directorate: 
	Place

	Service Area & Section:
	Planning and City Regeneration, Strategic Planning and Natural Environment

	Unit Manager:
	Nature Conservation Team Leader

	Post Title:
	Community Greenspace Officer

	Job Family & Role Profile:
	RT55A

	Post No:
	PL.69238
	Grade:
	9



	Summary of Role

	Reporting to:
	Nature Conservation Team Leader 

	Purpose of the Post:






	1. To fulfill Swansea Council’s commitments to the Regional Green Infrastructure project through engaging communities, businesses, public bodies and others in local biodiversity and green infrastructure  management and enhancement activity that can help deliver a long-term, sustainable difference to nature recovery, climate change, ecosystem and community resilience.

	The post holder is responsible for the following:





	1. To work collaboratively with Ward Councillors, community groups ,schools, and others to identify opportunities and locations  for maintaining and enhancing biodiversity and Green Infrastructure (GI) and strengthening the resilience of ecosystems within each ward (e.g. through tree planting, habitat management and creation, wildflower planting, improving connectivity, etc).
2. To prepare landscape plans/technical designs for biodiversity and GI enhancements in collaboration with key stakeholders.
3. To undertake GI mapping, evidencing the need, demand and potential for improvements.
4. Prepare individual ‘Wild about Your Ward’ maps and a GI/Biodiversity Action Plan for each selected Ward.
5. To assist with the preparation, review and implementation of management plans for Local Nature Reserves and Sites of Importance for Nature Conservation (SINCs).
6. To support schools to improve their school grounds and to access and use their local wildlife sites for outdoor learning.
7. To contribute towards the delivery of  priority actions  identified in local plans and policies (such as  Area Statements, Green Infrastructure Plans, Pollinator Action Plan and Local Nature Recovery Action Plans (and Well-being Plan, Working with Nature Action Plan). 
8. To work alongside the Natural Environment Volunteer Co-ordinator, LNP Officer the local community and others to help plan, design , implement and manage practical conservation schemes, including GI enhancements within targeted wards.
9. To assist in supporting implementation of the Section 6 – Biodiversity and Resilience of Ecosystems Duty Action Plan at a local community/ward based level. 
10. To help raise environmental and biodiversity awareness at a ward level through: close working with local partner organisations and communities; and  delivery of  nature-related activities and events and information.
11. Promote and publicise biodiversity projects and good practice within each ward.
12. To facilitate learning and sharing of best practice in relation to biodiversity and GI, through collaborative working, training and awareness and demonstration initiatives.  
13. To work collaboratively with the Local Environment Record Centres and others  to increase involvement in the gathering, reporting and use of local biodiversity records at a ward level.
14. To be responsible for managing a small budget for landscape materials.
15. To provide regular progress reports to the project manager
1. Any other duties commensurate with the grading of the post.

	Job Working Circumstances

The post holder will be 

	1. Expected to work in a flexible manner across tasks and locations throughout the County.
2. Required to ensure that health & safety and equal opportunities requirements are complied with and that required standards of performance and best practice are maintained.
3. Expected to undertake other duties that can reasonably be assigned within capability and grade, including working where necessary in other units within the Department and a degree of flexibility may be required in relation to hours of work.  Some weekend and evening work will be expected.
1. Aware that the post is politically restricted in accordance with the Local Government and Housing Act 1989.
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Person Specification

	Directorate: 
	Place

	Service Area & Section:
	Planning and City Regeneration, Strategic Planning and Natural Environment

	Unit Manager:
	Nature Conservation Team Leader

	Post Title:
	Community Greenspace Officer

	Job Family & Role Profile:
	RT55A

	Post No:
	PL.69238
	Grade
	9



	
Role Criteria No.1
	Education, Qualifications & Training

	Essential
	Appropriate professional qualification in ecology, landscape design or related subject.

	Desirable
	Membership of a professional organisation. 

	Evidence
	All certificates to be provided at interview for validation.

	
Role Criteria No.2
	Skills /Technical / Professional Competence

	Essential
	Candidates must have a high level of technical competence in the areas specified in the Job Description.  

	Desirable
	

	Evidence
	Valid certification and/or registration/CPD.

	
Role Criteria No.3
	Experience

	Essential
	1. Experience in planning and designing biodiversity and green infrastructure enhancement schemes e.g. urban tree planting, wildflower planting, SUDs, etc.
2. Good ecological knowledge including knowledge of relevant legislation {Nature Recovery Action Plan (Wales); and Environment (Wales) Act 2016}. 
3. Experience of developing and/or delivering Green Infrastructure (GI) or environmental related practical projects (e.g. biodiversity improvements, green space improvements, planting for air quality, etc.).
4. Ability to develop and deliver multi-disciplinary environmental/GI projects.
5. Experience of GIS mapping. 
6. Basic wildlife survey experience/ID skills.
7. Proven experience working with multidisciplinary teams, external contractors and other organisations especially within a local government context.
8. An understanding of the key pressures on biodiversity including climate change and Invasive Non-Native Species.
9. Experience of preparing funding bids and managing budgets.  
1. Experience of preparing management plans for Local Nature Reserves and community wildlife sites.

	
	1. Good knowledge of the project area.
2. Experience of community engagement and partnership working, especially in relation to biodiversity/conservation work.
3. Experience of the practical implementation of conservation works in urban and rural settings. 
4. Experience engaging/working with contractors. 
Understanding and experience of participatory community engagement approaches.

	Evidence
	At interview, then in post.

	
Role Criteria No.4
	Competencies & Abilities

	Essential
	1. Working knowledge of landscape/GI design principles and technical design skills.
2. Ability to build relationships and work effectively with a range of organisations. 	
3. Good interpersonal and negotiation skills, with the ability to work with cross-sector partners, other departments and the public in a diplomatic manner.
4. Ability to inspire, influence and communicate effectively with a wide range of audiences. 
5. Able to work on own initiative, with flexibility, and collaboratively as part of a team.
6. Understanding of GI; its benefits to individuals, communities and ecosystem resilience e.g. for air quality, flood alleviation, biodiversity, etc.
7. Ability to map environmental data onto a GIS format 
1. Good organisational skills, with the ability to meet deadlines, undertake monitoring, and report on progress for grant and managerial requirements.

	Desirable
	1. Promotion and influencing skills and the ability to build relationships.
2. Being innovative and creative and adapting to the changing needs of the project.
3. Ability to create and deliver new ideas that further the projects’ aims in engaging people with nature.
4. Ability to use social media.
Computer literate with an ability to use the Microsoft Office package and AUTOCAD

	Evidence
	At interview, then in post

	
Role Criteria No.5
	Commitment to Equal Opportunities

	Essential
	Candidates will demonstrate that all activities are undertaken in accordance with the Equalities Act 2010 and Swansea Council’s Equal Opportunities Policy and Procedures.
All employees and managers must be aware of the Equality Act so that it is considered in their work, where relevant, to ensure compliance with legislation.

	Desirable
	

	Evidence
	At interview, then in post




	
Role Criteria No.6
	Current Driving Licence

	Essential
	Ability to attend meetings, events, etc at locations other than the main office.
Should the post holder have a disability and/or be unable to drive, then they may seek alternative means of transport/assistance, which must be an effective and cost effective method of travelling.

	Desirable
	Use of own car.

	Evidence
	Evidence the post holder is appropriately insured for business purposes to be provided annually.

	
Role Criteria No. 7
	Compulsory Requirements for Introducing Change and New Ways of Working

	Essential
	1. Demonstrate commitment to the Council’s new ways of working, providing a positive and supportive environment that initiates and enables innovative and sustainable working practices that deliver high quality services for our citizens. 
1. Embrace change through actively and flexibly participating in and adapting to new ways of working with our citizens, as agreed through formal consultation with Trades Unions and HR Policies and procedures.

	Desirable
	

	Evidence
	At interview, then in post.

	
Role Criteria No. 8
	Other Requirement 

	Essential
	1. Standard office equipment.
ICT literate in standard office software and GIS.

	Desirable
	Standard design packages and AutoCAD.

	Evidence
	At interview, then in post.



	Health Surveillance and Monitoring:
	This post will require the post holder to take part in health surveillance and monitoring procedures.



	Safeguarding:
	The Authority is committed to safeguarding and promoting the welfare of children and young people and expects all staff and volunteers to share this commitment.



	Welsh Language

	The Authority is committed to delivering an equally high quality service in Welsh and English and will support staff in providing this.

	Assessment of Posts

	All posts have to be assessed in respect of the Welsh Language requirements.  The evidence of which has to be retained and available for (a) audit trail and (b) inclusion in annual report figures.

	Requirements for this post
(See attached Welsh Language Skills Assessment)

	Understanding
	Level: 1
	Speaking
	Level: 1

	Reading
	Level: 1
	Writing
	Level: 1

	Based on the above, requirement for this post is as follows:

	Essential
	
	Desirable
	x

	To be learned
	
	Not required
	






	Disclosure and Barring Service (DBS):

	This post requires the postholder to have the level of DBS disclosure as indicated below:

	
	Standard DBS Disclosure Application
	Enhanced DBS Disclosure Application
	No DBS Disclosure Application

	
	x
	
	



	Review/
Right to vary:

	This Person Specification is as currently applies and will be reviewed regularly according to the Employee Performance Management Review Policy and the Performance Development Review and Appraisal process. The Job and Person Specification may be subject to other Variance within the remit of the Role Profile.

	Sign off

	Line Manager:
	
	Date:
	

	Post Holder:
	
	Date:
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	POSITION INFORMATION
	
	
	
	

	
	[bookmark: RANGE!B3]To be used for the creation of all new permanent and temporary positions
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Start date of position
	 28th October 2021
	
	Position Number and Title
	

	
	
	
	
	 
PL.69238 and PL.69239 - Community Greenspace Officer
	
	
	

	End date of position (if temporary)
	 30th June 2023
	
	Grade 
	 9
	
	

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	Position Status
	
	
	
	
	
	
	

	Please highlight the selection
	
	
	Supervisor 
	Y/N
	
	
	

	
	
	
	
	Politically Restricted
	Y/N
	
	
	

	A
	B
	C
	
	Career Grade 
	Y/N
	
	
	

	Permanent
	Full-Time
	Centrally Funded (Schools Only)
	
	
	
	
	
	

	Temporary 
	Part Time (please state hours)
	Externally Funded
	
	Any special requirements relevant to the position e.g. Welsh Speaking, Car Driver, relevant qualifications/training, please specify: Appropriate professional qualification in ecology, landscape design or related subject.
	
	

	Supply
	Job Share
	
	
	 
	
	

	Relief
	Seasonal
	
	
	
	
	
	
	

	
	
	
	
	CCS Non School
	x
	
	
	

	Does this post have Purchaser/Approver rights?
	Y/N
	School - Associated 
	 
	
	
	

	
	
	
	
	Teacher
	 
	
	
	

	 
	 
	 
	 
	 
	 
	 
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Directorate
	Place
	
	
	
	
	
	

	
	
	
	
	Supervisor Name 
	
	
	

	Service Unit
	Planning and City Regeneration
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Section
	Natural Environment
	
	Supervisor Pay No
	057141
	
	

	
	
	
	
	
	
	
	
	

	Org Name
	Nature Conservation
	
	
	
	
	
	

	
	
	
	
	Supervisor Post No
	 PL.0475
	
	

	Location
	Civic Centre
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	Authorised by
	 [image: ]
	
	Position
	 Workforce – ARC Officer
	
	
	
	

	
	
	
	
	
	
	
	
	

	Name 
	 Ellie Beynon
	
	Date 
	28th October 2021
	
	
	
	

	
	
	
	
	
	
	
	
	

	 
	 
	 
	 
	 
	 
	 
	 
	 

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	PLEASE ENSURE PAY AND GRADING AND WELSH LANGUAGE LEVELS ARE COMPLETED BEFORE SUBMITTING FORM
	
	

	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	PAY AND GRADING ALLOCATION
	
	WELSH LANGUAGE LEVELS
	
	
	

	Knowledge
	5
	
	Please state levels (1-5)
	 
	
	
	

	Impact
	6
	
	Welsh Language Speaking
	1
	
	
	

	Relationship
	4
	
	Welsh Language Written
	1
	
	
	

	Advising
	6
	
	Welsh Language Reading
	1
	
	
	

	Effort
	3
	
	Welsh Language Understanding
	1
	
	
	

	Dexterity
	1
	
	Criteria (Essential/Desirable/Must be Learnt and N/A
	 Desirable
	
	
	

	Conditions
	4
	
	
	
	
	
	
	

	H&S
	3
	
	Agile
	YES/NO
	
	
	
	

	Emotions
	1
	
	
	
	
	
	
	

	Job Family
	RT
	
	
	
	
	

	Role Profile
	55
	
	
	
	
	
	
	

	Type
	A
	
	
	
	
	
	
	

	Indicator
	Y
	
	
	
	
	
	
	

	Family Points
	528
	
	
	
	
	
	
	

	JWC Points
	43
	
	
	
	
	
	
	

	Total Points
	571
	
	
	
	
	
	
	

	JFA Excluded
	 
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Analytics Team Only
	

	
	
	

	New Position Created
	 

	Entered Hierachy
	 

	JE Updated
	 

	Welsh Language Updated
	 

	Agile Updated
	 

	
	
	

	Sign
	 
	

	Date
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SCHEDULE OF THE MAIN TERMS AND CONDITIONS WHICH APPLY TO THE POST OF:
POST TITLE _ POST NUMBER
    WITH SWANSEA COUNCIL

1. This Agreement constitutes a written Contract of Employment for the purposes of the Employment Rights Act, 1996 and, other appropriate employment legislation.

2. Your Contract of Employment consists of this statement of written particulars of employment, together with your original appointment documents.  The main terms of your Contract are those contained in the National Joint Council for Local Authorities, Local Terms and Conditions and Local Agreements made collectively with the appropriate recognised Trade Union.  The Local Terms and Conditions and Local Agreements are documented in the Swansea Council’s Staff Handbook.  Any changes to these Local Terms and Conditions and Local Agreements will be notified to you.

3. Name of employer: Swansea Council.

4. Name of employee: 

5. Date of commencement of employment with Swansea Council as a       within the     Directorate of the Authority: 1st January 2022.

6. Term of Employment
	The term of employment shall commence on the     and is permanent/temporary until   .
   
If you require a Work Permit, the Authority will need confirmation from the UK Border Agency that you are able to live and work in the UK.   It is your responsibility to ensure that you have a valid Work Permit.

7. Continuous Employment
Your period of continuous employment for statutory employment rights began on     .

However, if you have previous continuous service with an organisation covered by the Redundancy Payments (Local Government Modification) Orders, (which covers Local Authorities and related bodies or any other organisation from which you have been transferred via TUPE regulations) which is continuous to the employment with Swansea Council, then this will be included in calculating your entitlement to: a redundancy payment, sickness allowance, maternity leave and annual leave entitlement.

8. Date on which this statement is given:

9. Job Title
You are employed in the post of:        based within the                Directorate of the Authority. 

10. 	Place of Work
You will normally work at the fixed centre of
The main business address of Swansea Council is Civic Centre, Swansea, SA1 3SN.  You may also be required to undertake any agile working arrangements i.e. hot desking etc adopted by the Authority.  You may also be asked to work from your home if service needs dictate.  Health and Safety Risk Assessments will be carried out as necessary.

11.	Hours of Work
Your normal working week comprises of     hours, and meal breaks will not be paid.  There may be occasions when you will be requested to be flexible and your line manager will ask you to work additional hours or be able to change working patterns / days in line with the needs of the Service, complying with the Working Time Regulations as in accordance with any rotas / working arrangements within your place of work.  Full consultation will be undertaken with you and your personal circumstances taken into consideration.  Your manager will be reasonable in making such requests and will seek to achieve this by mutual agreement.  The Council will seek to achieve a reasonable work life balance wherever possible.

Examples of arrangements you may be asked to work include: 

· Weekends, 
· Unsocial Hours 
· Night Working 
· Shift Working, 
· Bank Holidays 
· Standby arrangements 
· Mornings / Evenings

You may be requested to also work a reasonable amount of overtime on an ad-hoc basis at critical times to ensure that service delivery is maintained and specific project deadlines are achieved.  Any overtime will be paid in line with the Overtime Policy or Time off in lieu Policy.  In civil emergencies the Council will require you to participate in any role as deemed necessary and appropriate.

12. Flexibility of duty
Whilst your post and place of work are as described above, the Council may transfer you to any of its establishments within the geographical boundary of Swansea Council, at any other location or service area, to maximise the efficient and effective delivery of Council services and facilitate the Welsh Government’s objective of greater collaborative working between local authorities and across the public sector.

If the Council needs to transfer you this will be subject to full consultation with you and your personal circumstances being taken fully into consideration, which will include:
· your domestic and family circumstances
· the nature of the work to be undertaken 
· your knowledge, skills, experience and qualifications 
· the alternative post being graded differently by no more, and no less, than one pay grade (pay protection will apply if the new post is graded lower)
· the distance and travelling time of the move in terms of location 
· the hours of work 
· the business need for the move
· the duration
· the timescale for the move 
· and the selection process if appropriate

Swansea Council shall not be liable to provide you with travelling facilities or reimburse whole or part of any travel expenses which you may incur as a result of the transfer.

13. Salary details, method of payment and calculation of hours
Your current salary is £     per annum pro rata on Spinal Column Point   within salary grade , SCP  -    . Your salary will increase within the scale by annual increments, (up to the maximum of the scale), however annual increments may be withheld if an employee is subject to the Council’s Capability Policy. It should be noted that officers with less than 6 months’ service by 1st April shall be granted their first increment 6 months after their appointment, promotion or regrading.

For part time staff, the annual salary is pro rata dependent upon the number of hours worked compared with the annual salary of a full time member of staff.

Your annual salary is paid monthly on the 25th day of each month (or nearest working day before) by BACS system into your bank or building society account.  For each calendar month you will receive 1/12th of your annual salary. 

Your hourly rate for full time and part time employees is calculated as follows:-

(Annual (salary/365 days) x 7 =  hourly rate
                                                 37 hours

14. 	Probation
All new appointments to Swansea Council  are subject to a six month period of probation during which there will be regular appraisals.  The Council may extend the six month probationary period where appropriate.

Posts in Children’s Establishment and those covered by Warner are subject to a probationary period, which comprise of reports at the following intervals after appointment:

· Three months
· Six months
· Nine months
· Twelve months

All Social Worker Staff must register and maintain their Care Council for Wales Registration. 


15.	Leave
Every employee is entitled to paid annual leave. The amount of leave entitlement will depend on your length of unbroken service in Local Government. A summary of the annual leave entitlement is given below:-

	Continuous Local Government Service of:

	Up to 5 years


24 days
	Over 5 years
Up to 10 years

29 days
	10 years & Over


33 days



If you are a part time employee, you are entitled to a pro rata entitlement, agreed with your Line Manager.

16.	Bank Holidays
In addition to the annual leave set out above you are entitled to eight bank holidays plus one extra statutory day at Christmas.  If you are a part time employee, you will have a pro rata entitlement, agreed with your Line Manager.

Certain Services have to be provided on Bank Holidays and if you work in such a service, you will be contractually required to work at these times and will be given a day in lieu and paid the relevant Single Enhanced Rate to compensate you.  Other employees may be required to work on a Bank holiday where necessary for the needs of the Service.

17.	Maternity Rights
Rights of pregnant women to leave and pay are in accordance with the NJC. Agreement referred to in paragraph 2, and are detailed in the Swansea Council’s Maternity Policy.  These rights are dependent on pregnant women complying with criteria and notification requirements.  The legislation and employment policies relevant to pregnancy, paternity leave and adoption leave are available in the Staff Handbook.

18. Sickness
Swansea Council operates a Management of Absence Policy and Management of Absence Administrative Procedure, which is available in the Staff Handbook or from your Line Manager.  Your entitlement to sickness allowance, as per Part 2 of the NJC Green Book is as follows:-

	During 1st year of service
	1 month’s full pay and (after completing 4 months’ service) 2 months’ half pay

	During 2nd year of service
	2 months’ full pay and 2 months’ half pay

	During 3rd year of service
	4 months’ full pay, 4 months’ half pay

	During 4th & 5th year of service
	5 months’ full pay, 5 months’ half pay

	After 5 years’ of service
	6 months’ full pay, 6 months’ half pay



Absence in respect of industrial disease, accident or assault arising out of or in the course of employment with the Council is entirely separate from absence in respect of normal sickness and shall not be set off against the other for the purpose of calculating entitlements under the scheme.  In line with the Management of Absence Policy the payment of occupational sick pay may be suspended in certain circumstances.  Please refer to the Management of Absence Policy and Absence Administrative Procedures for more information.

19.	Pensions
The pension arrangements for this post are administered by Swansea Council Pension Fund.  Employee contribution rates will be tiered, details of which can be found in the Employee Handbook.

All payments which are considered pensionable are taken into account. Regular reassessments and re-bandings will take place to take into account, for example, pay awards, increments and promotions.

The band ranges will be increased each April in line with the Pensions (Increase) Act 1971, which is currently the Consumer Prices Index (CPI). The Regulations set out that the employer will be responsible for assessing each employee and setting their contribution rate.

Employees will be allocated into contribution pay bands and all payments which are considered pensionable will be taken into account.

The Council must enrol employees into the LGPS and you will become a member of the Pension Scheme automatically on appointment, provided you have a contract of at least 3 months and are aged under 75 but have the right to opt out if you so wish. If your contract is for less than 3 months you will not be automatically brought into the Pension Scheme but you may elect to join if you wish.

If you have transferred or have been promoted into this post, your pension arrangements remain unchanged.

20. Notice
Either party may terminate this Contract by giving notice in writing to that effect.  The minimum periods of notice to which you are entitled from the Council are:

	Period of Continuous Employment with the Swansea Council
	Minimum Notice Period

	Less than 6 months

6 months up to 2 years

2 years or more but less than 12 years




12 years or more continuous employment with the Authority
	1 week

4 weeks

1 week for each completed year of continuous employment with the Authority (with a minimum of 4 weeks notice).

12 weeks


The minimum periods of notice of termination of your employment which you are required to give to the Council are:

	Post to the Council
	Notice Period

	Post in Grades 1 to Grade 8 (Spinal Column Points 1 - 29)

Posts in Grade 9 and above (spinal Column Points 30 and above)
	1 month


2 months



An earlier departure date can be mutually agreed between the employee, line manager and Human Resources & Organisational Development.  In certain circumstances the Council may require you to not attend work during your notice period and you will still receive pay during this period. There may also be circumstances where the Council will not require you to work your notice period and instead you will receive pay in lieu of notice.

21. Deduction from Salary
Where an overpayment of salary, wages, or any other form of expense is made, the Council will reclaim the overpayment via a deduction from salary.  It is the right of the Council to reclaim any overpayment at a reasonable rate.

Where you have exceeded your annual leave entitlement or permitted flexi time allowance, the Council may reclaim this overpayment from you via a deduction from salary.

If you are on the flexi time system and you exceed your agreed number of debit hours Swansea Council may deduct the excess from your salary.  Likewise if you are on the flexi time system any hours in debit at the effective date of termination will be deducted from your final salary.  This principle will also apply should you have overtaken your annual leave entitlement and wish to leave Swansea Council’s employ, and a deduction equivalent to the excess will be deducted from your final salary.  Deductions from salary may take place if you: 

· Fail to attend work through an impediment, avoidable or otherwise such as imprisonment or imposition of bail conditions
· Fail to attend an arranged medical appointment with the Occupational Health Advisers 
· If you fail to attend a medical appointment, without good reason, a deduction will be taken from your salary. This amount will be reviewed annually 
· Any training / course fees paid by the Council for your benefit and fail to complete the course without good reason or leave the Council within two years of completing the training / course.

The above list is not exclusive or exhaustive

Swansea Council  also reserves the right to require you to repay to Swansea Council  either by deduction from salary or any other method:

· Losses sustained in relation to the property or monies of the Council, client, customer, visitor or other employee of the Council during the course of your employment and which were caused through breach of the Council’s rules or any dishonesty on your part;
· Any amounts of remuneration, expenses or any other payments (statutory, discretionary, etc) which are overpaid to you whether made by mistake in fact or through any misrepresentation or otherwise;
· Any other sums   owed   to the  Council,   including,   but   not   limited  to, outstanding loans or advances, or relocation expenses.  

Any underpayment of salary will be rectified in the next available pay period after the underpayment has been identified.

Any overpayment of salary is recoverable over a reasonable period which will be agreed with the Council and you.  As a general rule this would ordinarily be recovered in no less than the period in which the overpayment occurred. 

It is your responsibility to check each payslip received and inform Employee Services of any errors suspected.

Knowingly continuing to receive any payments you are not entitled to is a disciplinary offence.

22.	General Data Protection Regulation (GDPR)
By signing this contract you are confirming that you have read and understood the Council’s Data Protection Policy, a copy of which is available on our website.  You must comply with the terms of this Policy, and the provisions of the General Data Protection Regulation and the Data Protection Act, at all times when handling or processing personal data on the Council’s behalf in the proper performance of your job duties and responsibilities during your employment.  This includes personal data relating to any current or former employee, worker, agency worker, apprentice, volunteer, contractor, consultant, client, service user, customer or supplier of the Council, or personal data relating to any other third party.
22.1 Your Privacy
	Swansea Council is the Data Controller for the personal information you will be asked to provide in relation to your appointment to this post.  We will use this information to fulfil certain legal obligations and administer any service or benefit that we are responsible for as part of your employment e.g. statistical Information and reporting.

We may check information provided by you, or other information about you provided by a third party, against other information we hold.  We may also contact third parties to verify the accuracy of the information.  For example, we may contact your previous employer with specific questions about your employment with them.  We will only do this to prevent or detect fraud, as we are permitted to do by law. 

Data Protection Law describes the legal basis for our processing of your data as one based on the pursuit of our legitimate interests.  For further information about how Swansea Council uses your personal data, including your rights as a data subject, please see our corporate privacy statement at https://www.swansea.gov.uk/privacynotice on our website.

You must inform your line manager immediately of any change in the personal information you have provided to us, such as a change of address or your personal circumstances.
22.2	Prevention of Fraud - Data Matching
Personal information you have supplied to the Council as an employee will be retained on both manual and computerised records of the Council, and the Council shall use the same for data matching purposes under the Council’s Anti-Fraud and Corruption Policy & Strategy, in order to detect and take action against fraud, debt, or any other civil or criminal law right

23. 
  Trade Union Membership

You are entitled to be a member of a Trade Union of your choice.

This Council, as your employer, supports the principles of collective bargaining and therefore encourages employees to join a Trade Union of their choice.  You will be bound by the outcome of collective bargaining whether or not you are a member of a trade union.  However, not every Trade Union is recognised for collective bargaining purposes. For practical purposes this is best conducted by representatives of the employer and the employees.  The Council is represented on joint national and provincial councils dealing with such matters.  It is equally sensible for you to be in membership of a Trade Union representing your group of employees on the appropriate negotiating bodies at national, provincial and local levels.

The Council will, at your written instruction, deduct from your salary the subscription to a trade union recognised by the Council for negotiating purposes.

All collective agreements will be represented in the Staff Handbook which will be immediately updated as soon as possible.

24.	Health and Safety
All Swansea Council employees, irrespective of their position or employment status, have a responsibility to comply with the Health and Safety at Work etc. Act 1974.  Swansea Council Corporate Health and Safety Policy, its arrangements and all subordinate policies provides a framework to meet our duty of care and obligations under law.

The Policy requires that each employee is responsible for conducting work in a manner which is safe for them, their colleagues and the public who may be affected by what they do or do not do - say or do not say.  Every employee is expected to be involved in health and safety every day and will be provided with the opportunity to contribute positively to a safer and healthier workplace.

In particular each employee must cooperate with the Council and will:

· Follow health and safety information, instructions and training on safe systems of control and you must notify your Manager of any shortcomings in their health and safety arrangements.    
· Employees should carry out any reasonable management request but not undertake any work which they are not competent, appropriately trained, appropriately equipped or authorised to carry out safely.     
· Report all hazards and potential risks to your Manager.   
· Attend Health and Safety training courses as required by your Manager and the Swansea Council 
· Use any equipment, machinery, safety devices, protective clothing provided to them in accordance with any training and instruction as identified in risk assessments or safe procedures
· Not misuse or interfere with any item, sign, article, piece of equipment, engineered system or facility provided in the interest of Health, Safety and Welfare or Fire Safety
· Participate in pro-active accident/ill   health   prevention   and   monitoring measures as required by the Swansea Council and advise their manager or the Occupational Health and Wellbeing Unit of any health matter that may affect their ability to undertake their work duties safely.
· Report all accidents or near misses to your Manager or Supervisor.

The Corporate Health and Safety Policy forms part of this contract of employment and the Policy will be made available to you for further reference and clarity of your obligations under the Policy particularly if you have a management role.

The Swansea Council Disciplinary Policy applies to all employees and covers compliance to health and safety rules and standards which cause or could cause risk to the individual, other employees or the public.

Serious and deliberate violation of Swansea Council’s Health & Safety Policy, health and safety rules and standards may be viewed as gross misconduct under the Disciplinary Policy of the Swansea Council.

25.   Car and Subsistence Allowances
If your post requires you to undertake duties away from your fixed centre of work you will be required to be qualified to drive a vehicle and use your own car for business purposes or have the ability to travel within and outside of Swansea Council boundaries in an efficient and most cost effective manner.  It will be your responsibility to ensure it is suitably safe for business purposes and that you are appropriately insured for business purposes and hold a valid driving licence. Should you have a disability and be unable to drive, then you may seek alternative means of transport/assistance, which must be an effective and cost effective method of travelling.
If you use your own car for transport, then a single car user rate will be used for all authorised car use.  The single rate will be the HMRC rate as set out in the Staff Handbook.

Out of county use will be reimbursed on the basis of fixed rates.

For further information please refer to the Council’s Car, Travel and Subsistence Allowance Policy.

26.	Employment outside the United Kingdom
Not applicable.

27.	Employees’ General Obligations
Employees of Swansea Council are reminded of the confidentiality of information given to them or acquired by them in the course of their employment.  Any breach of confidentiality will lead to disciplinary action under the disciplinary procedure of Swansea Council.

All employees wishing to undertake secondary employment outside or within the Council, or to engage in a private business in any capacity, shall inform their line manager who will escalate the request to their Head of Service in writing giving sufficient details about the proposed job role, the organisation with which this job would be taken, the proposed number of hours to be worked in each week and any other relevant information.  Please refer to the Secondary Employment Policy for more information.

Subject to any obligations you may have to make a disclosure in accordance with the Whistle Blowing Policy you shall not, at any time during your employment (except insofar as you are required to do so as part of your duties) or at any time after your employment has terminated, for any reason whatsoever, disclose to any person any information as to the practice business service or affairs of the Council, or its successors in title or the Council’s or it’s successors in title, customers, clients, or service receivers, without the prior written consent of the Council and shall not, for the avoidance of doubt, release any information concerning any part of the authority involved in trading or charging activities.

Subject to the provisions of the Patents Act 1977 and the Registered Designs Act 1949 and the Copyright, Designs and Patents Act 1988, or any modification for the time being in force, if, at any time during your employment with the Council, you alone or in participation with others, either employees, members, clients or partners of the Council, produce, make, discover or manufacture, during the course of your employment or that which might reasonable be expected to result from the carrying out of your duties, produce, make, discover or manufacture any invention, intellectual property goods or thing capable of ownership, you shall pass all information in your possession to the Council upon written request and in any event at the termination for whatever reason of your employment and shall agree by the signing of this agreement that all rights and obligations under this clause shall be the rights and obligations of the Council and you waive your actual and/or moral rights in this respect.

The copyright of any intellectual, training / IT programmes and written material produced by you in the course of your employment shall be vested in the Council.

You are required to notify Human Resources & Organisational Development promptly, of any change of your personal or contact details such as name, address, telephone number, and next of kin, and of any circumstances which might affect the Council’s insurance cover for you.  The Council reserves the right to share this information with appropriate officers as necessary.

If you fail to advise Occupational Health of any changes to your health status relating to any issue of potential disability under the provisions of the Equality Act 2010, the Council will not be held liable for a failure to make reasonable adjustments or undertake relevant assessments.  Should you fail to disclose information which could adversely affect the health and safety of either yourself or another you may be subject to disciplinary action.

28.	Professional Bodies
The Council will pay any fees where registration or membership to a professional body where it is an essential requirement for an employee to carry out their duties.  

Where registration or membership to a professional body is not an essential requirement for you to carry out your duties, you should endeavour to belong to a professional body that represents your profession and pay the appropriate fees.

Staff who are required to have registration or professional membership as a condition of their employment and fail to continue with their registration / professional membership will be in breach of contract which could result in the termination of their employment or being placed on leave without pay.

29.	Contractual Policies
The following policies have contractual status and any proposed amendment will be consulted upon and notified to you by giving the appropriate notice after collective agreement through the recognised trade unions:

· Management of Absence Policy and Absence Administrative Procedure
· Disciplinary Policy
· Capability Policy
· Grievance Policy
· Harassment and Bullying Policy
· Health and Safety Policies
· Redundancy Policy
· Redeployment Policy

These policies can be found in the Staff Handbook.  The Council reserves the right to review, revise, amend or replace the contents of this handbook, and introduce new policies from time to time reflecting the changing needs of the business.

30.	Rehabilitation of Offenders Act, 1974
If this post is exempt from the provisions of the Rehabilitation of Offenders Act 1974, it is made to you subject to the following;

That you have made a true disclosure of all criminal cautions, charges, reprimands or warnings. Should you not have a true disclosure of any criminal cautions, charges, reprimands or warnings, then your employment may be terminated immediately.

31.	Disclosure of criminal convictions whilst in employment
You are required to disclose details to your manager if you are cautioned, arrested and subsequently charged, cautioned or prosecuted for any offence whilst in employment with City and County of Swansea.

In respect of road traffic offences, you should inform the Council of the offence accordingly if you are required to drive as part of your duties.

32.	Service Specific Requirements
As part of your role you will be expected to comply with the following service specific terms and conditions as set out on the sheet entitled ‘Additional Terms and Conditions’:

33.	Please note that failure to comply with any provision in this contract will be classed as gross misconduct and may lead to dismissal.
Please confirm that you have read and accepted the terms and conditions laid out in this document by signing below:-

	Signature on Behalf of
Swansea Council
	Signature of Employee

	Signed: 
	
	Signed:
	[bookmark: Text23]     

	Position :  
	
	Name:
	[bookmark: Text24]     

	Date: 
	
	Date:
	[bookmark: Text25]     




NB.  Both copies to be signed by both parties; with one copy being retained by the employee and the other returned to the Workforce ARC Team, Service Centre, Room 153, Guildhall, Swansea   SA1 4PE.
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14, The Equality Policy Statement s reinforced by the Councif's Strateqic Equality
Plan 2012-2016 which contains our Equality Objectives and the steps we wil
take o achieve them.

15 The Equality Act 2010 protects people from discrimination, victimisation and
harassment on the basis of the following characteristics:

Age
Disabilty

Sex

Race

Religion or (non)-Belief

‘Sexual orientation

‘Gender Reassignment

Marriage and Civil partnership (protection against direct discrimination
only)

« Pregnancy and maternity

« *Welsh Language - covered in the Welsh Language Act 1993)

2. Responsibility

241, Whie implementation of this Policy is the responsibilty of each and every
member of staff it is specifically covered by the Cabinet Member for Business
Improvement and Efficiency and Champion for Equality and Diversity. Overall
responsibilty for the implementation of the policy lies with the Cabinet.
Appropriate training, development and awareness raising events will be
provided to employees and Members.

3. Councillors

34, Al Councillors sign the Member's Code of Conduct under which they agree to
actin accordance with the Council's equality plans and policies.

Employment

4.1 The Council will work towards creating a workforce which reflects Swansea's
diverse population. It will ensure that no-one is unfairly discriminated against
when applying for a job or during the course of their employment with the
Council. Al recruiting managers will be trained in the agreed recruitment and

selection policy and equality and diversity issues will be a fundamental part of
this process.  Monitoring of the recruitment and selection process wil be
undertaken to ensure equality and diversity legislation is complied with.

42 Al employees have equal access fo training and career development
regardless of any of the considerations mentioned above.

43 An employee who has a concem regarding unfair discrimination or

harassment at work may use one of the Councils formal procedures e.g.
grievance, bullying and harassment.

Page20f3




image63.png
V220.042012

Responsibility of all Council Employees

51, The Council requires all its employees to behave in ways that promote
equality and are non-discriminatory. This applies to the way they behave to
members of the public in the delivery of services and to other employees in
the course of their work as well as in other circumstances where they are
identified as Council employees.

52 Employees should participate actively in measures introduced by the Council
to ensure that there is equality of opportunity and non-discrimination.
Employees should be aware of and fully adhere to the Councis Code of
Conduet Policy. Employees should also draw the attention of management to
‘any alleged unlawful or unfair discriminatory acts or practices.

53. Should employees, through the course of their employment, be found to have
caused or encouraged discrimination, this wil be regarded as a particularly
serious offence, rendering them liable to disciplinary action

54, This Equalty Policy Statement sets out the Councif's commitment to equality
and diversity issues. For further details relating to the implementation of
equality and diversity principles in the City & County of Swansea, please see
the Councif's Strategic Equality Plan 2012-2016

Policy Monitoring

6.1 A review of this Policy wil take place as part of the Strategic Equality Plan's
‘annual review which wil reflect both legisiative and operational changes.

\(Z,

as a Sir Abertawe ¢,

City and County of Swansea
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Briefly desciibe your present dufies.

"Rhowsh deisariad bur o'ch dyletsuydday presennol

Previous Employment, commencing with your last, not present, employer.

syfloaws presennol.

Date From | Date To | Employers name JobTile [Salary | Reasons
Duigiad O |Dyddiad | & artess Teilly Sund | Glog. | for leaving
Tan | Enyachvfeiiad Rhesymau

¥ cullogu dos agas]

Please gie reasons for any gaps in employmert
'RhOWGN tesymay am unrhyw Sicha yn eish culogaelh
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Training, Vocational and Occupational Qualifications relevant to the post
1Pm|es onal Quaifcations, GNVQ, NV and Non Qualifcaion Courses).
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Membership(s) of a Recognised Professional Body.
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Professional Body | Membership below ‘Noguehy dyeidiad s
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Name of Body | Reg No Name of Body | Reg No Name of Body | Reg No
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Fiease give furher pariicuiars of above membership(s) {ogeiher vith brief detalls of any papers
presentedipublished, detais of Training Courses/Seminars attended
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hapurau a avfiwymyydl/a avhoeddyd ac unhyw ayrsiau hyforddi/seminarau vr agthoch iddvnt.

Please give furher particuars of any ofher experience o Skils you consider relevant to the job
you are applying for eg voluntary work

'Rhowsh ragor. o fanylion am unrhyw brofiad neu sgillau rudvch yn meddi eu bod yn berinasol
i suydd rudveh vn avineud cals amdani.e.e. awaith avidoddol
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Your Qualifications ~ please indicate any qualifications you hold.
Eich Cymwysterau — nodwch pa gymwysterau sydd gennych.

Qualfication Held Grade/Class Date Achieved/Obtained
Cumbysler Grad@/Dosbarth | Dciad EnniliCael

‘Are you presently studying for any qualifications? If Yes please give details.
B ygtye yn astugio am unrhyw QYIGSISTaU ar D  brud? Os Yueh, Ihavich. anian.

Have you served an apprenticeship or a moden apprenticeship? f Yes please stale dealk.
NB I called for interview, please bring your quaiiications and membership certicates with you.

& ystuch edi quneud nrenftisiasth neu brenfisiaeth fodem? Os yavch, thowch.fanulion.
DS Os ceuch eich galu am aviweliad. dewch &ch cymusterau a'ch tisiysaifau aelodaeth.

Additional Information/Gwybedaeth Ychwanegal-

Tfyou are related fo, o a pariner of a Councilor or employee of he Ciy & Courty of Swansea,
Please detail below.

05 yayeh yn herthynas, DSILh baMner | GY0Gbanic neu weilhiyx Dinas a Sir Abertaiwe, (oS,
fanyion isd.

Name/Eny Positon/Safle
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Equal Opportunities
Monitoring Form

“The Council s commitied to being an equal
opportunities employer. The aim of our
policy is to ensure that all applicants are
treated equaly irespective of ethnicit, age,
disabily, gender, language, religion o
beliefinon-belief or sexual orentation.

o assist in monitoring his policy, and for no
other reasons please viould you complete.
this questionnaire. This information will be
kept sricily confidential. It will not be seen or
used during the selection process and vl be.
used for statisical montoring only.

o carmy out tis approach we need your
assistance and viould be grateful f you could
provide the nformation requested.

Ffurflen Monitro
Cyfle Cyfartal

Mae' Cyngor yn ymroddedig i fod yn gyflogur
oyfle cytartal. Nod i polisiyw sicrhau y tinnir
1 holl ymgeisuyr yn gyfartal, beth bynnag yw
ethnigruydd, oed, anabledd, rhy, iaith,
crefydd neu gredidifyg cred neu gyfeiriadedd
hywiol yT ymgeisviyr.

Er muyn cynorthvyo & monitror polsi v, ac
am ddim theswm aral, a wnewch lenwi
holiadur hvn? Caiff yr wybodaeth el chadwn
hollol yfrinachol. Ni chaif ei gweld na'l
defnyddio yn ystod y broses adethol a chaiffei
defnyddio ar gyfer monitro ystadegol yn unig.

Er muyn cynnal yr ymagwedd hon, mae angen
eich cymorth amom a byddem yn ddiolchgar
pe gallech roi' wybodaeth y gofynnir amdani.

(Please seiect one orwnte in
appropriete)
Areyou?

Male [ Female [ Transgender [
Whatis your year of birth?

Wiild il dBSCiibe yourself as:
[Meritish

Dweish

[JEnglish

[irish

[scottish

[IOther Biitsh (please state)

NG Biitish (piease state)

LIGypsyTravelier
[IRefugee/Asylum Seeker

(please write in curentfast nationaliy
below)

(Dewisweh Un ey RoGWE 03 YW berifinasol)
Beth yw'ch thyw?

Guryw [ Benyw [ Trawsryweddol [

‘Ym mha flwyddyn y cawsoch eich geni?

K Hjddech Vi disgiifio'ch i fel:
[EIPrydeinig

[Icymraeg

[Dseisnig

[IGwyadelig

[ Abanaidd

[E1Prydeinig arall (nodivch)

G i g odiic)

LISipsiTeitii
[OIFfoadur/Ceisivr Lioches.

(nodweh eich cenediigniyod resennollvethaf
isod)
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‘Can you understand, speak, read or
write Welsh?

(Please select all that apply)
[EJunderstand Spoken Welsh
[Ispeak Welsh

[DIRead Welsh

[EIwrite Weish

[CLearning Weish

[EINone of these

Which languages do you use from day
todayv?

(please select al that apply)

[IEngiish

[Iweish

[eritish Sign Language:

Other (please write in)

D6 o ave a loig-Standing iiiiess,
disability or infirmity?

By long-standing wie mean anything that has
troubled you over a period of tme or that is
likely to affect you over time. This could also
be defined under the Disabiity
Discrimination Act 1995 as ‘Having &
‘physical or mental impaiment which has a
substantial and long term adverse effect on
your bty to cany out normal day to day.
actvies.”

Dves (=0

What is your religioni(non.belief even if
You are not currently practising?
[INo refigion

[EIChristian (inciuding Crurch of England,
‘Catholr, Protestant and all other
Chnstian denominations)

[DBuddnist

[Hindu

[EJewish

[EIMusiim

Dsikn

Any other reliaion (please write in below)

[SEECIUET

Do you consider that you are actively
practising your religion?
DvesINo

‘Aydych yn gallu deall, Siarad, darflen
neu ysgrifennu Cymraeg?

(Dewiswch pob un sy'n gymiys)
[IDeall Cymraeg lafar

[ISiarad Cymraeg

[IDarlen Cymraeg

[IYsgrifennu Cymraeg.

[IDysgu Cymraeg

[IDim un o rhain

Pa ieithoedd ydych yn eu defnyddio o
dydd i ddvdd?

(Dewiswch pob un sy'n gymiys)
[saesneg

[Icymraeg
[liaith Arvyddion Prydain (BSL)
Arall (nodch)

K56 Gefinych afiechyd, anabledd st
lesgedd tymor hir?

‘Ystyr tymor hir yma yw unrhyw beth sydd
wiedich poeni dros gyinod o amser neu syn
debyg o effeithio amoch dros amser. Hefyd,
gelir dfinio hyn o dan Ddedd
Gwahaniaethu ar sail Anabledd 1995 fel
“Bod & niam ar y corf neur meddiw sy'n cael
effath syweadol ac andwyol yn y tymor hir
ar eich gallu  wneud pethau arférol 0 odydd
iddydd”

[0es [EINac oes

Beth ywch crefyddicredidiffyg cred, hyd
vn oed 0s nad mewn gair a qweithred?
CIDim crefydd

[Ecristion (gan gynmuys Eghwys Lioegr,
‘Catholig, Protestannaidd a phob eniad
Cristnogol aral)

[EIBwdnydd

[DHini

[liddevig

CIhsim

Ciskn

Unehyw arefydd aral (rodch isod)

LIGiwel Geri i Beidio & diveud

Yn eich barn chi, a ydych yn ymarfer eich
crefydd mewn gair a qweithred?
Dvaw [EINac yow
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(Please select one OF Wite In  a0proprTate]
Whatis your ethnic group?

[lBritish (as defined above)

Any other white background (please wrie in)

TNied
[EJWhite & Black Caribbean
[EIWnite & Black African
[EIWhite & Asian
Any other mived backaround (please write in)

[ASia or ASian Bfitish

[indian

[DPakistani

[JBangladeshi

[DChinese

Any other Asian background (piease write in)

EIBIACK o Black Bitish

[DCaribbean

[lAfiican

‘Any other Afiican background (please wrie in)

YGie B Groip
Any other (please write in)

Witat i oiir sexial orishtation”
[DBisexual

[DGay Man

[DGay Woman/Lesbian
[Heterosexual/Straight

[Eother

[Prefer not to say

Are you reasonably fluent in any other
language?
(Please wnte in below)

{Denisweh un neu noduch os i berthnasol]
Beth yw'ch grép ethnig?

[EIPrydeinig (fel a ddiffiniwyd uchod)
Unihyw gefndir guayn arall (nodtich)

LICHiijSg
[EIGwyn a Du Caribiaidd
[EIGwyn a Du Affricanaidd
[EIGwyn ac Asiaidd

Unthyw qefndir cymysa arall (nodwch)

IASidd Tl Biydeinig Asiaidd
Dindiaidd

LPacistanaidd

[IBangladeshi

[ Tsieineaidd

Unihyw gefndir Asiaidd arall (nochch)

1D el Biydeirig D

[ Caribiaidd

[Afiricanaidd

Unthyw efndir Afficanaidd arall (nodhich)

LIGHp Ethinig Arail
Unehyw grivp ethnig arall (nodich)

el sich taddiryd rhiywior?
[IDeurywiol

[Ioyn Hoyw

[EIMenyw HoywiLesbiaidd
[ElGwahanryviolSytn

DAl

[IDevis peidio & dveud

0s ydych yn weddol rugl mewn
unrhyw ieithoedd eraill?
(Byddweh gystal &'u nodi 1soc)
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Further information in support of your application.
Rbager o wyhodaeth i gefneailch cais.

Prease explain how you would relate your education, raining achievements and experience to
the post for vihich you are applying. Your response should relae to the ob desciption and
person specifcation fortis post (¢antiu an addiional sheefs f necessary).
‘Eshanuch suly buddal s addusg, egh cxlavniadau hufordiant ach i yn berihoasal is
sy s yn Qe cais amdani DAL ymaleh vimuneud A isaitad s a manyieh
¥ person ar gyfery sutd hon (parhewtsh ar ddalentaw Yehanedol os 02s.ang en).
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Referees/Canolwyr

Please supply the names, addresses, telephone numbers and e-mal addresses of two referees,
one of which must be your present or most recent employer. If you have not previously worked,
please give the name of a responsible person who knows you well. Councillors and relatives
must ot act s referees.

Please note that references may be taken up prior to interview, therefore i you do not
wish us to contact your referees please indicate here.

"Rhaeh enwa, cylsiiadau, ifau 0 a chieiiaday e-bost dau ganalur, Y mae thaid i un
‘honuntfod ech, Yo pEEsEnnol neu dyeddaral, Os nad Xayeh wed: el ot biaen.
Ihouch eov (D S &4 achabod yn dda. i chail YpohoRsyLa phernasal fod yn
‘a0l

Sviwery gelir gofyn, am eirsiaoD. cyny cufweliad. Felly, nodweh yma,os nad yeycham i ni
‘avsylifu &ich, canobwyr-

YesiOes @ No/Nacoes [
Present or most recent employer/Cyflogwr presenngl neu ddiweddaraf,
NamelEny

Business Name/Eny Busnes.
AddressiCyfeiriad

Relationship/Beiumas

Telephone number/Rht Fién

E-mailE-bost

Other refereelCanolwy arall.
NamelEny

Business Name/Eny Busnes.
AddressiCyfeiriad

Relationship/Beiumas

Telephone number/Rht Fién

E-mailE-bost

For posts having substantial access to children and vulnerable adus, the Councilreserves the
fight to approach any previous employer.

Ar gyfer suyddl & chysyitiad syveddol & phiant ac oedolion dlamAdifun. mae's Cunger yn caduls
havd i gusuliu ag unrhyw gyfiogux biasnarol.

‘Where Gid you see the advert of hear abou the Job?
If on a website, please state vihich one(s)

Ble @uelsoch chix hyshyseb.neu bie cisach. chi
amy suydd?

Os ar wefan. noduch pa un/a
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Criminal Records Bureau Checks
Gwiriadau’r Swyddfa Cofnodion Troseddol

Rehabilitation of Offenders Act 1974 (Exceptions) Order and Police Act 1997.

Ifthe Job description and Person Specifiation has indicated that the post for which you are
applying il be subject to a CRB Disclosure, the Council will require you o reveal any criminal
convictons, bind-over oyets or cautions, including those which would normaly be regarded as
spent

WMMWW" (Eithriadau) a Deddf Heddlu

Os ywrr disariiad swydd a manylehy person wedi nodi y bydd y swydd dveh yn gumeud cais
‘amdanin amodol ar Qateliac SCT. bydd y GNaQr yn 00RT ch ddalogly unihyw golfamai
troseddol. orchmypion [y neu iudiAaU. 030 G Y [hAL a fuddalfel rfer yn cael
eugueld el ved darfog.

Do you have any or unspent or pending convictions under the Rehabilitation of Offenders.
Act10747

A oes aennych unrhyw gollfacnau sydd heh ddarod neu yn yr afaeth o dan Ddleddt
Ailsevsiu Troseddwyr 19742

Yes/Oes [0 NoNac oes [

Do you have or have had any convictions, bind-oyers or cautions?

et denaych neu a fu gennych unehyw quaglaniau, neu 8 duch chiwedi bod mewn
trafferth A Qyfraith neu wed derhyn. hybuddion’

Yes/Oes [0 NoNac oes [

11 Yes, please provide detail, including dates in a separate letter vith your appiication form.

A criminal record will not necessarily bar you from working for the Council. This will depend on
the nature of the job and the circumstances and background of your offences.

s oes rhowch fanylion, gan gynnys dyddiadau mevn llyiyr ar wahén gyda'ch fiurflen gais. Ni
#4dd cofnod troseddol o anghenraid yn eich atal thag gweithio Fr Cyngor. Bydd hyn yn dibynnu ar
natury swydd ac amgylchiadau a chefndir eich troseddau.
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Do you hold a full, valid & current driving licence?
Oes gennych drwydded yrru lawn, ddilys a chyfredol?

Yes/Oes [J No/Nac oes CJ

Do you currently have any employment other than your main job?

Ar hyn o bryd, oes gennych unrhyw gyflogaeth ar wahan i'ch prif swydd?

YesiOes [ NoiNac oes [ If Yes, please give details/Os oes, thowch fanyii

‘Are you a registered participant on any of the following projects?
‘Yelych. chin. avfranoawr cafresiredia ar unrhyw un o'r prosiectau caniynol?
New Deal/Fargen Newydd Yes/Oes [J NofNac oes [

South West Workways Gueithftyrad de Cymru Yes/Oes [ No/Nac oes [
Coastal Yes/Oes [0J No/Nac oes [J

Genesis Yes/Oes [0] No/Nac oes [

Declaration

1 declare that the information set out n this appiication form s true to the best of my knowledge. |
am also aviare that the canvassing of Councilrs and Offcers of the Coundilor, f appropriate
any of the goveming body or senior taff of a school ether directly or indirectly vl disqualiy me.
‘Where applicable, | consent to the Authority registering an interest in me with the Independent
Safequarding Authority (ISA).

-
‘Datganat fod yr vihodasih yn y furflen gais hon yn it hud eiihaf & ngwyhedaeth. Ruad hefud
ynymeadhodl v bydd canfasio Gunahonax a Sviidogion. ¥ CYnQaE neu, 0s 0 Rrgdal, unthyw
un 0 gort Iuodraehol neu wych staf ysaol yn i analymhiiso nall ain uniongyrchol nein

‘anunionayichol Lis bocn berthwnasol. vacn camatau s Avsuisiad aafoadi diddordeh voof audalx
Augurdod Diagelu Annikynnol (SA)
Your Privacy

Swansea Council i the data controller forthe personal information you provide here

We wil use the information we collect ffom this form, and from the supporting evidence you
provide, {o process your appiication for employment. Should you be successful in your
appiication, we vill aso use this information to fulfl certain legal obligations and administer any
service or benefl that we are responsible for as part of your employment gg Statisical
Information and Reporting.

We may check information provided by you, or other information about you provided by a third
party, against other information e hold. We may also contact tird paries to veriy the accuracy
of the information. For exampl, we may contact your previous employer with speciic questions
about your employment vith them. We wil only o this to prevent or detect fraud, as vie are
permitied to do by lau.

Data protection aw describes the legal basis for our processing of your data as one based on the.
pursut of our legilmate nterests. For further nformation about how Swansea Counci uses your
personal data, Including your fights as a dala subject, please See our comorale privacy
Statement at hiips /v Swiansea oov.UK/DIVACYNOtice on our website.
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Eich preifatrwydd
Cyngor Abertauwe yv heolr data ar gyfer y wybodaeth bersonol a roddich yma.

Byddun yn defnyddioT wybodaeth a gasghun oddi wrth y fiurflen hon, a dystolaeth ategol a
foddir gennych, 1 brosesu eich cais am gyflogaeth. Pe baech chin liwyddiannus yn eich cai
byddwn hefyd yn defnyddio™ wybodaeth hon i gyflawni thai rhvymedigaethau cyfreithiol a
gueinyddu unrhyv wasanaeth neu fudd rydym yn gyfifol amdanynt yn than o'ch cyflogaeth e.e.
Guybodaeth ac Adroddiadau Ystadegol,

Efalal y byddwn yn gwirior wybodaeth a roddvich, neu wybodaeth arall amdanoch a ddarpanyd
gan drydydd parl, 0 chymharu a gwybodaeth arall sydd gennym. Mae'n bosibl hefyd y byddwn
yn cysylitu 4 thrydydd partion i gadamhau bod y wybodaeth yn gywir. Er enghraifft, efaliai y
bydawn yn cysylitu &ch cyflogur blaenorol gyda chwestiynau penodol am eich cyfogaeth & nhv.
Dim ond i atal neu ganfod twyll y gumawn hyn, yn unol &7 ha sydd gennym o dan y gyraith.

Mae' gyfraith diogelu data yn disgrfor sail gylreithiol ar gyfer prosesu eich data yn un syn
seiliedig ar ddiyn ein buddiannau cyfreithion. | gael rhagor o wybodaeth am sut mae Cyngor
Abertawe yn defnyddio eich data personol, gan gynnwys eich hawiiau yn wrihrych y data,
darlenvich ein atganiad preifainiydd corfforaethol yn hitps /v swansea qov ukdprivacynofice
ar ein guefan.

[Signedligiod Daie AL

‘When complete, please return to the Service Centre Helpdesk, Room 323, Guildhall,
Swansea SA1 4PE.

Please note, that unless othenwise stated, the application form must be received by 5.00pm on
the specified closing date

Ifyou have not been contacted within 6 weeks after the closing date, then you can assume that
You have been unsuccessiul.

‘Av0l el chwilhay, dychwelwehy fudlen L Diesa Gymarih y Ganalian Gwasanagshay,
Ystafell. 323, Neuadd y Ddinas, Abertawe SAT 4PE.

‘Suluter, ni it yn wabanel. masn iaid derbuny uflen gals. e 5.00pm ary dyddiad cau.a

Os na chysylt & chi o fem. 6 yadhings ar oy duidiad cau. Galhysh QYA yn Ganialaol na fuach
0 Jyygdianus.
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——— From: Elinor Beynon <Elinor.Beynon@swansea.gov.uk>
Sent: 28 October 2021 1

To: Stephanie
subject: RESTRICTED - Natural Environment Volunteer Co-ordinator & Community Greenspace Officer JE Scores

Hi Steph,
Do you have the breakdown of the JE scores for the posts Natural Environment Volunteer Co-ordinator & Community Greenspace Officer that you can send to me please?
Many thanks,

Regards
Ellie Beynon

7 Ellie Beynon
(. Guethia - Swyddog Dadansoddeg, Recriutio a Newidiadau
& Workforce — ARC Officer

~

201792 636098
Cyngor ""C‘::: = Elinor Beynon@abertawe. gov.uk
Swenees ™! = Elinor Beynon@swansea gov.uk
Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin 4 gohebiaeth Gymraeg a Saesneg i'r un safonau ac amserlenni

We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standards and timescales.
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Sent: 28 October 2021 13:58
To: Workforce Data Support Team <Workforce.DatasupportTeam @swansea. gov.uk>
‘Subject: RESTRICTED - PL.69238 and PL.63239 - Community Greenspace Officer

Good afternoon,

Please find attached a position form for the posts PL.69238 and PL 69239 - Community Greenspace Officer.
Many thanks,

Regards
Ellie Beynon

7 Ellie Beynon
(/. Guethia Swyddog Dadansoddeg, Recriutio a Newidiadau
\g Workforce — ARC Officer

~

201792 636098

Cyngor ‘m = Elinor Beynon@abertawe gov uk
‘_/_""""" = Elinor Beynon@swansea gov.uk
Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin & gohebiaeth Gymraeg a Saesneg i'r un safonau ac amserlenni

We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standards and timescales.
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On Behalf Of Workforce Data Support Team
Sent: 29 October 2021 10:56

To: Elinor Beynon <Elinor.Beynon@swansea.gow.uk>
‘Subject: RE: RESTRICTED - PL.69238 and PL.69239 - Community Greenspace Officer

Hi Ellie,
Both position have been set up

Regards
Joanna

Joanna

(/’5 Gweithlu - Swyddog Dadansoddeg, Recriwtio a Newidiadau
\ ‘Workforce — ARC Officer
~

orens 201792 636098
yngor Abertawe @abertawe govuk
'_/_""‘"C"“"“' = @swansea govuk

Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin & gohebiaeth Gymraeg & Saesneg i un safonau ac amserlenni
We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standerds and timescales




image81.png
From: Elinor Beynon <Elinor Beynon@swansea.g¢
Sent: 29 October 2021 10:59

To: Recruit <recruit@golleyslater co uk>

Subject: RESTRICTED - PL 69237 - Natural Environment Volunteer Co-ordinator & PL 69238 and PL.69239 - Community Greenspace Officer

CAUTION: This email originated from outside your organization. Exercise caution when opening attachments or clicking links, especially from unknown senders
Good morning,

Please can the attached adverts be advertised on Environment Jobs, Countryside Jobs and CIEEM? Please can you send me the costings?
Many thanks,

Regards
Ellie Beynon

‘http:/www swansea govuk " style=position-absolute:margin-left-0:margin-top:362.95pt:width:85.05pt-height-100.05pt:z-index:251659264:visibility -visible:mso-wrap-style:square:mso-width-percent:0:mso-
height-percent:0;mso-wrap-distance-left:0;mso-wrap-distance-top:0;mso-wrap-distance-sight: 1 Tpt:mso-wrap-distance-bottom:0;mso-position- horizontal left:mso-position-horizontal-relative:text:mso-position-
vertical:absolute:mso-position-vertical-relative:line;mso-width-percent:0;mso-height-percent.0:mso-width-relative:page:mso-height telative:page’ o:allowoverlap="f" o:button="t"> Ellie Beynon

Gweithlu ~ Swyddog Dadansoddeg, Recriwdio a Newidiadaul
Workforce ~ ARC Officer

| 01792 636098
& Elinor Beynon@abertawe gov.uk
= Elinor Beynon@swansea gov.uk
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From: Elinor Beynon

‘Subject: RESTRICTED - PL§9237 - Natural Environment Volunteer Co-ordinator and PL69238 and PL.69239 - Community Greenspace Officer
Hi Deb,
I have had the costings through for the adverts PL 69237 - Natural Environment Volunteer Co-ordinator and PL.69238 and PL 69239 - Community Greenspace Officer.

They have said that Environment Job increased their costs for the package they quoted by £100, so they've now listed another option on the plan which is closer in cost to what was on
the quote previously. CIEEM have increased their costs by £25 which is also reflected in the costs

Please can you let me know if you approve the attached costings or if you want to change anything?
Many thanks,

Regards
Ellie Beynon

Ellie Beynon

(/. Gweithlu — Swyddog Dadansoddeg, Recriwdio a Newidiaday
& ‘Workforce — ARC Officer
~

ones 201792 636008
yngor Abertawe 5 Ejinor Beynon@abertawe.gov.uk
Swansea Council = Finor Beynon@swansea.gov. uk

s

Croesewir gohebiaeth yn y Gymraeg & byddwn yn ymdrin & gohebiaeth Gymraeg & Saesneg i un safonau ac emserlenni
We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standerds and timescales.
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To: @swansea.gov.uk>
‘Subject: RE: RESTRICTED - PL.69237 - Natural Environment Volunteer Co-ordinator and PL.69238 and PL.69239 - Community Greenspace Officer

Thanks Deb. You have a good weekend too @

Regards
Ellie Beynon

7 Ellie Beynon
(5. Guethia -~ Swyddog Dadansoddeg, Recriwtio a Newidiadau
\y Workforce — ARC Officer

~

201792 636098
CV"W"';"": = Elinor Beynon@abertawe gov uk
_/W'c— = Elinor Beynon@swansea gov.uk
Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin 4 gohebiaeth Gymraeg a Saesneg i'r un safonau ac amserlenni

We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standards and timescales.

From: @swansea.govuk>
Sent: 29 October 2021 17:38

To: Elinor Beynon <Elinor.Beynon@swansea.gov.uk>
‘Subject: RE: RESTRICTED - PL.69237 - Natural Environment Volunteer Co-ordinator and PL.69238 and PL.69239 - Community Greenspace Officer

Yes, | confirm . Thanks Ellie, Have a good weekend , Deb

Deborah
Team Leader/ Arweinydd Tim
Nature Conservation Team/ Tim Cadwraeth Natur

(01792) 635777
07967 138 016

@swansea.gov.uk
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PL69238 and PLE9239 - Co..
axe

PL69238 - Community Gree... .,
seke

v

From: Elinor Beynon
Sent: 01 November 2021 11:23

To: Adverts <Adverts@swansea gov.uk>

‘Subject: RESTRICTED - PL.69238 and PL.63239 - Community Greenspace Officer

Regards
Ellie Beynon

7 Ellie Beynon
(/. Guethia~ Swyddog Dadansoddeg, Recriwtio a Newidiadau
& Workforce — ARC Officer

~

201792 636098
Cyngor .:m = Elinor Beynon@abertawe gov uk
"'"'_/_ = Elinor Beynon@swansea gov.uk
Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin 4 gohebiaeth Gymraeg a Saesneg i'r un safonau ac amserlenni

We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standards and timescales.
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Service Centre - Workforce Team

\( > Cyngor Abertawe The Guidhal, Swansea, SA1 4P
S Swansea Council

~

v swansea.gov.uk

e askfor:

01792 636008
@swansea.gov.uk

Dear SiriMadam,

APPOINTMENT OF:
DEPARTMENT:

1 am pleased to confirn the provisional ofer of appointment to the above post which s subiect
tothe foloving.:

a) Satisfactory References - | will be requesting written references from the two people
named as referees on your applcaton form. . order to ensure a quick start cat,
plesse viould you make your rferees aware tha rod be sent o hem and ask
hom iy coud retum hem mmediatly.

b) Medical Clearance - Please complete the link for the Medical Health Questionnaire.

) Thatall employment gaps have been verified

d)  That your identity has been verified — please provide a copy of either your Driving
Ligenes or Passport

&) Satistactory work permit f applicable. I you orgiate from inside the EEA you uil
need 1o provide your arginal passport or Natonal (deniy Card. Ifyou orginate from
auside the EEA. you wil need o provide your original passport, biomelri residence
permitand your i cerfcae.

) Qualification certificates

g) An Enhanced Disclosure and Barring Service (DBS) Check.

You will need to complete your DBS application form online. A link to the DBS
application form will be sent to the e-mail address stated on your application form for
1his post You mus! comlele the DBS appiicalion wihin 7 days of recening Ins link.
Once you have compieled your appleaton form anin. you Wl be conlacted by &
member of the DBS team to verify your documents.

Please note that if any of these checks are not to the satisfaction of Swansea Council, then this
provisional offer of employment wil be withdrawn. However, If the checks prove fo be
satsfactory, this il be confirmed to you in wriing, together with your date of commencement.

In the meantime, | would inform you that the appointment will be on the terms and conditions of
Swansea Council as outined in the attached Schedule of your Main Temms and Conditions.

To recsivetis formation in sermativ fornt, orn W
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‘Your other terms and condtions will be covered by the NJC for Local Authorities' Conditions of
Service.

‘The Salary Grade for this post is “ENTER GRADE®* and you will be placed on Spinal Column
Point “ENTER SCP** when you commence dues.

Your monthly salary il be paid on the 25* of the month via BACS transfer to the account you
have provided on your new starter form. If the 25 fals on a weekend of a pubic holiday, it is
paidthe Friday before. Your salary is paid ffom fhe 1* of the month to he last day of the month.
if you commence employment after the 7 of the month, your salary will be paid fo you the
folloving month .. fyou start viork on the 9™ September, you will your salary (for the period
9" September ~ 31 October) on the 25" October

1 would be grateful i you could confirm your acceptance of this provisional offer of appointment
and retum the below named documents via e-mail to @swansea.gov.uk

One copy of the Schedule of the Main Terms and Conditions

One copy of the Job Description and Person Specifcation

New Starter Form ~ Employee

Copy of current PassportDiiving Licence.

Copy of qualfication certificates™Double check the JD for any post specific
qualifications — if there are none listed, delete this line™*

Please note that you vill automatically become a member of the Local Govemment Pensions
Scheme (LGPS) unless:-

@) your contract is for less than 3 months, or your contract is relieflcasual, in which
case you can elect to join. (If you elect to join the Scheme, this will become valid
when you commence empioyment). _If you vish o jain’please complete and
retum the Opting In Election form enclosed with this letter

N.B. If your contract continues after the 3 month period you will automatically
become a member but will not be able to backdate your contributions.

b) or you electto opt out in which case you will need to contact the Pension Section
for an Opt out form on (01792) 636655 or e-mail pensions@swansea qov.uk

1 hope this is clear._If not, or if you have any queries, please do not hesilate to contact myself
Via e-mal address above.

Extemal Appointment Letter V3
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In the meantime, may | take this opportunity of congratulating you on this appointment and to
Wish you every SUCCess n your future career.

Yours sincerely,

Workforce ARC Officer
Service Centre - Workforce

ENC.

Your Privacy

Swansea Councilis the data controller for the personalinformation you provide here.

We vil use the information we collect from this form, and from the supporting evidence
You provide, 10 process your application for employment. Should you be successful in
your appiication, we wil als0 use this information to fufl certain legal obiigations and
administer any service or beneft that we are responsible for as part of your employment
&g Statistical Information and Reporting. If your role is eligible for a Disclosure and
Barring check, al information contained vithin the online DBS systen vill be provided to
Payys County Council and stored and processed by Kent County Council

We may check information provided by you, or other information about you provided by
a third party, against other information we hold. We may also contact third paries to
verity the accuracy of the information. For example, we may contact your previous.
employer vith speciic questions about your employment with them. We wil only o this
to prevent or detect fraud, as we are permitied to o by law.

Data protection law describes the legal basis for our processing of your data as one
based on the pursuit of our legitimate interests. For further information about how
Swansea Counci uses your personal data, including your rights as a data subject,
please see our corporate. privacy statement at
https /v Swansea qov.ukiprivacynolice on our website.
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(/ C Ab: Service Centre - Workforce Team
() Sirgor Abertawe The Gudal Swanso, S 4PE
X} Swansea Coundil www swansea.gov.uk

~

Please ask for

Direct Line: 01792 636008
E-Mail @swansea.qov.uk
Our Ref:

Your Ref:

Date

Dear,

Reference for:

‘The above named has applied to Swansea Council or the position of
within this Authority and has named you as a referee.

1 should be very grateful if you would complete the attached Reference Form and retum
to @swansea.qou.uk at your earliest convenience, or by post 1o the Service Centre,
Worldorce Team, Room 153, The Guildhall, Swansea SAT 4PE.

Inthe meantime, may | thank you for your assistance and if you have any queries,
please do not hesitate to contact me on the above telephone number, or via the above
‘e-mal address.

Yours sincerely,

Workforce ARC Officer
Service Centre — Workforce Team

“To recsivetis informaton in ltrnativefornt, o in Welsh please corfactthe sbove.

Y AL " LRl o S R, ral ey Gymraes. Ul Al person kes
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ity end ountyof Swanses
Dnas 2 50 Abemae
EMPLOYEE SERVICES
NEW STARTER CHECKLIST
NB: this checkist is used for new employees. If an existing employes, itis ikely that many of these documents.
may not be required.

If employee has provided an email address al leters and documents should be emailed to the new employee.
Posting i to be don by exception

- only required for relevant service areas or specific posts e g Education, Social Workers etc

NAME:
PAY NUMBER:
POSTTITLE AND
NUMBER:
DEPARTMENT:
DOCUMENTATION DATE RETURNED (if greyed out
SENTIDONE | employee does not return
‘document)

Recruitment and Redeployment process - applies fo
all vacancies

1. Cut & Paste Vacancy from current listto filled lst —
‘completing sections first. (DO NOT DELETE)

2. Update Redeploymentiist

3. Cut & Paste the JD's from the live older to the old
Tolders.

4, Email Janet to remove JD from the intranet

List of Concern — “only applies o all Social Services and
Education posts

SIS for previous senvice - check i employes has previous
senvce with CCS

Previous Local Aulhorty Senice for he purpose of
continuous Service benefis etc. leave entilement

Verity Employmen Gaps

‘Appoiiment Letier

‘Schedule of Tems & Candiions x 2 - One for prospeciive
‘employee o retain, one 1o be returned to HR.

Job Description/Person Speciication X 2
Reference (1) _reference cannol be from a relaionfiiend
NB if already an employee only 1 inemal reference ma
Reference (2)

Upload to Eful form for DBS (HRA completes eyl form
and sends 1 relevant empioyee in ES. Helodesi Team,
make appointment wilh Contact Centre . Helpdesk then
sends ik to employee o complete form online,
‘empioyees attends Contact Cenre {0 provide.
documentation)
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Wiedical Health Questionnare (form retumed drect 0 Ogz.
Health, Qcg Health o inform HRA Team i clearclear wih
agjustments

TGPS (optim) * only send where ahag: postor for
contracts <3 months

Employee Record Form(SW1 compleled by empioyee)

Starter checkis (or P45)

Fealin & Safety Bookiel

Gustomer Service Bookiel

Gode of Practice Leafiet* Social Gare Workers oy

Birth Gertfcate.

Copy of Passport or 1D wilh photo

Work Permil i appiicable

Qualiicaion Cerlificates as per essental qualications in
Job Description

Employee Qualfications Form * socia senvice only

Wils, Deeds, Loans, Gifis and Confdentialty Policy Form ~
Social Service only

Care Gounci for Wales Regisiration Certiicate” Social
workers and Social Care managers

‘Appoiniment Letier confim start dafe

Front page of Contract

SW1 Form to Employes Senices — Payroll

Flexi card request o ES Helpdesk (f applicable)

Creale il Fillif anolicable)





image92.png
Sent: 03 November 2022 14:59
To: @swansea.gov.uk>
‘Subject: RE: RESTRICTED - PL.69237 - Natural Environment Volunteer Co-ordinator and PL.69238 and PL.69239 - Community Greenspace Officer

Hi Deb,
Here are the links to the adverts:

https //www swansea gov.uk/article/12787/Natural-Environment-Volunteer-Co-ordinator

Many thanks,

Regards
Ellie Beynon

Ellie Beynon

(/’5 Gweithlu — Swyddog Dadansoddeg, Recriwtio a Newidiadau
\ ‘Workforce — ARC Officer
~

201792 636098

Cyngor "'g:m = Elinor Beynon@abertawe gov uk

SwanseaZone! = Elinor Beynon@swansea gov uk

Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin & gohebiaeth Gymraeg & Saesneg i un safonau ac amserlenni
We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standerds and timescales.
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From: Elinor Beynon

Sent: 05 November 2021 16:26

To: Deborzh @swansea.gov.uk>
‘Subject: RE: RESTRICTED - Costings

Hi Deb,

I've had an email saying they forgot to send the links before

Posted on 3 Feb:

They also sent the amended cost sheet with the amount that will be invoiced later. Please see attached.
Many thanks,

Regards
Ellie Beynon

(¢ Ellie Beynon
/5 Gueithiu - Swyddog Dadansoddeg, Recriwtio a Newidiadau
\y Workforce — ARC Officer

~,

. 201792 636098
yngor Abertawe — Flinor Beynon@abertawe gov uk
'_/_""""C""‘”' = Elinor Beynon@swansea gov.uk

Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin & gohebiaeth Gymraeg & Saesneg i un safonau ac amserlenni
We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standerds and timescales.
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rrom: tlinor BeEynon
Sent: 12 May 2022 14:33

To: @southwark.gov.uk

‘Subject: FW: RESTRICTED - Reference Request -J Luke Evans

Good afternoon,

Please see my email below. Please can you complete the reference form for John
Many thanks,

Regards
Ellie Beynon

(/ Ellie Beynon
/5 Gueithiu - Swyddog Dadansoddeg, Recriwtio a Newidiadau
Workforce — ARC Officer

201792 636098

Cv"@""‘c'""l = Elinor Beynon@abertawe gov.uk

SwanseaZone! = ElinorBeynon@swansea gov uk

and send back to me as soon as possible?

Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin & gohebiaeth Gymraeg & Saesneg i un safonau ac amserlenni
We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standerds and timescales.
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To:
‘Subject: RESTRICTED - Confirmation of Start Date.

Hi John,

Please find attached your confirmation of start date and amended contract for you to sign and send back to me. The temporary end date now states the 30™ June 2023 instead of the
315t March 2023,

Many thanks,

Regards
Ellie Beynon

7 Ellie Beynon
(/. Guethia - Swyddog Dadansoddeg, Recriutio a Newidiadau
& Workforce — ARC Officer

~

omars 201792 636098
yngor Abertawe - Fjinor Beynon@abertawe gov.uk
'_/_"" =ea Councl = Elinor Beynon@swansea gov uk

Croesewir gohebiaeth yn y Gymraeg & byddwn yn ymdrin & gohebiaeth Gymraeg & Saesneg i un safonau ac emserlenni
We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standerds and timescales.
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Regards
Ellie Beynon

Ellie Beynon

(/’5 Gweithlu — Swyddog Dadansoddeg, Recriwtio a Newidiadau
\ ‘Workforce — ARC Officer
~

omors 201792 636098
yngor Abertawe - Ejinor Beynon@abertawe gov.uk
'_/_"“‘“'C"“"“' = Elinor Beynon@swansea.gov.uk

Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin & gohebiaeth Gymraeg & Saesneg i un safonau ac amserlenni
We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standerds and timescales.

Sent: 12 May 2022 11:27

To: Payroll.SWs <Payroll SWs@swansea.gov.uk>; Pensions <pensions@swansea.gov.uk>
‘Subject: RESTRICTED - John Hitchens - 884032 - SW1 - Place

Regards
Ellie Beynon

Ellie Beynon

(/,, Gweithiu — Swyddog Dadansoddeg, Recriwtio a Newidiadau
A Workforce — ARC Officer
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From: @swansea.gov.uk>

Sent: 03 November| 2022 15:48

To: Elinor Beynon <Elinor.Beynon@swansea.gov.uk>

Subject: RE: RESTRICTED - PL 69237 - Natural Environment Volunteer Co-ordinator and PL.69238 and PL.69239 - Community Greenspace Officer

Thank you !

Deborah
Team Leader/ Arweinydd Tim
Nature Conservation Team/ Tim Cadwraeth Natur

(01792) 635777
07967 138 016
swansea.gov.uk

hitp://www.swansea gov.ukiindex cfm?articleid=12102
Nature Conservation Team: dedicated to protecting, enhancing, and raising awareness of biodiversity and the natural environment.

Tim Cadwraeth Natur: yn diogelu, gwella a codi ymwybyddiaeth o fioamrywiaeth a'r amgylchedd naturiol

From: Elinor Beynon <Elinor.Beynon@swansea.gov.uk>

Sent: 03 November 2021 15:47

To: @swansea govuk>

Subject: RE: RESTRICTED - PL.69237 - Natural Environment Volunteer Co-ordinator and PL.69238 and PL.69239 - Community Greenspace Officer

https //iwww swansea gov. uk/article/12787/Natural-Environment-Volunteer-Co-ordinator-closing-date-230222

hitps://www.swansea gov.uk/article/12789/Community-Greenspace-Officer-x-2-closing-date-230222

Regards
Ellie Beynon
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From: Bswansea.gov.uk>

Sent: 12 April 2022 12:21

To: Elinor Beynon <Elinor.Beynon@swansea. gov.uk>

‘Subject: RE: RESTRICTED - RE: Successful candidate form submitted for PL69238 (successful candidate: John Hitchens)

That's great , thank you Ellie

From: Elinor Beynon <Elinor.Beynon@swansea. gov.uk>

Sent: 12 April 2022 12:07

To: swansea.govuk>

o @swansea.govuk>

‘Subject: RESTRICTED - RE: Successful candidate form submitted for PL69238 (successful candidate: John Hitchens)

Hi Paul,

I have now sent John his new starter pack for the post PL.69238 - Community Greenspace Officer. | will let you know when all new starter checks are back so a start date can be
agreed

Many thanks,

Regards
Ellie Beynon

7 Ellie Beynon
(. Guethia -~ Swyddog Dadansoddeg, Recriwtio a Newidiadau
\y Workforce — ARC Officer

~

201792 636098

Cyngor Abertawe
g %riawe =2 Elinor Beynon@abertawe gov. uk

Swenses 2222 = Elinor Beynon@swansea gov uk
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Staff home External council site

Coronavirus (Covid-19) \ Self serve \ Departments Staff information Meetings + buildings \

Training \ More...

You are here: Staff home > Self serve > Managers' toolkit > Workforce planning

Staff home

Self serve

Managers' toolkit

Manager self-service on Oracle

Management of attendance and
absence

Manager appraisal guide
Leaver checklist / exit
Manager training

Financial information for
managers

Health and safety for managers

Recruitment manager guide

Q Workforce planning

Guidance and templates to help managers undertake workforce planning and succession planning

for their team/service/directorate.

Workforce planning helps to estimate future workforce requirements and calculate the numbers, nature and
sources of potential employees who might meet that demand.

« ] workforce planning - service review template 2021-2024 (Word, 101KB) t?
] skills development pathway framework (Word, 908KB) t7

] workforce planning - a manager's guide (Word, 471KB) &7

] workforce planning - manager's checklists (Word, 235KB) 7

) Syccession planning toolkit (Word, 50KB) &7

Downloads

D Role profiles [8MB] &
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DIRECTORATE
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SERVICE
WORKFORCE PLANNING LEAD

DATE

VERSION
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Introduction / Guidance Note

The fllowing templte s designad for Heads of Servios and thirsenlor managers f identfy theircurrent snd fulure workforoe needs using
the current workforce data svailsbl I a13.{a inform Senvics Flanring and comply with the Councifs Worklorcs Planring procedures.

‘Gompleting this template wil assis the servios in meeing obligations under the Wall-Being snd Fufure Genarstions Act 2015, and sisa o

Relp the Counci to plan for the future i & consistent and pragmatic way.

“The template sims to assistyou i gathering th sppropriste data and make Sducated assumptions regring the workforoe recuiraments for
the servoe over the short medliym and longr term through undertaking assessments based on the following informston:

+ Compositon: Gurrent werkforo profie n curent snd future strategi context
« Copacty: Assessment of resources requied fo dliver current and fure service
 Capabilty: Assessment of devalopment and susoession planning requiraments fa mat future nesds

« Implementation: Workforce Plan and Suscassion Plan fr the next 3.5 years (shortterm Tactiosl, madium term operstionsl snd lann.
torm Ststegio lans)

Kay questions throughout s templats willelp gt you thinking sbout ihe sctvites requird fo complete your plans. You may sso wish fo

referto the Workforce Flanning on & Page Guidance to help you plan. and then plt these sciivies sccording to fimescls on he charts

included here (zsge 7).

You may fnd it elpfl to consider the oles and responsibiltes in the Sanice, HREOD, Finance specialss {0 get & group fogether to werk on

tis 52 s ollsbortion. You can also sccess templates and quidance on sifioet by lcking on the following link

bitphvuns: swanses. qou uklstafinthvoridorceplanning.

Pizase do not hesitate o contact your FrincipalHR Offcer, HR Businsss Pariner, or the HR Workforoe Planning Specisic for assistance.

‘Contactthe workforos planning spsalist on Teams o by email Inds phillps @enanses g0k

September 2021
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Servics Workfores Planning Team

Workforse Planning Responsibites

Responsible Offser

Contact astails

E==3

P Lesd or e servios

Financal WFF Lead forthe samiee

Tiorforoe Development Lesd for e

TIFF Speaaet Advzar (Corparats]

FIREOD Specalst Agvsor (Corporets]

eom Wonsger T Saston

eom Wonsger T Saston

eom Wonsger T Saston
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1. Composition: Understanding current resources and gzps
To setthe soens fo th service, cansider th falowing:

What strategies will sause most impact on s

« Assess the opersting environment fr the servios (SWOT)

‘gapsisurpluses going forward?

« Assess the extemal factors that afect curant and uture defvery (POLITICAL, ECONOMIG, SOCIETAL, TEGHNOLOGICAL,

LEGISLATIVE, ENVIRONMENTAL | ECOLGICAL)
. wmat

strategio sssessment.

= e complexies, uncertsintes snd anxities that msy sfiect the future senvice (Volate, Uncertsin, Complex, Ambiguous

STRENGTHS

WEAKNESSES

OPPORTUNITIES

THREATS

FESTLE —Fey consigerations

VUG foows on 7ok8)

Plaase sriculsta the informstion sbave and how it sfecs th following

'+ CORPORATE PLAN / PRIORITIES DIRECTLY RELATED TO THE SERVICE

« SERVICE STRATEGIC DIRECTION

 CORPORATE CULTURE AND TRANSFORMATION PROGRAMME
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Current Workforce Status

10

20

Composition

Hiske a0 asssssmentof your workorcs n he following sreas:

‘Age Profs (pay attenion specifially to those employaes in & positin to cansider refementisaryretrmant, including & review of
those ourently in rtos! roles (whih roes are they?):dentiy Suocession Flanring scivies required where necesssry)

Under 305 Age profis (z00m in snd outon key age groups inyour servios - here you may need to consider whether s racrument
strategy i requira to encourag youngsr Staff o jin the service, what could that ook i)

(GradGendar Profs (zo0m in on this ares. espscially at senor evel 50 that you can 18ks,20 ASS6S50160R o gender pay gep issues
ifrequires)

Which posts are Cris! Risks? (hnsa posts that have unique skils or ara operstioally s o senvice delvery - succession

 What changes to corporat priores will Impac the il of fhe curent senvice o deliver? (ncrease/Desresse n demand for

Capacity
Make and sssessment o the resources requird to mest currentsnd fuure servi delivery nseds:

+ What ace the full e o part ime raios compared o the whole organisation” Anslyse wrkloros patters to understand whare there
re opportunitiesforfexibitty (snd where there are no).

+ Review the Senica T

ining snd Development Pians s

2y in

(358 - ht ha been schisvac? Vimst ar the remaining gaps that
need to bs considarac? Updates(amencments(actons flsgas.

 Which posts need to be deleted andlorreconfigured to meet fture nasds?
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20

e there sny frends cevelaping sround recrutment i your senoe? (e hard t il posts geting harder or essir comparedto
previous years, quality of candidates not whst you expect?)

e there any frends cevelaping in your Leavers? (5. are some areas experiencing high levls of esvers? Compare withlastyear's
information and comment # nscessary).

What nformaton are you getting rom your eavers? Do you nasd to take sctin to improve any areas oftha senice — 2. rsinng
requests s not met? (Are you reviewing your Exit nterviews?)

A there sny other paterns that nesd to be adcrassed? (e.0. sre new starters voluntri lesving before the end of the probstion
period? Are skiled professionals resigring unexpectedly? Where sre they going? Wht s he compator ogarisation offeing thet we
donotn)

ire new posts (and adtional FTE) required to meet future service demands? (nclude any fxed fam cantractstemparary postsine
ontingensyireef amsngements in your len, aven i unsure i they will go shed)

Wht are you deing fo ensure recrutment pracios i rasching sl sreas of the communty. wheraver possibe?

‘Capability Assessment (Development requirements and Succession Planning)

Wht changes are you expecting for years 1-2, -3 years, and where you oan make good assumptions. 3-8 years? Cansider the
following and plot o fimescales for the plan

Are there potential retremans that may impact poss /job redesign  raplacements requirements (nex 12 months 2 yesrs. snd 310 5
years with el rsks assessed for these potental eavers)?

Are there potential reremans in the 52-54 sge group you sra sware of when post-hokders esch 55 n he nect hres years? Check
lengih of service s this mey b sn ndioatr for el lesvers (those coming up to 55 with igher levels of senvice may be hinking of
leaving eariy)

D you have an sppxeniioss programme? Have you reviewed how sueosssfu s in the past 12 manths? Do you nsed to change i”
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a1

22

What carear development opportunities 4o you have in your service? Thers may be post-holders who may be looking fo carear
scvanoement intemall or extamaly) tht could ssusa s crics! gsp - wh can you do fo support them snd get commitment o sty
longer o get the maximum performance before they eave?

ve there posts where an unplanned lesver vl causs & orifical skl gap (business oics contingencies?)

What future siils need to be developed forthe servioe to msinsin producivy in future? E-q. IT skls. Would he servios beneft fom
= formal Succession Plan o ensure future worklorce mee's requirements, snd & clesr Workoros Development and Training Plan to
monitor progress?

Identity key positions
A posiion s sonsderes e b key or business i

i provides s key confrbuton to achieving the organisation's corporate riies

 performs & cral task that wouldstop or inder vitalfunctions fom being parformad iflf vacsnt
+ trequires speciaied o uniaue expertise ! skilssets that s dificult o replace.

 tisthe only ane ofs kind n & pariular locstion and it would be cffcutfor simiar postion in another osstion to cary outslLot
s functons

s inthe same job lassifcation or occupatonsl group whera there is & ik of knowledga sin due to ratrements ofhigh turmover
Conduct Position analysis

‘Once key posts have been idanifed and sgreed, the next step s to idanty ihe spasifc skilssets that willbe needd by esch positon
hroughthe identfcatin ofthe quslifcations, skls snd competencies requied for the pos (refer o the roe profilsfo guidance)
These wil serve 85 the ramework for defermining exising banch strength avaiable within the organisstion.

The answers t the following quastions will elp make the decisions required:
Wy isthe positin key/business oritcal”

« What re the intemsliextersl factrs afecting this posiion
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« How il re positon be used i fuure?

 Wnat qualfcatons, sils and compstencies e required?

+ Wnatis the current bench strength n the team | scross the organisation? La_ i the position a ‘one-off or are there s few of the.
seme I similar positons 5o hst the skills ara rasdily avaiable when nesded?

 What are the gaps (quskfistions, skllsor compaencies MISSING inthe current svailble workfores)

Wt stategies wil bs used to sddress the gaps? (spmentiseships, radustes, career developmen pian?)

The Suscession Plan
‘Consider the srategies you ne o overcome the gaps and include an outine for imsscsles, dates responsible offcers and required
resources. You may wish fo confer with seniorcolleagues scross the Dirstorata | Organisstion to consider opporiunites to pocl
esouroes or undartske jaint sucssssion planning where ths skils, compatencies and qulficstions may overap with aher servioes,

You may wish to consider mora generc future skils requiremens such a5 new IT ki, Igadsrsbia snd mansgement i, or
ommarcil kil that may be & focus fo your Sugosssion Plan: cansult your curent ol and th role profles whers these posts are
Sllocsted to ansure that iy mest senvice requiremens.

‘Some posis may ned o changa. therfore you should consider whether Job Evsluston should be underisken

Don'tforget that the HREOD team il siso provida sdvice snd guidano {0 support you withdecsions regersing development snd

sucosssion planing scivites.
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4 implementation - The Plan

2) Short term Workforce Plan for Years 1.2

Include toctical short erm actvites thatwil sohieve chinges to workforos needed quickly (work ptterns, infernsl Isrming snd development
programmes etc.)

Fesponsible Offcer vy [Task Tmessale

bl Medium term Workforce Plan for Years 2.

Includ immesists mansgerislsnd tactics actvties to ensure workiorcs sustainabity for the service for the next 2 financil years,
reductions, reskiling, new ways of working and sssociated resource plans skls raquired. Succession Planning outcomes expected

Fesponsible Offser Asiiviy [Task Timesoae
e).Long erm Workforce Plan Years 3:5 and beyond

Include plans for Sucoession Planring forlnger tarm — 3 t 5 years rom now. potential egisiative changes, potental rtiramens, graduste
ecruitment,potential Spprentcashins lc. that may be vaisble

Fesponsible Offser Asiiviy [Task Timesoae

6. Monitor and Review

Don't forget o famise workforos planning periodicslly st Senor Managament meetngs f reviw progress and make sny changes nacassar.
Thi is s e’ and feratve process, not  one-of task.
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Grade

CQFW Level 7/8

NVQ Management Level 7

Post Graduate Degree/Qualification

Fellow/Lead Member of Professional Body

CQFW Level 5

Honours Degree 

Professional Qualification (Cert/Dip)

Associate Membership Professional Body

CQFW Level 3

A Level / AS Level / Welsh Baccalaureate Advanced

Vocational Qualifications

ECDL 2

Role  Profile 

Skills and Development Pathway

Organisational Support Family 

CQFW Level 4

Vocational Qualifications 

Higher Education Certificate / Foundation Degree

Part Qualified Technical Specialist

HND – ECDL 2 

CQFW Level 6

NVQ Management Level 5

Post Graduate Degree/Qualification

Chartered Member of Professional Body

QUALIFICATION LEVEL*

CQFW Level 2

Vocational Qualifications 

Essential Skills 

Welsh Baccalaureate

ECDL

*Some posts will require professional registration, and specific qualifications will be mandatory for some posts.

50S-70S 10+

45S/50A

40-45

20

10

9

7-8

4

3

25-30 5-6
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Grade
CQFW Level 7/8
NVQ Management Level 7
Post Graduate Degree/Qualification
Fellow/Lead Member of Professional Body
CQFW Level 5
Honours Degree 
Professional Qualification (Cert/Dip)
Associate Membership Professional Body
CQFW Level 3
A Level / AS Level / Welsh Baccalaureate Advanced
Vocational Qualifications
ECDL 2
Role  Profile
Skills and Development Pathway
Organisational Support Family
CQFW Level 4
Vocational Qualifications 
Higher Education Certificate / Foundation Degree
Part Qualified Technical Specialist
HND – ECDL 2





CQFW Level 6
NVQ Management Level 5
Post Graduate Degree/Qualification
Chartered Member of Professional Body
QUALIFICATION LEVEL*
CQFW Level 2
Vocational Qualifications 
Essential Skills 
Welsh Baccalaureate
ECDL
*Some posts will require professional registration, and specific qualifications will be mandatory for some posts.
50S-70S
10+
45S/50A
40-45
20
10
9
7-8
4
3
25-30
5-6
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Grade Role Profile 

Skills and Development Pathway 

Administration and Business Support Family 

CQFW Level 5

NVQ Management Level 3-5

Foundation Degree

Vocational Qualifications

HND

CQFW Level 3

Vocational Qualifications 

ECDL 2

Welsh Baccalaureate Advanced

CQFW Level 2

Vocational Qualifications 

Essential Skills 

Welsh Baccalaureate

ECDL

CQFW Level 4/5

NVQ Management Level 3

Vocational Qualifications

Certificate of Higher Education

HNC / HND

CQFW Level 1 

Entry Level 1/2/3 – Essential Skills

Vocational Skills

Welsh Baccalaureate Foundation

CQFW Level 4

NVQ Management Level 3 

Vocational Qualifications

Certificate of Higher Education 

GO TO OS FAMILY

QUALIFICATION LEVEL*

50S 8

50

40

25-30

10-20

7

6

3-4

Up to 3

30-35 5
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Grade
Role Profile
Skills and Development Pathway 
Administration and Business Support Family
CQFW Level 5
NVQ Management Level 3-5
Foundation Degree
Vocational Qualifications
HND
CQFW Level 3
Vocational Qualifications 
ECDL 2
Welsh Baccalaureate Advanced
CQFW Level 2
Vocational Qualifications 
Essential Skills 
Welsh Baccalaureate
ECDL
CQFW Level 4/5
NVQ Management Level 3
Vocational Qualifications
Certificate of Higher Education
HNC / HND
CQFW Level 1 
Entry Level 1/2/3 – Essential Skills
Vocational Skills
Welsh Baccalaureate Foundation
CQFW Level 4
NVQ Management Level 3 
Vocational Qualifications
Certificate of Higher Education
GO TO OS FAMILY
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50S
8
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40
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7
6
3-4
Up to 3
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5
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Grade

CQFW Level 7 

NVQ Management Level 7

Degree & Post Graduate degree

Chartered Membership of Professional Body

CQFW Level 6

NVQ Level 5 Management 

Degree and Post Graduate professional cert/dip

CQFW Level 4/5    

NVQ Level 3 Management 

Vocational Degree – Higher Education Certificate

Professional Practice Certificate

CQFW Level 3 

Vocational Qualifications

A Levels / Welsh Baccalaureate Advanced

Professional or technical certificate

Skills and Development Pathway  

Regulatory and Technical family 

Role Profile

CQFW Level 7 

NVQ Management Level 5+

Degree and Post Graduate Professional Discipline

Chartered Membership of Professional Body

*Some posts will require professional registration, and specific qualifications will be mandatory for some posts.

QUALIFICATION LEVEL*

CQFW Level 1-2

Vocational Qualifications 

Entry Level 1,2,3 - Essential Skills 

Welsh Baccalaureate 

ECDL

60-70 10

55-60

40-50

25-30

10-20

9

7-8

4-5

3

70-75 11-12

30-40 6

CQFW Level 3/4    

Vocational Qualifications 

Professional / Technical Practice Certificate

HNC/HND – Higher Education Certificate
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Grade
CQFW Level 7 
NVQ Management Level 7
Degree & Post Graduate degree
Chartered Membership of Professional Body
CQFW Level 6
NVQ Level 5 Management 
Degree and Post Graduate professional cert/dip
CQFW Level 4/5    
NVQ Level 3 Management 
Vocational Degree – Higher Education Certificate
Professional Practice Certificate
CQFW Level 3 
Vocational Qualifications
A Levels / Welsh Baccalaureate Advanced
Professional or technical certificate
Skills and Development Pathway  
Regulatory and Technical family
Role Profile
CQFW Level 7 
NVQ Management Level 5+
Degree and Post Graduate Professional Discipline
Chartered Membership of Professional Body


*Some posts will require professional registration, and specific qualifications will be mandatory for some posts.
QUALIFICATION LEVEL*
CQFW Level 1-2
Vocational Qualifications 
Entry Level 1,2,3 - Essential Skills 
Welsh Baccalaureate 
ECDL
60-70
10
55-60
40-50
25-30
10-20
9
7-8
4-5
3
70-75
11-12

30-40
6
CQFW Level 3/4    
Vocational Qualifications 
Professional / Technical Practice Certificate
HNC/HND – Higher Education Certificate
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Grade

CQFW Level 7

NVQ Management Level 5/7

Degree / Post Graduate degree

Membership of Professional Body

CQFW Level 5

NVQ Management Level 3+

Vocational Qualification (Full)

Degree / Qualified Professional Technical Specialist

CQFW Level 4/5

NVQ Level 3 in Management

Vocational Qualifications (Part/Full)

HND / Higher Education Certificate

Skills and Development Pathway 

Operational family [including Drivers]

Role profile

CQFW Level 1/2 

Vocational Qualifications 

Welsh Baccalaureate

Full Drivers License / HGV+

Relevant technical certification 

CQFW Level 6 

NVQ Management Level 5

Degree / Post Graduate Cert/Dip

Membership of Professional Body

CQFW Level 3   

Vocational Qualifications

Professional qualification/technical certificates

A Levels / Welsh Baccalaureate Advanced

QUALIFICATION LEVEL*

CQFW Level 1 

Entry Level 1/2/3 – Essential Skills

Vocational Skills 

Welsh Baccalaureate Foundation

Full Drivers Licence

60-70 9-10

55-60

40-50

30-40

25-30

10-20

7-8

6

4-5

4

3

*Some posts will require professional registration, and specific qualifications will be mandatory for some posts.

75-80 11-12
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Grade
CQFW Level 7
NVQ Management Level 5/7
Degree / Post Graduate degree
Membership of Professional Body
CQFW Level 5
NVQ Management Level 3+
Vocational Qualification (Full)
Degree / Qualified Professional Technical Specialist
CQFW Level 4/5
NVQ Level 3 in Management
Vocational Qualifications (Part/Full)
HND / Higher Education Certificate
Skills and Development Pathway 
Operational family [including Drivers]
Role profile
CQFW Level 1/2 
Vocational Qualifications 
Welsh Baccalaureate
Full Drivers License / HGV+
Relevant technical certification
CQFW Level 6 
NVQ Management Level 5
Degree / Post Graduate Cert/Dip
Membership of Professional Body
CQFW Level 3   
Vocational Qualifications
Professional qualification/technical certificates
A Levels / Welsh Baccalaureate Advanced




QUALIFICATION LEVEL*
CQFW Level 1 
Entry Level 1/2/3 – Essential Skills
Vocational Skills 
Welsh Baccalaureate Foundation
Full Drivers Licence
60-70
9-10
55-60
40-50
30-40
25-30
10-20
7-8
6
4-5
4
3
*Some posts will require professional registration, and specific qualifications will be mandatory for some posts.
75-80
11-12
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Grade

CQFW Level 7

NVQ Management Level 7

Post Graduate degree /professional certification

CQFW Level 4-5

NVQ Management Level 3+ / NVQ 4

HNC/HND or equivalent

Vocational / Foundation Degree

CQFW Level 3-4

NVQ Level 3 in Management

Full HLTA Qualification 

Vocational Qualifications

CQFW Level 3

Vocational Qualifications

Welsh Baccalaureate Advanced

CQFW Level 3

Vocational Qualifications

Certification Higher Education

A Level / WB Advanced

Skills and Development Pathway  

Learning and Development family [including Teaching Assistants]

Role Level

CQFW Level 5-7 

NVQ Management Level 5

BSc/BA in Appropriate degree

Post Graduate Certificate in Professional Discipline / PGCE

GO TO OS FAMILY

QUALIFICATION LEVEL*

CQFW Level 1 - 2

Vocational Qualifications 

Entry Level 1,2,3 - Essential Skills 

Welsh Baccalaureate Foundation to Advanced

70S 11

50-60S

40S-50A

TA40/

LD40A

TA30/35

LD35

TA20/

LD30

8-9

7

6

5

4

TA10/

LD10-20

3

*Some posts will require professional registration, and specific qualifications will be mandatory for some posts.


Microsoft_Visio_Drawing4.vsdx
Grade
CQFW Level 7
NVQ Management Level 7
Post Graduate degree /professional certification
CQFW Level 4-5
NVQ Management Level 3+ / NVQ 4
HNC/HND or equivalent
Vocational / Foundation Degree
CQFW Level 3-4
NVQ Level 3 in Management
Full HLTA Qualification 
Vocational Qualifications
CQFW Level 3
Vocational Qualifications
Welsh Baccalaureate Advanced
CQFW Level 3
Vocational Qualifications
Certification Higher Education
A Level / WB Advanced
Skills and Development Pathway  
Learning and Development family [including Teaching Assistants]
Role Level
CQFW Level 5-7 
NVQ Management Level 5
BSc/BA in Appropriate degree
Post Graduate Certificate in Professional Discipline / PGCE






GO TO OS FAMILY
QUALIFICATION LEVEL*
CQFW Level 1 - 2
Vocational Qualifications 
Entry Level 1,2,3 - Essential Skills 
Welsh Baccalaureate Foundation to Advanced
70S
11
50-60S
40S-50A
TA40/LD40A
TA30/35
LD35
TA20/LD30
8-9
7
6
5
4
TA10/LD10-20
3
*Some posts will require professional registration, and specific qualifications will be mandatory for some posts.
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Grade

CQFW Level 7

NVQ Management Level 5

Professional degree

Post Graduate degree/certificate

CQFW Level 4/5

NVQ Management Level 3-5

Vocational Qualifications / HNC / HND

Foundation Degree

CQFW Level 3/4

NVQ Level 3 in Management

Vocational Qualifications

Higher Education Certificate / Diploma

CQFW Level 3

Vocational Qualifications

NVQ Level 2-3 Customer Service or Customer Care

A Level / Welsh Baccalaureate Advanced

Skills and Development Pathway 

Customer and Community Engagement family

Role Level

CQFW Level 6

NVQ Management Level 3/5

BSc/BA in Appropriate degree

Vocational Qualifications

GO TO OS FAMILY

QUALIFICATION LEVEL*

CQFW Level 1/ 2

Vocational Qualifications - NVQ Level 2 

Entry Level 1,2, 3 and Essential Skills 

Welsh Baccalaureate Foundation to Advanced

60-70S

50-70

45-60

30-40

20-30

10-20

9-10

8

5-6

4

3

7

*Some posts will require professional registration, and specific qualifications will be mandatory for some posts.
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Grade
CQFW Level 7
NVQ Management Level 5
Professional degree
Post Graduate degree/certificate
CQFW Level 4/5
NVQ Management Level 3-5
Vocational Qualifications / HNC / HND
Foundation Degree
CQFW Level 3/4
NVQ Level 3 in Management
Vocational Qualifications
Higher Education Certificate / Diploma
CQFW Level 3
Vocational Qualifications
NVQ Level 2-3 Customer Service or Customer Care
A Level / Welsh Baccalaureate Advanced
Skills and Development Pathway 
Customer and Community Engagement family
Role Level
CQFW Level 6
NVQ Management Level 3/5
BSc/BA in Appropriate degree
Vocational Qualifications
GO TO OS FAMILY





QUALIFICATION LEVEL*
CQFW Level 1/ 2
Vocational Qualifications - NVQ Level 2 
Entry Level 1,2, 3 and Essential Skills 
Welsh Baccalaureate Foundation to Advanced
60-70S
50-70
45-60
30-40
20-30
10-20
9-10
8
5-6
4
3
7
*Some posts will require professional registration, and specific qualifications will be mandatory for some posts.
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70-80

Grade QUALIFICATION LEVEL*

CQFW Level 7/8

NVQ Management Level 7

Post Graduate degree

Membership of Professional Body

CQFW Level 5/6 

NVQ Management Level 5

Vocational qualifications

Honours Degree 

Professional Practice Certificate

CQFW Level 4/5

NVQ Level 3-5 in Management

Vocational or Foundation Degree

Certificate of Higher Education  

Vocational Qualifications 

Skills and Development Pathway  

Social Care and Welfare family 

Role Profile

11-12

CQFW Level 6/7 

NVQ Management Level 5/7

Degree and Post Graduate Certificate 

CQFW Level 3 

NVQ Level 3 in Management

Vocational Skills – up to NVQ Level 3 

A Levels / Welsh Baccalaureate / WB Advanced 

*Some posts will require professional registration, and specific qualifications will be mandatory for some posts.

CQFW Level 1-2

Vocational Qualifications - NVQ Level 1-2 

Essential Skills – Vocational Skills

Welsh Baccalaureate / WB Foundation

65-70

45-60

30-40

20-30

10-20

9-10

7-8

5-7

4-5

3-4
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70-80
Grade
QUALIFICATION LEVEL*
CQFW Level 7/8
NVQ Management Level 7
Post Graduate degree
Membership of Professional Body
CQFW Level 5/6 
NVQ Management Level 5
Vocational qualifications
Honours Degree 
Professional Practice Certificate
CQFW Level 4/5
NVQ Level 3-5 in Management
Vocational or Foundation Degree
Certificate of Higher Education  
Vocational Qualifications
Skills and Development Pathway  
Social Care and Welfare family
Role Profile
11-12
CQFW Level 6/7 
NVQ Management Level 5/7
Degree and Post Graduate Certificate
CQFW Level 3 
NVQ Level 3 in Management
Vocational Skills – up to NVQ Level 3 
A Levels / Welsh Baccalaureate / WB Advanced





*Some posts will require professional registration, and specific qualifications will be mandatory for some posts.
CQFW Level 1-2
Vocational Qualifications - NVQ Level 1-2 
Essential Skills – Vocational Skills
Welsh Baccalaureate / WB Foundation
65-70
45-60
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7-8
5-7
4-5
3-4
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Staff home External council site

Coronavirus (Covid-19) \ Self serve \ Departments Staff information Meetings + buildings \

Training \ More...

Staff home

Self serve

Appraisals and performance
management

Manager appraisal guide
Employee appraisal guide
Qualifications

Employee performance
management policy

M Manager appraisal guide

Online appraisals are now available and guidance can be found here, along with paper forms for
managers who do not have access to Oracle.

How to use the online appraisal system as a manager

1. Setting up the appraisal

2l Creating the appraisal as a manager (PDF, 4MB) &7

2. Updating and approving online appraisals

2 Completing appraisal using manager self-service (PDF, 2MB) &7

21 Completing appraisal using the manager notifications (PDF, 1MB) &7

2 Updating appraisal form during or following the meeting using manager self-service option (PDF, 4MB) &7

2 Updating appraisal form during or following the meeting using the manager notification (PDF, 3MB) &7

2 fomui .
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Cyngor Abertawe
‘Swansea Counci

R
Corporate Plan 2018 - 2022

Delivering a successful and sustainable Swansea
Our ambitions and commitments to residents - our well-being objectives
We have prioritised six well-being objectives. These are

« safeguarding people from harm — so that our citizens are free
from harm and exploitation

« Improving Education & Skills — 5o that everyone in Swansea
gains the skills and qualifications they need to succeed in life.

« Transforming our Economy & Infrastructure — so that Swansea
has a thriving mixed use City Centre and a local economy that will
‘support the prosperity of our citizens.

« TacKling Poverty — so that every person in Swansea can achieve
his or her potential

« Maintaining and enhancing Swansea’s Natural Resources and
Biodiversity - so that we maintain and enhance biodiversity,
reduce our carbon footprint, improve our knowledge and
understanding of our natural environment and benefit health and
well-being

« Transformation & Future Council development - 5o that we and
the services that we provide are sustainable and fitfor the future.

our Values

Our plans will be built on three clear values which will guide the way that we work,
how we develop as an organisation and our decision making through the years
anead.

> People Focus
We will focus on community needs and outcomes and on improving
the lives of the people who live and work in Swansea. We will also
respect, and support our employees and demonstrate the
highest standards of integrity.
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> Working Together
We will promote a whole partnership approach, working across
services to maximise resources and knowledge and joining forces
with others outside the Council to ensure we prioritise our resources
and get the best for our communities

> Innovation
We will promote and support a culture of innovation. We will think
and work differently to improve our ability to deliver and to meet
the financial, demographic and societal challenges we face.

We will share learning across the Council, as part of our
Innovation Programme.

\«" Cyngor Abertawe
Swansea Counci
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Secondment Policy

Contents

1. Policy Statement .
2. Scope......
3. Whatis a secondment? .......
4. Benefits of secondments ____
5. Howlong does a secondment last?.
6. Whopays?........
7. Internal Secondments..._..
8. Exteral Secondments
9. The Secondee’s substantive posL..........
10, If the secondment post goes beyond the initial ime period
1. POlicy MOMHONING. ..o

SRR NN

1. Policy Statement

1. The City & County of Swansea recognises that the secondment of current
employees to other areas of work in the Council and to partner organisations
such as the Local Health Board and Weish Assembly Govemment can be a
useful organisational and staff development tool. For example, it can enable:
career development and sharing of best pracice across the Council

Scope

241, This policy applies to all employees and potential employees of the Council
with the exception of Educational Establishments with a delegated budget

22 Each offer of secondment will be assessed on a clear business need so there.
‘may be restrictions on who can apply.

City and County of Swansea
Dinas a Sir Abertawe
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3. Whatis a secondment?

31, The term secondment is used broadly to cover a temporary movement or
loan’ of an employee to anather part of an organisation or to a completely
different organisation.

32, Secondments may occur within or outside of a Service Uit or Corporate

Directorate.

4. Benefits of secondments.

41, Secondments opportunities can offer a variety of benefits to both the
employer and the individual.

4.1.1. The secondee:

has the opportunity of wider career and personal development
is able fo test and apply speciic skils in a different
organisational environment

gains new skills and experiences in challenging areas.

4.1.2. The secondee’s employer:

. team working and cross

improves workforce morale and motivation
develops wider networks and contacts

builds a reputation as a good employer and contributor to the
community.

4.1.3. The host organisation:

qains assistance with projects
gets an extemnal perspective.

How long does a secondment last

51, Secondments will be amanged on a fixed tem contract basis to enable
forward planning and to assist with recruiting replacements.

52, The duration of a secondment wil vary depending on the task at hand.

Who pays

6.1 The secondee is paid by the Service Unit to which she/he is seconded.

62, If necessary, the secondee’s vacant substantive post will be temporariy filed
and funded from the department of origin's budget. This arrangement wil be:
reviewed in line with the term of the secondment.
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Internal Secondments

7.4, Intemal Secondment opportunities will be advertised on the Intemal Buletin
and announced on the front page of the Intranet.

7.2, The selection process will mirror that of permanent recruitment opportunites,

+  Where there is more than one applicant, all appiicants for the
‘secondment will be shortisted against job related criteria

«  Appiicants who are not shortisted will have the decision confirmed in
witing and be offered the opportunity of feedback from the
‘appropriate line manager.

+  Applicants with the highest scores at shortisting will be invited to the
next stage of selection. Due regard will be given to those groups who
are quaranteed an interview if they match the minimum criteria. Any
weighting must be agreed by the interviewers before shortisting
‘commences.

+ Shoristed applicants will be formally interviewed and undertake a
variety of appropriate job-related exercises, e.g. Presentation, In-
tray/Problem Solving exercises.

+  Unsuccessful applicants will have the decision confirmed in wriing
and be offered the opportunity of feedback from the appropriate line
manager.

+  The successful applicant will be issued with a letter confirming the
details of the secondment, e.g. period, any variation to terms &
conditions, etc.

7.3, The normal procedure may not be followed on all occasions if exceptional
circumstances occur, for example, where it is imperative that a senior officer
s to be removed, without notice, from his/her duties and responsibilties.

74, Each case will be determined on its merits and the procedure will be
authorised by the Chief Executive and Head of HR & OD o their nominated
deputies.

7.5, In the case of INC posts, as this is not an “appointment” for the purpose of
the Councils Standing Orders, for the purpose of a secondment, the member
appointment process will not apply.

76, Managers need to ensure that the Council's commitment to providing equality
of opportunity in all matters relating to_recruitment including the Weish
language, are adhered to. Please refer to the Recruitment and Selection
Policy for further information.

Ext

nal Secondments.

81. Where an extemal secondment has been identiied each case wil be
determined on its own merits and benefits to the Council

82 Extemal secondments will be authorised by the relevant Head of Service in
discussion with Human Resources.
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83 In circumstances where an employee is in the process of secondment to an
exteral organisation, the secondment will not progress until the necessary
advance agreements have been put in place.

84. Itis essential that managers d
that

ling with extemal secondments are aware

+  agreements should be finalised prior to staff seconding - this may
require discussion with Legal Services wel in advance of the effective
date of secondment,

+ A model secondment document exists to protect the City County of
Swansea's position.

+  In emergency situations where staff move to host organisations very
quickly there should at least be some written record/aut trail of the
‘armangements by way of letter setting out the requirement for a formal
‘secondment agreement to be drawn up as a priority.

The

ondee’

ubstantive post

91 The secondee’s substantive post will usually be held open for himher for the
period of the original secondment whether the secondment is intemal o
external.

92 Should the secondee’s substantive post not remain on the organisation's
structure, following, e.g., business process re-organisation or restructure, the
secondee will be reated as any other permanent employee in this situation
and be subject to the Redeployment and Redundancy Policy.

93, The secondee should ensure shelhe keeps up to date with developments in
respect of their substantive post.

94 The Line Manager also has a responsibilty to keep the secondee informed
‘about proposed changes o the organisation structure.

95, The Director has the right to refuse an employee to undertake a secondment
opportunity if circumstances dictate.

96, Payment of professional fees in respect of their substantive post wil be
‘maintained for the period of the secondment.

97. On return to hisher substantive post, the secondee will remain eligible for any
service-related benefits, e.g. incremental progression.

10._If the secondment post goes beyond the initial time period

101, Ifthe secondment s to be extended, a discussion should take place with both
Heads of Service and the secondee or their nominated officers along with
Human Resources, before deciding on the extension.

102. The secondee will be part of the decision making process and receive
‘confirmation of the agreed terms in writing,
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11, Policy Monitoring

111, The Council will monitor the application of this policy and has discretion to
review it at any time through the appropriate consultation mechanisms.

112, Responsibity for the implementation, monitoring and development of this
policy lies with the Head of Human Resources. Day to day operation of the
policy is the responsibility of nominated officers who will ensure that this
policy is adhered to.

Version Details of Change Date.
Number
10 Tniroduction of Single Status. T AN 2014

\((

City and County of Swansea
Dinas a Sir Abertawe X,
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Redeployment Policy

Contents.

1. Policy Statement .
2. Scope..

3. Application of the Redsployment Procedure ......
4. Responsibilty for Handiing the Redeployment Process ..
5. SUPDOTLOr EMPIOYEES ..o
6. Salary Protection .
7. Redundancy Payments .
8. Review of Vacancies.
9. Retraining and Trial Periods.
10. Outcome of Prior Consideration Interview -.....
11, Acceptance of Offers of Redeployment .. ...
12, Redeployment Opportunites after Service Ends ..
13, Policy monitoring. ..

NoooonrweNbNL

Policy Statement

1. The Counci is dedicated to atiracting and retaining excellent, committed
employees and values the depth and breadth of experience, knowiedge and
skills that they hold.

12, The changing needs of the Council and the pro-active management of
change mean that employees may need to be considered for redeployment
from time to time, either on an individual or group basis. In these
circumstances, it is recognised that the employees concemed have a body of
experience and expertise which will enable them to continue to contribute to
the success of the Council, given suitable opportunities to do so.

13, This policy will be used where there are redundancy, health capabilty issues.
disciplinary workplace issues, or where fixed temn conlracls over one year
end

A
\((..

City and County of Swansea
as a Sir Abertawe
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1.4, The Council will make all reasonable efforts to enable employees to continue
their employment with the Council

15, The effective operation of this Policy wil be dependent on the full cooperation

of employees, trade unions and managers in the process and the provision of
all necessary and relevant information to support assessment and decision

making. For redeployment to be successfully achieved, employees are

expected to undertake appropriate training (where required) and to exercise.
flexdbilty in considering available opportuniies.

21, This policy applies to all employees other than those in educational
establishments with delegated powers.

22 This policy applies to all employees whether permanent or temporary
providing they have more than one year of continuous service.

Application of the Redeployment Procedure
34, The redeployment procedure will be engaged:

+  when employees are informed, in writing that their job is at risk
because of redundancy,

+ when it has been determined, under the relevant procedure/process,
to consider redeployment as an altemative to dismissal e.g. health
capabilfy, disciplinary, or

«  when a fixed term contract comes to an end and the employee has at
least one years continuous service.

32 These employees will be considered o be ‘at risk’.
33 Efforts to redeploy an employee wil continue unti either she secures a post

o histher employment with the Council s terminated at the end of the notice
period, whichever is the sooner.

sponsibility for Handling th

loyment Pro

41, Itis the responsibilty of Heads of Service and line manager's to manage and
faciltate the redeployment of re-deployees.  Managers should not

unreasonably refuse to accept re-deployment of an at risk employee into their
service area.

42, The Human Resources Officer will assist in overseeing the redeployment of

employees in conjunction with relevant line managers. If appropriate, the
Human Resources Officer will, assist the employee in completing the

Redeployment Form. These details will be placed on the register.

43, The Human Resources Offcer will also arrange and advise at redeployment
interviews, where appropriate.
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Support for Employees

51, Employees wil be entilled to receive appropriate advice, guidance and
general support throughout the process. The nature and level of assistance
will be that which the Human Resources Officer considers reasonable given
the circumstances of the case taking into account:

+ the benefis to the employee and Counil;
= whether it would enhance the prospects of redeployment, and
+  the reasonableness of costs.

52, Such assistance wil be at the sole discretion of the Council and would
‘nomally include:

+  Providing career advice in tems of the type(s) of jobs which might
potentially provide altemative employment opportunities;

+  Providing training i the completion of application forms, interviewing
and presentation skils etc;

+  Identifying and providing other training considered reasonable given
the circumstances of the particular case which might faciitate the
‘employee’s redeployment e.g. LT. skills training;

+  Alowing reasonable time off with pay to enable the employee to
attend training and to prepare for and attend interviews;

+  Providing general support and guidance throughou the process;

+  Providing stress counselling where this is necessary.

53 Due regard wil be paid for disabled / pregnant employees.

54, Every effort wil be made by CCS to seek altemative employment
Employees are expected to co-operate with this process, however employees
should be aware that f they do not comply with this process then they may no
longer be enitied to a redundancy payment.

Salary Protection

6.1, The Council will only consider a post to be sutable altemative employment if
the post i either:

« atthe same grade, or

« within two grades of the current grade (ie. within the two grades immediately
below).

62, Ordinarily a post that does not fit the iteria in 6.1 would not be offered to an
employee. If an employee, of their own volition, requests to be considered for
such a post that does not meet 6.1, there will be no salary protection.

63. Where an employee is redeployed to a post which is either at the same grade
o within two grades of the current grade they will be entitied to a period of
salary protection.
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64, The basis of the protection will be based upon the same bandings and
duration as those provided by Single Status as follows:

Loss Duration
Staff losing Up 0 9.9% 2 months pay protection

Staff losing between 10% and 19.9% | 18 months pay protection

Staff losing 20% or more 24 months pay protection

6.5, Pay protection will be based on the employee's previous SCP at the time of
the re-deployment. Employees will be paid at that scale point for the duration
of the protection period.

66, Where a member of staff is redeployed to a post on a lower grade,

‘appointment will be 1o the highest point of that grade, by default, in order to
‘minimise loss when protection ends.

6.7, Protection will only apply to the employee’s original contracted hours for that
post. Any hours the employee works over and above their original contracted
hours willbe paid at the appropriate hourly rate for that post.

68.  The employee will not be enitied to incremental progression during the period

of salary protection, however employees will receive any pay awards due
during that period.

69.  Noother payments wil be protected.

6.10. Any protection of additional salary will be funded by the employee's former
‘employing Department.

7. Redundancy Payments

7. An employee willlose his / her entitiement to a redundancy payment if shhe:

+ unreasonably refuses an offer of suitable altemative employment,

+  declines without good reason an interview with a recruiting manager
for a post which is considered to be suitable by the Council,

+  isdismissed for gross misconduct during the notice period.

8. Review of Vacancies

81. Human Resources wil be responsible for maintaining a Redeployment
Register.

82, The register will record details of all those employees who are considered to
be ‘at isk and for whom suitable altemative employment is being sought.

83. In doing this it is hoped that all potentially suitable vacancies for employees at
risk are identified before Service areas commence the normal recruitment
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process. This will also include any suitable established posts which are filled
using agency staff

84, Where there is a need to redeploy employees, recruitment through the normal
channels will be reviewed. This means that all vacancies will be screened
against the profiles of the employees on the Redeployment Register for
possible employment opportunities, prior to advertising. This will nomally be
carried out by the Human Resources Officer for their particular service area in
‘advance of the Vacancy Bullein going to print.

85, Whilst the line manager and Human Resources Officer will seek to identity
suitable vacancies for employees on the Redeployment Register, each
individual has a personal responsibilty to look for sutable vacancies. To this
end, the Human Resources Officer will send each re-deployee in their service
area a copy of the Vacancy Bulletin as soon as its issued.

86, Should an employee identify a vacancy at an appropriate level which sihe
considers suitable S/he must immediately contact the Human Resources
Officer who is assisting them.

87. Where a post has been advertised, and it has been identiied that a
redeployee meets the minimum criteria using the competencies framework, or
could do the job with a reasonable amount of training, the interview process
will be postponed, in order that the employee at risk can be given a
redeployment interview on a fingfenced basis prior to other applicants.
Normally the Human Resources Officer wil sit in on this interview and will
take appropriate notes. In the absence of a Human Resources Officer the
line manager will keep a record

88, Prior consideration applies where the employee meets the essential minimum
ciiteria for the post and their current salary grade satisfies the conditions
outined in Section 12. The employee will then be afforded an interview
before other appiicants who are notin a vulnerable position.

89 If the employee fails without good reason to attend the Prior Consideration
Interview it is possible that she may forfeit any entitiement to a redundancy
payment. Every situation will be considered sensitively on its individual
circumstances.

8.10. Re-deployees will not be granted a Prior Consideration Interview for a post
which is graded higher than hisier substantive post, however if the
circumstances dictate, consideration may be given where Human Resources
authorise e.g. where this would be a reasonable adjustment in cases of
disability.

8.11. Where more than one employee at risk is identified as having the skills,
knowledge and aptitude for a single vacancy, and they meet the minimum
selection criteria, a competitive selection process will apply.

aining and Trial Periods

9.1, The employee will be entitied to a reasonable period of re-training in the new
job and a trial period. The trial period is normally four weeks, but can be
-5
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‘extended by agreement between the parties and loflowing consultation with
the Human Resources Officer. The Council will nomally only offer employees
a maximum of three trial periods within a maximum of 3 months. However,
due regard will be made for disabled / pregnant employees.

92 In redundancy situations, employees may be placed in trial periods during the
period of consultation and during the period of their notice. If a trial period
begins just prior to the effective date of termination (EDT) the EDT wil be
extended to the end of the trial period.

93, Subject to paragraph 9.2, once the effective date of termination has been
reached ~ that is the end of the notice period - the Council has no further
obligation to re-deploy empioyees.

94, If an employee satisfactorily completes the trial period then the appointment
will be confirmed.

10.__ Outcome of Prior Consideration Interview

101 The re-deployee must be advised of the outcome of any redeployment
interview as soon as possible. The decision must subsequently be confirmed
in writing, by the Human Resources Officer. Where the employee has been
unsuccessul, the reasons for non-selection should be given and recorded on
the employees’ personnel record for future reference.

102, Offers of redeployment must be made in writing.

103, Offers of redeployment must be made no later than 14 days prior to the end
of the employee's contract of employment.

11 Acceptance of Offers of Redeployment

111, The employee must confirm, in writing, whether or not sihe wishes to accept
the offer of redeployment within three working days of the offer being made in
writing.

112, However, if the Council or employee decides, with good reason either during
or at the end of the trial period, that the job is unsuitable, the employee will
retain hisher entitiement to a redundancy payment.

12 Redeployment Opportunities after Service Ends

121 When an employee is dismissed by reason of redundancy, sihe will retain the
fight to be interviewed for an altemative job for which sihe applied prior to
leaving, providing the interview and any subsequent offer is made within four
weeks of the date of leaving.

12.2. I these circumstances, the Council would withhold any redundancy payment
to which the employee may be entitied until the outcome of the interview and
the trial period is known.
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12.3.If a redundant employee is subsequently offered a post by the Council or an
Associated Employer L.e. any other Local Authority or specified employer,
which s/he accepts within 4 weeks of being made redundant, they disquality
themselves from entitiement to a redundancy payment.

12.4. When an employee is dismissed by a reason, other than redundancy, they
‘may apply for altemative vacancies via the normal recruitment procedure.

13 Policy monitoring

13.1. The Council will monitor the application of this policy and has discretion to
review it at any time through the appropriate consultation mechanisms.

13.2. Responsibility for the implementation, monitoring and development of this
policy lies with the Head of Human Resources. Day to day operation of the
policy is the responsibility of nominated officers who will ensure that this
policy is adhered to.

Version Details of Change Date
Number
20 Tniroduction of Single Status. T A 2014

\(/,

Dinas a Sir Abertawe

City and County of Swansea
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Introduction

1.4, The Council of the City and County of Swansea is the largest single employer in
the local area. As such the Council is in a position to take a lead in setting
employment_standards which will_give direction and opportunity to_both
individuals and the organisation during a period of rapid change and a
challenging financial environment

12, Our employees are aiitical to the services provided by the Council. The
Council's practice in the recruitment, selection and development of suitable
employees is an integral activity in sustaining and improving growth within the
framework of its business plans.

City and County of Swansea
Dinas a Sir Abertawe
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13 The Council recognises its responsibilies to provide job opportunities to internal
and extemal applicants on a fai, consistent and equitable basis.

14, Al appointments to the Council will be made on merit, and the appointments
process is designed to ensure that the best person for the job s recruited.

15. The City and County of Swansea welcomes applications from the whole
communty, including those who are under-represented in our workforce.

16, The aspirations of the policy are to:-

> adopt good recruitment practice:

> ensure the recruitment of a diverse worklorce that will add value to the
organisation

> achieve the Councis aim of providing a cost effective and qualiy service.
o the people of the ity and County of Swansea.

Scope

2. This policy applies to all intemal and prospective employees other than those in
Educational Establishments with delegated powers. Whist the aspirational
statements in this policy apply across the Counci, the JNC Officer Appointment
Procedure Rules provide details on the procedure to be followed for the
recruitment and selection of Chief Officers

22 This policy encompasses all activities that form part of the recruitment and
selection process. In order for the policy to be effective, it is essential that any
employee involved in any aspect of the recruitment and/or selection of staff is
familiar with the content of this document and adheres o it.

B Policy Statement

3.1, The Council aims to recruit and retain the best employees who are flexible and
committed to producing high quality services. The aim is to have the right
people, with the right skilsin the right place at the right ime.

32, The Councils approach as a good employer i to:

> Recnit the best person for the job on merit.

> Design jobs to take full advantage of potential and current employees'
skills and abilties, which take account of the Councils equality duties.
Click here to see the_Equaiity Policy Statement

> All jobs will be advertised internally in the first instance and externally if
the post cannot be filed

> Recognise the quality, experience and career aspirations of current
employees and ensure that they are given proper consideration in this,
process.

> Limit consideration to intemal candidates in situations where
redundancies are threatened or il health redeployment may be
necessary. Such candidates will be given a prior interview where they
meet the minimum criteria.
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> Ring fence applications for vacancies, where departmental re-
organisations occur and redundancies are envisaged to those affected by
that re-organisation.

> Employ a range of techniques to select candidates, dependent on the
competencies required for the post.

33, Al posts wil normally be advertised and may take a number of different forms
but this general principle will be dependant on circumstance. The recruiting
manager is responsible, following consultation with Human Resources. for
‘adopting the most appropriate method.

34, The Council recognises the need to increase the diversity of its workforce in
order to reflect the community that we serve. Recruiters need to be fully aware
of equal opportunities legisiation and understand how discrimination can occur
both directly and indirectly in the recruitment process. Click here for a quidance
note on the legal principles

35, All applicants who indicate that they have a disabilty and meet the essential
criteria for a ob are guaranteed an interview.

36. To highlight the Council's commitment to tacking economic inactivty in
Swansea, any applicant who is registered with the following projects and meets
the essential crteria, as laid down in the person specification, will be guaranteed
aninterview, ie.

> Workways Plus
> Communities for Work

> oLt

> and any other appropriate schemes as determined by the Head of HR

37. The Councifs policy is that al those taking part in shortlisting, selection and
interviewing must have been appropriately trained in recruitment and selection
techniques.

38 Human Resources will continuously monitor recruitment processes to ensure that
they are non-discriminatory. Human Resources will be developed to adopt a role
‘which focuses on quality assurance.

Procedure obligations

4. Before an officer or Member undertakes any recruitment on behalf of the Council
they must have completed the City and County of Swansea's Recruitment and
Selection Training Course.

42, Al applicants will be treated fairly in line with the Councirs Equality Policy
‘Statement, to ensure that recruitment and selection is carried out on the basis of
merit only.

43, There are, however, certain positions in the Council for which the protected
characteristic of the successful candidate wil be a genuine occupational
requirement
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44, Where a person involved in the short lsting o interviewing panel has a potential
conflict of interest because of a personal, famill, financial or other relationship
with applicants/candidates, this matter must be raised prior to the short listing
process. This will normally disqualify that person from the process, however
Human Resources will advise on the appropriate action to be taken to ensure
faimess throughout the selection process. Please refer to the Employing people
who are related Policy and the Councif's Code of Conduct.

What to do when a vacancy first aris

5.1, The arrangements made for recruitment and selection must be appropriate to the
needs of the job, the nature of the vacancy and the job market. They must be
lawful and follow good practice.

52, Whena post becomes vacant the manager must first consider things such as:-

> whether or not it should be filled i its present form
> whether any changes should be made or
> whether the post can be deleted.

53. Depending on the financial position facing the Council from time to time, it might
be appropriate to re-distribute the workioad, or change the duties of the post to
better it the needs of the service.

54, Subject to any standing instructions from Corporate Management Team, if there
is a need to recruit to the post, before it is advertised both the Job Description
and the Person Specification must be checked and, if necessary, updated to be
available for advertising purposes. Where Job and Person Specifications are
updated, they must be sent to the Pay and Grading Team to be checked and
possibly re-allocated, within the Job Evaluation scheme.

55. Al Job and Person Specifications will be drawn up after objectively analysing the
job and will take account of the contents of the role profile to which the job will be
allocated.

56.  Whenitis decided to il a vacancy the Management of the Establishment Policy.
will specity authority for approval to advertise. Click here for the Vacancy
Monitoring Form. The manager should ensure they have authority (o recrut to
existing posts in line with the scheme of authority set out in the Management of

the Establishment Policy. This is the manager's responsibilty, because if Human
Resources receive a completed request to recruit from a manager and there is a
vacant post on the ISIS system, the request will be automatically processed. The
Vacancy Monitoring Form must be signed off by the Director, Head of Service
and Accountant before Human Resources will process Al proposed
advertisements are reviewed and approved by the relevant Head of Service prior
to them being published.

57. Where there is major organisational change or there is a temporary vacancy
freeze, higher level authorisation may be required and process and forms will be
temporarily adjusted accordingly. It is the responsibity of managers to satisfy
themselves that they have the necessary authority.

4
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58.  Once the recruiing manager has confirmed that they need to recruit, they need
to:

» determine the contract type needed;
> revise or prepare the job and person specification;
> consider who will be involved in the recruitment process;

advertising media; and
> decide how to attract candidates.

59, Managers have a responsbility to always be clear about the content of the job
and the attributes the job holder needs to undertake it This is especially
important given the Job Family Allocation process adopted by the Council. The
job description and person specification are therefore an essential part of the
preparation for recruitment.

5.10. As set out above, where a job and person specification is new or has been
significantly revised it must be submitted to the Pay and Grading Team for job
evaluation prior to advertisement so that an accurate allocation can be
determined.

5.11. When devising a job description or person specification, managers must look at
the DBS risk assessment to ensure the requirement to undertake any necessary
checks is made clear to the applicant.

Click here for the Pay and Grading - Job Allocation Questionnaire and Guidance Notes
Click here for_guidance on preparing a job description form and person specification

Redeployment and ring fencing

61. Where it can, the Council is committed to minimising compulsory redundancies
of employees who are no longer able to fulfil their curent role. One way of
achieving this is to redeploy employees who are potentially at risk of redundancy
to other jobs within the Council

62, Details of employees at risk are contained within the redeployment register. This
means that redeployees can be siotted into another job without the need to
compete in the nommal way. Consideration must be given to whether retraining
may be needed for redeployees applying for other vacandies. If there is more
than one person in the pool of redundant employees, then there will be a
compeitive process.

63 Potential redeployees need to provide relevant information eg.  skills,
competence etc to demonstrate that they meet the essential critria, in the

person specification, for the job during the selection process. The post must
normally be deemed to be suitable aitemative employment. Further details can

be obtained in the Re-deployment Policy.
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64 The recruiting manager may be instructed to ring fence a post. This may be
where:

> the vacancy should be offered as a redeployment opportunity in a
redundancy programme;

> there is no overall increase in headcount due to a matching arrangement
in a restructuring programme; o

> an existing fixed term contract is expiing.

rmining the contract type

7. The recnuiing manager has a responsibilty to consider the type of contract
arrangement that is needed to meet the vacancy requirements.

7. Examples of employment contracts covered by this procedure are:

> permanent open ended contracts.
> fixed term;

> secondment; and

» flexible working arrangements.

7.3, Examples of other contract types not covered by this procedure are:

> Contracts for services - self employed;
> Consultants;
> Casual workers.

‘Advice on any of these is available from Human Resources.

81, There are many different forms of advertising, please ask Human Resources for
further _information.  Managers should_carefully consider what form of
advertisement is necessary for the particular job and should advertise intemally
in the first instance. Whilst advertising the job to attract appropriate candidates is
important, managers must be mindful that some processes are expensive.

82, The purpose of the advertising method i to:

> attract a pool of sutably qualified applicants;
> dissuade those who are not qualified from applying:
> present the Council as an atiractive employer with a workforce which is

representative of the wider community
> make clear the requirements of the post; and
> meet the legal requirements of good recruitment practice.

83.  Once approval has been given and where appropriate, al jobs should be
advertised intemally in the first instance and extemally if the post cannot be
filled. Consideration will be given to advertising jobs on a job share basis, where
itis deemed appropriate.
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84, Applications are to be submitted on a standard application form. Adequate time
should be allowed for receipt of applications. In any case the closing date should
be nomally no less than two weeks and take account of the time needed to
circulate the advertisements to staff in the Authority, including those who may be
absent from their posts where this s practicable to arrange.

85, Managers should complete the request for job advertisement form indicating the
ISIS unique post reference number, attaching the relevant job and person
specification, person specification, advertisement text and any other supporting
paperwork. The form must be signed by the Director, Head of Service and
Accountant prio it being sent to the Human Resources Operations Team.

Shortiisting

9. The applications must be considered against the Person Specification and Job.
and Person Specification for that job. For shortisting purposes, only the
information on the application form should be used.

92. A prescribed form will be used for this process which will detal allthe shortsting
criteria being measured from the application form.  The essental ciiteria for the
position must be clearly indicated.

93, Applicants with the highest scores at shortisting will be invited to the next stage
of selection. Due regard will be given to those groups who are guaranteed an
interview if they match the essential ciiteria. Any weighting must be agreed by
the interviewers before shortisting commences.

94, Itis explained in our ‘Information for Job Applicants' guidance that we deal with
very large numbers of job applications and are therefore unable to acknowledge
unsuccessful applicants. If an invite o interview has not been received within 6
‘weeks then the application should be considered unsuccessful.

95 If the applications are not of sufficient quality to provide candidates for interview,
the post may be re-advertised. In the event that one or more of the candidates
withdraw and thus reduces the number of interviewees, the panel should
consider whether any of the remaining candidates should be added to the short
list

96, Currently, the Worklorce Programme is working toward the development of a
competency based interview structure. This will be designed to improve the
capability and capacity of our people and processes. Further information will be:
given when available.

97, Those who are called for interview will be given details and the timetabie for
subsequent stages in the selection process, and asked whether they have any
specific requirements (e.g. wheelchair access at interview location, interpretation
services, documents in Braille or large print).
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10, The Selection Panel

10.1. Establishing who will be involved in the short-listing and selection decision s
important to ensure the availabilty of panel members. The panel composiion
may change at selection stages. However all selection decisions should be taken
by at least 2 panel members and it s recommended o ensure consistency that
atleast one panel member s involved throughout the selection process.

Selection Process

1.1, The selection method chosen must be appropriate to the level of post and type of
job, and may include an assessment centre. A standardised approach to
interviews should be applied to ensure that all interviewees are treated fairly and
given equal opportunity to compete. Please ask Human Resources for advice on
appropriate methods.

112, Applicants are to be given adequate notice of interviews or the assessment
centre. If an assessment centre is to be used candidates should be advised in
advance.

113, The interviews will be organised around set questions and a stuctured
interview.  However, in order to introduce an element of flexibiity and get the
best from each candidate, follow up questions may be asked, when felt
appropriate. Certain appointments will require specific questions to each
applicant on the detail of their application form

114, Interview and other assessment forms must be completed by the panel to record
and compare their findings. These forms must then be retained by the Council
for & months for reference purposes.

Positive Action

12.1. The City and County of Swansea folows the principles of ‘positive action’ as
outlined in the Equality Act 2010. This can be applied during the recruitment and
selection process when a tie breaker situation arises between two (or more)
candidates of equal merit.

12.2. Positive action allows an employer to make an appointment based on a particular
protected characteristic possessed by a candidate. This decision should only be
based on the evidence of an under-representation of a particular group within the
‘workforce (e.g.  shortage of women at a senior level within the authority).

123, This process must not be used without consulting Human Resources. Please
contact Human Resources for further information

After the Interview

131, Al appiicants should be quickly and offically informed of the outcome.
Applicants should not be left to find out the result from other employees, the
media or any other unoffcial source.
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132

133

The relevant Manager should give feedback to unsuccessful candidates where
this is requested.

Offers will be made conditional upon satisfactory references and other
appropriate qualifying criteria.

134, Al employees new to the City and County of Swansea wil complete the

141

142

143

15.1.

Councifs and departments Induction Programme.

Canv:

sing elected members or other employ

Canvassing of Members of the Council, any Committee of the Council irectly or
indirectly for any appointment under the Council will disqualify the candidate for
that appointment.

It would be a potential breach of the Code of Conduct for a Member of the
Councilto solicit for any person any appointment within the Council. Therefore,
candidates should not cause embarrassment for them or elected members by
approaching them for assistance with any job application.

In relation to references, the Counci's Consitution s clear and states that:-

“A Member of the Council shall be precluded from giving & writen or oral
testimonial of the candidate’s abilty experience or character for submission o the
‘Council with an application for appointments.”

Welsh langua

peal

The Council is committed to providing equality of opportunity in all matters
relating to recruitment, employment and training. Where the Welsh language is
concerned:

> Al external positions wil be advertised in English and Welsh. If Welsh is

essential for the position it will be advertised in Welsh only with a line of
explanation in English.

> Where applicable, all accompanying literature will be bilingual or in the

applicant's chosen language.

> Ifa specific language skl is required for a position, applicants may have to

demonstrate their skils (spoken or written) in advance or during the
interview procedure.

> Job advertisements, descriptions and specifications will welcome Welsh

language speakers and, where necessary, specity the level of skil
required.

> Where Welsh lanuage skills are recognised as essential o desirable at a

team level but not for all posts in the team, recruitment may be targeted to
rectify a shortfallin numbers or maintain a level of service.

> Gaining or improving Welsh language skills to a specified level in a given

time period may be a condition of employment for certain posts with the
Authoriy.
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Politically Restricted Posts

16.1. Some posts in the Council are politcally restricted by virtue of the Local
Government & Housing Act 1989 and the Local Government Officers (Political
Restrictions) Regulations 1990,

16.2. Where a poltical restriction applies this means that the applicant will not be
permitied to be involved in, or may be restricted, in poliical interests or
associations.

163, If the post being applied for is politcally restricted this will be shown on the
enclosed Job Description. If you are unsure whether this applies to you or a post
you wish to apply for please contact Human Resources. Click here to go to the
Policy on Poliically Restricted Posts

Complaints

47.1. The Councif's Corporate Compiaints procedure provides applicants with the right
10 redress where they may feel that they have been treated unfairly or
discriminated against in our recruitment and selection process. The Council will
take action to ensure that anyone who applies for a job with the Council will not
be treated less favourably than anyone else.

18, Policy monitoring

18.1. The Council il monitor the application of tis policy and has discretion to review
itat any time through the appropriate consultation mechanisrms.

182, Responsibilty for the implementation, monitoring and development of this policy
lies with the Head of Human Resources. Day to day operation of the policy is the
responsibilty of nominated officers who will ensure that this policy is adhered to.

Version Detalls of Change Date
Number
2 Paragraph 36 amended AUGUST 2017
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City and County of Swansea \
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To: Elinor Beynon <Elinor.Beynon@swansea.gov.uk>
‘Subject: RE: RESTRICTED - Service Centre Report

HiEl

Report attached

Cofion gorau / Kind regards
Cath

(/ Catherine Bell
& Workforce - ARC Senior Officer
& Gweithlu - Uwch Swyddog Dadansoddeg,
Recriwtio a Newidiadau
X 201792 636098
Cyngor Abertawe = caihrine bell@abertawe. gov.uk

'/"" sea Councll - Catherine bell @swansea gov.uk

Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin & gohebiaeth Gymraeg & Saesneg i un safonau ac amserlenni
We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standerds and timescales

From: Elinor Beynon <Elinor.Beynon@swansea.gov.uk>
Sent: 16 May 2022 12:00

To: Bell, Catherine <Catherine.Bell @swansea.govuk>
‘Subject: RESTRICTED - Service Centre Report

Hi Cath,

Please can | have a verification listing report of the Service Centre? | need to see the vacant posts, age demographic, perm and temp posts, when they started to see how long they've
been here for, how many people have left in the past year maybe so | can look at retention rates....anything that gives a picture of what the Service Centre is currently made up of] |
don't need names as | will be providing the report as evidence in my portfolio so will need to keep it anonymous. Give me a call if this is confusing!

Many thanks,

Regards
Ellie Beynon
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Service Centre  Verification List.xlsx


Service Centre Verification List.xlsx
section list

		Org Level 2		Org Level 3		Org Level 4		Org Level 5		Position Name		Grade Name		Employee Status		Employment Category		Primary Flag		Working Hours Amount		Hire Date		Original Date Of Hire		Age		Gender

		Directorate - Corporate Services		Service Centre		-		-		RE.68353.Head of Service Centre..PFTN.Yes		HOS Band_3|01-05|		Permanent		Permanent - Full Time		Yes		37		20-Aug-2012		20-Aug-2012		54		Female

		Directorate - Corporate Services		Service Centre		Accounts Payable & Purchasing		-		RE.65536-V1.Accounts Payable & Purchasing Team Lead.FN.PFTN.Yes		GRADE_08|25-29|		Permanent		Permanent - Full Time		Yes		37		01-Apr-1996		31-Oct-1989		50		Female

		Directorate - Corporate Services		Service Centre		Accounts Payable & Purchasing		-		RE.65534-V2.Accounts Payable & Purchasing Manager.FN.PFTN.Yes		GRADE_11|40-44|		Permanent		Permanent - Full Time		Yes		37		01-Apr-1996		06-Feb-1995		44		Male

		Directorate - Corporate Services		Service Centre		Accounts Payable & Purchasing		Accounts Payable		RE.65554-V1.Accounts Payable Operations Officer.FN.PPTN.Yes		GRADE_05|07-09|		Temporary		Temporary - Part Time		Yes		30		31-Jan-2022		31-Jan-2022		45		Male

		Directorate - Corporate Services		Service Centre		Accounts Payable & Purchasing		Accounts Payable		RE.65539-V1.AP Senior Early Settlement and CR Officer.FN.PFTN.Yes		GRADE_07|19-24|		Permanent		Permanent - Full Time		Yes		37		13-Jul-2009		13-Jul-2009		64		Male

		Directorate - Corporate Services		Service Centre		Accounts Payable & Purchasing		Accounts Payable		RE.65560-V1.Accounts Payable Operations Officer.FN.PPTN.No		GRADE_05|07-09|		Permanent		Permanent - Job Share		Yes		37		07-May-2002		07-May-2002		48		Female

		Directorate - Corporate Services		Service Centre		Accounts Payable & Purchasing		Accounts Payable		RE.65570-V1.AP Early Settlement and CR Officer.FN.PFTN.Yes		GRADE_05|07-09|		Permanent		Permanent - Full Time		Yes		37		08-Jun-2015		08-Jun-2015		41		Female

		Directorate - Corporate Services		Service Centre		Accounts Payable & Purchasing		Accounts Payable		RE.67709.Project Officer Level 3..TFTN.No		GRADE_07|19-24|		Permanent		Permanent - Full Time		Yes		37		01-Apr-1996		06-Sep-1993		48		Female

		Directorate - Corporate Services		Service Centre		Accounts Payable & Purchasing		Accounts Payable		RE.65569-V1.AP Early Settlement and CR Officer.FN.PPTN.No		GRADE_05|07-09|		Permanent		Permanent - Job Share		Yes		22.2		01-Apr-1996		21-Aug-1989		50		Female

		Directorate - Corporate Services		Service Centre		Accounts Payable & Purchasing		Accounts Payable		RE.65573-V2.Accounts Payable and Purchasing Support Officer.FN.PFTN.No		GRADE_03|04|		Permanent		Permanent - Full Time		Yes		37		01-Apr-1996		27-Nov-1989		55		Male

		Directorate - Corporate Services		Service Centre		Accounts Payable & Purchasing		Accounts Payable		RE.65567-V1.Accounts Payable Operations Officer.FN.PPTN.Yes		GRADE_05|07-09|		Permanent		Permanent - Part Time		Yes		16		01-Mar-1999		01-Mar-1999		43		Female

		Directorate - Corporate Services		Service Centre		Accounts Payable & Purchasing		Accounts Payable		RE.65538-V1.AP Senior Operations Officer.FN.PFTN.Yes		GRADE_07|19-24|		Permanent		Permanent - Full Time		Yes		37		03-May-2016		03-May-2016		35		Male

		Directorate - Corporate Services		Service Centre		Accounts Payable & Purchasing		Accounts Payable		RE.65544-V3.Accounts Payable Control Officer.FN.PFTN.No		GRADE_05|07-09|		Temporary		Temporary - Full Time		Yes		37		11-Oct-2021		11-Oct-2021		43		Female

		Directorate - Corporate Services		Service Centre		Accounts Payable & Purchasing		AP Control Team		RE.65547-V2.Senior AP Control Team Officer.FN.PFTN.No		GRADE_07|19-24|		Permanent		Permanent - Full Time		Yes		37		19-Sep-2005		19-Sep-2005		47		Male

		Directorate - Corporate Services		Service Centre		Accounts Payable & Purchasing		AP Control Team		RE.67708.Project Officer Level 3..TFTN.No		GRADE_07|19-24|		Permanent		Permanent - Full Time		Yes		37		01-Apr-1996		12-Aug-1991		49		Female

		Directorate - Corporate Services		Service Centre		Accounts Payable & Purchasing		Purchasing		RE.62638-V5.Senior E-Procurement/Operations Officer..PFTN.Yes		GRADE_07|19-24|		Permanent		Temporary - Full Time		Yes		37		01-Apr-1996		06-Aug-1990		58		Female

		Directorate - Corporate Services		Service Centre		Accounts Payable & Purchasing		Purchasing		RE.67710.Project Officer Level 3..TFTN.Yes		GRADE_07|19-24|		Permanent		Permanent - Full Time		Yes		37		17-Aug-2009		17-Aug-2009		33		Female

		Directorate - Corporate Services		Service Centre		Accounts Payable & Purchasing		Purchasing		RE.64096-V4.Senior Purchasing Operations Officer..PPTN.Yes		GRADE_07|19-24|		Permanent		Permanent - Part Time		Yes		30		08-Dec-2003		08-Dec-2003		42		Female

		Directorate - Corporate Services		Service Centre		Accounts Payable & Purchasing		Purchasing		RE.62699-V6.Purchasing Operations Officer..PFTN.Yes		GRADE_05|07-09|		Temporary		Permanent - Full Time		Yes		37		01-Mar-2021		01-Mar-2021		47		Male

		Directorate - Corporate Services		Service Centre		Cash Management & Accounts Receivable		-		RE.65533-V3.Cash Management & Accounts Receivable Manager.FN.PFTN.Yes		GRADE_11|40-44|		Permanent		Permanent - Full Time		Yes		37		01-Apr-1996		29-Sep-1986		54		Female

		Directorate - Corporate Services		Service Centre		Cash Management & Accounts Receivable		-		RE.65537-V1.Cash Management & Accounts Receivable Team Leader.FN.PFTN.No		GRADE_08|25-29|		Permanent		Permanent - Part Time		Yes		14.8		01-Apr-1996		29-Feb-1988		54		Female

		Directorate - Corporate Services		Service Centre		Cash Management & Accounts Receivable		-		RE.65537-V1.Cash Management & Accounts Receivable Team Leader.FN.PFTN.No		GRADE_08|25-29|		Permanent		Permanent - Job Share		Yes		22.2		17-Jan-2005		17-Jan-2005		41		Female

		Directorate - Corporate Services		Service Centre		Cash Management & Accounts Receivable		Accounts Receivable (SC)		RE.65540-V1.AR Senior Transactions & Debt Recovery Officer.FN.PFTN.No		GRADE_08|25-29|		Permanent		Permanent - Full Time		Yes		37		01-Apr-1996		11-Jun-1993		44		Female

		Directorate - Corporate Services		Service Centre		Cash Management & Accounts Receivable		Accounts Receivable (SC)		RE.65556-V1.Accounts Receivable Officer.FN.PFTN.No		GRADE_05|07-09|		Permanent		Permanent - Full Time		Yes		37		26-Apr-2010		26-Apr-2010		41		Female

		Directorate - Corporate Services		Service Centre		Cash Management & Accounts Receivable		Accounts Receivable (SC)		RE.67704.Project Officer Level 1..TFTN.No		GRADE_05|07-09|		Permanent		Permanent - Full Time		Yes		37		01-Apr-1996		02-Jan-1991		56		Female

		Directorate - Corporate Services		Service Centre		Cash Management & Accounts Receivable		Accounts Receivable (SC)		RE.65563-V1.Accounts Receivable Officer.FN.PFTN.No		GRADE_05|07-09|		Temporary		Temporary - Full Time		Yes		37		13-Jan-2020		13-Jan-2020		36		Male

		Directorate - Corporate Services		Service Centre		Cash Management & Accounts Receivable		Accounts Receivable (SC)		RE.67707.Project Officer Level 3..TFTN.No		GRADE_07|19-24|		Permanent		Permanent - Full Time		Yes		37		01-Apr-1996		29-Sep-1986		54		Female

		Directorate - Corporate Services		Service Centre		Cash Management & Accounts Receivable		Accounts Receivable (SC)		RE.65561-V1.Accounts Receivable Officer.FN.PPTN.No		GRADE_05|07-09|		Temporary		Temporary - Full Time		Yes		37		19-Apr-2021		19-Apr-2021		62		Female

		Directorate - Corporate Services		Service Centre		Cash Management & Accounts Receivable		Accounts Receivable (SC)		RE.65541-V1.AR Senior Control & Systems Development Officer.FN.PFTN.No		GRADE_07|19-24|		Permanent		Permanent - Full Time		Yes		37		01-Apr-1996		10-Jun-1985		54		Female

		Directorate - Corporate Services		Service Centre		Cash Management & Accounts Receivable		Cash Management		RE.65543-V1.Cash Management Senior Officer.FN.PFTN.No		GRADE_07|19-24|		Permanent		Permanent - Full Time		Yes		37		28-Oct-2004		28-Oct-2004		59		Female

		Directorate - Corporate Services		Service Centre		Cash Management & Accounts Receivable		Cash Management		RE.65545-V1.Cash Management Senior Officer.FN.PJSN.Yes		GRADE_07|19-24|		Permanent		Permanent - Part Time		No		14.8		01-Apr-1996		29-Feb-1988		54		Female

		Directorate - Corporate Services		Service Centre		Cash Management & Accounts Receivable		Cash Management		RE.0556-V3.Cash Management Officer.FN.PFTN.No		GRADE_05|07-09|		Permanent		Permanent - Part Time		Yes		7.4		16-Jun-1998		16-Jun-1998		59		Female

		Directorate - Corporate Services		Service Centre		Cash Management & Accounts Receivable		Cash Management		RE.0556-V3.Cash Management Officer.FN.PFTN.No		GRADE_05|07-09|		Permanent		Permanent - Part Time		No		7.4		01-Apr-1996		11-Aug-1986		53		Female

		Directorate - Corporate Services		Service Centre		Cash Management & Accounts Receivable		Cash Management		RE.65545-V1.Cash Management Senior Officer.FN.PJSN.Yes		GRADE_07|19-24|		Permanent		Permanent - Job Share		Yes		22.2		20-Sep-1999		20-Sep-1999		51		Female

		Directorate - Corporate Services		Service Centre		Cash Management & Accounts Receivable		Cash Management		RE.65551-V1.Cash Management Officer.FN.PJSN.Yes		GRADE_05|07-09|		Permanent		Permanent - Job Share		No		14.8		20-Sep-1999		20-Sep-1999		51		Female

		Directorate - Corporate Services		Service Centre		Cash Management & Accounts Receivable		Cash Management		RE.65564-V1.Cash Management Officer.FN.PFTN.No		GRADE_05|07-09|		Permanent		Permanent - Part Time		Yes		22.2		01-Apr-1996		13-Jan-1994		48		Female

		Directorate - Corporate Services		Service Centre		Cash Management & Accounts Receivable		Cash Management		RE.0556-V3.Cash Management Officer.FN.PFTN.No		GRADE_05|07-09|		Permanent		Permanent - Part Time		Yes		22.12		17-Mar-1997		17-Mar-1997		48		Female

		Directorate - Corporate Services		Service Centre		Cash Management & Accounts Receivable		Cash Management		RE.65558-V1.Cash Management Officer.FN.PPTN.No		GRADE_05|07-09|		Permanent		Permanent - Part Time		Yes		22.2		30-Jul-2001		30-Jul-2001		44		Female

		Directorate - Corporate Services		Service Centre		Cash Management & Accounts Receivable		Cash Management		RE.65568-V1.Cash Management Officer.FN.PPTN.No		GRADE_05|07-09|		Permanent		Permanent - Part Time		Yes		22.2		01-Apr-1996		04-Sep-1989		50		Female

		Directorate - Corporate Services		Service Centre		Payroll		-		RE.68666.Payroll and Pensions Officer.FS.TFTF.No		GRADE_05|07-09|		Temporary		Temporary - Full Time		Yes		37		23-Mar-2021		23-Mar-2021		42		Female

		Directorate - Corporate Services		Service Centre		Payroll		-		RE.63826-V2.Payroll Manager..PFTN.No		GRADE_11|40-44|		Permanent		Permanent - Full Time		Yes		37		29-Jun-1998		29-Jun-1998		41		Female

		Directorate - Corporate Services		Service Centre		Payroll		-		RE.68667.Payroll and Pensions Officer.FS.TFTF.No		GRADE_05|07-09|		Temporary		Temporary - Full Time		Yes		37		23-Mar-2021		23-Mar-2021		34		Female

		Directorate - Corporate Services		Service Centre		Payroll		Payroll - Reconciliation & Development		RE.69234.Senior Payroll Dev & Reconciliation Officer..TFTN.No		GRADE_06|11-17|		Temporary		Temporary - Full Time		Yes		37		13-Jan-2020		13-Jan-2020		47		Female

		Directorate - Corporate Services		Service Centre		Payroll		Payroll - Reconciliation & Development		RE.63848-V4.Payroll Dev & Reconciliation Team Leader..PFTN.No		GRADE_08|25-29|		Permanent		Permanent - Full Time		Yes		37		01-Apr-1996		22-Feb-1988		52		Male

		Directorate - Corporate Services		Service Centre		Payroll		Payroll - Reconciliation & Development		RE.63828-V4.Senior Payroll Dev & Reconciliation Officer..PFTN.No		GRADE_06|11-17|		Permanent		Permanent - Full Time		Yes		37		01-Apr-1996		09-Jul-1990		51		Female

		Directorate - Corporate Services		Service Centre		Payroll		Payroll - Reconciliation & Development		RE.67716.Project Officer Level 4..TFTN.No		GRADE_08|25-29|		Permanent		Permanent - Full Time		Yes		37		07-Nov-2005		07-Nov-2005		50		Female

		Directorate - Corporate Services		Service Centre		Payroll		Payroll - Reconciliation & Development		RE.63819-V4.Senior Payroll Dev & Reconciliation Officer..PFTN.No		GRADE_06|11-17|		Permanent		Temporary - Full Time		Yes		37		16-May-2005		16-May-2005		43		Male

		Directorate - Corporate Services		Service Centre		Payroll		Payroll - Reconciliation & Development		RE.63812-V4.Payroll Development & Reconciliation Officer..PPTN.No		GRADE_06|11-17|		Permanent		Permanent - Part Time		Yes		22.2		12-Oct-2015		12-Oct-2015		31		Male

		Directorate - Corporate Services		Service Centre		Payroll		Payroll - Reconciliation & Development		RE.63804-V2.Payroll Assistant..PFTN.No		GRADE_03|04|		Permanent		Permanent - Full Time		Yes		37		30-Jun-2008		30-Jun-2008		34		Male

		Directorate - Corporate Services		Service Centre		Payroll		Payroll - Schools		RE.69345.Senior Payroll Officer..TFTN.No		GRADE_06|11-17|		Permanent		Permanent - Full Time		Yes		37		22-Mar-2010		22-Mar-2010		64		Female

		Directorate - Corporate Services		Service Centre		Payroll		Payroll - Schools		RE.63809-V2.Payroll Supervisor - Schools..PFTN.No		GRADE_08|25-29|		Permanent		Permanent - Full Time		Yes		37		25-Jan-2001		25-Jan-2001		45		Female

		Directorate - Corporate Services		Service Centre		Payroll		Payroll - Schools		RE.63814-V2.Payroll Officer - Schools..PFTN.No		GRADE_05|07-09|		Permanent		Permanent - Full Time		Yes		37		01-Apr-1996		06-Nov-1989		52		Female

		Directorate - Corporate Services		Service Centre		Payroll		Payroll - Schools		RE.63829-V2.Payroll Officer - Schools..PFTN.No		GRADE_05|07-09|		Temporary		Temporary - Full Time		Yes		37		15-Feb-2021		15-Feb-2021		34		Female

		Directorate - Corporate Services		Service Centre		Payroll		Payroll - Workforce		RE.63822-V2.Payroll Officer - Non Schools..PPTN.No		GRADE_05|07-09|		Permanent		Permanent - Full Time		Yes		37		01-Apr-1996		04-Jun-1986		53		Female

		Directorate - Corporate Services		Service Centre		Payroll		Payroll - Workforce		RE.63824-V2.Payroll Pensions & Elections Liaison Officer..PFTN.No		GRADE_05|07-09|		Permanent		Permanent - Full Time		Yes		37		03-Dec-2007		03-Dec-2007		38		Female

		Directorate - Corporate Services		Service Centre		Payroll		Payroll - Workforce		RE.63807-V2.Payroll Officer - Non Schools..PFTN.No		GRADE_05|07-09|		Permanent		Permanent - Full Time		Yes		37		20-May-2013		20-May-2013		31		Female

		Directorate - Corporate Services		Service Centre		Payroll		Payroll - Workforce		RE.63823-V2.Payroll Officer - Non Schools..PPTN.No		GRADE_05|07-09|		Permanent		Temporary - Full Time		Yes		37		15-Jan-2007		15-Jan-2007		57		Female

		Directorate - Corporate Services		Service Centre		Payroll		Payroll - Workforce		RE.63807-V2.Payroll Officer - Non Schools..PFTN.No		GRADE_05|07-09|		Permanent		Permanent - Full Time		Yes		37		01-Apr-1996		06-Jun-1988		59		Male

		Directorate - Corporate Services		Service Centre		Payroll		Payroll - Workforce		RE.63815-V2.Payroll, Pensions & Elections Liaison Officer..PFTN.No		GRADE_05|07-09|		Permanent		Temporary - Full Time		Yes		37		29-Aug-2006		23-Sep-2002		49		Female

		Directorate - Corporate Services		Service Centre		Payroll		Payroll - Workforce		RE.63818-V2.Payroll Supervisor - Workforce..PFTN.No		GRADE_08|25-29|		Permanent		Permanent - Full Time		Yes		37		23-Jul-1996		23-Jul-1996		48		Female

		Directorate - Corporate Services		Service Centre		Payroll		Payroll - Workforce		RE.69346.Senior Payroll Officer..TFTN.No		GRADE_06|11-17|		Permanent		Permanent - Full Time		Yes		37		01-Apr-1996		05-Oct-1982		61		Female

		Directorate - Corporate Services		Service Centre		Payroll		Payroll - Workforce		RE.67739.Payroll Officer..TFTN.No		GRADE_05|07-09|		Permanent		Temporary - Full Time		Yes		37		25-Jan-2016		25-Jan-2016		33		Male

		Directorate - Corporate Services		Service Centre		Payroll		Payroll - Workforce		RE.63824-V2.Payroll Pensions & Elections Liaison Officer..PFTN.No		GRADE_05|07-09|		Permanent		Permanent - Full Time		Yes		37		09-Dec-2013		09-Dec-2013		45		Male

		Directorate - Corporate Services		Service Centre		Service Centre Helpdesk & DBS/SCW		-		RE.63810-V3.Service Centre Helpdesk Officer..PFTN.Yes		GRADE_06|11-17|		Permanent		Permanent - Full Time		Yes		37		19-May-2015		19-May-2015		29		Male

		Directorate - Corporate Services		Service Centre		Service Centre Helpdesk & DBS/SCW		-		RE.0042-V4.Service Centre Helpdesk & DBS/SCW Team Leader..PFTN.Yes		GRADE_08|25-29|		Permanent		Permanent - Full Time		Yes		37		01-Oct-2007		01-Oct-2007		43		Female

		Directorate - Corporate Services		Service Centre		Service Centre Helpdesk & DBS/SCW		-		RE.66292-V2.Service Centre Helpdesk Officer..PFTN.Yes		GRADE_06|11-17|		Permanent		Permanent - Full Time		Yes		37		28-Nov-2005		28-Nov-2005		49		Female

		Directorate - Corporate Services		Service Centre		Service Centre Helpdesk & DBS/SCW		-		RE.67714.Service Centre Helpdesk Officer..TPTN.No		GRADE_06|11-17|		Permanent		Temporary - Part Time		Yes		16		07-Sep-2005		07-Sep-2005		43		Female

		Directorate - Corporate Services		Service Centre		Service Centre Helpdesk & DBS/SCW		-		RE.68037.Service Centre Helpdesk Officer..PFTN.Yes		GRADE_06|11-17|		Permanent		Permanent - Part Time		Yes		29.6		20-Oct-2016		20-Oct-2016		57		Female

		Directorate - Corporate Services		Service Centre		Service Centre Helpdesk & DBS/SCW		-		RE.65552-V3.Service Centre Helpdesk Officer..PFTN.Yes		GRADE_06|11-17|		Permanent		Permanent - Full Time		Yes		37		15-Sep-2003		15-Sep-2003		47		Female

		Directorate - Corporate Services		Service Centre		Service Centre Helpdesk & DBS/SCW		-		RE.68032-V1.Service Centre Helpdesk & DBS/SCW Manager..PFTN.Yes		GRADE_11|40-44|		Permanent		Permanent - Full Time		Yes		37		18-Sep-2006		18-Sep-2006		40		Female

		Directorate - Corporate Services		Service Centre		Service Centre Helpdesk & DBS/SCW		-		RE.63936-V3.Service Centre Helpdesk Officer..PPTN.Yes		GRADE_06|11-17|		Permanent		Permanent - Part Time		Yes		25		13-May-2013		13-May-2013		53		Female

		Directorate - Corporate Services		Service Centre		Service Centre Helpdesk & DBS/SCW		-		RE.65557-V2.Service Centre Helpdesk Officer..PFTN.Yes		GRADE_06|11-17|		Permanent		Permanent - Part Time		Yes		18.5		20-Feb-2006		20-Feb-2006		58		Female

		Directorate - Corporate Services		Service Centre		Service Centre Helpdesk & DBS/SCW		-		RE.69320.Service Centre Helpdesk Officer..TFTN.No		GRADE_06|11-17|		Permanent		Temporary - Full Time		Yes		37		17-Sep-2012		17-Sep-2012		36		Male

		Directorate - Corporate Services		Service Centre		Service Centre Helpdesk & DBS/SCW		-		RE.69319.Service Centre Helpdesk Officer..TFTN.No		GRADE_06|11-17|		Temporary		Temporary - Full Time		Yes		37		25-Apr-2022		25-Apr-2022		43		Female

		Directorate - Corporate Services		Service Centre		Workforce - Analytics Recruitment and Change		-		RE.69175.Workforce ARC Officer - Social Services..TFTN.No		GRADE_05|07-09|		Temporary		Temporary - Full Time		Yes		37		08-Nov-2021		08-Nov-2021		42		Female

		Directorate - Corporate Services		Service Centre		Workforce - Analytics Recruitment and Change		-		RE.63849-V4.Workforce - ARC Senior Officer..PFTN.No		GRADE_06|11-17|		Permanent		Permanent - Part Time		Yes		26		01-Apr-1996		01-Nov-1988		59		Female

		Directorate - Corporate Services		Service Centre		Workforce - Analytics Recruitment and Change		-		RE.63844-V2.Workforce - ARC Officer..PFTN.No		GRADE_05|07-09|		Permanent		Permanent - Full Time		Yes		37		15-Feb-2016		15-Feb-2016		29		Female

		Directorate - Corporate Services		Service Centre		Workforce - Analytics Recruitment and Change		-		RE.63838-V2.Workforce - ARC Officer..PFTN.No		GRADE_05|07-09|		Permanent		Temporary - Full Time		Yes		37		08-Sep-2008		08-Sep-2008		52		Female

		Directorate - Corporate Services		Service Centre		Workforce - Analytics Recruitment and Change		-		RE.63835-V2.Workforce - ARC Officer..PPTN.No		GRADE_05|07-09|		Permanent		Permanent - Part Time		Yes		29.12		01-Apr-1996		27-May-1993		52		Female

		Directorate - Corporate Services		Service Centre		Workforce - Analytics Recruitment and Change		-		RE.63833-V2.Workforce - ARC Officer..PPTN.No		GRADE_05|07-09|		Permanent		Temporary - Part Time		Yes		22.5		01-Apr-1996		22-Apr-1992		57		Female

		Directorate - Corporate Services		Service Centre		Workforce - Analytics Recruitment and Change		-		RE.63842-V2.Workforce - ARC Officer..PJSN.No		GRADE_05|07-09|		Temporary		Temporary - Part Time		Yes		22.2		16-Mar-2021		16-Mar-2021		23		Male

		Directorate - Corporate Services		Service Centre		Workforce - Analytics Recruitment and Change		-		RE.68671.Workforce - ARC Officer..TFTN.No		GRADE_05|07-09|		Permanent		Temporary - Full Time		Yes		37		29-Aug-2012		29-Aug-2012		48		Female

		Directorate - Corporate Services		Service Centre		Workforce - Analytics Recruitment and Change		-		RE.67705.Project Officer Level 2..TFTN.No		GRADE_06|11-17|		Permanent		Permanent - Full Time		Yes		37		08-Jan-2009		08-Jan-2009		30		Female

		Directorate - Corporate Services		Service Centre		Workforce - Analytics Recruitment and Change		-		RE.63842-V2.Workforce - ARC Officer..PJSN.No		GRADE_05|07-09|		Permanent		Permanent - Part Time		Yes		18.5		18-May-2009		18-May-2009		41		Female

		Directorate - Corporate Services		Service Centre		Workforce - Analytics Recruitment and Change		-		RE.0518-V3.Workforce - ARC Assistant..PFTN.No		GRADE_03|04|		Permanent		Permanent - Part Time		Yes		29.6		13-Oct-2014		13-Oct-2014		62		Female

		Directorate - Corporate Services		Service Centre		Workforce - Analytics Recruitment and Change		-		RE.66484-V1.Workforce - ARC Officer..PPTN.No		GRADE_05|07-09|		Permanent		Permanent - Part Time		Yes		29.36		01-Apr-1996		21-Jan-1992		48		Female

		Directorate - Corporate Services		Service Centre		Workforce - Analytics Recruitment and Change		-		RE.63839-V2.Workforce - ARC Officer..PFTN.No		GRADE_05|07-09|		Permanent		Permanent - Full Time		Yes		37		01-May-2017		01-May-2017		27		Female

		Directorate - Corporate Services		Service Centre		Workforce - Analytics Recruitment and Change		-		RE.62794-V1.Workforce - ARC Officer..PFTN.No		GRADE_05|07-09|		Permanent		Permanent - Full Time		Yes		37		01-Mar-2017		01-Mar-2017		49		Female

		Directorate - Corporate Services		Service Centre		Workforce - Analytics Recruitment and Change		-		RE.63840-V2.Workforce - ARC Officer..PFTN.No		GRADE_05|07-09|		Permanent		Permanent - Part Time		Yes		26		20-Oct-2009		20-Oct-2009		32		Female

		Directorate - Corporate Services		Service Centre		Workforce - Analytics Recruitment and Change		-		RE.63831-V3.Workforce - ARC Manager..PFTN.No		GRADE_11|40-44|		Permanent		Permanent - Full Time		Yes		37		01-Apr-1996		11-Feb-1985		54		Female

		Directorate - Corporate Services		Service Centre		Workforce - Analytics Recruitment and Change		-		RE.63832-V3.Workforce - ARC Team Leader..PFTN.No		GRADE_08|25-29|		Permanent		Permanent - Full Time		Yes		37		18-Oct-2004		18-Oct-2004		65		Female

		Directorate - Corporate Services		Service Centre		Workforce - Analytics Recruitment and Change		-		RE.63834-V2.Workforce - ARC Officer..PFTN.Yes		GRADE_05|07-09|		Permanent		Permanent - Full Time		Yes		37		01-Apr-2019		01-Apr-2019		33		Female





Starters leavers

		Org Level 2		Org Level 3		Org Level 4		Org Level 5		Position Name		Employment Category		Person Employee Status		Grade Name		Hire Date		Original Date Of Hire		Termination Date		Termination Reason		Working Hours Amount SUM 1

		Directorate - Corporate Services		Service Centre		Accounts Payable & Purchasing		Accounts Payable		RE.65554-V1.Accounts Payable Operations Officer.FN.PPTN.Yes		Permanent - Part Time		Permanent		GRADE_05|07-09|		19-Jan-2004		19-Jan-2004		31-Oct-2021		ERVR - Early Retirement/Voluntary Redundancy		35.700

		Directorate - Corporate Services		Service Centre		Cash Management & Accounts Receivable		Accounts Receivable (SC)		RE.65555-V1.Accounts Receivable Officer.FN.PFTN.No		Temporary - Full Time		Temporary		GRADE_05|07-09|		10-Feb-2020		10-Feb-2020		14-Jan-2022		Resigned		37.000

		Directorate - Corporate Services		Service Centre		Workforce - Analytics Recruitment and Change		NULL		RE.69175.Workforce ARC Officer - Social Services..TFTN.No		Temporary - Full Time		Temporary		GRADE_05|07-09|		08-Nov-2021		08-Nov-2021		13-Feb-2022		Resigned		37.000

		Directorate - Corporate Services		Service Centre		Workforce - Analytics Recruitment and Change		NULL		RE.68672.Workforce - ARC Officer..TFTN.No		Temporary - Full Time		Temporary		GRADE_05|07-09|		16-Mar-2021		16-Mar-2021		24-Mar-2022		Resigned		37.000

		Directorate - Corporate Services		Service Centre		Workforce - Analytics Recruitment and Change		NULL		RE.0518-V3.Workforce - ARC Assistant..PFTN.No		Permanent - Part Time		Permanent		GRADE_03|04|		01-Jan-2013		01-Jan-2013		29-Mar-2022		Resigned		29.600

		Directorate - Corporate Services		Service Centre		Accounts Payable & Purchasing		Purchasing		RE.62638-V5.Senior E-Procurement/Operations Officer..PFTN.Yes		Permanent - Full Time		Permanent		GRADE_07|19-24|		12-Nov-2001		12-Nov-2001		09-May-2022		Resigned 55+		37.000



		Directorate - Corporate Services		Service Centre		Accounts Payable & Purchasing		Accounts Payable		RE.65554-V1.Accounts Payable Operations Officer.FN.PPTN.Yes		Temporary - Part Time		Temporary		GRADE_05|07-09|		31-Jan-2022		31-Jan-2022		NULL		NULL		30.000

		Directorate - Corporate Services		Service Centre		Accounts Payable & Purchasing		Accounts Payable		RE.65544-V3.Accounts Payable Control Officer.FN.PFTN.No		Temporary - Full Time		Temporary		GRADE_05|07-09|		11-Oct-2021		11-Oct-2021		NULL		NULL		37.000

		Directorate - Corporate Services		Service Centre		Cash Management & Accounts Receivable		Accounts Receivable (SC)		RE.65561-V1.Accounts Receivable Officer.FN.PPTN.No		Temporary - Full Time		Temporary		GRADE_05|07-09|		19-Apr-2021		19-Apr-2021		NULL		NULL		37.000

		Directorate - Corporate Services		Service Centre		Service Centre Helpdesk & DBS/SCW		NULL		RE.69319.Service Centre Helpdesk Officer..TFTN.No		Temporary - Full Time		Temporary		GRADE_06|11-17|		25-Apr-2022		25-Apr-2022		NULL		NULL		37.000

		Directorate - Corporate Services		Service Centre		Workforce - Analytics Recruitment and Change		NULL		RE.63840-V2.Workforce - ARC Officer..PFTN.No		Temporary - Full Time		Temporary		GRADE_05|07-09|		08-Nov-2021		08-Nov-2021		NULL		NULL		37.000
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Current Vacancies
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Position Name:

Position Number:

Directorate: All ~
Service Area: All v
Section: All v
Search
<« I 4
Details Job Email  Position Post Number  Post Title Grade Contract Type Working Hours Directorate Service!
Description | History Logs

@ (] ﬁ PL.64397-V1 | Administration Manager GRADE_09  Permanent 37.00 Directorate - Place Waste F

@ &) E SS.63745-V1  Apprentice Day Support Worker Permanent 30.00 Social Services Adult S¢

@ ﬁ SS.66310-V2  Apprentice Day Support Worker Permanent 30.00 Social Services Adult Se

@ E PL.5414 Arborist GRADE_06 Permanent 37.00 Directorate - Place Waste F

@ (] ﬁ PL.5406 Arborist GRADE_06 Permanent 37.00 Directorate - Place Waste F
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Current vacancies

Jobs available with the City and County of Swansea or partnership organisations.

Application forms must be submitted by 11.59pm on the closing date.

Application forms are available in a variety of formats eg larger print / braille / audio tape. Please contact 01792 636098 if you require any of these facilities.

Prior consideration will be given to those employees whose posts are at risk.

If you already work for the council you are also eligible to apply for internal vacancies available.

Like us on Facebook - Swansea Council or follow us on Twitter to get job updates.

Swansea Council needs talented people to deliver services to the residents of Swansea, and in return offers an attractive benefits package.

Independent Living Support Assistant vacancies

A variety of support assistant positions are available within the Swansea area
supporting individuals to live as independently as possible. Our clients can be
of all ages, backgrounds and disabilities.

Seasonal Cleansing Operative (closing date: 30/06/22)

Senior Social Work Practitioner (closing date: 09/08/22)

£39,571 - £41,591 per annum. In Swansea we believe our workforce is our
greatest asset and we will ensure you have the right support and a positive
working environment to deliver outstanding social care to children, young
people and families.

Social Worker (closing date: 18/08/22)

£19,264 per annum (pro rata). We are seeking x 13 Seasonal Cleansing
Operatives, this a temporary post for 6 months during the Summer period.

Grade 8, £33,486 per annum (newly qualified), Grade 9, £34,373 - £38,553 per
annum. In Swansea we believe our workforce is our greatest asset and we
will ensure you have the right support and a positive working environment to
deliver outstanding social care to children, young people and families.
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Shortlisting Form
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Post Title (You must enter this on the online AP1 form): TO BE ENTERED BY WT
Post No. (You must enter this on the online AP1 form): TO BE ENTERED BY WT
Manager TO BE ENTERED BY WT
Closing Date: TO BE ENTERED BY WT
Shortlisting Panel: TO BE ENTERED BY MANAGER
Interview Location (include full postal address): TO BE ENTERED BY MANAGER
Interview Date TO BE ENTERED BY MANAGER

If the role requires Working from Home - Please discuss with the prospective candidates at interview the need for Broadband Internet in order to carry out their duties
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From:
Sent: 27 October 2021 12:20
To: Adverts <Adverts@swansea.gov.uk>

‘Subject: ON REDEPLOYMENT 02.11.21. ASKED SR FOR JE SCORES & SENT TO TRANS 28.10.21. ASKED PM TO SEPERATE ADVERTS & IDS, CONFIRM POST NUMBERS & SEND VIMF & APPROVALS 27.10.21. Posts for
redeployment register and internal/external advert

Please find attached 3 newly created temporary posts. The advert text is not final and will be confirmed this week, but in discussion with Ellie Beynon the advert blurb does not need to be confirmed for the posts to go
on the register which I'm keen to do asap

Cofion
Regards
Paul

(/’-. Rheolwr Adran Amgylchedd Naturiol
& Natural Environment Section Manager
~

o - 207887 055274
yngor Abertawe @abertawe gov.uk
B @swansea govuk

Croesewir gohebiaeth yn y Gymraeg & byddwn yn ymdrin & gohebiaeth Gymraeg & Saesneg i un safonau ac emserlenni
We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standerds and timescales
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From:
Sent: 28 October 2021 11:52

To: Elinor Beynon <Elinor.Beynon@swansea.govuk>

ESTRICTED - RE: Posts for redeployment register and internal/external advert

HiEllie

That's great thank you. The post will be based in the Nature Conservation Team within the Natural Environment Section of Planning and Regeneration Services, Place Dept.
All 3 posts will have purchaser rights and the supervisor wil be Deb Hill, Nature Conservation Team Leader.

Regards
paul

Hi Paul,

Great, thanks for sending these. Yes that's absolutely finel | was just checking. | have asked Steph to send me the breakdown of the JE scores so | can send these to the data
team.

Please can you confirm what org the posts will be in, if any of the posts will have purchaser/approver rights and who the supervisor will be for each post?
1 will send the adverts and JDs for Welsh translation now. | can add the posts to the redeployment list once they have been created
Many thanks,

Regards
Ellie Beynon
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From: Elinor Beynon

Sent: 28 October 2021 12:24

To:

o

‘Subject: RE: RESTRICTED - RE: Posts for redeployment register and internal/external advert

Hi Paul,

Thanks for confirming the below details. When Steph sends me the breakdown of the JE scores | will ask the data team to create the posts. The post numbers will be:

PL 69237 - Natural Environment Volunteer Co-ordinator
PL.69238 and PL 69239 - Community Greenspace Officer

Once the posts are created | will add them to the redeployment list
Many thanks,

Regards
Ellie Beynon

4 Ellie Beynon
/5 Gueithiu - Swyddog Dadansoddeg, Recriwtio a Newidiadau
\ Workforce — ARC Officer

~

o 201792 636098
yngor Abertawe < Fiinor Beynon@abertawe gov.uk
’_""}C"‘L“." = Elinor Beynon@swansea.gov. uk

Croesewir gohebiaeth yn y Gymraeg a byddwn yn ymdrin & gohebiaeth Gymraeg & Saesneg i un safonau ac amserlenni
We welcome correspondence in Welsh and will deal with Welsh and English correspondence to the same standards and timescales.
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Sent: 27 October 2021 18:07

To: Elinor Beynon <Elinor.8eynon@swansea.govuk>
o
Subject: FW: RESTRICTED - RE: Posts for redeployment register and interal/external advert

Hitllie

Please find the 2 separate adverts for the posts with the JDs also separate and following the 1D template. | also attach the DPR and an email with the chain of approvals. The posts haven't been set up yet — the advert
request is usually the prompt to ask the Data Team to create the posts on Oracle — s that okay or do | need to contact someone else to do this?

Many thanks
paul

From: Elinor Beynon <Elinor.Beynon@swansea.gov.uk>

Sent: 27 October 202116117

To:

o

Subject: RESTRICTED - RE: Posts for redeployment register and internal/external advert
Hi Paul,

Thanks for sending this through. Because there are 2 different job titles, we will need 2 separate adverts. Please can you put the adverts on to 2 separate advert forms and send back
to me?

Please can you also send me through the job descriptions on a separate document to the advert form? | have attached both the advert form and job description template.
Have these posts been set up yet? If so, please can you confirm the post numbers? Please can you also send through the DPRVMF and the approvals?
Many thanks,

Regards
Ellie Beynon
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1. Equality Policy Statement.
2. Responsbilty.......

3. Councilors..........
4. Employment . . -
5. Responsbilty of ail Council Empioyees..
6. Policy Monitoring....

Equality Policy Statement

11 The City & County of Swansea is fully committed to eradicating discrimination
and promoting equalit for both our staff and our customers by treating people
fairly and according to their needs. The Council also recognises that services
‘must be accessible to and appropriate for all members of the community who
‘might wish or need to use them

12, The Council recognises that people's differences can mean that some
individuals face discrimination or harassment in everyday lfe.

13, Al Councillors, employees and others who work on behalf of the City and
‘County of Swansea are expected to carry out their responsibilties under this
policy and to follow relevant policies and procedures. All employees have a
role o play in ensuring faimess towards colleagues and to all sectors of the

community we serve.

ity and County of Swansea \
Dinas a Sir Abertawe ¢,

R ——





