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	Issues


	Response

	Some staff members appear to have been incorrectly ring-fenced to a management role which is not a feature of their current position. 
	Due to the wide variety of administrative posts held by Council staff across CYPS it was deemed most equitable for staff to be ring-fenced against a) their current role, and b) their current salary grade. This has in some instances resulted in staff being ring-fenced to new posts that include duties that they do not currently perform. Staff are able to indicate that they do not agree with the post/s that they have been ring-fenced against and this will be considered and adjusted where appropriate. 

	Is it necessary for a formal application to be submitted?
	Applicants will be offered an interview for a post where they meet the essential criteria, hence it is necessary for a formal application, particularly as for some posts this will involve a competitive interview. 

Where there are more posts than candidates, i.e. the Business Support Assistant post, it is necessary that appointments are made to the services ensuring a balanced skill mix and level of experience. The submitted forms, in conjunction with the interview, will assist with the allocation of staff across CYPS.      

	Some current postholders do not hold the NVQ3 or have recruitment and selection experience and hence will not meet the minimum requirements to apply for the Business Support Officer posts. 
	At present there is no requirement to hold an NVQ3 but it is held that the new posts warrant the appropriate NVQ level qualification. Within the Person Specification it does state that the candidate should either hold an NVQ3 or be willing to work towards obtaining this on appointment. 

Following the consultation exercise some amendments have been made to the job descriptions and person specifications. It is now the case that the candidate should have knowledge rather than experience of recruitment and selection.   

	Staff need to know where the multi-agency teams are based in order to make a decision as to which posts to apply for. Is it therefore not better to delay appointments until accommodation is confirmed.
	It is imperative that appointments are made to the Business Support posts as to build in further delay would add to staff unease and anxiety. It has now been confirmed that the MARAS Business Support Service will be based at Trafford Town Hall, but the SEN Service will remain at Stretford Public Hall. It is planned that North Area Family Support Service be based at Stretford Public Hall and for the South Area Family Support Service to be based at Sale Waterside. The Business Support Service for Children in Care will be based at Northenden Road. A decision has also been taken that the West Area Family Support Service and the Complex and Additional Needs Service will not be based at Moss View, Partington. Alternative locations have been identified for the West Family Support Service with a ‘hub’ that will act as a main base, with smaller outlets in other parts of the West are. These alternative plans are firm, but not yet finalised. If at all possible staff will be informed of the ‘hub’ and ‘spoke’ locations prior to the date when applications have to be submitted.   

	Is it necessary for a formal interview, could an informal meeting not be held?
	A great deal of consideration has been given as to whether staff could be assimilated into the Business Support Assistant posts. However, due to the fact that this new post has a wider role and responsibilities and it is fundamentally different as it is within a multi-agency setting and as a consequence has been banded higher, assimilation is not possible. The Panel will need to ensure that all applicants are able to fulfil the new position.  
With regard to the new posts of BSO, BSA Safeguarding (Band 4), BS Finance Assistant, there are more candidates than posts, hence a competitive interview process is necessary. The new post of SBSO offers a potential promotion opportunity which also therefore necessitates competitive interview.    

 

	Will staff that are reliant on public transport be moved to locations that are accessible to them?  
	The ‘application’ form allows staff to state a preference for where they would liked to be based, i.e. which area. It would be helpful for candidates to state that they are reliant on public transport on the form.

	If I am unsuccessful against the post I am ring-fenced against and drop down to the next level, will those ring-fenced for the next level posts be interviewed and appointed and if there are any remaining vacancies I would then be considered?   
	Applicants will only be interviewed for posts that they have been ring-fenced against if they meet the essential criteria. As we have had to ring-fence against current role and salary this may result in some applicants being offered an interview for a post/s that they have not been ring-fenced against as applicants will automatically drop down to the next level and be considered for this post

. 

If you are unsuccessful at interview for the ring-fenced post and drop down to the next level you will be considered at the same time as those being interviewed for this post, i.e. you would be in a competitive position and your performance at your interview would be set against those being interviewed at the next level.  

	It has not been made clear as to what will happen to staff if they are unsuccessful at interview.
	This issue was covered in para 36 of the consultation document. 

	What is the difference between disestablishment and redundancy?
	When a post is disestablished the post-holder is at risk of redundancy. In the appointment process if the candidate was unsuccessful at interview then they would be subject to redeployment. It is only if no alternative position is found through redeployment that the person would be made redundant.   

	Will individual managers have a say in the short listing, interview and appointment process? 
	A single interview will be used to assess candidates against all of the posts for which they have been short-listed and subsequently applied for. It is therefore essential that there is a consistent approach taken involving the same Interview Panel members throughout. This replicates the process used previously to appoint the Heads of Service and the Operations Managers. The Panel will be multi-agency with a representative from Health, Learning & Development and Social Care, namely Head of Service, North Area Family Support Service – Jan Trainor; Operations Managers (West) Andy Zilkha and Moya Murray (South), and, Senior HR Advisor, Sarah Ward.

 

	Job descriptions are too generic and not tailored to specific posts.
	Many of the duties undertaken by the BSA are common administrative duties that appear in the multiple JD’s that are currently in place for administrative staff. In addition to these the tasks relating specifically to service areas have been included and will initially be undertaken by the person who has the related skills and knowledge e.g. organising the Youth Service minibuses.

This is a new service that needs to be ‘fit for purpose’ and flexible in its approach. The structure will allow individuals who have been appointed in a particular post to ask for a transfer to another service area if a vacancy arises as it is held that there is a set of common core skills required to undertake the BSA work.     

	If we are working in a “pool” there is a danger that specialist skills and knowledge will be lost. 
	The idea of working in a “pool” is to create economies of scale, thus increasing the capacity of Business Support in each setting. Initially staff with particular skills in certain areas are most likely to be asked to continue undertaking these specific tasks but that in the long-term other members of staff would be trained to undertake these tasks. This will allow flexibility when staff members are off work due to leave or illness.   

	Is it realistic for the SBSO’s in the North and South to cover for each other?
	It is envisaged that the SBSOs will have the capacity to cover for each other as they have less Business Support staff to manage than the other SBSOs, hence they do not have a BSO.   

	The banding for the SBSO is too low.
	During the development of the Job Descriptions/Person Specifications for all the new posts within the structure, discussions took place with the PARIS Team and proposed bandings were given. The proposed grades have now been agreed at Moderation Panel, including the SBSO. Staff will have the right to appeal against the banding for their new multi-agency post on appointment, or, if they prefer, they can submit a full JDQ for evaluation after being in post for 6 months.   

	Why do SBSO and BSO need to have knowledge of ICT?
	It is imperative that SBSO and BSOs are IT proficient in the use of a PC, telephone, scanner, photocopier etc. There is no expectation that the post-holder will have an in-depth knowledge of any particular ICT system e.g. SAP but this will be part of their development plan when required. 

	It would appear that the roles of the SBSO are disproportionate depending upon where they are based – is this fair given that they will all be receiving the same remuneration ? 
	All the SBSOs will undertake the roles and responsibilities as outlined in the job description. However in some areas the Business Support function is greater given the service areas being supported. In these instances the SBSO has a BSO to assist them in their task. Where the SBSO does not have a BSO they will be undertaken a higher number of admin and financial tasks themselves and will have to cover for the other SBSO when absent. Hence there is no disparity in the role and all the SBSO will be operating at the same level and have the same workload.    

	Within the structure there was no mention of MARAT in the BSO title
	This was an error and has now been included.

	The duties of the Senior Administrative Officer SEN are not covered in the Business Support Assistant(BSA) or the Business Support Finance Assistant (BSFA) job descriptions.
	The role of the Senior Administrative Officer SEN is to be disestablished. A detailed check of this posts role and responsibilities has been undertaken and all activities are now included in the BSA and the BSFA job descriptions. It should be noted that the Business Support Officer – MARAT, Safeguarding & SEN will manage the staff supporting the SEN Assessment Team. 

	Concern is expressed by MARAT staff regarding the lack of apparent admin support for this team.
	A 0.5 BSA post has been appointed to the MARAT within the structure. The structure was devised using existing resources and should additional resources become available in the future a needs assessment of service requirements will be undertaken, including those of the MARAT.

	The issuing and processing of Child Entertainment/Employment Licences has not been included in the job description of the Business Support Assistant.
	This was an error and has now been rectified.

	There should be a specialist post of BSA Child Entertainment/Employment in line with the BSA Safeguarding

 ( Band 4) and the BS Finance Assistant (Band 4).  
	The issuing and processing of these licences is an administrative task. The actual assessment and decision making in respect of whether a licence should be issued should be undertaken by an Education Welfare Officer/Manager.  

	The Youth Service receives considerable financial support – how will this be provided in the new structure?
	This has been taken account of and the Business Support Finance Assistant in the North Area Family Support Service will undertake some of this work. The Senior BSO and the BSO posts will also undertake high level financial and administrative tasks. Once the appointments have been made the distribution of tasks across the Business Support Service will be undertaken by the Heads of Service in conjunction with the SBSOs and BSOs.    

	There is no reference to clerical support for School Nurses. Could the clinic nurses, currently based in the clinics, who support School Nurses provide some hours at the Area Family Support Teams on a “rolling basis”?
	A Service Level Agreement will be entered into with the PCT regarding the clerical support to be provided to School Health. It is acknowledged that there is an issue in that the clerks are based in the clinics out of necessity. However this is a useful suggestion that will be put forward when the SLA is being devised.  

	What will the transition arrangements be?
	Once the appointments have been made a working group will be established to draw up a transition plan given the phased establishment of the multi-agency services. 

	When will staff receive details regarding excess travel arrangements?  
	Staff that move administrative base are entitled to excess travel expenses.  At present they can claim the difference in mileage from their home to their old administrative base and their home to their new administrative base for a period of four years.  If staff use public transport they can claim any additional expense incurred.
Please note that the Council is reviewing its current travel arrangement policies. 

	The medical secretaries who support the Consultant Community Paediatrician/Designated Doctor for Safeguarding Children and the Consultant Paediatrician for Children in care and SEN should be based within MARAS.
	This has been considered and agreed. The structures have been amended accordingly. 
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