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Introduction 

I work in The Service Centre of Swansea Council where my role is a Workforce- Analytical, Recruitment and Change Officer (ARC Officer). My day to day work is mainly of a transactional nature and more in line with a Human Resources Assistant role. I offer basic advice on HR policies and process paperwork on the lifecycle of the employee. I work with and alongside Human Resource and Organisational Development Advisors, Business Partner’s, alongside Payroll and Pensions and Line Manager’s. I am studying this course in order to gain further knowledge and to progress my career in Human Resources Management. 

I hope that this portfolio will evidence how I, in my current role am contributing to Resourcing and Talent Planning within the organisation and how I am growing in this area. 
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Part 1 – Be able to review and evaluate an organisation’s approach to talent planning.

1.1

After further investigations and conversation with the HR advisor and business partner teams. I have discovered that workforce and succession / talent planning are linked together within Swansea Council. The vast majority of this type of planning should be enacted by Heads of Services and their Team Managers. HR run regular workshops in order to promote and encourage this over the 3 main directorates of Social Services, Resources and Place. Unfortunately, due to the pandemic this has not been possible and the last Workshop took place in January 2021, I have attached my invite to this Resources Directorate sessions as Evidence (EV1). A similar invite would have been sent to all Heads of Service and Team Manager’s within the Resources Directorate, although they would have more advanced notice.
 
I attended on an observation level as part of my course. I have included as (EV2) the power-point overview of the day. These workshops are designed to get manager’s thinking about the workforce in the following ways: 
· How they match in with the corporate plan (EV3).
· How they would assess the current workforce – this is usually done by hierarchy structure reports on particular areas looking at age, length of service, permanent / temporary posts etc.
· Identifying any current gaps – looking at what we have against what we need in the future
· Devising a strategy to close the identified gap.

On the day a SWOT analysis was completed to identify any strengths, weaknesses opportunities and threats.

There is a link on Swansea Council Staffnet (EV4), where managers can also access useful resources, tools and guidance for workforce planning within their service:
 
[image: ]

Following any of these workshops managers should assess their teams so that they have a good knowledge of what resources are currently available and also what the requirement’s for the future are. As suggested by the CIPD (2019), a key element of the workforce plan devised should also link into the organisational goals or in the council’s case the corporate plan.





1.2

Swansea Council has around 12,000 employees in total. Every service manager is responsible for their own service area and the workforce plan for that area. The Service Centre where I work has approx. 100 employees. We have a workforce data team as part of our area that cover’s the whole council, they are able to produce establishment listings from the hierarchy structure showing all posts within the areas requested.(Example version attached EV5a) This list will show any vacant posts but it can also be requested that age demographics are identified so we can predict any future retirements of current employees. This helps us create a potential vacant post in the future. 
Most posts are filled on a need basis. Our usual need is after an employee resigns or retires. In this instance a Vacancy Monitoring Form (EV5b) will need to be completed and approval gained to fill the post. In the first instance all vacancies are added to the redeployment portal listing as current vacancies (EV6) and offered to any employees seeking redeployment or any who are at risk of redundancy. These employees will have been given an access code to the Redeployment Portal to view the current vacancies. If the post is not filled in this way then the post will be advertised first Internally (EV7) to all internal staff and then Externally (EV8) to all those seeking employment. These Internal and External Adverts can be accessed on the Swansea Council Website, we also advertise all posts in the Guardian online and on LinkedIn. We are also advertising within the local job centre plus as a trial in the next few months.
   
Swansea Council itself completes a quarterly report on the Swansea local labour market. It covers those who are economically active, in employment, unemployed or economically inactive (EV9). It also gives a comparison to the Welsh and UK labour markets. This report also addresses statistics on the number of people claiming Job Seekers Allowance. Whilst these figures are available for all those who are workforce planning. Swansea Council work’s mainly on the basis of filling a post via redeployment, internal and external. 

1.3

Some Gaps have been identified through advertising posts which require a specific skill set and also through the retention of those appointed to these specific posts. A recent advert for a Senior Quantity Surveyor produced 2 applicants, neither of which were appointable, closed application pack provided as evidence (EV10).  This has been specifically in the area of Corporate Building and Highways and Transportation within roles such as Architects, Quantity Surveyors and Estimators.

The following issues have been identified:
· Not enough trained applicant’s apply. ie no qualification is held.
· A shortage of student’s signing up to diploma / degree level courses.
· Wages Issue – The private sector offer’s higher salary than the public sector for these roles.  
· Employees are enticed into the private sector by packages including bonuses and company cars.

Following an assessment of these areas and roles, Heads of Service for both areas have been in contact with HR Principal Officer and the Business Partner for the Place Directorate to see what the way forward is for this Gap in recruiting to these specific roles. Leanne Evans - Business Partner then contacted the University to discover if there was any courses run in the university with these specific skills in mind and if there was any mileage in collaborating on a graduate programme. To this end I attended a Teams meeting on 20th Jan 21 (EV11). The meeting was attended by Leanne Evans – Business Partner, Stuart Davies – Head of Highways & Transportation, Nigel Williams – Head of Corporate Building, Melanie Hill – Career Advisor at the university and myself. The outcome of this meeting was that Mel would investigate further into weather our needs are met and what specific courses we could utilise and promote Swansea Council through.
 
Swansea council has an award winning apprentice programme (EV12). Within Corporate Building every year we take on approximately 15-20 young people on a 4 year apprenticeship linked with Gower College for Tradesmen. Once these apprentices complete the qualification, they can then appointed to a permanent tradesman position. It is hoped that any graduate programme would have the same success. What can be offered to these trainee’s is fair wages, good holidays and pension scheme and job security. They are also offered mentorship and coaching through-out their apprenticeship with 1-1 mentors and feedback given on a regular basis.            




























EVIDENCE PART 1

EV1 – Email - Invite to Resources Workforce Planning Workshop (Jan 2020)


-----Original Appointment-----
From: Leanne Evans <Leanne.Evans@swansea.gov.uk> 
Sent: 23 January 2020 12:25
To: Wyn Mathews; Linda Phillips; Sarah Measday
Subject: WFP Workshop - Resources
When: 24 January 2020 09:30-16:30 (UTC+00:00) Dublin, Edinburgh, Lisbon, London.
Where: Committee Room 1 - CIVIC
Sensitivity: Private

Hi,

I have put this in for the day but I don’t think we will be there until 4.30.  Will try and be in the room for 9 am to set up.

Thanks,

Leanne






EV2 - Power-point - Workforce Planning - Resources Workshop overview – Double click link should open in a new window.
 





EV3 – Swansea Council - Corporate Plan 2018-2022 – double click to open in new screen
























EV4 – Swansea Council Staffnet screenshot – Workforce Planning tools
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EV5a – Screen shot - Example – Verification listing / establishment listing.
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EV5b – VMF – Vacancy Monitoring Form for vacant posts filling – double click will open full document



EV6 – Screenshot – Redeployment Listing – Held on StaffNet
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EV7 – Internal Vacancy listing – online internal candidates can apply
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EV8 – External Advertising of Current Vacancies – anyone can apply  
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EV9 – Swansea Council - Local Labour Market Quarterly Report - Jan 2021 









EV10 – Screenshot - Shortlisting Pack – Senior Quantity Surveyor 
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EV11 – Screenshot to Teams Meeting to discuss Graduate Programme. 
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EV12 – Screenshot – StaffNet - Apprentice Success / Awards 
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Part 2 – Be able to recommend ways to improve an organisation’s approach to talent planning. 

2.1

According to the CIPD (Nov 2020) workforce planning is “about getting the right number of people with the right skills employed in the right place at the right time, at the right cost and on the right contract to deliver the organisation’s short and long term objectives”.

How can Swansea Council improve its talent planning activities to ensure that we have enough people with the right skills for to the future?

More training programmes.

As already mentioned Swansea Council has an award winning apprenticeship scheme (EV12). This allows us to build talent for the future, especially for trades such as carpentry, bricklaying plumbing and electricians. Our head of corporate building Nigel Williams stated in the Graduate meeting I attended that he had started with the council as an apprentice some 35+ years ago and had progressed through the ranks to reach the status of Head of Service. He makes time to meet apprentices every year as he knows this programme adds value to the organisation’s future workforce. These trades will always be needed in the housing sector. This is our largest area for apprentices, which is one of the main reasons that as a council we are seeking to branch out into Graduates for higher skilled roles in corporate building. Due to the pandemic the Graduate proposals mentioned in 1.3 have stalled, as it has been difficult to negotiate with any students whilst not being able to formally meet. It is however hoped that we can collaborate in this area in the future (EV13).

As there is so much success in the area of Tradesmen within Corporate Building, I would recommend that there is a further role out of apprentice scheme’s in other areas. We have a few social care and IT apprentices, but think we could be offering more roles in these areas to secure care homes and Technologies with good quality staff for the future. 

EasyJet have had great success with what they call “Talented Career Programmes”. Their “career programmes are designed for ambitious and highly motivated individuals who are ready to set the bar high”. Offering such programmes as these and apprenticeships not only attracts talent but helps to maintain them for the future as employees feel invested in.     

Better Pay.

Swansea Council has a regular review of salary and pay rises. With austerity over the past few years we have had pay freezes. As I have already mentioned we do have some issues with Market comparisons of pay especially in the area of corporate building and specialist area such as Architectural Design and Surveyors. We do also see this problem in areas such as Legal and Heath professional. 

A comparison in the table below shows that Swansea council in some areas are paying below average. This has led to a short fall in the number of people employed in these roles and recruitment is at times difficult, with individuals’ being tempted to the higher pay in the private sector.

A number of employees in these roles now have additional payments of Market Supplement’s *. A Market Supplement is designed to be a “temporary fixed term additional payment, paid on a monthly basis in addition to an individual's basic salary in order to bring the total annual salary for the role up to the market rate. This will be expressed as a percentage of the yearly salary.” 
 
	
	Reed (2021) UK Average Salary
	Swansea Council

	Occupational Therapist
	£39,622
	£35,745 * market sup paid

	Lawyer
	£50,000
	£38,890 * market sup paid

	Architectural Designer
	£40,000
	£35,745 

	Surveyors
	£32,680
	£29,577


 
I would proposed that whilst we are seeking to address the need’s in corporate building of a lack of applicant’s and difficulties in retaining Architects, Designer’s and Surveyors that a pay review is conducted in this area, we could also seek to offer Market Supplement’s in order to address the short falls as they have done in Legal and Health already. We do currently have a Market Supplement procedure policy (EV14) which I would suggest is enacted by the Heads of Service in corporate building. This will ensure staff are recruited to these roles for the future of the organisation. I have also included the current pay policy 21/22 (EV15) which should be taken into consideration in any Evaluation Process.  





















EVIDENCE PART 2

EV13 – Confirmation of Future collaboration on graduates.


From: Nigel Williams <...............@swansea.gov.uk> 
Sent: 12 May 2021 11:31
To: Leanne Evans <...............@swansea.gov.uk>; Stuart Davies <............@swansea.gov.uk>
Subject: RE: Graduates

Hi Leanne,

We have moved on from recruiting graduates at present. Due to the pandemic it has been difficult to liaise with the university as students are not on site. 

The current roles we had have now been advertised as trainee posts instead on a lower grade and we are looking still to attract graduates for in house further training and progression. We will however look again at the start of the academic year to build a relationship with the university 

Kind Regards,
Nigel Williams

Nigel Williams
Pennaeth Y Gwasanaethau Adeiladu
Head of Building Services

























EV14 – Market Supplement procedure policy – pdf – double click will open full policy




















EV15 – Swansea Council Current Pay Policy 21/22 – double click to open full pdf document 




















Part 3 – Be able to contribute to people resourcing activities


3.1 

The Covid-19 Pandemic brought about a need in May 2020 to produce a contract tracing system (now known as Track Trace Protect – TTP)  in order to prevent the further spread of the disease. Public Health Wales (PHW) identified a 3 tiered approach to:
1. Identify cases and trace them.
2. Testing and Sampling 
3. Data and population surveillance.
  
Councils were given government funding for the mass recruitment of contact advisors, tracers and data analysts. The full workforce delivery plan is included as evidence (EV17). This Plan was created by our Deputy Chief Executive along with members of Public Health Wales at regional and national level. As in order to put together an effective plan, it was recognised that collaboration across the regions was necessary. 

Initially, recruitment to these vital posts was from internal staff whose services work had reduced or the services were temporarily closed, eg, theatres, leisure centres, community halls, libraries all closed. A “call to arms” letter was also put out previously in April 2020 to allow for volunteers to temporarily move roles, this was supported by TU’s (EV18). A list of available persons was compiled and used as an initial resources when the need arouse for a Contact Tracing service. Once the virus slowed the expectation was that these employees would return to their permanent roles and we would advertise for External candidates to fill these roles. 

Once role moves were agreed then spreadsheets with grade changes were submitted to us in workforce transactions. I was appointed to be the point of contact within the workforce team to enact the necessary changes. Due to the increase in the virus it became necessary to enact the need for external recruitment to advisor and tracer roles as well as keeping those who were redeployed. Therefore an advertising campaign when out in May /June 2020.

3.2

Initially, I had been part of the team dealing with regrading but once the need to advertising arose, I became responsible for the on boarding process of new employees. My team manager set up the necessary folder’s as outlined in the attached email (EV19) and I was assigned to manage applications / recruitment, whilst still enacting changes for redeployment needs.   I was also given access to the Teams channel for TTP On-boarding (EV20) this channel also has the outlines needed for training needs once candidates have commenced in roles and access to all other paperwork, recruitment commenced June 2020.

The HR team with some managers were called upon to shortlist and interview. The adverts produced over 1000 applications split between TTP Advisors and TTP Tracer’s. This was the initial advert, but we have advertised on a number of additional occasions especially in the winter when the covid number’s escalated again.  


3.3 

My role in on-boarding was to oversee the correct recruitment of all new to the authority staff. Whilst speed was of the essence, we still needed to issue and receive all paperwork and follow the procedures outlined in the recruitment and selection policy (EV21). 

Once successful candidates were identified through interview they were then added to our on-boarding spreadsheet by the interview team for all HR paperwork to be issued. This paperwork was enacted by myself and one other Workforce Officer. The initial round was to recruit 100 Advisor’s / Tracer’s with a hoped turnaround of around 2 weeks to get all paperwork in. Thankfully, due to training which could only do 20 candidates per week this was staggered over a month.

3.4
   
The following items were prepared for issue:
External Offer Appointment Letter – this outlines also what the candidate needs to return. (EV22)
Contract of employment – Terms and Conditions (EV23)
Job Description (EV24)

The following plan was put together by myself for issuing paperwork:

TTP Successful Candidate - New Employee to the Authority.
· Successful Candidate added to on-boarding spreadsheet by interview team.
· Information is then sent out to the perspective New Employee via email provided in the application form, this must include:
· Appointment Letter
· Contract
· Job Description
· Medical Questionnaire link to complete.
· New Starter Pack – contains all forms for the New to complete.  

These forms are completed and returned by email to myself along with a form of ID such as Passport, Driving Licence or Birth Certificate. 
This process usually takes up to 4 weeks but we have fast tracked these new employees due to need. Aiming to turn around in 2 weeks.

· In addition we request 2 references from the referees stated on application form.
NB - It is only once all the checks are back and necessary paperwork is in place that we are able to add a start date for training to the on-boarding spreadsheet.  
· A letter is then sent to the perspective employee stating the commencement date of their training with TTP and IT kit will be issued. 
· Payroll will be informed and the employee will be actioned in Oracle.

This will complete my part of the on-boarding. Over the period til now we have recruited over 200 employees to TTP following the above plan.

3.5

All paperwork is sent out in a timely and accurate manner via email, which they are advised about when they are telephoned by a member of the interview team to say they have been successful.
I have attached the initial email to one of the new employees (EV25) and also an email sent to a referee (EV26).

How fast we can complete the process is entirely dependent on how fast the candidate completes and returns paperwork and also the same for the referees.

Once we do have everything in place the on-boarding spreadsheet is updated and IT informed to issue Kit. We can then add individuals to our oracle system for payroll purposes. (EV27)

Throughout this project, I have also been involved with many terminations and changes to contract eg upskilled employees move from advisors to tracer’s role. This requires a change to pay, therefore a new contracts need to be issued etc. As these roles are all temporary they were set up initially as Fixed Term Contract for 3 months at a time. We have extended many contracts but as is nature many we appoint continue to seek more permanent employment. With those who are employed beyond the 3 months we then also have to enact the probation policy. So, I am also sending out 3 month and 6 month probation reminders on a regular basis and also contract extension letters. 

I have attached an endorsement from the TTP Operational Manager in regards to the work I have been undertaking and I think this sums up the vast majority of work I have done and the manner it has been completed.(EV28)      

    







3.6


Personal Reflection

The Track, Trace and Protect Team, have had to work really hard to meet the demands of recruitment throughout the pandemic, rises in figures have meant that at times we have had to put in additional hours to cover all the basis of the legal requirements of recruitment policies (EV21). It has also meant working at pace to start new employees as quickly as possible, so that the virus can be tackled.
Since June 2020 we have had a steady flow of Adverts and Recruitment. Whilst my responsibility has been the HR recruitment to the posts as that is my area of expertise, there have also been regular on-boarding reviews (EV29) to attend on a weekly basis to discuss any changes or additional needs. 

The requirements of the Workforce Delivery Plan for Contact Tracing (EV17) have been met and exceeded. As I believe that the escalation of the pandemic requirement further recruitment than first planned. As confirmed in the feedback from the TTP Operational Manager (EV28), we have recruited to over 200 posts to set up an effective service for TTP. In addition to this I have also dealt with many changes to contract, contract extensions, and terminations and also been involved with probation reviews as employment has lasted longer than the first planned expectation of 3-6 months. 

This process of course has been a collaboration between NHS, Public Health Wales, Neath Port Talbot, and Swansea Council.  It has also had to feedback on figures being traced to local, regional and welsh government so that accurate figures could be obtained.  I believe I have played a very small but necessary part in this process as without the fast effective recruitment this service would not have been as effective as it could have been.        
       



 















EVIDENCE PART 3

EV17 - Workforce Delivery Plan - TTP – May 2020 – double click to open full document 















EV18 - “Call to arms” letter from Chief Executive and TU representative. Double click to open in full

    
  
EV19 - Team email - roles and responsibilities for TTP  

From: Andrea Smith (Service Centre) <.............@swansea.gov.uk> 
Sent: 19 June 2020 15:19
To: Sarah Measday <Sarah.Measday@swansea.gov.uk>
Cc: …….. <.................@swansea.gov.uk>; Workforce Data Support Team <Workforce.DataSupportTeam@swansea.gov.uk>
Subject: TRACK, TRACE, PROTECT ROLES (TTP)

Afternoon all,

I have set up a folder under RECRUIMENT for the Track, Trace, Protect roles (TTP).

A template has been uploaded into the TTP folder, in readiness for when we receive the new starter information from Julie Nicholas-Humphreys along with process notes. 

The adverts and Job Descriptions have been uploaded into the respective areas in ECM.  I have not labelled either roles with a Post number in ECM, as we are still awaiting the official Directorate they will sit under.

Contact Advisor role has a fixed spinal column point of scp 11-£21,166 per annum 
Contact Tracer role has a fixed spinal column point of scp 22 - £26,317 per annum

DBS is not required for these posts as prospective employees will be Working From Home.

We will follow the same route in relation to the medical health questionnaire.  If you can label the successful candidates folder with TTP alongside the candidates name, Chris and I can flag it up as a priority with Occ. Health.

Sarah if you can manage the applications that come into the advert box, as we are being asked to report to various internal colleagues and external requests from Wales on-line etc. regarding recruitment to roles due to COVID19.

Workforce Data Team – I am still waiting on confirmation of the Directorate they will be assigning the posts to.  As soon as I know, I’ll pass the information on.  

When the posts are set up in each Team, we can then send the information onto Julie Nicholas-Humphreys, she will then be able to complete the post number on the spreadsheet template. 

Regards
Andrea
Andrea Smith
Gweithlu - Rheolwr Dadansoddeg, Recriwtio a Newidiadau
Workforce Analytics, Recruitment and Changes Manager
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EV20 - Screen Shot – Teams Admin Channel for on-boarding 
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EV21 – Swansea Council – Recruitment and Selection Policy – double click to fully open PDF 



















EV22 - PDF – Example TTP appointment offer letter – double click should open document in full.




















EV23 - PDF - Example TTP Contract – double click should open in full





















EV24 - JD for TTP advisor – double click will open in full





















EV 25 – Screen shot - Initial email to New TTP Starter 
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EV 26 – Screen shot - Reference Request Email  
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EV27 – Screenshot – Oracle payroll records
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EV28 – Screenshot – Email Endorsement from TTP Operational Team Lead
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EV29 – Screenshot – Teams Invite to On-boarding Review for TTP Team
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Leaver checklist / exit « ] workforce planning - a manager's guide (Word, 471KB) &

Manager training « ] workforce planning - manager's checklists (Word, 235KB) &

o ] succession planning toolkit (Word, 50KB) &7

Manager appraisal guide

Financial information for
managers

Health and safety for managers Downloads

Recruitment manager guide 23 Role profiles [8MB] &

Workforce planning

Contacts
Linda Phillips - OD Project Officer

Skills_developme...docx A Sarah Measday...docx A~ Mark Sheet URA...docx A Mark sheet DPP...docx  ~ Show all X
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Resources 
Workforce Planning Workshop

Human Resources & Organisational Development 









Welcome

Why are we here?





Introduction 

2









 Aim of today…

Examine the workforce issues that are facing us today and in the future



Listen to ideas on how we can address the issues (begin to develop a workforce strategy)



Decide what we need to do to focus and prioritise (develop a plan)







3



Update





	Step 1. Identify Strategic Goals and objectives

	Step 2. Assess current workforce (Supply) (Composition, Capability and 	Capacity of current workforce) & Forecast future workforce needs 	(demand)

	Step 3. Identify workforce gaps 	

	Step 4. Develop & implement strategies to close the gaps



We can work with you through the stages to develop a workforce strategy and plan that meets your needs, linking back to the Corporate OD Strategy

 

	



















WFP - Steps to follow…..











Assessing the workforce





Introduction 

5









 Why do we need to do this?

Some of the stat’s…..but we need more information…..



Ageing workforce across many areas. 



Do you know:

how many Managers at Grades 12, 11 and 10 are in the 55+ age bracket?

Number of employees under 24 age category

Number of employees who are considering early or planned retirement and the risk for the rest of the service?

Have you reviewed the number of “S” profile posts in your areas (do you have too many?)

Do you know how many permanent employees  are in temporary posts (and if they have been in these posts for more than 2 years)
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Update



Extremely hierarchical management structure



Large numbers of “S” profile posts



High numbers in business support posts



Key roles where post holders are 53+ with long LOS



Planned retirements discussed?



Professional postholder in the older age groups – successions in place?



Are there any trends in this year’s resignations that you have noticed?











Section Overviews 











Please tell us what the issues are….
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 Current and Future Service Exercise

Activity - Work in your groups and using the spreadsheets in front of you:



What are the age issues in your service, bearing in mind the issues already raised?

What are the key posts in your service area?

Identify the business critical posts that need attention to mitigate risk of leaving (resignation, illness, retirement)

Identify the bench strength in the service

Identify the talent pools/pipelines available 

What are your gaps?
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 Future Strategy Exercise…..

Activity - Work in your groups and using flip chart paper, draw, sketch, note…



‘Thinking about your strategic goals and objectives as a service….What are your strengths, weaknesses, opportunities and threats from a workforce perspective?’

If a statutory function, is there any new legislation that will impact the future service that you need to plan for?



Some questions to think about:

What is the workforce composition now and what is needed for the future?

What skills have we got now and what are needed for the future?

What are the external factors influencing the workforce i.e. legislation changes, budget, technology
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 Future Strategy Feedback

What did you notice in your area?



Was it easy to identify your risks?



Did you find out anything new?



What did you already know, or have a ‘feeling’ about already?



Were there any surprises?











11









Where are the challenges?

What do we need to do? 
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 The Plan – challenges and strategies 

Activity - Work in your groups and using flip chart paper, draw, sketch, note…



‘What are the challenges you have identified and how could you address them? ‘



Think about ……. 

What was identified in the SWOT

Do we have all the data we need?

What are the critical posts – which categories are they?

How will we succession plan?

What is the talent pipeline? 

Is there enough capacity to deliver services?
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 The Plan – Top 3 Actions 



Activity ….



Looking at the challenges and strategies you have identified, pick 3 priorities that you will take away from today.



Some points to think about:

Are there any barriers to implementing these strategies?

How can we overcome them?

What are the timescales

What will you need to help you implement them?
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Next steps…
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 Next Steps….



What do you think are the key next steps….?
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Cyngor Abertawe
Swansea Council

/
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 — so 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 — so that we and
the services that we provide are sustainable and fit for 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

ahead.

> 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, value and support our employees and demonstrate the
highest standards of integrity.






» 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
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12 [Social Services Tackling Poverty Service Local Area Coordination Donna 888456 Temporary - Full Tin
13 [Social Services Tackling Poverty Service Local Area Coordination Claire 880279 Temporary - Full Tin
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Vacancy Management/Monitoring  

1. All advertisements to be placed on the Redeployment List in the first instance and for a period of 2 weeks. 2. If no-one has been identified from the Redeployment List, the post can then be advertised on an internal basis. 3. For all Business Support posts, the next step would be to refer to the Pool of Business Support applicants via the Portal. 4. If no-one has been identified from the Redeployment List, Business Support Pool or internally, the post can then be advertised on an external basis; providing the Director has given his/her approval 

Post No:  

Post Title:  

Grade:  

Section:  

Directorate::  

Monitoring Shortlisting Criteria 

Does this post undertake a business support function(s)? If yes, then the post will be highlighted and will be considered as part of the Business Support Programme Yes/No  

If the post has been highlighted - has the Job Description and Person Specification been assessed against the agreed Business Support Model? Yes/No  

Has this post been previously advertised within the last 12 months? (Required for PI purposes)  If yes, enter date  Yes/No  

Has the post been vacant for 6 months?  If not, outline below the reasons why the post should be filled immediately? Yes/No  

Reason for vacancy  

Is this post a new post or an existing post?  (please tick) Existing   New   

If this is a new post, a Delegated Powers Report should be completed instead of this Form. 

If this is an existing post, please state the reason for the vacancy.  

If these are additional posts, has Corporate Property Services been consulted to consider any asset implications?  Yes/No  

Has this post been evaluated? Yes/No  

Is this post permanent, temporary or a fixed term contract?  

Please state length of contract  

How many of these posts are there in this section?  

Does this role need to be filled on a full or part time basis?   

Is this a front line post? Yes/No  

Have there been difficulties in filling this post? Yes/No  

What are the implications of not filling this post?      

Do you require the post to be advertised externally? Yes/No  

If the post needs to be advertised externally, please give the reasons below:-  


Microsoft_Word_Document.docx
Appendix 1
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		Vacancy Management/Monitoring





		1. All advertisements to be placed on the Redeployment List in the first instance and for a period of 2 weeks.

2. If no-one has been identified from the Redeployment List, the post can then be advertised on an internal basis.

3. For all Business Support posts, the next step would be to refer to the Pool of Business Support applicants via the Portal.

4. If no-one has been identified from the Redeployment List, Business Support Pool or internally, the post can then be advertised on an external basis; providing the Director has given his/her approval



		Post No:

		



		Post Title:

		



		Grade:

		



		Section:

		



		Directorate::

		



		Monitoring Shortlisting Criteria



		Does this post undertake a business support function(s)?

If yes, then the post will be highlighted and will be considered as part of the Business Support Programme

		Yes/No



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

		Yes/No



		Has this post been previously advertised within the last 12 months?

(Required for PI purposes)  If yes, enter date 

		Yes/No



		Has the post been vacant for 6 months? 

If not, outline below the reasons why the post should be filled immediately?

		Yes/No



		Reason for vacancy

		



		Is this post a new post or an existing post?  (please tick)

		Existing

		

		New

		



		If this is a new post, a Delegated Powers Report should be completed instead of this Form.



		If this is an existing post, please state the reason for the vacancy.

		



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

		Yes/No



		Has this post been evaluated?

		Yes/No



		Is this post permanent, temporary or a fixed term contract?

		



		Please state length of contract

		



		How many of these posts are there in this section?

		



		Does this role need to be filled on a full or part time basis? 

		



		Is this a front line post?

		Yes/No



		Have there been difficulties in filling this post?

		Yes/No



		What are the implications of not filling this post?

		







		Do you require the post to be advertised externally?

		Yes/No



		If the post needs to be advertised externally, please give the reasons below:-





		Has consideration been given to restructuring/merging posts/employees at risk?

		Yes/No



		Does post have high turnover?

		Yes/No



		How is this post funded?

		



		Does this post have sustainable external funding?

		Yes/No



		Total salary plus on costs (at the mid-point of the grade)

		







		Approvals

This is confirmation that the above post meets the criteria as stated above. 

Authorisation is sought in order that it can be advertised on the basis shown above





		

		Name

		Signature

		Date



		Manager

		

		

		



		Head of Service

		

		

		



		Finance

		

		

		



		Director

		

		

		



		Principal HR Officer

		

		

		







Feb 2018



image1.jpeg

&
S

Cyngor Abertawe
Swansea Council

——







image8.png
% Swansea Staffnet - X | G GOSSICMv10060 X | T UWTSDMoodle20. X | % Swansea-labourn X | @ MicrosoftWord-L- X @ CurrentVacancies X =+ o - X

< > C 0 @ cconeview.internal.swansea.gov.uk/redeployment-pool-management-system/Positions.aspx?page=advertised

Current Vacancies

Position Name:

Position Number:

Directorate: All v
Service Area: All v
Section: All v
Search
« ,
Details Job Email  Position Post Number Post Title Grade Contract Type Worki
Description History Logs
= = [ RE0075V1  Accountancy Assistant GRADE_06 Permanent  37.00
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You are here: Residents > Jobs > Internal vacancies

Residents

Jobs

Current vacancies

ternal vacancies

Cleaner (closing
date:18/05/2021)

Cleaner (closing date: 18/05/21)

Civic Centre - Cleaner (closing
date: 20/05/21)

Welfare Rights Advisor (closing
date: 20/05/21)

School vacancies

Independent Living Support
Assistant vacancies

Working for Swansea Council

Job FAQs

Your jobs comments or questions
Could you have a career in care?

Swansea Working

Local Labour_Mark...pdf ~ ~

Internal vacancies

Posts only available to staff already employed by the council.

These posts are advertised here so that all employees, wherever they're based, have access to the information.
*Internal applicants only*
Your privacy

Swansea Council is the data controller for the personal information you provide here. We will use the information
we collect from this form, and from the supporting evidence you provide, to process your application for
employment. Should you be successful in your application, we will also use this information to fulfil certain legal
obligations and administer any service or benefit that we are responsible for as part of your employment eg
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.

Show all
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Project Manager (closing date:
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Project Manager (closing date:
10/05/21)

Temporary Team Clerical Officer
(closing date: 10/05/2021)

Cleansing Projects Operational
Assistant (closing date:
10/05/2021)

TTP Advisor (closing date:
10/05/21)

Library Manager (closing date:
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Residential Services Manager
(closing date:11/05/21)

PA to Cabinet Members (closing
date: 12/05/2021)

Social Work Practitioner (closing
date: 12/05/21)
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Q 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.

2 Tips on completing your job application form (PDF, 112KB) &

Like us on Facebook 7 or follow us on twitter 7 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.

Project Manager (closing date: 10/05/21)

£33,782 - £37,890 per annum We are looking to appoint a project manager to work on a range of cross cutting
initiatives. Applicants need to be innovative thinkers, with strong business acumen, have an understanding of business
change, business improvement and project management techniques. Self-resilience and credibility with the ability to
influence other staff across the organisation are prerequisites.
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& S o LABOUR MARKET STATISTICS: January 2021

I
Labour market summary: year to September 2020
Swansea: all people Total | Change on year | Rate % | Wales % UK %
Economically active ' 117,100 -300 (-0.3%) 74.0 76.2 78.9
In employment ' 110,500 | -2,100 (-1.9%) 69.7 73.3 75.5
Unemployed 2 (model-based) 5,200 -200 (-3.7%) 4.4 3.6 4.1
Economically inactive 3 40,200 -1,400 (-3.4%) 26.0 23.8 21.1

Source: Annual Population Survey (APS) and model-based estimates, Office for National Statistics (ONS). 26 January 2021.

Notes:
APS data is published as 12-month averages, and is updated quarterly. This data covers the survey period ending in the month shown above.

1 Economically active people are either in employment (employees or self-employed) or unemployed. Levels (totals) refer to all people aged
16 and over. Rates are the number of people aged 16 to 64 (economically active or in employment) divided by the population aged 16 to 64.

2 The model-based estimates of unemployment improve on the APS estimates for local authorities by borrowing strength from the claimant count
measure. Model-based unemployment totals and rates are for local authorities only; Wales and UK figures are APS estimates. Totals refer to
people aged 16 and over; the unemployment rate is the number unemployed divided by the economically active population aged 16 and over.

3 In this table, economic inactivity includes people aged 16 to 64 only, with rates being this figure divided by the population aged 16-64.

Claimant count unemployment: 10 December 2020 (data not seasonally adjusted unless stated)

SWANSEA (City & County) People | Rate % | Change on quarter Change on year
Men 5,305 6.6 -280 (-5.0%) +2,130 (+67.1%)
Women 3,420 4.5 -220 (-6.0%) +1,395 (+68.9%)
People 8,725 5.6 -505 (-5.5%) +3,525 (+67.8%)
Other areas: People | Rate % Change on quarter Change on year
Swansea TTWA* 13,910 5.5 -895  (-6.0%) +5,540 (+66.2%)
Gower PCA** 1,965 4.2 -150 (-7.1%) +980 (+99.5%)
Swansea East PCA** 3445| 64 -255  (-6.9%) +1,240 (+56.2%)
Swansea West PCA** 3,310 5.9 -105  (-3.1%) +1,300 (+64.7%)
WALES (unadjusted) 111,160 5.8 -4,760  (-4.1%) +52,200 (+88.5%)
Seasonally adjusted 112,577 5.8 -3,625  (-3.1%) +52,361 (+87.0%)
UK (unadjusted) 2,610,290 6.3 -45825  (-1.7%) +1,407,495 (+117.0%)
Seasonally adjusted | 2,644,481 6.3 -19,045  (-0.7%) +1,415,484 (+115.2%)

Source: Department for Work and Pensions (DWP) administrative systems, ONS / Nomis, 26 January 2021.

Notes:

e The count includes people who claim Jobseeker's Allowance (JSA), plus claimants of Universal Credit (UC) who are required to seek work.

e Under UC, a broader span of claimants are required to seek work than under JSA, so the count is likely to rise where UC roll-out has occurred.
« Claimant count rates are expressed as a percentage of the resident working age population aged 16-64.

e Swansea TTWA™: Travel to Work Area (2011 Census based); PCA**: the three Parliamentary or Assembly Constituency Areas in Swansea.

e Seasonally adjusted data is available for UK countries and regions, but not local areas (e.g. local authorities, constituencies, wards)

National unemployment statistics: September 2020 to November 2020

Unemployment (LFS): People | Rate % Change on quarter Change on year
WALES: Men 35,000 4.5 -3,000 -6.8% +16,000 +79.3%
Women 36,000 4.8 +16,000 +83.9% +9,000 +34.7%
People 71,000 4.6 +14,000 +24.0% +25,000 +53.7%
UK: Men 963,000 5.4 +87,000 +9.9% +234,000 +32.1%
Women 761,000 4.7 +116,000 +17.9% +184,000 +31.9%
People 1,724,000 5.0 +202,000 +13.3% +418,000 +32.0%

Source: Labour Force Survey (LFS), ONS. From “Labour market statistics” UK/Wales releases 26 January 2021.

Notes: Data is seasonally adjusted. Levels and rates are for those aged 16 and over. The rate is expressed as a proportion of all economically
active people. The LFS figures use the ILO definition of unemployment where people are: without a job, have actively sought work in the last four
weeks and are available to start work in the next two weeks; or are out of work, have found a job and are waiting to start it in the next two weeks.

Labour Market Statistics Bulletin — January 2021. Information, Research & GIS, Swansea Council. 1





Claimant count by Ward in Swansea: 10 December 2020 (ranked by People Rate %)

Electoral Ward: Men | Rate % | Women | Rate % | People | Rate % | Change on year
Townhill 365| 144 275 9.0 640 | 11.4 +205 (+47%)
Penderry 440 | 11.9 330 8.2 770 | 10.0 +200 (+35%)
Castle 810 9.8 355 6.7 1,165 8.6 +415 (+55%)
Landore 230 9.7 135 5.5 365 7.6 +130 (+55%)
Bonymaen 175 7.4 130 5.3 305 6.4 +100 (+49%)
Morriston 380 7.5 255 4.9 640 6.2 +220 (+52%)
Gorseinon 115 7.6 70 4.8 185 6.2 +95 (+106%)
St. Thomas 220 7.1 130 4.9 350 6.1 +150 (+75%)
Cwmbwrla 170 6.8 140 5.5 310 6.1 +135 (+77%)
Cockett 310 6.9 225 5.0 530 6.0 +225 (+74%)
Clydach 160 7.2 120 4.9 280 6.0 +135 (+93%)
Mynyddbach 185 6.9 125 4.6 310 5.8 +130 (+72%)
West Cross 110 6.3 95 5.4 205 5.8 +100 (+95%)
Lower Loughor 45 6.4 25 3.6 70 5.0 +20 (+40%)
Penyrheol 100 5.7 70 3.7 170 4.7 +75 (+79%)
Llansamlet 250 5.3 165 3.3 415 4.3 +190 (+84%)
Pontarddulais 105 5.1 70 3.3 170 4.2 +70 (+70%)
Mawr 25 4.1 25 4.2 45 4.2 +35 (+350%)
Oystermouth 45 3.9 45 4.0 90 3.9 +55 (+157%)
Sketty 205 4.6 130 3.0 335 3.8 +155 (+86%)
Gowerton 75 4.7 45 2.8 120 3.8 +60 (+100%)
Uplands 310 4.3 160 3.0 470 3.7 +220 (+88%)
Penclawdd 45 4.4 30 3.1 75 3.7 +30 (+67%)
Penllergaer 55 5.7 20 1.9 75 3.7 +35 (+88%)
Upper Loughor 40 4.5 25 29 65 3.7 +20 (+44%)
Fairwood 35 4.4 25 3.0 60 3.7 +35 (+140%)
Bishopston 35 4.1 20 2.6 55 3.4 +30 (+120%)
Dunvant 45 3.7 35 2.7 80 3.2 +45 (+129%)
Kingsbridge 45 3.6 30 2.4 75 3.0 +45 (+150%)
Pennard 20 3.1 20 2.9 40 3.0 +25 (+167%)
Newton 25 2.9 25 2.9 45 29 +30 (+200%)
Llangyfelach 65 3.9 30 1.6 90 2.7 +40 (+80%)
Killay South 25 3.9 10 1.3 30 2.6 +10 (+50%)
Gower 30 2.9 15 1.7 45 2.3 +30 (+200%)
Mayals 15 2.2 10 1.6 25 1.9 +10 (+67%)
Killay North 10 1.2 10 1.2 25 1.2 +15 (+150%)
Total 5,305 6.6 3,420 4.5 8,725 5.6 +3,625 (+68%)

Source: Department for Work and Pensions (DWP) administrative systems, ONS / Nomis, 26 January 2021.

Notes:

e The claimant rates are ONS’ published estimates calculated using the resident working age population aged 16-64 by electoral ward.
e In this table, wards are ranked in order of claimant unemployment rate (all people), high to low.
e Claimant count data is published rounded to the nearest 5, and any # values shown are those suppressed by ONS.

e Local area claimant data is also available on the basis of ONS’ Super Output Area (SOA) geography, e.g. by LSOA (Lower layer SOA).

This bulletin is updated quarterly. For further labour market information and statistics, please contact:

Swansea Council — Information, Research & GIS

Strategic Delivery Unit, Resources Directorate, Civic Centre, Swansea, SA1 3SN
Tel: 07970 610583. E-mail: research@swansea.gov.uk
Web: www.swansea.gov.uk/economy

Labour Market Statistics Bulletin — January 2021. Information, Research & GIS, Swansea Council.
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Hiall,

| am setting up this meeting in order to discuss a potential opportunity to develop a graduate programme. We are looking for recently
qualified Graduates to join our Technical teams, Quantity Surveying, Architectural design, Mechanical and electrical design and
Engineering role (there may be others).

Mel - if you need to extend this invite to anyone that can input into this process/discussion, please feel free to do so.

Any queries, please let me know.

Many thanks,

Leanne

Microsoft Teams meeting
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Council Apprentice Scheme wins more Awards

The Council won seven awards at the recent Gower College Apprenticeship Awards, almost a
quarter of all those awarded, including '‘Apprentice Employer of the Year".

Apprentices are employed, often full time, whilst completing training and assessment against a nationally
accredited programme designed to meet employers' needs. Their apprenticeships can last between one and four
years and during this time, they will often need to juggle work, training, study and home life in order to develop
their skills and knowledge.

A special event, hosted by BBC Wales Scrum V Live's Ross Harries, was held to honour the outstanding
commitment and dedication of the 'best of the best' apprentices and partner employers.

Council worker Luke Evans won the overall 'Apprentice of the Year', with Aaron Redden from our building services
team winning 'Bricklaying Apprentice of the Year'.

Ingrid Parker from St Thomas Community School took home the 'Childcare Apprentice of the Year' award, with
the 'Information, Advice and Guidance Apprentice of the Year' award going to Iestyn Thomas from our Customer
Contact Centre.

Cameron Lewis (who we previously interviewed about his experiences as an ICT apprentice) won the 'IT
Apprentice of the Year', while Elizabeth Jarvis from our registrar's office won the 'Leadership and Management
Apprentice of the Year'.

Adrian Chard, the Council's Strategic HR Manager said: "We are absolutely delighted to have been so successful in
being nominated for and winning these awards across a range of our services. We look forward to further
developing and enhancing our apprenticeship offer in the future, and working closely with Gower College to
release the potential of our employees for the future."
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1. Procedure Statement

1.1

1.2.

1.3.

1.4.

15

The City and County of Swansea is committed to providing high quality

public services to the people of Swansea and it is essential that the Council
recruits and retains a workforce of the highest standard.

There may be occasions when the Council experiences service critical
recruitment and / or retention problems related to a specific post (s).

The Council may, in exceptional circumstances, offer an additional temporary
market supplement to the salary grade in order to attract and / or retain an
individual to a specific post(s).

Any market supplement must be strictly controlled and monitored. Employees
need to understand that the market supplement payment can vary or cease
completely.

Due consideration must be paid to the impact of a market supplement on the
Council’s pay structure and any potential influence this may have for Equal

Pay.

2. Scope

2.1.

This procedure applies to all employees other than those in educational

establishments with delegated powers.

3. What is a market supplement?

3.1.

3.2.

3.3

3.4.

A market supplement is a discretionary payment which is paid in addition to
the basic salary of a post or group of posts.

A market supplement is a temporary addition to salary and subject to regular
review and monitoring.

When circumstances change, for example, there is no longer a market rate
difference or the recruitment difficulties have eased, the payment will cease
and the supplement will be withdrawn in line with agreed notice.

Market supplements can be applied to existing as well as newly recruited post-

holders in the relevant job, in certain limited circumstances, as placing a





.3.5.

3.6

3.7.

market supplement onto a post will be the absolute exception rather than the
rule

There must be a justifiable rationale for the payment, supported by clear and
detailed evidence concerning service critical recruitment and/or retention
difficulties, outlined in a formal Business Case.

Market supplements must be clearly identified as separate from basic pay and
paid separately. Market supplements must be withdrawn or phased out if
reviews show that they are no longer consistent with eligibility criteria.

Each post will be treated individually; therefore if a post attracts a market
supplement it does not necessarily mean that similar posts will attract the
same payment. At the same time, the Council has the discretion to pay a
market supplement to a group of posts, where a Business Case demonstrates

that this is required to ensure service delivery through workforce sustainability.

4. When will a market supplement be used?

4.1.

4.2.

4.3

4.4

4.5

4.6

Market supplements must be restricted to a limited number of jobs where there

is clear evidence submitted in the Business Case that

e the council’s own pay is significantly lower than the market rate for specific
jobs, and

e there is evidence to support that there are recruitment and retention
problems to the specific post

Market Supplements should only be applied where there are recruitment and

retention problems in relation to a very specific role.

Heads of Service must explore all possible solutions to try and resolve the

identified recruitment and/or retention problems before making an application

for a market supplement.

The application of a market supplement is applied to the post, not the post-

holder.

Managers must consider the whole compensation package of the post

(including leave and pension for example) when considering the honorarium,

and this must be added to any business case submitted.

Advice on benchmarking salaries should be sought from the Strategic HR&OD

manager before submitting any business case.

-3-





5. Application

5.1.

5.2.

5.3.

When a Head of Service considers the conditions in 4.1 to exist in his/her
service area and consider a market supplement to be necessary, advice must
be sought from HR&OD.

The relevant Head of Service must provide the Director of Resources with a
thorough Business Case to objectively justify the need for such a supplement,
including the clear and detailed documented evidence of failure to attract
and/or retain an employee to a post, and potential evidence of the
problems with the impact on service delivery.

Types of evidence in the business case must include;

Salary benchmark data, what is the 'going rate' for the job? Rates of pay for
the post concerned in the relevant external employment market MUST be
demonstrably above the rate of pay identified for that post under the Council's
job evaluation scheme. This must be quantified in order to identify how much
the market supplement should be with advice from the Strategic HR&OD
Manager

Evidence of any recent (unsuccessful) recruitment processes, e.g. How has
the post been advertised in the past? Has the correct media been used? What
is the response rate to adverts? What is the turnover rate for the post?

The level and overall cost of the recommended supplements,

Any alternative measures that have been, or could be, considered e.g. could
the post be remodelled to deliver the service required?

The operational risks of failing to appoint to a post/retain current staff

Details of any perceived detrimental impact on service delivery or failure to

recruit (or retain) the right calibre of employee(s).

Details of any potential knock on effects and how they might be resolved e.g.,

maintenance of pay relativities between posts within a section or work group.





6. Authorisation

6.1.

6.2.

6.3.
6.4.

6.5

6.6.

The final decision as to whether a post should apply a market supplement
rests with the Chief Finance Officer/CMT. No offer or indication must be given
to any candidate / potential employee without this authorisation.

Assessment must consider the risk of failing to appoint to a post/retain current
staff against the risk of receiving any challenges under Equal Pay legislation.
Each application will be dealt with on a case-by-case basis.

If a market supplement for a post is authorised, the relevant employee will be
notified in writing detailing the amount of the payment, the arrangements for
review and how any subsequent changes will be implemented. Alternatively,
this will be made clear when undertaking recruitment to vacant posts upon the
recruitment of successful candidates.

Market supplements must be reviewed against the labour market conditions
on an annual basis. The Head of Service must submit a new Business Case
that an extension to the market supplement is required.

The purpose, justification and extent of any market supplement must be
transparent, and records maintained to demonstrate this so that the Council
can respond effectively to any challenge regarding the rationale for such a

payment.

7. Market supplement calculation

7.1.

7.2.

7.3.

The amount of market supplement paid will depend entirely on the
circumstances of each case and the evidence gathered to justify the
supplement. Where appropriate, supplements will be paid pro rata to the hours
worked.

The payment should be set at a level that is considered will alleviate the
recruitment and retention / operational difficulties but which is not excessive
and can be justified in terms of salary paid to the comparator jobs in the
market place. The supplement should not exceed 20% of the salary indicated
through the Job Evaluation process.

A market supplement payment is pensionable, unless the post holder decides

against making any contributions to the LGPS.

-5-





7.4.

7.5.

The market supplement will be kept separate from the agreed rate of pay for
the post and will be paid on a monthly basis. They are not affected by the
national pay award.

Costs will be met from the relevant service area.

8.1.

8.2.

8.3.

8.4

9.1.

9.2

9.3

9.4.

The application/renewal/withdrawal, of a market supplement is subject to full
Business case approval.

All market supplements will be rigorously scrutinised and reviewed by the
relevant Head of Service to ensure that any continued payment is appropriate
in line with this procedure.

It will be assumed that market supplements will be terminated at the end of
each financial year and is the responsibility of the Head of Service to action
unless an extension has been approved through a newly submitted Business
Case.

The provision of Market Forces Supplements will be reviewed on an annual
basis by CMT.

Removing the market supplement from a Post

If the circumstances relating to a market supplement changes, the Council will
remove the payment in line with agreed notice.

This procedure includes situations when the market supplement is to be
reduced rather than removed completely.

The decision to remove will be taken by the Head of Service based on advice
provided by Strategic HR&OD.

The contractual notice period for reducing or removing a market supplement is

3 months in all cases and without exception.

10. Monitoring

10.1. The Council will monitor the application of this procedure and has discretion to

review it at any time through the appropriate consultation mechanisms.

-6 -





10.2. Responsibility for the implementation, monitoring and development of this

procedure lies with Strategic HR&OD Manager

Version Number Details of Change Date

1.0 Full review of policy, replace with procedure August 2019
Approved Dec 2019






Appendix 1: Request for Market Supplement form

Please note that this application form must be presented alongside the full
Business case. The form may be accessed on Staffnet.

(-
S

Cyngor Abertawe
Swansea Council

N

Market Supplement Payment

Employee Name:

Post Title:

Pay No:

Department:

Service Area/Section:

Current Grade & Scp:

Details of higher graded post:

Grade and scp of higher graded post:

Percentage of duties undertaken:

Does this work need to be undertaken?

Is this proposal the most cost effective method?

Implications on not awarding this payment

Prepared By:

Date:

Reason for Payment
(evidence required of market equivalent posts)

Duration of Payment






Details of Payment
(e.g. percentage increase in salary and how the payment has been calculated)

Approvals

Yes | No Signature Date

Head of Service

Director

Finance

For Head of HR

CMT

Email approval: Please attach emails from HOS approving the above request.

Payment details: Grade / Scp Remuneration Details (£)

Current Salary

Proposed Salary

Difference in salary (per
annum)

Monthly salary (additional
amount) %

Total Monthly salary

Review Date
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1. Policy Statement \

1.1 Under Section 112 of the Local Government Act 1972 the Council has
‘the power to appoint officers on such reasonable terms and
conditions as the Authority thinks fit’ subject to its obligations under
the Localism Act 2011. This Pay Policy statement sets out the
Council’'s approach to Pay Policy in accordance with the
requirements of sections 38 to 43 of the Localism Act 2011 which
requires English and Welsh Local Authorities to produce and publish a
Pay Policy Statement for each financial year, detailing:

a) The Authority’s Policies relating to seven matters
concerning the remuneration of Chief Officers, as defined
under the Localism Act 2011, including the publication of
and access to information relating to all aspects of their
remuneration

b) The Authority’s Policies towards the remuneration of its
lowest paid employees (including the definition adopted and
reasons for it)

c) The relationship between the remuneration of its Chief
Officers and other employees.

1.2 Local Authorities are large complex organisations with multi-million
pound budgets. They have a very wide range of functions and provide
and/or commission a wide range of essential services. The general
approach to remuneration levels may therefore differ from one group of
employees to another to reflect specific circumstances at a local, Welsh
or UK national level. It will also need to be flexible when required to
address a variety of changing circumstances whether foreseeable or
not.

1.3 The global economic crisis and the reduction in budgets during the
current Comprehensive Spending Review (CSR) period has
necessitated councils going through unprecedented and painful cuts in
jobs and services in response. This process has avoided some of the
potential financial difficulties for councils but has been essentially
reactive, and will require ongoing strategic review going forward.





1.4 As required by legislation, full Council approved the Pay Policy in 2012
and this policy statement came into immediate effect. The Policy is
subject to review on a minimum of an annual basis in accordance with
the relevant legislation.

2. Legislative Framework

2.1 In determining the pay and remuneration of all of its employees, the
Council will comply with all relevant employment legislation. This
includes the:

a) Equality Act 2010
b) Part Time Employment (Prevention of Less
Favourable Treatment) Regulations 2000 and the
Fixed-term Employment (Prevention of Less
Favourable Treatment) Regulations 2002
c) Working Time Regulations 1998
d) Agency Workers Regulations 2010 and where relevant, the
e) Transfer of Undertakings (Protection of Employment) Regulations
2006

3. Policy Scope

3.1 The Localism Act 2011 required Authorities to develop and make public
their Pay Policy on all aspects of Chief Officer Remuneration (including
on ceasing to hold office), and that pertaining to the ‘lowest paid’ in the
Authority, explaining their Policy on the relationship between
remuneration for Chief Officers and other groups. However, in the
interests of transparency and accountability the Council has
chosen to take a broader approach and produce a Policy covering
all employee groups with the exception of School Teachers (as the
remuneration for this latter group is set by the Secretary of State and
therefore not in Local Authority control).

3.2 Nothing within the provisions of the Localism Act 2011 detract from the
Council’'s autonomy in making decisions on pay that are appropriate to
local circumstances and which deliver value for money for local
taxpayers. However, this Policy will be complied with in setting
remuneration levels for all groups within its scope.

4. Principles of the Pay Strategy





4.1 Transparency, accountability and value for money

41.1

4.2

42.1

4.2.2

4.2.3

The Council is committed to an open and transparent approach to pay
policy which will enable the tax payer to access, understand and assess
information on remuneration levels across all groups of council
employees. To this end the following are provided as Appendices to this

policy:-

i) Swansea Council’'s Employee Pay Scales, Local
Government Services Employees (Annex A)
i) Swansea Council’'s Chief Officer Pay Scales (Annex B)

i) National Pay Grades - Soulbury (Annex C)

iv) JNC Chief Officer Terms and Conditions (available upon
request from Human Resources)

V) JNC Chief Officer Employment Rules (as per Council
Constitution) (available on Council website)

Vi) Policy on Redundancy (available on Council
website)

Development of Pay and Reward Strategy

The primary aim of a reward strategy is to attract, retain and motivate
suitably skilled staff so that the Authority can perform at its best. The
biggest challenge for the Council in the current circumstances is to
maximise productivity and efficiency within current resources. Pay
Policy then is a matter of striking a sometimes difficult balance between
setting remuneration levels at appropriate levels to facilitate a sufficient
supply of appropriately skilled individuals to fill the Authority’s very wide
range of posts, and ensuring that the burden on the taxpayer does not
become greater than can be fully and objectively justified.

In this context it does need to be recognised that at the more senior
grades in particular remuneration levels need to enable the attraction
of a suitably wide pool of talent (which will ideally include people from
the private as well as public sector and from outside as well as within
Wales), and the retention of suitably skilled and qualified individuals
once in post. It must be recognised that the Council will often be
seeking to recruit in competition with other good public and private
sector employers.

In addition, the Council is the major employer in the area. As such we
must have regard to our role in improving the economic well-being of
the people of the City & County. The availability of good quality
employment on reasonable terms and conditions and fair rates of pay
has a beneficial impact on the quality of life in the community as well as
on the local economy. The Council also has a role in setting a
benchmark example on pay and conditions to other employers in the
area for the same reasons.





4.2.4

4.3

4.3.1

4.3.2

4.3.3

4.3.4

4.3.5

4.4

441

4.4.2

4.4.3

In designing, developing and reviewing its Pay and Reward Strategy,
the Council will seek to balance these factors appropriately to maximise
outcomes for the organisation and the community it serves, while
managing pay costs appropriately and maintaining sufficient flexibility
to meet future needs. This Pay Policy will be reviewed on an annual
basis in line with our strategy for pay and approved annually by the Full
Council.

NJC Pay Structure

The Council uses the nationally negotiated pay spine as the basis for
its grading structure. This determines the salaries of the larger majority
of the non-teaching workforce, together with the use of other nationally
defined rates where relevant.

Pay rates for the period 15t April 2021 to March 315t 2022 are currently
the subject of negotiation nationally and will be communicated once
they are agreed.

All other pay related allowances are the subject of either nationally or
locally negotiated rates, having been determined from time to time in
accordance with collective bargaining machinery and/or as determined
by Council Policy.

New appointments will normally be made at the minimum of the relevant
grade, although this can be varied where necessary to secure the best
candidate.

All future pay nationally negotiated pay increases for NJC staff will
follow the same process as for Chief Officers; see Paragraph 5.5.1
below. The Authority will therefore pay future pay rises as and when
determined in accordance with contractual requirements.

National Pay Grades - Soulbury Committee

The Soulbury Committee has its own pay scales and includes the
following groups of staff:-

i) Educational Inspectors and Advisers
i) Educational Psychologists
iii) Youth and Community Service Officers

In addition to the annual pay increase, the Soulbury Committee
determines the national salary framework. On other conditions of
service issues, the Soulbury agreement ensures that Soulbury officers
have conditions which are not less favourable than other local
government staff employed in the authority they work in.

All future pay nationally negotiated pay increases for Soulbury staff will





4.4.4

4.5

4.5.1.

4.5.2.

4.6

follow the same process as for Chief Officers; see Paragraph 5.5.1
below. The Authority will therefore pay future pay rises as and when
determined in accordance with contractual requirements.

The current pay rates for this group of staff are attached at Annex C.

Job Evaluation

Job evaluation is a systematic way of determining the value/worth of a
job in relation to other jobs within an organisation. It aims to make a
systematic comparison between jobs to assess their relative worth for
the purpose of establishing a rational pay structure and pay equity
between jobs.

The Council implemented Single Status for all staff in terms of Pay &
Grading and Terms & Conditions on 15t April 2014. The concept of
equality was central to this work and our Equality Impact Assessment
(EIA) process has been utilised throughout. It has already informed the
Council’'s negotiating position in relation to a number of Terms and
Conditions. The Council engaged Northgate to assist us to carry out an
EIA in respect of our new pay model.

National Minimum Wage/National Living Wage/Living Wage

4.6.1 As part of the NJC National Pay Negotiations for 2018/2019 and

4.6.2

4.6.3

4.7

471

472

473

2019/2020, there was agreement to revise the NJC National Pay Spine

to take account of the National Living Wage.

Future revised Living Wage rates will be included for consideration and
implementation in line with the nationally agreed pay award.

The current NJC pay scales and how they are implemented to the current
Swansea Council Pay Structure is included in ANNEX A.

Market Supplements

Job evaluation has enabled the Council to set appropriate remuneration
levels based on internal job size relativities within the council. However,
from time to time it may be necessary to take account of the external
pay market in order to attract and retain employees with particular
experience, skills and capacity.

It is the Council’s policy that any such additional payments be kept to a
minimum and be reviewed on a regular basis so that they can be
withdrawn where no longer considered necessary, as set out in the
Market Supplement Procedure.

Where there are specialist technical roles required within a service, and
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4.8
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483

4.9

491

492

4.10

4101

4.10.2

4103

the recruitment process has failed to deliver appropriately qualified
suitable candidates for the role on offer, the Head of Service will submit
a full business case for the additional market supplement payment,
based on current labour market research for these required skills, to
Corporate Management Team.

2019/20 budget proposals identified savings of 50% of market
supplement payments. The review of the Market Supplement Policy
deemed that the information was duplicated within the Pay Policy
Statement, and therefore was replaced with Procedure and Guidance.

Honorarium Payments

The Council recognises that it may be necessary from time to time to
apply an additional payment when an employee is requested to 'act up'
into a higher graded post or temporarily undertake additional duties
associated with a higher graded post.

In these circumstances, honoraria payments may be made and the
Honoraria Procedure seeks to ensure that honoraria payments are
transparent, properly considered, subject to proper review and
implemented on a consistent basis.

2019/20 budget proposals identified savings of 50% of honoraria
payments and resulted in a review of the policy. The review deemed
that the information was duplicated in the Pay Policy Statement, and
therefore was replaced with Procedure and Guidance.

Pay and Performance

The Council expects high levels of performance from all employees and
has a performance review process in place to monitor, evaluate and
manage performance on an ongoing basis.

For Chief Officers, the annual increment (if not already at top of scale)
is only awarded once the Performance Review has been deemed to be
satisfactory.

Revocation of Restriction of Public Sector Exit Payments
Regulations 2020

On 12t February 2021 the UK Government announced its decision to
revoke the above Regulations in full and has disapplied the key
Regulations until this can be done by the UK Parliament.

This means that the cap has been removed in both England and Wales,
and there is no current requirement for public bodies to request waivers
for exit payments over £95,000.

The Strategic HR&OD Manager will ensure that if there are further
decisions made regarding this matter, the appropriate actions will be





taken to ensure compliance.

5. Chief Officer Pay

5.1 Definitions of Chief Officer & Pay Levels

5.1.1 Forthe purposes of this statement, ‘Chief Officers’ are as defined within
S43 of the Localism Act. The posts falling within the statutory definition
of S43 of the Localism Act are set out below: (details of the salary of
each are included at Annex C).

a) Chief Executive
b) Deputy Chief Executive/Director of Resources

C) Corporate Directors
d) Chief Officers
e) Heads of Service

5.1.2 No bonus or performance related pay mechanism is applicable to Chief
Officers’ pay; although the annual increment (if not already at top of
scale) is only awarded once the Annual Performance Review has been
deemed as satisfactory. The Chief Executive is on a spot salary, with
no incremental progression.

5.1.3 In respect of the nationally agreed JNC Pay Award for the Chief
Executive’s salary, half is afforded automatically with the other half
subject to the performance rating at the Annual Performance Review.
The current Chief Executive is on a spot salary with no incremental
progression.

5.2 Chief Officer Job Evaluation

5.2.1 Director and Head of Service level posts were job evaluated in 2009
using the GLPC Job Evaluation Scheme for Chief Officers in Local
Government (1993). The Scheme was revised in 2016 and is the one
currently in use.

5.3 Recruitment of Chief Officers

5.3.1 The Council’s Policy and Procedures with regard to recruitment of Chief
Officers is contained within the Officer Employment Procedure Rules as
set out in Part 4 of the Constitution. The determination of the
remuneration to be offered to any newly appointed Chief Officer will be
in accordance with the pay structure and relevant policies in place at
the time of recruitment.

5.3.2 There is a requirement under the Welsh Government Regulations that
all vacant posts with a salary of over £100,000 are publicly advertised.





5.3.3

5.4

The only exception to this new rule is where the appointment is for 12
months or less. It is also possible to divide up the duties from one
deleted Chief Officer posts between other existing post holders.

Where the Council remains unable to recruit Chief Officers under a
contract of service, or there is a need for interim support to provide cover
for a vacant substantive Chief Officer post, the Council will, where
necessary, consider and utilise engaging individuals under ‘contracts
for service’. These will be sourced through a relevant procurement
process ensuring the Council is able to demonstrate the maximum value
for money benefits from competition in securing the relevant service.
The Council does not currently have any Chief Officers engaged under
such arrangements.

Additions to salary of Chief Officers

5.4.1. The Council does not apply any bonuses or performance related pay to

its Chief Officers. However, the annual increment (if not already at top
of scale) is only awarded once the annual Review has been deemed as
satisfactory.

5.4.2 The Council does pay all reasonable travel and subsistence expenses

5.4.3.

5.4.4.

5.5

5.5.1

5.5.2

5.6

on production of receipts and in accordance with JNC conditions and
other local conditions.

The cost of membership of one half of a professional body is met by the
Authority if it is deemed an essential requirement of the post.

The Chief Executive’s salary and Job Description include his role as
Returning Officer for Local Government Elections. All other Elections
and referenda are not included and are covered by the JNC Terms and
Conditions of Employment.

Pay Increases - Chief Officers

The Council employs Chief Officers under JNC terms and conditions
which are incorporated in their contracts. The JNC for Chief Officers
negotiates on national (UK) annual cost of living pay increases for this
group, and any award of same is determined on this basis. Chief Officers
employed under JNC terms and conditions are contractually entitled to
any national JNC determined pay rises and this Council will therefore
pay these as and when determined in accordance with current
contractual requirements.

Pay rates for the period 15t April 2021 to March 315t 2022 are currently
the subject of negotiation nationally and will be communicated once
they are agreed. The current Pay Scale is attached at Annex B.

Payments on Termination





5.6.1 The Council’s approach to statutory and discretionary payments on
termination of employment of Chief Officers (and all other employees),
prior to reaching normal retirement age, is set out within its Early
Retirement & Redundancy Policy in accordance with Regulations
5 and 6 of the Local Government (Early Termination of
Employment) (Discretionary Compensation) Regulations 2006.
This is in respect of a redundancy payment being based on actual

weekly earnings (Regulation 5) and when an enhanced
redundancy paymentof upto 45 weeks’ pay would be granted
(Regulation 6). Regulations 12 and 13 of the Local Government

Pension Scheme (Benefits, Membership and Contribution)
Regulations 2007 do not apply as the Authority does not increase the
total membership of active members (Regulation 12) or award
additional pension (Regulation 13).

5.6.2 Any other payments falling outside the provisions or the relevant periods
of  contractual notice shall be subject to a formal decision made by
the Chief  Executive and Leader of the Council or relevant Elected
Members, Committee or Panel of Elected Members with delegated
authority to approve such payments.

5.6.3 The Authority will comply with the Welsh Government’s guidance that
full Council should be given the opportunity to vote before large
severance packages beyond a particular threshold are approved for
staff leaving the organisation. The guidance states that “as with salaries
on appointment, the Welsh Ministers consider £100,000 is the right level
for that threshold to be set. Members must be made aware of any
statutory or contractual entittements due to the employee and the
consequences of a non-approval by Council, in which failure to fulfil the
statutory or contractual obligations may enable the employee to claim
damages for breach of contract’.

5.6.4 When calculating the value of a severance package, the following
payments should include the following items:-

a) salary paid in lieu
b) lump sum redundancy/severance payment
C) cost to the Authority of the strain on the pension fund arising

from providing early access to an unreduced pension

6. Teachers Pay

6.1 The Teachers Pay Policy provides a framework for making decisions on
Teachers’ pay. It has been developed to comply with the requirements
of the School Teachers’ Pay and Conditions Document (STPCD) and
has been the subject of consultation with ASCL, ATL, NAHT, NASUWT,
NUT AND UCAC.





6.2 A Policy is provided to all schools each year within the Authority with a
recommendation that the Governing Body adopt it. A copy of the Policy
is available on request.

7. Publication

7.1 Upon approval by the full Council, this statement will be published on
the Council’'s Website. In addition, for posts where the full time
equivalent salary is at least £60,000, as required under the Accounts
and Audit (Wales) (Amendment) Regulations 2010, the Council’s
Annual Statement of Accounts will include a note setting out the total

amount of:

o salary, fees or allowances paid to or receivable by the person in
the current and previous year;

o any bonuses so paid or receivable by the person in the current
and previous year;

o any sums payable by way of expenses allowance that are
chargeable to UK income tax;

o any compensation for loss of employment and any other
payments connected with termination;

o any benefits received that do not fall within the above

8. Pay relativities across the authority

81  The “lowest paid employees” under a Contract of Employment are
defined as those employed on a full time [37 hours] equivalent salary in
accordance with the minimum spinal column point currently in use within
the Council’s grading structure. The Council employs Apprentices [and
other such Trainees] who are not included within the definition of ‘lowest
paid employees’ as they are not employed under Contracts of
Employment.

82  The relationship between the rate of pay for the lowest paid and Chief
Officers is determined by the processes used for determining pay and
grading structures as set out earlier in this Policy Statement.

83 The statutory guidance under the Localism Act recommends the use of
pay multiples as a means of measuring the relationship between pay
rates across the workforce and that of senior managers, as included
within the Hutton ‘Review of Fair Pay in the Public Sector’ (2010). The
Hutton Report was asked by Government to explore the case for a fixed
limit on dispersion of pay through a requirement that no public sector
manager can earn more than 20 times the lowest paid person in the





organisation. The report concluded that the relationship to median
earnings was a more relevant measure and the Government’s Code of
Recommended Practice on Data Transparency recommends the
publication of the ratio between highest paid salary and the median
average salary of the whole of the Authority’s workforce.

84  The current pay levels within the Council define the multiple between
the lowest paid (full time equivalent) employee and the Chief Executive
as 1.10 and between the lowest paid employee and average Chief
Officer as 1:5.

85  The multiple between the median (average) full time equivalent
earnings and the Chief Executive is 1:5 and between the median
(average) full time equivalent earnings and average Chief Officer is 1:3.

86  As part of its overall and ongoing monitoring of alignment with external
pay markets, both within and outside the sector, the Council will use
available benchmark information as appropriate.

9. Independent Remuneration Panel for Wales

91  This is in respect of the salary of the Head of Paid Service/Chief
Executive and Chief Officers whereby Authorities will pay due regard to
any recommendation received from the Independent Remuneration
Panel (IRP) when performing its functions under Section 38 of the
Localism Act 2011.

92  Areferral was made to the IRP in 2018 due the senior management
restructure. It was determined by the panel that the panel approved the
proposal to increase the salary of the Chief Legal Officer and
determined that the other proposals for new posts were outside of their
remit.

93 A further referral was made in February 2019 due to the interim
appointment of Head of Paid Service/Chief Executive and it was
determined by the panel to approve the proposal.

10.Accountability and decision making

10.1 In accordance with the Constitution of the Council, the Cabinet is
responsible for decision making in relation to the recruitment, pay, terms
and conditions and severance arrangements in relation to employees of
the Council.

11.Re-employment procedures





11.1  No Chief Officer who was previously made redundant or granted early
retirement from the Council will be later re-employed or re-engaged
either as an employee (Contract of Service), as a Consultant
(Contract for Service) or through an external contractor commissioned
to work on behalf of the Council save for in exceptional circumstances
when a meeting of Council may waive this requirement.”

11.2  The Authority will inform Chief Officers on appointment who are in
receipt of a pension under the LGPS from a previous employer that they
must inform their Pension Fund Provider of their re-employment in Local
Government. The appropriate abatement rules can then be applied.

12.Monitoring and review

12.1 The Policy outlines the current position in respect of pay and reward
across the Council and it will continue to be monitored over the next year
to ensure that it meets the principles of fairness, equality, accountability
and value for money for citizens of Swansea.





ANNEX A: NJC Pay Scale and Swansea April 2020/21

SCP HOURLY SALARY HOURLY SALARY
GRADE 19/20 RATE 19/20 19/20 RATE 20/21 20/21
GRADE 1 1 £9.00 | £17,364.00 | £9.25 17,842.00
GRADE 2 3 £9.36 | £18,065.00 | £9.62 18,562.00
GRADE 3 4 £9.55 | £18,426.00 | £9.81 18,933.00
GRADE 4 5 £9.74 | £18,795.00 | £10.01 19,312.00
6 £9.94 | £19,171.00 | £10.21 19,698.00
GRADE 5 U £10.14 | £19,554.00 | £10.41 20,092.00
8 £10.34 | £19,945.00 | £10.62 20,493.00
9 £10.54 | £20,344.00 | £10.83 20,903.00
GRADE 6 11 £10.97 | £21,166.00 | £11.27 21,748.00
12 £11.19 | £21,589.00 | £11.50 22,183.00
14 £11.64 | £22,462.00 | £11.96 23,080.00
15 £11.88 | £22,911.00 | £12.20 23,541.00
17 £12.35| £23,836.00 | £12.69 24,491.00
GRADE 7 19 £12.85| £24,799.00 | £13.21 25,481.00
20 £13.11 | £25,295.00 | £13.47 25,991.00
22 £13.64 | £26,317.00 | £14.02 27,041.00
23 £13.99 | £26,999.00 | £14.38 27,741.00
24 £14.46 | £27,905.00 | £14.86 28,672.00
GRADE 8 25 £14.92 | £28,785.00 | £15.33 29,577.00
26 £15.36 | £29,636.00 | £15.78 30,451.00
27 £15.81 | £30,507.00 | £16.25 31,346.00
28 £16.26 | £31,371.00 | £16.71 32,234.00
29 £16.60 | £32,029.00 | £17.06 32,910.00
GRADE 9 30 £17.04 | £32,878.00 | £17.51 33,782.00
31 £17.52 | £33,799.00 | £18.00 34,728.00
32 £18.03 | £34,788.00 | £18.53 35,745.00
33 £18.63 | £35,934.00 | £19.14 36,922.00
34 £19.11 | £36,876.00 | £19.64 37,890.00
GRADE 10 35 £19.62 | £37,849.00 | £20.16 38,890.00
36 £20.12 | £38,813.00 | £20.67 39,880.00
37 £20.62 | £39,782.00 | £21.19 40,876.00
38 £21.13 | £40,760.00 | £21.71 41,881.00
39 £21.60 | £41,675.00 | £22.20 42,821.00
GRADE 11 40 £22.12 | £42,683.00 | £22.73 43,857.00
41 £22.63 | £43,662.00 | £23.25 44,863.00
42 £23.13 | £44,632.00 | £23.77 45,859.00
43 £23.63 | £45,591.00 | £24.28 46,845.00
44 £24.14 | £46,582.00 | £24.81 47,863.00
GRADE 12 45 £24.65 | £47,560.00 | £25.33 48,868.00
46 £25.16 | £48,545.00 | £25.85 49,880.00
47 £25.69 | £49,558.00 | £26.39 50,921.00
48 £26.22 | £50,590.00 | £26.94 51,982.00
49 £26.77 | £51,644.00 | £27.50 53,065.00






ANNEX B: Chief Officers Pay 2020/21

CHIEF EXECUTIVE’S PAY SCALE

£152,671 fixed point

DEPUTY CHIEF EXECUTIVE/ DIRECTOR OF RESOURCES
£115,000 - £125,00

£120,526

DIRECTORS’ PAY SCALES

£105,671 to £119,576
Point 1 Point 2 Point 3 Point 4 Point 5 Point 6 Point 7
£105,671 £108,451 £109,050 £111,777 £114,504 £117,230 £119,956
CHIEF OFFICERS
£88,986 to £109,050
Point 1 Point 2 Point 3 Point 4 Point 5 Point 6 Point 7 Point 8 Point 9
£88,986 £91,767 | £94,548 | £97,328 | £100,109 | £102,889 | £105,671 | £108,451 | £109,050
HEADS OF SERVICE BAND 1
£72,301 to £88,986
Point 1 Point 2 Point 3 Point 4 Point 5 Point 6 Point 7
£72,301 £75,082 £77,862 £80,643 £83,423 £86,206 £88,986
HEADS OF SERVICE BAND 2
£61,178 to £77,862
Point 1 Point 2 Point 3 Point 4 Point 5 Point 6 Point 7
£61,178 £63,958 £66,740 £69,520 £72,301 £75,082 £77,862
HEADS OF SERVICE BAND 3
£55,617 to £66,740
Point 1 Point 2 Point 3 Point 4 Point 5
£55,617 £58,343 £61,178 £63,958 £66,740






ANNEX C Soulbury 2020/21 (implemented from September
2020)

Educational Current 01.09.20
Improvement

Professionals

SCP

1 35444 36419
2 36713 37723
3 37912 38955
4 39127 40203
5 40334 41443
6 41542 42684
7 42811 43988
8 44032* 45243*
9 45455 46705
10 46724 48009
11 47976 49295
12 49188 50541
13 50561** 51951**
14 51785 53209
15 53137 54598
16 54359 55854
17 55585 57114
18 56788 58350
19 58029 59625
20 58670*** 60283***
21 59902 61549
22 60976 62653
23 62158 63867
24 63218 64956
25 64351 66121
26 65457 67257
27 66588 68419
28 67734 69597
29 68883 70777
30 70030 71956
31 71167 73124
32 72322 74311
33 73477 75498
34 74661 76714
35 75841 77927
36 77055 79174
37 78250 80402
38 79457 81642
39 80648 82866
40 81838 84089
41 83035 85318
42 84230 86546
43 85424 87773
44 86624 89006

45 87821 90236





46 89020 91468

47 90224 92705

48 91416%*** 93930***
49 92613**** 95160***
50 9381 2**** 96392***

Notes to Educational Improvement Professionals above

Salary scales to consist of not more than four consecutive points based on the
duties and responsibilities attaching to posts and the need to recruit and
motivate staff.

*normal minimum point for EIP undertaking the full range of duties at this level.
**normal minimum point for senior EIP undertaking the full range of duties at
this level.

***normal minimum point for leading EIP undertaking the full range of duties at
this level.

**rraxtension to range to accommodate structured professional assessments.

Trainee Current 01.09.20
Educational

Psychologists

SCP

1 23884 24541

2 25632 26337

3 27378 28131

4 29128 29929

5 30875 31724

6 32623 33520
Assistant Current 01.09.20
Educational

Psychologists

SCP

1 29359 30166

2 30559 31399

3 31757 32630

4 32950 33856
Educational Current 01.09.20
Psychologists -

Scale A

SCP

1 37175 38197
2 39062 40136
3 40949 42075
4 42834 44012
5 44721 45951
6 46607 47889





7 48383 49714
8 50159 51538
9 51822* 53247*
10 53488* 54959*
11 55040* 56554

Notes to Educational Psychologists - Scale A above

Salary scales to consist of six consecutive points based on the duties and
responsibilities attaching to posts and the need to recruit retain and motivate staff.
*Extension to scale to accommodate structured professional assessment points.

Senior and Current 01.09.20
Principal

Educational

Psychologists SCP

1 46607 47889

2 48383 49714

3 50,159* 51538*
4 51822 53247

5 53488 54959

6 55040 56554

7 55678 57209

8 56869 58433

9 58050 59646
10 59251 60880
11 60428 62090
12 61628 63323
13 62849 64577
14 64029** 65790**
15 65266** 67061**
16 66490** 68318**
17 67723* 69585**
18 68954** 70850**

Notes to Senior and Principal Educational Psychologists above

Salary scales to consist of not more than four consecutive points based on the
duties and responsibilities attaching to posts and the need to recruit retain and
motivate staff.

*Normal minimum point for the principal educational psychologist undertaking the
full range of duties at this level.

**Extension to range to accommodate discretionary scale points and structured
professional assessments






image17.emf

Workforce Delivery Plan

Contact Tracing (TTP)

May 2020

Version | Produced/updated | Date Released to

by
Draft v1 Adam Hill 05/05/20 Workforce Cell
V2 Adam Hill 05/05/20 Workforce Cell Approved

Sit Rep - Public Health Protection Response Plan Meeting

V2.1 Adam Hill 06/05/20 Standardised and corrections
V3 Adam Hill 10/05/20 Updated (PHW Public Health Protection Response Plan 5/5/20)
V3.1 Adam Hill 11/05/20 Amendments after Workforce Cell Meeting
V3.2 Adam Hill 14/05/20 Updated
V4 Adam Hill 18/05/20 Updated

(/ LL-NED
ﬁ (_,PS‘E D pO/P).
ot 2
© .
N 2
n S e

Cyngor Abertawe _“M
Swansea Council , '

w
’LfNC"
\m‘— -
_____..--""-__ S

6\‘?,\ 0\}%\
S c
ORT TALBOT

Page | 1 amh/may2020/covid-19-contact_tracing






Contents

Front Cover
Contents
Introduction

Preventing the spread of disease:

Contact tracing and case management
Swansea Bay Health Board Regional Plan

Conditions and Establishing the Teams

Assumptions and Plan Overview
Governance and Structure
Growing the Teams
Deployment Programme
Team Numbers
Building the team
Recruitment & Job description
Training
On Boarding and Induction process
Finances
Risk / Issues
Appendix

Contents

Contract Tracer

Advisor

Business supervisor

Admin Officer

Training Officer

Page

11
11
11
11
12
13
15
16

17
18

18

19
21
23
25

26

Page | 2

amh/may2020/covid-19-contact_tracing





Introduction

Contact tracing identifies individuals who have come in contact with an individual with
COVID-19 in order to prevent the risk of others becoming infected and spreading the
infection in our communities.

The PHW Response Plan for Covid-19 proposes a three-tiered approach across Wales
at a national, regional and local level. It will require very large numbers of people to be
involved as local contact tracing teams. They will be managed locally and coordinated
regionally on a health board footprint and will use a national framework. Local authorities,
health boards and other partners will be pivotal in leading and supporting local action.

The Three Tiered Approach

Case finding and Contact Tracing

The purpose of case finding is to identify those individuals in the population who have
COVID-19. If someone has or is suspected of having an infectious disease, they are
termed a ‘case’ and good practice is to try and confirm the diagnosis. At the same time
contact tracing is initiated in order to identify people who the case may have come into
contact with. We call these people ‘contacts’. Contact tracing is a fundamental approach
to public health practice and has the aim of reducing the number of secondary cases of
an infectious disease in an outbreak and the consequences of infection in subsequent
cases.

Sampling and Testing

Sampling is the process of taking a sample from the body that will then be tested.
Currently, samples (swabs) from the back of the throat are taken to detect antigens (PCR
tests) and whether someone has COVID-19. In addition Blood samples may also be
taken to check for antibodies (serology tests) which show if someone has had COVID-19.
The testing capacity is currently a critical planning consideration for PHW and will shortly
become a critical operational consideration.

Population Surveillance

The third element of the plan is population surveillance. Surveillance is ‘information for
action’. Information is obtained from a variety of sources and analysed to guide policy
decisions and timely actions. The key purpose of surveillance is to monitor the intensity,
spread and severity of COVID-19 in the population in order to estimate the burden of
disease and inform action.
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Preventing the spread of disease: Contact tracing and case

management

The proposal described is based on a decentralised three tier model that builds up from

94 local teams (covering population units of approximately 30,000), to regional teams (at
health board level), overseen by a national co-ordinating team. This is necessary in order
to achieve the volume of contact follow-up required and maintain a focus on the situation

both regionally and nationally. The model is supported by digital infrastructure to enable
real-time information sharing.

National, regional and local tier Model

Public Health wales
MNational leadership and coordination
Led by Public Health Wales
Specialist oversight/advice/support
(Mational Infectious Disease Service)
Health Protection/Microbiology/CDSC
MNational Telephone Contact Centre

Mational Closed Setting Cell

N/

Multi-agency Partners
Regional Contact Tracing cell/unit based on Local Health Board footprint
Led by Local Authorities and Local Health Boards
QOversight/coordination for multi-displinary teams

Hub and spoke arrangements for specialist advice and support from Public Health Wales health protection team

AN

N/

Multi diplinary teams
Upper Super Output Area (USOA) footprint
94 teams
1 x Clinical Lead/Supervisor (Local Health Board/Public Health Wales)
3/4 x Contact Tracers (Local Authority/Local Health Board)
10-12 x Contact Adviors (Public sector staff with transferrable skills/Health care support worker level)

AN
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Swansea Bay Health Board Regional Plan

The proposed operational model for contact tracing assumes that the model will be
implemented to its full extent from the time point when lockdown restrictions are lifted.

However, there is a necessary lead in time to establish all the necessary workforce and
digital infrastructure to deliver the model proposed. If lockdown is lifted before the model
as proposed is in place, the scope, scale and speed of contact tracing will be significantly
affected.

This will involve working proactively with settings (for example, care homes, schools or
large employers) identified as presenting specific risks and responding to small clusters
and outbreaks within their region. This tier is based on local health board footprints, and
will be led and delivered by the wider public sector (local authorities, health boards and
other key Public sector partners) with access to specialist health protection support from
Public Health Wales.

To address demand, a large workforce will be required to undertake contact tracing and
follow-up within a defined geographical area. The Contact teams will follow the following
structure and based around Upper Super Output Areas (USOA):

No.s of staff | Capacity Contact Tracing | Contact Contact Contact
per USOA Assumption Capacity (Single | Tracing Tracing Tracing
team (based on 8hr | Team) Capacity Capacity Capacity
working day) (NPT)-5 (Swansea) — | (Swansea Bay
per USOA team USOA areas | 8 USOA —13 USOA
areas areas)
Clinical Lead 1 per team 5 8 13
Contact 3-4 perteam Interview 4 12-16 60-80 96-128 156-208
Tracer cases / day
Contact 10-12 per Follow up 10- 100-144 500-720 800-1152 1300-1872
Adviser team 12 contacts per
day

The above Team is expected to be able to address the following demand:

Capacity Contact tracing capacity
assumption

(based on 8hr Single Team All Wales (94
working day) Teams)

Clinical lead (1)

Contact Tracer (3-4) Interview 4 cases 12-16 1,130-1,500
per day
Contact Adviser (10-12) Follow up 10-12 100-144 9,400-13,500

contacts per day

The use of a non-specialist workforce is essential to allow specialist resources in
Environmental Health Officers (EHOs) and the health protection team in Public Health
Wales to focus on the more complex tasks and outbreaks. The non-specialist workforce
may come from a range of sources and subject to standardised training and agreed
governance.
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Conditions and Establishing the Teams

The setting up of the Contact tracing teams will be dependent on a number
of conditions:

Conditions to be able to commence contact tracing

e Testing strategy to understand flow and demand and priority definition and referral
criteria.

e Scripts

e Health Board / PHW Clinical Leads identified, committed and deployed to
timescale of the Teams below

e Health Board Contact tracers identified, committed and deployed to timescale of

the teams below

IT system, up and running that is integrated

Training — e-learning to use the system and contact trace.

Clarity of what we do with information when we have it

Testing regime and estimation of growth of testing

Clarification of available funding up front to support the contact tracing future

teams and equipment.

Once we have this information

Once the conditions have been met, an initial team can be deployed.

Initial set up phase (Team 1)

The initial Team will be established using employees from within the Local Authorities
and Health board.

The Team will operate 7 days a week — from 9am — 6pm

Consideration will need to be given to shift patterns, enhanced and unsocial hours pay
and call fatigue.
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Assumptions and Plan Overview

This plan is for the staff of the Contact tracing to only directly contact and follow up
people who cannot access the contact tracing service using a digital first solution such as
an online portal, App, text messages and email. This will reduce the demand on the use
of the contact advisors.

Not picking up wider support and information gathering, but if identified pass onto other
agencies/networks/support teams.

Approach

Digital first approach — only those who can’t access web, app or email will be contacted
by contact advisors.

Contact centre

Virtual contact centre to fit within each council structure for overall operational
management

9am — 6pm 7 days a week

Team
1 Clinical Lead / 4 Contact Tracer / 12 Contact Advisors (of which 1 is a supervisor)

1 supervisor (Advisor) in each of the 12 Advisors Teams (Manage Advisor Team)

Capacity

Contact Tracer Interview 6 / 7 cases 24 - 28 per day

Contact Advisor 12 calls a day (minimum) expectation of 20 calls
(12 advisors = 144 - 240 contacts per day per team)

Support

1 business support co-ordinator / 1 Admin and 1 training officer

Contact advisors 12 calls (could be 20) x 12 advisors = 144 (240) contacts per day per
team

Virtual contact centre to fit within council structure for overall operational management
(TBC)
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Governance & Structure

The initial set up will be one team as a pilot to establish process and practice and learn
lessons. The wider team will pull staff from all three bodies, NPT Council, Swansea
Council and Health Board.

Governance
HB Response Structure I I Multi-Agency Response Structure
National Test
] Trace & Protect Emergency Regional
Health Board GOLD k" | Programme Partnership Board
i 1
! T~ ~:: ‘‘‘‘‘‘‘‘ I Health & Social Care Interface Group GOLD
/ el . Tt
1 ~. --ad_
1 R it PN
- ’ RN i
N Multi-Agency Test Trace & Multi-Agency
/ [ Protect Silver Community Silver

’f

!

I
]

,’ /
Multi-Agency Multi-Agency Multi-Agency Multi-Agency
Testing Bronze Workforce Comms & Track & Trace
l Bronze Engagement Bronze Bronze
Health Board Operational
Group

Local Structure

Based on “assertive” approach to reducing COVID-19 transmission through ldentifying
individuals in the population who have / are suspected of having COVID-19, Confirming
the diagnosis, Contact tracing and asking contacts to modify their behaviour & reduce
contact with others by self-isolating

This will be delivered by

National health protection leadership, coordination & enablement by PHW

Regional leadership & coordination by LAs & HBs supported by advice from PHW
Local teams of non-specialist contact tracers under regional direction & managed by
LAs and other partners

Requirement that capacity is stood up on a phased basis from a required
implementation date (15 June 2020)
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Structure chart of deployed teams

Contact
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(shadow)
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* Contact advisors using the principle of digital first may increase in number depending
on issues and complexity of calls and shift patterns (Max 20).

Clinical Lead (Provided by Swansea Bay Health Board /PHW)

(NHS / PHW will have a national role that can offer advice and guidance as necessary,
supporting our regional arrangements — if available Health Board staff, doctors etc. could
also undertake this role).

9am- 6pm while operational — 7 days a week

Contact Tracer (Provided by Swansea Bay Health Board / Local Authority)

This will initially be an officer from the wider Public Protection department, having
undertaken identified training, and supported by a secondary trained officer. These
officers could be from other areas such as Teacher, Trading standards, PCSO,
Licencing, Social Worker, supervisors, and clerical staff etc.
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Contact Tracer Shadow (Provided by Swansea Bay Health Board / Local Authority)

This role will support and learn about contact tracing and add resilience. When a new
team is set up this role would take the lead in establishing the new team.

Contact Advisors (Provided by Public Sector / Partners & recruitment
(Health care support worker level)

The advisors would be drawn from the wider workforce, with clerical, admin and
telephony skills and make the calls to identified people and complete the return/input
data in line with PHW requirements,

Business Support function (Redeployed / Recruited)

The business support will consist of 1 co-ordinator, 1 admin officer and 1 training officer.

The business support will support all teams as they grow and will only grow when
capacity is reached, by the addition of another admin officer per 4/5 Teams.

The main role is to ensure staff cover, deal with any training or advice on operational
issues and ensure returns, admin or cover is obtained.

e Training officer (Redeployed / Recruited)

Training and advice on use of equipment, training on changes, ensuring formal
training is undertaken and recorded

Admin Officer (Redeployed / Recruited)

Clerical and administrative duties and supporting the teams, staffing and day to
day support
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Growing the Teams

The Teams would grow through the Shadow Contact Tracer transferring to new team and
setting up a new team with new team members to ensure consistency of approach and
would also offer resilience in the case of a contact Tracer role is absent.

Deployment Programme

Phase Swansea NPT (would need to increase to 6 teams
to balance capacity across 7 days)
1 1 teams 18™ May — 22" testing 1 teams 18 May — 22"
(testing / structure , shadowing EHO’s and e- (testing structure and e-learning and
Shadowing) | learning and connectivity in connectivity in preparation for digital
preparation for digital solution) solution)
2 2 teams 26 May — 31 May 2 teams 26 May — 31 May
(Preparation)
3 4 teams (1 June — 1%t July) 4 teams (1 June — 15t July)
(Go Live)
4 15t — 20t June Review capacity and demand before Phase 5
(Review)
5 8 teams (1 July - onwards) 6 Teams (1 July - onwards)
(Growth)

These teams will then need to grow further to cover additional demand

Team numbers

Through existing workforce Swansea / Neath / Health Board at 15t July, teams will
require resources of:

Swansea
NPT

8 Teams (136 staff+ 3 Support team)
6 Teams (102 staff = 3 support team )

Building the Team

The team is identified and added to the Team
proforma ready to be trained.

Once the On boarding and training has been

completed this proforma is then forwarded onto

the Contact Centre.

Team No
CLINICAL LEAD

Clinical Lead name

Contact Number

Email

CONTACT TRACER

Name Moble  [e-mai i

3
z
3

ETG]
CONTACT ADVISOR

Name Hobile E-mail

0
1

2

(S) Shadow role

Notes
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Recruitment and Job Descriptions

The recruitment will initially be internal employees with each Authority looking to its own
workforce, with both Authorities being supported by staff from the health board

This will ensure we can progress establishing the teams quickly.

However during the return to normal the Authorities will need to undertake a recruitment
campaign with external candidates to ensure that sufficient people are available, due to
the long hours of operation and the extended working week to 7 days. In addition as
services at each organisation return to normal work, the staff redeployed will no longer be
available.

This would need to be done now as allowing for notice periods and recruitment this could
take up to 4 weeks.

Recruitment Process

6" — 7t May Identify internal employees available to cover the first team and 2" team

7t May Contact with external bodies Universities, Police, DVLA, for any staff
11t May Agree external recruitment process (joint approach, should it be required)
14" May External recruitment campaign ready

18t May deploy Team 1 —Phase 1 to shadow and learn

22" May Review team

w/c/ 25" May Training and deployment of Phase 2 — Teams

15t June Extend and go Live

Advert (Starter text - to be agreed by both Authorities and Health Board)

Contact Advisors

With public risk lowering the local authorities are launching a helpline to assist controlling
the Coronavirus & providing the public with information.

Your main responsibility in this role will be to take inbound calls from the general public,
who need advice and the best course of action for themselves, family, or friends and also
to make calls to people who need advice.

This is a telephone-based role, you will need to have a clear speaking voice (Welsh
Speaker would be advantageous) as well as a reassuring manner that can deal with the
public that are worried and concerned.

This is a temporary role due to the nature of the issue (could be up to 12 months) .

Job Descriptions / Skills

The job descriptions will be used and the details placed into house style for each
employing authority.

These are currently going through Job evaluation. See Appendix.
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Training

Public Health Wales is being supported by NHS Wales Shared Services Partnership to
make the training programme available via the elLearning platform, Learning@Wales.
Currently, this is accessed by Health Boards, Local Authorities, Nursing Homes, GP’s and
will be accessible by relevant stakeholders.

It is envisaged that the training programme should take no longer the 2.5hrs for staff to
complete.

In addition to the training package, it is anticipated that Regional partners will provide a
brief local induction to outline the regional and local management arrangements pertinent
to their areas.

The core curriculum content will comprise of 8 units of learning and will include some work
based assessments/scenarios for the staff member to undertake. Below is the outline of
the curriculum:

Unit | Unit Title Learning Outcomes

1 COVID-19 e Understanding COCID-1 and it's
Transmission

¢ How Can we Reduce the spread of infection

e Why Social Distancing, Isolation and
Shielding are Effective

e Who is at Particular Risk of COVID-19

e Common Myths and Frequently Asked
Questions

e Where to Signpost

2 Contact Tracing Basic Principles of Contact Tracing

Why is Contact Tracing Effective?

Different Approaches to Contact Tracing
Importance of Obtaining a Basic History
Active v Passive Surveillance

Who is at High Risk of Spreading COVID-19
Purpose of Testing

Why Testing of COVID-19 is Important
Who is Eligible for Testing

How Testing is Delivered

How Results are Fed Back

Structure of Contact Tracing Service

Unit | Unit Title Learning Outcomes

4 Contact Management | ¢ Roles Within Contact Tracing Service
Service e Operation of the Case and Contact
Management System in Place

How to Escalate Concerns

Basic Principles of Information Governance
Protecting personal data

Data breaches

3 Role of Testing

5 Information Governance
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e If working from home
e Protecting personal data

6 Safeguarding e Basic Principles of Safeguarding
e How to Escalate Concerns

7 Rota Management e Basic Principles of Rota Management
8 Scenarios and | ¢ Consolidate Learning
Assessment e Practice Scenarios Covering Likely

Conversations
¢ Practice Scenarios Relating to Concerns
e Multiple Choice Quiz

PHW Suggested Timelines:

1 May 2020 Complete and Approve Curriculum

6 May 2020 Agree Assessment Materials

7 May 2020 Complete Course Materials and Upload to Web Platform
8 May 2020 Test Functionality with Public Health Wales Group

11 May 2020 Test Functionality with External Stakeholders

14 May 2020 Roll Out to Recruited Staff

Updated timeline

Wk Com 18" Draft training available

Roll out as soon as final version available

Training Officer and business support

The training officer would co-ordinate access, training slots and checking training has
been completed and also undertaking induction and local training on using equipment,
sourcing equipment or initiating repairs with IT etc.
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On-boarding and Induction Process

As the workforce may be from a range of organisations and from external
recruitment to the public sector an induction and on-boarding process has
been identified to ensure the staff have the equipment, training and
information required to be part of the team.

The Draft On-boarding and induction process is below and will be trialled as
part of Phase 1 :

What is needed?
-Pre-Check Form (DSE / Skills for

What is needed? What is needed? What is needed? What is needed?

-Laptop -Contact Tracing Training (allwales) -Script -30 min debrief
Role, have IT or not, WIFI at -Phone -GDPR, Safeguarding, Corporate -Data Collection Process? -Feedback
home?) -Headphones -IT Training (s this applicable?) -Shifts agreed -What's going gk?

-JD/PS —why we are doing this?
-Agree Go Live Date for Team

Anything else? -Additional scenarios to build on

soft skills (if applicable?)

-Line Mgr contact details
-Go Live date confirmed

-What needs to be improved?

Creation of

Team

ACTIONS

-Team members checked that
they are suitable for role.
-Team is agreed

-Team member notified with go
live date

Names forwarded to IT and
Training to create accounts by
PROJECT LEAD

TIMESCALES
How long to

create team?
XX Days?

Owner/Contact
PROJECT LEAD
Julie NH

Email/Mob

. IT Equipment .

Training

ACTIONS

-Team members without IT
equipment are forwarded to IT.
-Location of Collection and
when? IT to contact individual?
Once complete send
confirmation to PROJECT LEAD.

ACTIONS

-Setup team member on
all wales portal

-Issue out guide and log in
details

-Check Completion

Once complete forward
back to PROJECT LEAD to

TIMESCALES
How long to
setup IT
Accounts?
XX Days

Owner/Contact
IT Contact
7Y
Email/Mob

create groups on Teams.

TIMESCALES

How long to setup
accounts?

XX Days

Check training is complete.
WX Mave

Owner/Contact
Training Contact
Aliesha Lynch
Email/Mob

ACTIONS

-Teams Page Created

-All information inputted into
Teams Page

-Team members communicate
via teams.

PROJECT LEAD to notify

ACTIONS
Training to setup
30 min's de-brief
from Team list.

TRAINING to schedule de-brief

TIMESCALES
How long to
create Teams
Page with Team
Members?

XX Days

Owner/Contact
PROJECT LEAD
Julie NH
Email/Mob

TIMESCALES

-How long to setup
de-brief sessions
-Employee welfare
checks?

XX Days

Owner/Contact
Corporate Training
77

Email/Mob
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Finance

Annual Salary Monthly Salary
Clinical Lead £43,757 £3,646
4x Contact tracers (£27,905) £111,620 £9,301
11 Contact Advisors (£23,836) £262,196 £21,849
1 Contact Advisor £25,500 £2,125
(Supervisor)
Total (no on-costs) £443,073 £36,922
| Shadow Contact Tracer | £27,905 | £2,325
_] Annual Salary Monthly Salary
Business support co- £27,905 £2,325
ordinator
Training officer £23,836 £1,986
Admin officer £20,541 £1,711
Total (no on-costs) £72,282 £6,023
Monthly Costs (Swansea)
Phase | Details Cost per phase Month | Staff
- (no on-costs or IT)
1 1X Team and 1 x BST £42,945 20
2 2X Team and 1 x BST, £107,772 41
1x Shadow Contact
Tracer
3 4X Team and 1 x BST, 2 | £209,521 73
x Shadow Contact Tracer
4 Review
5 8x Team and 1 x BST (no | £301,399 139
shadow CT)

Licences, IT and equipment, phone £1.000 per person @ 139 people = £139,000

Swansea - 12 months = £3,616,788 plus on-costs

Monthly Costs (Neath PT) Check costs with Neath

Phase | Details Cost per phase Month | Staff
- (no on-costs or IT)

1 1X Team and 1 x BST £42,945 20

2 2X Team and 1 x BST, £107,772 41
1x Shadow Contact
Tracer

3 4X Team and 1 x BST, 2 | £209,521 73
x Shadow Contact Tracer

4 Review

5 6x Team and 1 x BST (no | £227,555 105
shadow CT)

12 months = £2,730,660 plus on-costs
Licences, IT and equipment, phone £1,000 per person @ 105 people = £105,000
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Risk and Issues

The scale of the contact tracing task will divert Environmental Health
resource away from ‘core’ for Public Protection based services. This
needs to be communicated to WG in particular so they can support us
in dialogue with external regulators. For example the Food Standards
Agency are already applying pressure to Councils to ensure food
premises/standards/feed inspection programmes are prioritised and
can restart in accordance with their expectations shortly. We may well
require agency staff to backfill our food and feed inspection
programmes as businesses cannot be left unregulated

Competing priorities within the Covid 19 outbreak itself for example
Care Home work already being dealt with by infectious disease leads
in EVH

Performance impact - Remaining statutory duties will still have to be
met e.g. noise control, statutory nuisance, private housing control but
response times will be impacted. This needs to be communicated to
Members and the public

Financial impact - Regulatory services that have a reliance on income
e.g. Licensing would be impacted by having staff diverted to contract
tracing and this will further impact income and increase overall cost to
the Council to implement this

Financial impact in relation costs £1m per authority

Cross border issues between ourselves, NPT, Powys and Carms need
to be understood and managed to ensure consistency of approach is
required. This requires hands on PHW input

People Risk

Salary disparity between Health board, NPT and Swansea

7 day a week working, terms and conditions, payments of enhanced
rates, unsocial hours, weekend working.

Resourcing employment are people available during return to work
internal and external

IT provision, can we source enough kit and provide to external and new
recruits as well as access from partners IT equipment
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Organisational LOGO to be inserted for each employing organisation

Job Title CONTACT TRACER

Hours of Work Shift patterns to be confirmed to cover the period between 09:00 — 18:00
Base

Registration No

Required

Role Responsibilities:

Working as a member of local Community Contact Tracing Team the main responsibilities of the
role are to:

Review contact list provided by Regional teams

Interview individuals who have already been identified as symptomatic and confirmed as
having CoVid -19

Complete electronic dataset that will calculate risk of transmission

Advise individuals on next steps- scripts will be verbatim from PHW/PHE advice (no clinical
assessments will be required)

Support, reassure and document conversations on E system ( training will be provided on
system)

Escalate any concerns to the Clinical Lead

Speak Welsh *if identified when cases allocated

Access digital technology to support role and function (work phone and secure IT portal)

Key Skills Required:

Experience of working with the public on a day to day basis

Good communication skills and ability to question and probe

Ability to work in a team

Ability to work to deadlines and under pressure

Non clinical patient/service user support

Ability to listen and gather information using interviewing skills

Ability to document a conversation

Experience in using Office (Word,e-mail, attach documents etc.)
Methodical approach to case management, through identifying contacts
Recognises limits of competence and escalates appropriately
Experience of dealing with confidential and sensitive data and appropriate maintenance
and storage of records

Experience of managing and dealing with complaints

Understanding of the principles and practice of client confidentiality

Act in a way that supports equality and values diversity

Competencies Required:

Organisational skills
Problem solving
Communication
Listening skills
Bi-lingual *
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Helpful

Data entry

Ability to manage conflict
Compassion

Good people skills

Suggested Level of Experience:

» Professional Status regulated by code of practice (i.e. Allied Health Professional,
Environmental Health Officer, Police, Education,PCSO)

Project support

Managing tasks on a daily basis

Handling confidential information

Team manager level or above

Experience of developing and maintaining effective partnership working with all
stakeholders

= Experience of managing and dealing with complaints and incidences

Appropriate training will be provided to undertake the role
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Job Title CONTACT ADVISOR

Hours of Work | Shift patterns to be confirmed to cover the period between 09:00 — 18:00

Base

Registration No
Required

Role Responsibilities:

Working as a member of local Community Contact Tracing Team the main responsibilities of

the role are to:

= Make outbound calls to interview individuals cases who have already been identified as
symptomatic and confirmed as having CoVid -19

=  Work from a list of contacts provided by Regional teams

=  Will be required to contact people on a daily basis for 14 days (in line with guidance
available from Public Health Wales - PHW)

= Complete electronic dataset that will calculate risk of transmission

» Advise individuals on next steps - scripts will be verbatim from PHW/PHE advice

= Support, reassure and document conversations

» Escalate any concerns to Clinical Lead

» Ability to speak Welsh * if identified when cases allocated

Key Skills Required:

» Experience of having conversations with members of the public

= Good communication skills

= Calm, confident

» Recognises limits of competence and escalates appropriately

= Experience in using Office (Word, e-mail, attach documents etc.)

» Reception/customer care

= Non clinical patient/service user support

» Recognises limits of competence and escalates appropriately

= Experience of dealing with confidential and sensitive data and appropriate maintenance
and storage of records

= Ability to work to deadlines and under pressure

» Able to work within a team

= Ability to work on own initiative

»= Good time-keeping

= Actin a way that supports equality and values diversity

Competencies Required:

= Helpful

= Data entry

=  Communication
= Decision making
= Collaboration
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=  Calm manner
=  Confident communicator
= Good people skills

Suggested Level of Experience:

= Administration support experience

= Experience of using WORD

= Experience of customer service/ reception
» Handling confidential information

= Experience of working autonomously

Appropriate training will be provided to undertake the role
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Job Title BUSINESS SUPPORT CO-ORDINATOR

Hours of Work Shift patterns to be confirmed to cover the period between 09:00 — 18:00

Base

Registration No
Required

Role Responsibilities:

Working as a member of the Business Support Function, the main responsibilities of the role
are to:

On behalf of the Clinical Lead, escalate across to regional partners e.g. infectious disease
Environmental Health Officers, Health Protection Nurses (these may not be required to be
“on duty”/rota’s but able to be consulted as and when clusters/issues arise)

Communicate confidently with a variety of colleagues, including senior managers on
different matters and in difficult circumstances

Actively listen to and encourage effective communication between all involved

Share and disseminates information in a timely manner

Be adaptable and flexible to an evolving situation

Support administrative functions for the cluster team (including rota management)

Be the single point of contact for administrative support and logging decisions

Key Skills Required:

Excellent communication skills

Ability to delegate tasks

Ability to support staff at all levels in a calm and professional manner

Ability to coordinate duties, allocate tasks, escalate concerns

Ability to build trust within the team by being clear about the expectations of the roles of
team members and provide support when required

Ability to be empathetic to others needs, recognising physical and emotional stressors in
others

Recognises when staff need additional well-being support and quickly facilitates, where
possible

Recognises own limitations and seeks support from others

Act in a way that supports equality and values diversity

Competencies Required:

= Organisational skills
* Problem solving

= Delivering at pace

= Communication

» Staff management
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= Assessment skills

= Collaboration

= |T skills

* Management experience

Suggested Level of Experience:

= Team manager level or above

= Experience of developing and maintaining effective partnership working with all
stakeholders

= Experience of managing and dealing with complaints and incidences

Appropriate training will be provided to undertake the role
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Job Title Business Support Administrator

Hours of Shift patterns to be confirmed to cover the period between 09:00 — 18:00
Work

Base

Registration | No

Required

Role Responsibilities:

Working as a member of the business support function, the main responsibilities of the role

are to:

= Co-ordinate lists of staff who have received training (maintain up to date register/Excel
spreadsheet)

» Coordinate list of staff who have had shadowing experience as either Contact
Advisor/Contact Tracer

»= Maintain up to date contact list for nominations (Clinical Lead, Contact Advisor, Contact
Tracer functions)

» Ensure staffing levels offered by Local Resilience Forum agencies complement shift
requirements (*8am-8pm,7 days a week)

» Maintain up to date rota — ensuring staff express availability 2 weeks in advance

» Escalate to agencies if staff unable to attend shift/mobilise alternative person to offer
cover

» Escalate any concerns with resilience of rota to Business Manager functions and Clinical

Lead to agree next steps

Key Skills Required:

= Ability to support staff at all levels in a calm and professional manner

= [T skills to create database

= Ability to coordinate duties, allocate tasks, escalate concerns

= Ability to build trust within the team by being clear about the expectations of the roles of
team members and provide support when required (rota functions)

» Being empathetic to others needs, recognising physical and emotional stressors in
others

» Recognises when staff need additional well-being support and quickly facilitate where
possible

» Recognises own limitations and seeks support from others

= Actin a way that supports equality and values diversity

Competencies Required:

» Organisational skills

* Problem solving

» Delivering at pace

=  Communication

» Staff management

= Collaboration

= |T skills

*» Management experience
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Job Title Training officer

Hours of Shift patterns to be confirmed to cover the period between 09:00 — 18:00
Work

Base

Registration | No

Required

Role Responsibilities:

Working as a member of the business support function, the main responsibilities of the role

are to:

= Co-ordinate lists of staff who have received training (maintain up to date register/Excel
spreadsheet)

= Coordinate list of staff who have had shadowing experience as either Contact
Advisor/Contact Tracer

» Maintain up to date contact list for nominations (Clinical Lead, Contact Advisor, Contact
Tracer functions)

» Ensure staffing levels offered by Local Resilience Forum agencies complement shift
requirements (*8am-8pm,7 days a week)

= Maintain up to date rota — ensuring staff express availability 2 weeks in advance

» Escalate to agencies if staff unable to attend shift/mobilise alternative person to offer
cover

» Escalate any concerns with resilience of rota to Business Manager functions and Clinical

Lead to agree next steps

» Lead training and ensure advice on use of equipment is available.

Key Skills Required:

= Ability to support staff at all levels in a calm and professional manner

= [T skills to create database

= Ability to coordinate duties, allocate tasks, escalate concerns

= Ability to build trust within the team by being clear about the expectations of the roles of
team members and provide support when required (rota functions)

» Being empathetic to others needs, recognising physical and emotional stressors in
others

» Recognises when staff need additional well-being support and quickly facilitate where
possible

»= Recognises own limitations and seeks support from others

= Actin a way that supports equality and values diversity

Competencies Required:

= QOrganisational skills

* Problem solving

= Delivering at pace

= Communication

= Staff management

= Collaboration

= |T skills

» Management experience
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Letter to all staff
From:

Phil Roberts, Chief Executive; Rob Stewart, Leader and the Trade Unions, UNISON,
GMB and Unite.

Dear colleagues,

We want to start by thanking you for all your hard work and outstanding commitment
during the first few weeks of the Coronavirus crisis.

The demands on our staff and the council are unprecedented. It's not over-stating it
to say we are all facing the biggest challenge of our working and personal lives.

There is no doubt the people of Swansea need their council services more than ever.

These are not normal times and it is not business as usual for our workforce and our
services. We have been, and we will have to continue, asking you to go beyond the
normal call of duty.

If we are to keep the city running, protect the vulnerable and save lives we need you
to work in different ways and we will need many of you to take on new roles.

Many of our critical services are now becoming 24/7 operations to cope with the
growing demands of Coronavirus.

This virus knows no boundaries and this means we’ll need staff to work different
hours and patterns so that we are available during the night, weekends and bank
holidays.

As a council and your union representatives we are issuing a joint call to arms to
you. We need you to continue going that extra mile for the people of Swansea, many
of whom will be our family, friends, neighbours and colleagues.

As an employer and with joint union agreement secured, we desperately require our
workforce to be flexible over where and when you work. We are confident we can
meet the huge challenges we now face.

We know this is a big sacrifice for you to make at a time of growing personal and
work pressures but we really have no choice as we head towards the peak of the
crisis.

You have already shown huge loyalty and commitment and this is not going
unrecognised by us and the people of Swansea.

Our commitment back to you is that despite the massive organisational and financial
challenges we’re facing, we will:





e Ensure no-one loses pay because of Covid-19.

e Pay the appropriate rates of pay for work outside of your normal patterns of
work.

e Be as flexible as possible on the accumulation of TOIL and leave and to allow
this to be converted into additional cash payments, where appropriate.

e Of course we will provide the necessary PPE to staff who are working or
volunteer to cover critical care roles.

e And we will continue to listen to employee concerns and give advice.

Many of you will at some point need to self-isolate during this crisis. Many of you will
not be able to work as normal because of your, or a loved one’s ill-health. We will all
rely on the critical services provided by the council and our NHS.

We know you will rise to this challenge and by putting these commitments in place
we want to give something back to our dedicated workforce at a time when we and
the people of Swansea need you the most.

This is our chance to help the NHS save lives and we thank you for everything you
are doing.

UNION SIGNATORIES

UNISON G.M.B UNITE
Chris Cooze Dorothy Gordon Jason Stranigan
Branch Secretary Branch Secretary Branch Secretary
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1. Introduction

1.1. 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.

1.2. Our employees are critical 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 Y






1.3. The Council recognises its responsibilities to provide job opportunities to internal
and external applicants on a fair, consistent and equitable basis.

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

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

1.6. The aspirations of the policy are to:-

» adopt good recruitment practice

» ensure the recruitment of a diverse workforce that will add value to the
organisation

» achieve the Council’'s aim of providing a cost effective and quality service
to the people of the City and County of Swansea.

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

2.2. 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 to it.

3. 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 skills in the right place at the right time.

3.2.  The Council's approach as a good employer is to:

» Recruit the best person for the job on merit.

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

» All jobs will be advertised internally in the first instance and externally if
the post cannot be filled

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

process.
> Limit consideration to internal candidates in situations where
redundancies are threatened or ill health redeployment may be

necessary. Such candidates will be given a prior interview where they
meet the minimum criteria.





» 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.

3.3.  All posts will 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.

3.4. 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 legislation and understand how discrimination can occur
both directly and indirectly in the recruitment process. Click here for a guidance
note on the legal principles

3.5.  All applicants who indicate that they have a disability and meet the essential
criteria for a job are guaranteed an interview.

3.6. To highlight the Council's commitment to tackling economic inactivity in
Swansea, any applicant who is registered with the following projects and meets
the essential criteria, as laid down in the person specification, will be guaranteed
an interview, i.e.

»  Workways Plus

»  Communities for Work

»  Lift

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

3.7. The Council’'s policy is that all those taking part in short-listing, selection and
interviewing must have been appropriately trained in recruitment and selection
techniques.

3.8.  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.

4. Procedure obligations

4.1. 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.

4.2.  All applicants will be treated fairly in line with the Council's Equality Policy
Statement, to ensure that recruitment and selection is carried out on the basis of
merit only.

4.3. There are, however, certain positions in the Council for which the protected
characteristic of the successful candidate will be a genuine occupational
requirement.





4.4. Where a person involved in the short listing or interviewing panel has a potential
conflict of interest because of a personal, familial, 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
fairness throughout the selection process. Please refer to the Employing people
who are related Policy and the Council’'s Code of Conduct.

5. What to do when a vacancy first arises

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.

5.2.  When a post becomes vacant the manager must first consider things such as:-

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

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

5.4.  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.

5.5.  All 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.

5.6. When itis decided to fill a vacancy the Management of the Establishment Policy
will specify authority for approval to advertise. Click here for the Vacancy
Monitoring Form. The manager should ensure they have authority to recruit to
existing posts in line with the scheme of authority set out in the Management of
the Establishment Policy. This is the manager’s responsibility, 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. All proposed
advertisements are reviewed and approved by the relevant Head of Service prior
to them being published.

5.7. 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 responsibility of managers to satisfy
themselves that they have the necessary authority.





5.8.

5.9.

5.10.

5.11.

Once the recruiting 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;

» draw up a clear and realistic timetable for recruitment taking account of
advertising media; and

» decide how to attract candidates.

Managers have a responsibility 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.

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.

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

6.1.

6.2.

6.3.

Where it can, the Council is committed to minimising compulsory redundancies
of employees who are no longer able to fulfil their current role. One way of
achieving this is to redeploy employees who are potentially at risk of redundancy
to other jobs within the Council.

Details of employees at risk are contained within the redeployment register. This
means that redeployees can be slotted into another job without the need to
compete in the normal way. Consideration must be given to whether retraining
may be needed for redeployees applying for other vacancies. If there is more
than one person in the pool of redundant employees, then there will be a
competitive process.

Potential redeployees need to provide relevant information e.g. skills,
competence etc to demonstrate that they meet the essential criteria, in the
person specification, for the job during the selection process. The post must
normally be deemed to be suitable alternative employment. Further details can
be obtained in the Re-deployment Policy.






6.4. 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; or

» an existing fixed term contract is expiring.

7. Determining the contract type

7.1. The recruiting manager has a responsibility to consider the type of contract
arrangement that is needed to meet the vacancy requirements.

7.2. 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.

8. Advertising

8.1. 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 internally
in the first instance. Whilst advertising the job to attract appropriate candidates is
important, managers must be mindful that some processes are expensive.

8.2. The purpose of the advertising method is to:

» attract a pool of suitably qualified applicants;

» dissuade those who are not qualified from applying;

» present the Council as an attractive 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.

8.3. Once approval has been given and where appropriate, all jobs should be
advertised internally in the first instance and externally if the post cannot be
filled. Consideration will be given to advertising jobs on a job share basis, where
it is deemed appropriate.





8.4. 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 normally 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 is practicable to arrange.

8.5.  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 prior it being sent to the Human Resources Operations Team.

9. Shortlisting

9.1. The applications must be considered against the Person Specification and Job
and Person Specification for that job. For shortlisting purposes, only the
information on the application form should be used.

9.2. A prescribed form will be used for this process which will detail all the shortlisting
criteria being measured from the application form. The essential criteria for the
position must be clearly indicated.

9.3.  Applicants with the highest scores at shortlisting 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 criteria. Any weighting must be agreed by
the interviewers before shortlisting commences.

9.4. ltis 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 to interview has not been received within 6
weeks then the application should be considered unsuccessful.

9.5. 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.

9.6.  Currently, the Workforce 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.

9.7. Those who are called for interview will be given details and the timetable 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).





10. The Selection Panel

10.1. Establishing who will be involved in the short-listing and selection decision is
important to ensure the availability of panel members. The panel composition
may change at selection stages. However all selection decisions should be taken
by at least 2 panel members and it is recommended to ensure consistency that
at least one panel member is involved throughout the selection process.

11. Selection Process

11.1. 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.

11.2. 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.

11.3. The interviews will be organised around set questions and a structured
interview. However, in order to introduce an element of flexibility 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.

11.4. 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 6 months for reference purposes.

12. Positive Action

12.1. The City and County of Swansea follows 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. a shortage of women at a senior level within the authority).

12.3. This process must not be used without consulting Human Resources. Please
contact Human Resources for further information

13. After the Interview

13.1. All applicants should be quickly and officially informed of the outcome.
Applicants should not be left to find out the result from other employees, the
media or any other unofficial source.





13.2. The relevant Manager should give feedback to unsuccessful candidates where
this is requested.

13.3. Offers will be made conditional upon satisfactory references and other
appropriate qualifying criteria.

13.4. All employees new to the City and County of Swansea will complete the
Council's and department's Induction Programme.

14. Canvassing elected members or other employees

14.1. Canvassing of Members of the Council, any Committee of the Council directly or
indirectly for any appointment under the Council will disqualify the candidate for
that appointment.

14.2. It would be a potential breach of the Code of Conduct for a Member of the
Council to 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.

14.3. In relation to references, the Council’s Constitution is clear and states that:-

‘A Member of the Council shall be precluded from giving a written or oral
testimonial of the candidate’s ability experience or character for submission to the
Council with an application for appointments.”

15. Welsh language speakers

15.1. The Council is committed to providing equality of opportunity in all matters
relating to recruitment, employment and training. Where the Welsh language is
concerned:

» All external positions will 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.

» If a specific language skill is required for a position, applicants may have to
demonstrate their skills (spoken or written) in advance or during the
interview procedure.

» Job advertisements, descriptions and specifications will welcome Welsh
language speakers and, where necessary, specify the level of skill
required.

» Where Welsh language skills are recognised as essential or desirable at a
team level but not for all posts in the team, recruitment may be targeted to
rectify a shortfall in 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
Authority.





16. Politically Restricted Posts

16.1. Some posts in the Council are politically restricted by virtue of the Local
Government & Housing Act 1989 and the Local Government Officers (Political
Restrictions) Regulations 1990.

16.2. Where a political restriction applies this means that the applicant will not be
permitted to be involved in, or may be restricted, in political interests or
associations.

16.3. If the post being applied for is politically 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 Politically Restricted Posts

17. Complaints

17.1. The Council’'s Corporate Complaints procedure provides applicants with the right
to 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 will monitor the application of this policy and has discretion to review
it at any time through the appropriate consultation mechanisms.

18.2. 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
2 Paragraph 3.6 amended August 2017
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Service Centre — Workforce Team
The Guildhall, Swansea, SA1 4PE
www.swansea.gov.uk

K(/G- Cyngor Abertawe
k Swansea Council

Please ask for: Sarah Measday
Direct Line: 01792 636098
E-Mail: sarah.measday@swansea.qov.uk
Our Ref: SCW / SNM
Your Ref:

Date: 2021

Dear Sir / Madam,

APPOINTMENT OF:  TTP CONTACT ADVISOR
POST NUMBER: TBC
DEPARTMENT: RESOURCES

| am pleased to confirm the provisional offer of appointment to the above post which is subject
to the following:-

a) Satisfactory References - | will be requesting written references from the two people
named as referees on your application form. In order to ensure a quick start date,
please would you make your referees aware that requests will be sent to them and ask
them if they could return them immediately.

b) Medical Clearance — Please complete the link for the Medical Health Questionnaire in
the email.

c) Thatall employment gaps have been verified

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

e) Satisfactory work permit if applicable. If you originate from inside the EEA you will
need to provide your original passport or National Identity Card. If you originate from
outside the EEA, you will need to provide your original passport, biometric residence
permit and your birth certificate.

f)  Qualification certificates

Please note that if any of these checks are not to the satisfaction of Swansea Council, then this
provisional offer of employment will be withdrawn. However, if the checks prove to be
satisfactory, this will be confirmed to you in writing, 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 outlined in the attached Schedule of your Main Terms and Conditions.
Your other terms and conditions will be covered by the NJC for Local Authorities’ Conditions of
Service.

The Salary Grade for this post is Grade 6 and you will be placed on Spinal Column Point 11
(Fixed) when you commence duties.

To receive this information in alternative format, or in Welsh please contact the above.
| dderbyn yr wybodaeth hon mewn fformat arall neu yn Gymraeg, cysylltwch &’r person uchod.
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Your monthly salary will 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" falls on a weekend or a public holiday, it is
paid the Friday before. Your salary is paid from the 15t of the month to the last day of the month.
If you commence employment after the 7" of the month, your salary will be paid to you the
following month e.g. if you start work on the 9™ September, you will your salary (for the period
9th September — 315t October) on the 25" October.

| would be grateful if you could confirm your acceptance of this provisional offer of appointment
and return the below named documents via e-mail to sarah.measday@swansea.gov.uk

One copy of the Schedule of the Main Terms and Conditions

One copy of the Job Description and Person Specification

New Starter Form — Employee

Copy of current Passport/Driving License

Copy of qualification certificates

Please also confirm that you have completed the medical questionnaire link.

ok wNE

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

a) your contract is for less than 3 months, or your contract is relief/casual, in which
case you can elect to join. (If you elect to join the Scheme, this will become valid
when you commence employment). If you wish to join please complete and
return 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 elect to 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

| hope this is clear. If not, or if you have any queries, please do not hesitate to contact myself
via e-mail address above.

In the meantime, may | take this opportunity of congratulating you on this appointment and to
wish you every success in your future career.

Yours sincerely,

Sarah Measday
Workforce ARC Officer
Service Centre - Workforce

ENC.

¢
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Your Privacy

Swansea Council is the data controller for the personal information you provide here.
We will use the information we collect from this form, and from the supporting evidence
you provide, to process your application for employment. Should you be successful in
your application, we will also use this information to fulfil certain legal obligations and
administer any service or benefit that we are responsible for as part of your employment
eg Statistical Information and Reporting. If your role is eligible for a Disclosure and
Barring check, all information contained within the online DBS system will be provided to
Powys 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 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.
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SCHEDULE OF THE MAIN TERMS AND CONDITIONS WHICH APPLY TO THE POST OF:

TTP ADVISOR - TBC
WITH SWANSEA COUNCIL

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

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.

Name of employer: Swansea Council.
Name of employee: .................

Date of commencement of employment with Swansea Council as a TTP Advisor within
the RESOURCES Directorate of the Authority: To Be Confirmed.

Term of Employment
The term of employment shall commence on TBC and is temporary until 30"
September 2021 when the situation will be reviewed.

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.

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

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 entittement to: a redundancy
payment, sickness allowance, maternity leave and annual leave entitlement.

Date on which this statement is given: 15 May 2021
Job Title

You are employed in the post of TTP Advisor based within the Resources Directorate of
the Authority.

Contract- .......
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11.

12.

Place of Work

You will normally work at the fixed centre of working from home.

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.

Hours of Work

Your normal working week comprises of 16 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

VVVVVVYVY

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.

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

VVVVY VVVYVY
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» 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.

Salary details, method of payment and calculation of hours
Your current salary is £21,748 per annum on Spinal Column Point 11 within salary grade
6, SCP 11 (fixed).

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

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.

Contract- .......
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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 Over 5 years 10 years & Over
Up to 10 years

24 days 29 days 33 days

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

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 entittement, 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.

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.

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.

Contract- .......
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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.

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

The

Period of Continuous Employment with the Minimum Notice Period

Swansea Council

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 9spinal Column
Points 30 and above)

1 month

2 months

Contract -
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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.

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 Ilimited 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
Contract - .......
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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.

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.

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

Contract- .......
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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.

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.

Contract - .......
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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.

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.

Employment outside the United Kingdom
Not applicable.

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.
Contract - .......
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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.

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.

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

YVVVVVVVY
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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.

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.

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.

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’:

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:

Sarah Measday

Position : |Workforce ARC Officer Name:

Date: 16" April 2021 Date:

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 SAl 4PE.

Contract- .......
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Job Title CONTACT ADVISOR
Hours of Work | Shift patterns to be confirmed to cover the period between 08:00-20:00
Base Home Working
Salary £21,748 per annum (FIXED)

Role Responsibilities:

Working as a member of local Community Contact Tracing Team the main responsibilities
of the role are to:

Make outbound calls to interview individuals cases who have already been identified as
symptomatic and confirmed as having COVID -19

Work from a list of contacts provided by Regional teams

Will be required to contact people on a daily basis for 14 days (in line with guidance
available from Public Health Wales - PHW)

Complete electronic dataset that will calculate risk of transmission

Advise individuals on next steps - scripts will be verbatim from PHW/PHE advice
Support, reassure and document conversations

Escalate any concerns to Clinical Lead

Ability to speak Welsh * if identified when cases allocated

Key Skills Required:

Experience of having conversations with members of the public
Good communication skills

Calm, confident

Recognises limits of competence and escalates appropriately
Experience in using Office (Word, e-mail, attach documents etc.)
Reception/customer care

Non clinical patient/service user support

Recognises limits of competence and escalates appropriately
Experience of dealing with confidential and sensitive data and appropriate maintenance
and storage of records

Ability to work to deadlines and under pressure

Able to work within a team

Ability to work on own initiative

Good time-keeping

Act in a way that supports equality and values diversity
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Competencies Required:

* Helpful

= Data entry

=  Communication

= Decision making

= Collaboration

= Calm manner

= Confident communicator
= Good people skills

Suggested Level of Experience:

= Administration support experience

= Experience of using WORD

» Experience of customer service/ reception
» Handling confidential information

= Experience of working autonomously

Appropriate training will be provided to undertake the role






Welsh Language Skills Framework

Level O

No Welsh language requirement identified for the post — but all recruits should be aware of the corporate requirements of the Welsh language standards
and completion of the Welsh language awareness course is advised.

Understanding

Speaking

Reading

Writing

» No Welsh language requirement identified

» No Welsh language
requirement identified

» No Welsh language
requirement identified

» No Welsh language
requirement identified

Level 1

Can understand basic everyday phrases if the speaker talks slowly and clearly and is willing to help. Can introduce yourself and others and can ask and
answer questions regarding basic information, e.g. Where someone lives; what they like doing. Can pass on a simple message or make a straightforward

request, e.g. via e-mail.

Understanding

Speaking

Reading

Writing

» Can understand simple personal
information details; e.g. where someone
lives, his/her name, who the person wishes
to see

» Can pronounce place names
and personal names correctly.

» Can greet individuals face to
face or over the telephone

» Can open and close a
conversation or open and close
a meeting.

» Can read short sentence, e.g.
basic signs, simple instructions,
agenda items, simple
information on forms

» Can open and close an
e-malil or letter

» Can write personal
names, place names, job
titles

» Can write a simple
message to a colleague
on paper or e-mail, e.g.
such and such has
called.

Level 2

Can understand sentences when people talk about everyday situations, e.g. simple personal and family information. Can hold a basic conversation with
someone to obtain or exchange straightforward information, e.g. discuss how a person is feeling; something which has happened; simple plan for the
future. Can write and read messages in letters or e-mails describing familiar issues and written in short sentences.

Understanding

Speaking

Reading

Writing

» Can understand when people speak slowly
about everyday situations, e.g. providing
personal information, talking about what

» Can communicate simple
information or ask common
guestions, e.g. to acquire
information from an individual

» Can read short message and
certain letters or e-mails, e.g.
Those which make a request or
ask you to pass on a message

» Can write a short
message to a colleague
asking a question,
thanking her/him,






they have been doing, what they would like
to do, how they feel in general

» Can understand when people ask you do
something

» Can use Welsh to get to and
emphasise with the individual
but not able to conduct the
entire conversation or session in
Welsh

» Can hold a short conversation
with an individual or exchange
relatively straightforward
information

» Can contribute to a meeting, but
need to revert to English for
specialist terms.

explaining something,
e.g. time and place of a
meeting

» Can write a short letter or

e-mail to arrange an
appointment

Level 3

Can understand the main points when an individual or colleague is talking about familiar subjects, e.g. during a conversation or small group meeting.
Can hold extended conversations with fluent speakers about familiar subjects involving everyday work. Can describe experiences and events and provide
concise explanations and reasons for opinions and plans. Can read articles, letters or e-mails about general subjects. Can write letters or e-mails about
most subjects, e.g. requesting something; providing information; inviting somebody or organising an event.

Understanding

Speaking

Reading

Writing

» Can understand individuals and colleagues
when exchanging information or discussing
plans, if the subject is familiar.

» Can understand a discussion at a meeting
if the subject is familiar.

» Can understand individuals and colleagues
in a familiar situation or in everyday
conversation.

» Can take part in most
conversations with colleagues
about work and plans if the
vocabulary is not to technical.

» Can hold a conversation with an
individual or exchanging
relatively straightforward
information.

» Can contribute to a meeting but
need to revert to English for
specialist terms.

» Can adapt the style of language
to suit the audience.

» Can understand most e-mail
messages or letters concerning
day to day work.

» Can guess the meaning of a
word based on context if the
subject is familiar.

» Can read a simple,
straightforward article in a
newspaper or magazine types of
written material.

> Can write a letter or e-

mail to an individual, or
colleague about most
topics in order to request
something; provide an
explanation; describe an
experience or situation;
invite people or organise
an event.

Can write relatively
accurately when drafting
a short information leaflet
or information Welsh as
required






Level 4

Can usually follow most conversations or discussions, even on unfamiliar topics, unless the speaker has a strong or unfamiliar accent. Can talk confidently
with fluent speakers about familiar subjects relating to work, and an express an opinion, take part in discussion, and talk extensively about general topics,
e.g. In meetings or one-to-one situations with individuals. Can understand most correspondence, newspaper articles and reports intended for fluent
speakers with the aid of a dictionary and can scan long texts to find details. Can complete forms and write reports relating to work and respond accurately.

Understanding

Speaking

Reading

Writing

» Can follow most conversations and
discussions with individuals or colleagues
even if the subject matter is unfamiliar.

» Can understand differences in register and
dialect.

» Can contribute effectively to

internal and external meetings in

a work context.

» Can converse comfortably with

individuals and exchange
information as required.

» Can argue for and against a
specific case.

» Can chair meetings and answer

guestions from the chair
confidently.

» Can read most correspondence

and scan long texts to find
details.

» Can understand most

newspaper articles and reports
with the aid of a dictionary.

» Can understand novels and

other texts, unless written in a
very formal or colloquial form.

» Can produce
correspondence of all
types, short reports,
documents and literature
with support of an editor
or electronic aid.

Level 5

Can understand everything that is being said. Can talk extensively about complex issues, presenting difficult information and can facilitate and summarise
extended or complex discussions. Can summarise information from different sources (orally and in writing) and present it in a coherent way. Can express
themselves spontaneously, fluently and in details, adapting the language to suit the audience.

Understanding

Speaking

Reading

Writing

» Can follow all conversations and
discussions with individuals or colleagues.

» Can understand the ambiguity and nuance
of language.

» Can express yourself fully in
detail, even when discussing

complex issues.

» Can adapt the style and register
of your language to suit the

audience.

> Can read and understand almost
all written texts without difficulty,
dictionary

referring to a
occasionally.

» Can read long texts to find
details and can
understand most types of written

relevant

material.

» Can write reports in a
clear style appropriate to
the reader with the
support of electronic
language aids.

» Can write
informal
required.

» Can write a range of
documents accurately
and with confidence.

formal or
Welsh as
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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:

e Safeguarding people from harm — so that our citizens are free from
harm and exploitation.

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

e 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.

e Tackling Poverty — so that every person in Swansea can achieve his
or her potential.

e 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.

e Transformation & Future Council development — so that we and the
services that we provide are sustainable and fit for 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 ahead.

» 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,
value and support our employees and demonstrate the highest
standards of integrity.





» 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.

—

&(Z‘} Cyngor Abertawe
k Swansea Council
~
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FW: URGENT - New starter Paperwork - Swansea TTP Advisor role - Message (HTML)
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Delete Respond Quick Steps & Move Tags & Editing Zoom | OneNote Protection ~
Sarah Measday erin.tyler@virgin.net; erin.tyler@IMA-citizensrights.org.uk ~ bs 15/04/2021
FW: URGENT - New starter Paperwork - Swansea TTP Advisor role
@ You forwarded this message on 15/04/2021 18:01. <
E New Starter Form - Employee.V2.docx . B JD - Contact Advisor.pdf . New starter Pack to send outzip . B Erin Tyler - External Appointment Letter.pdf _
=| 375 k8 wr | 692 KB 4MB we | 430 KB

1) Erin Tyler - Contract TTP Advisor.pdf
we ] 326 KB

Please find attached your appointment letter, Contract, Job Description and new starter pack for the post TTP CONTACT ADVISOR.
Please complete the below link for your medical clearance.

www.swansea.gov.uk/employeehealthguestionnaire
www.abertawe.gov.uk/holiaduriechydgweithwyr

1 will be sending reference requests to your referees this morning/afternoon via email. NB:- Please can you also let them know to expect an email.

Please can also let them know to return as soon as possible, to ensure you are able to commence in post as quickly as possible.

Please confirm if there is a notoce period required for any existing emplyment.

Cofion cynnes/Kind regards

11(//> UV S, A
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@ You are not responding to the latest message in this conversation. Click here to open it.

To.

Cc.

Subject FW: URGENT - Reference Request - Erin Tyler

External - Reference Form -Erin Tylerdoc _
286 kB

Attached B ID - Contact Advisor.pdf B
¢ | 692 KB

FAO ...
The above named has applied to Swansea Council for the position of TTP Advisor and has named you as a referee.

| should be very grateful if you would complete the attached Reference Form and return to sarah.measday@swansea.gov.uk at your earliest convenience.

In the meantime, may | thank you for your assistance and if you have any queries, please do not hesitate to contact me via the above e-mail address.
Cofion cynnes/Kind regards

Gweithlu - Swyddog Dadansoddeg,
Recriwtio a Newidiadau

Cyngor Abertawe Workforce- ARC Officer

Swansea Council 07792-636098

""" sarah.measday@swanseq.gov.uk

&(lf} Sarah Measday





image27.png
|£] Oracle Applications - ISISPRDO (ISIS Production Environment)

File Edit View Folder Tools Window Help
HY0 §r8SP XDDHER LDIQSG BHES 2

[m] X
ORACLE'

N
© Assignment(Acton, Mrs. Marie)

Organization
Job |CCS Non School
Grade GRADE_07]19-24|

Location Working From Home

Assignment Number 878193
Assignment Category Temporary - Full Tin

Group |Local Government Pension Scheme..Online...

Position |RE.68513.TTP Tracer..TFTN.No
Payroll CCS Monthly
Status Active Assignment

Vacancy

Collective Agreement

Employee Category Employee

Supervisor Probation & Notice Period Standard Conditions Statutory Information Miscellaneous

®

Review Salary

Every

Salary Basis (CCS Spinal Salary

Review Performance

Every

Effective Dates
From 01-MAR-2021

To

A Type here to search
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TIP Endorsement - Message (HTML)
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Julie Nicholas-Humphreys Sarah Measday Fri 11557
TTP Endorsement
@ You replied to this message on 14/05/2021 13:04. o

To whom it may concern

Sarah Measday has been working closely with Test, Trace & Protect in Swansea and has been a key member of the operational management project team for the service. As Operational Lead for the project,
| can honestly say that we would have really struggled without her expertise and knowledge.

Her professionalism, commitment, attention to detail, speed and accuracy, along with admirable soft skills when dealing with applicants and new staff, is first class. Recruiting 200 staff in 6 months and
dealing with starters and leavers, on boarding and payroll issues for all concerned, has been no mean feat and this is in addition to her other work in the Council.

Sarah gives me extreme confidence that any staff matters | need to raise are dealt with in a timely manner, leaving any issues deescalated quickly, due to her intervention.

I would recommend Sarah for any future projects or roles, as | truly believe that she is capable of achieving anything that she puts her mind to.

Kind Regards,

Julie
Julie Nicholas-Humphreys

Arweinydd Gweithredol
Operational Lead
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0 Occurs every Monday effective 05/04/2021 until 03/05/2021 from 15:30 to 16:00
Accepted on 25/03/2021 14:50.

Organizer Hywel Lewis Sent  Mon 04/01/2021 17:04
Subject [rTP onboarding review

Location  [Microsoft Teams Meeting hd
Starttime  |Mon 12/04/2021 1530 . All day event

End time Mon 12/04/2021 16:00 -

Microsoft Teams meeting

Join on your computer or mobile app
Click here to join the meeting

Learn More | Meeting options
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