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New Post Protocol
Policy Owner: Director of Workforce and OD 
Approved by: 
Issue Date: April 2019
Review Date: April 2021
(Templates updated 14/06/2023) 
Purpose
This protocol has been prepared to ensure that all newly created posts are allocated a pay band for recruitment purposes, in accordance with the principles contained within NHS Job Evaluation handbook (September 2018).
Definitions
Manager – The reference to manager refers to an individual who has sufficient seniority to sign off the documentation. Please note, all posts submitted to the vacancy control panel must be authorised by the Associate Service Director or Service Group Manager. For corporate departments this must be authorised by a manager of an equivalent level.

Matching Panel – A panel made up of at least three trained job matchers consisting of management and staff side members who will use the job description, person specification and effort factor to undertake matching of the post. 

Process
1. The manager creates a job description, person specification and effort factor in line with the Health Board’s guidance as detailed in Appendix 1.
2. The manager considers whether it is possible to deploy current staff flexibly to fill the new post in line with the procedure for the Deployment of Administrative and Clerical Staff.

3. Once completed, the manager must submit the job description, person specification and effort factor along with a completed Vacancy Control Form (see Appendix 2) to the Devolved Finance Management Team via ABM.TRACSDFMT@wales.nhs.uk . (NOTE: if a pre 1st April 2020 start date is required for non-rostered A4C posts (those who do not work as part of 24-7 shift system), then a Recruitment Quality Impact Assessment needs to be completed and approved by the relevant Executive Director prior to submission to Corporate Vacancy Control Panel)
4. The DFMT will then check whether there is a vacancy by reviewing the budgets and Staff In Post listing and respond within 3 working days.
5. Once the form is agreed by DFMT the recruiting manager will then forward to the Vacancy Panel as per current individual Unit for consideration.

6. There are three possible outcomes of the vacancy control panel:
· Approved – the line manager should send authorised new post protocol with any supporting documentation to abm.jobevaluation@wales.nhs.uk.

· Not Approved – authorisation to create a new post has been denied.

· Deferred – the application for a new post will be held whilst further information is sought to consider the application in more detail. A member of the vacancy control panel will contact the line manager to discuss.
7. Once approved, the Job Evaluation Team will undertake quality assurance of the documentation and will consider whether the post can be clustered with an existing post that has already been matched. 

8. If appropriate, the Job Evaluation Team will arrange a matching panel to undertake an assessment of the job description, person specification and effort factor. 

9. The panel will attempt to job match the post using the Computer Aided Job Evaluation system (CAJE).
10. If the matching panel are unsuccessful in matching the post to a national profile, the matching panel will refer the post for local evaluation. The local evaluation will then be processed in accordance with the National Protocol for Local Evaluation. For further details regarding this, please contact the Job Evaluation Team.

Consistency Checking
To ensure the outcome of the post is consistent, the Job Evaluation Team will arrange a consistency check in partnership, which will consist of the chair of the consistency panel, one staff side matcher and one management matcher.

Once the outcome has been confirmed as consistent the Job Evaluation Team will inform the appropriate manager and Senior HR manager. Once the band has been confirmed, the line manager may proceed to advertise the post without re-submitting to the vacancy control panel.
Where the outcome is considered to be inconsistent with other similar posts, the Job Evaluation Team will refer this either back to a matching panel or back to the manager. This will depend on the comments received from the consistency checking panel which will be detailed on the Consistency Checking Referral Form.
APPENDIX 1
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Job Description and Person Specification Guidance

Introduction

Accurate and up to date job descriptions and person specifications are critical to both the recruitment and job evaluation processes. The job description is the main source of information for a job applicant, and also for the matching panel to use to match a post to a national job profile and assign it to a pay band.

Attached below is an agreed format for a job description and person specification, with some guidance notes. Job descriptions and person specifications in other formats will not be accepted for recruitment or job evaluation purposes.

Job Descriptions

A job description must clearly and accurately define the content of the job in terms of the job purpose and the main responsibilities. In terms of the recruitment process, the following points should be borne in mind when writing a job description:

The job description is a key document in the recruitment process and identifies the expectations of the role throughout the successful candidate’s employment. It should therefore clearly focus on the needs of the service when identifying the duties to be fulfilled.

Job descriptions should not follow the national Job Evaluation profile format as profiles are not job descriptions and do not fulfill the main purpose of having job descriptions. 

The job description should be easily understood by potential applicants and use inclusive / non-discriminatory language.

As part of job evaluation, the contents of any new or significantly altered job descriptions will need to be evaluated by a panel to determine the appropriate pay band before the post can be advertised. If this is applicable you will need to refer to the Protocol for dealing with New Posts.

Person Specifications

The person specification sets out the qualifications, knowledge, experience and skills required of the post holder that would be essential and desirable. When writing person specifications, the following points apply:-

The person specification sets out the skills, qualifications, knowledge and experience required for the successful candidate to be able to carry out the job. It is a vital part of the selection process.

The person specification is of equal importance to the job description.

Essential criteria are those without which an appointee would be unable to adequately perform the job. Desirable criteria are those that may enable the candidate to perform better or require a shorter familiarisation/induction period.

Managers should take care that to ensure that criteria used is not discriminatory. Criteria may be discriminatory if equal proportions of men and women, or people various ages and racial groups could not meet them.

Care must be taken when specifying criteria / qualifications as essential as knowledge can be derived in a number of ways (including education, training, and experience). The qualifications and/or experience needed to do the job must be clearly stated. If possible, relate experience to an equivalent level of qualification. Knowledge, experience and skills should reflect those which are required to meet the responsibilities as stated within the Job Description. 

Managers must take care when specifying physical requirements. The Disability Discrimination Act requires employers to make reasonable adjustments to help make jobs suitable for people with disabilities. If you are unsure about this, advice should be sought from the Health Boards Equality & Diversity Manager or from your Workforce Manager.

Effort Factors

Please complete information on Physical Effort, Mental Effort, Emotional Effort and Working Conditions in order to assist the job matching process.  This information can be identified within the Job description and Person Specification, or within the effort factors depending on the requirements of the post.
Physical Effort

This factor measures the nature, frequency and duration of physical effort (sustained effort at a similar level or sudden explosive effort) required for the job.  

Please ensure any circumstances that may affect the degree of effort required, such as working in an awkward position; lifting heavy weights etc

Mental Effort

This factor measures the nature, level, frequency and duration of mental effort required for the job, for example, concentration, responding to unpredictable work patterns, interruptions and the need to meet deadlines.

Please identify the normal requirement to concentrate in the post and determine, how often and for how long it is required to concentrate during a shift / working day

Emotional Effort

This factor measures the nature, frequency and duration demands of the emotional effort required to undertake clinical or non clinical duties that are generally considered to be distressing and/or emotionally demanding.  

Please identify how often the post holder has exposure to direct and/or indirect distressing and/or emotional circumstances and the type of situations they are required to deal with

Working Conditions 

This factor measures the nature, frequency and duration of demands on staff arising from inevitably adverse environmental conditions (such as inclement weather, extreme heat/cold, smells, noise and fumes) and hazards, which are unavoidable (even with the strictest health and safety controls), such as road traffic accidents, spills of harmful chemicals, aggressive behaviour of patients, clients, relatives, carers.

Please identify unpleasant working conditions or hazards which are encountered in the post holder's working environment and establish how often and for how long they are exposed to them during a working day / week / month.  
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	CAJE REF: RVC/ 
Approval Date:

	
	

	JOB TITLE: 


	Band: 

	JOB OVERVIEW: (No more than 3 statement)

	•
X

•
X

•
X


	Responsible to:

	Reporting:


	Accountable:
	Professionally:

	Main Duties of the Job 

	•
X

•
X

•
X

	Main Responsibilities

	The JE handbook is very clear about not writing JDs using the factor headings.  However, you may find some of these heading useful or you can use your own.  You can either leave them in the JD or take them out after.  Remember, you don’t have to put something under every heading if the post does not require it.
In this section you should identify in sufficient detail the duties, tasks and responsibilities of the post holder. Illustrative examples should be included. Abbreviations should not be used, or if necessary a glossary should be included.

Communication; 

How and to whom will the post holder communicate?

Planning and Design

Stipulate what has to be done by the post holder; e.g. plans, prepares, produces, implements, processes, provides, schedules, completes, dispatches, maintains, evaluates, liaises and collaborates with.

Improvement and Monitoring

Consider the job in a time frame i.e. things done on a daily, weekly, monthly, annual or longer basis.

Clinical (as applicable)

Schedules meetings to fit with other standing diary commitments, prepares care plan to ensure the delivery of effective patient care or e.g. maintains patient records to ensure information is accurate and up to date for future reference and complies with the Data Protection Act
Finance and Budget

State briefly the purpose of the activity in terms of output or standards to be achieved;

Management, Leadership and Training

Responsibility for people/training and leadership including supervision

Digital and Information
Describe the task that has to be completed; e.g. maintains patient records, schedules meetings, prepares care plans and liaises with the Welsh Government.

Evaluation & Audit


	Essential Qualifications & Knowledge  
	Desirable 

(for use in shortlisting)


	Essential Experience
	Desirable 

(for use in shortlisting)


	Professional, technical or academic qualifications or knowledge required or the training undertaken or demonstrable experience.


	
	Experience required to fulfil the post.

Use types of achievements and activities that would be likely to predict success in the role rather than ‘years’, e.g. Extensive previous experience of working with health finance systems.
	

	Essential Aptitude and abilities
	Desirable 

(for use in shortlisting)
	Other

	Can demonstrate SBU values (Do not remove)

Abilities required to perform effectively in the role, e.g. – 

Able to demonstrate situations where effective leadership and management skills have been used, or:

Be able to demonstrate tact and diplomacy when working with others, or:

Evidence of undertaking presentation to groups.
	
	Desirable (but not essential): 

Welsh Speaker (Level 1) 

Special requirements to perform in the role e.g. Ability to travel within geographical area.

Able to work hours flexibly.

Anything else not covered above.



	Organisational Chart & Technical Document

	 SHAPE  \* MERGEFORMAT 






* NB – You must submit this document with the Job Description for job evaluation however it will not be used for recruitment purposes.

	Effort and Environmental Factors 

** If copying and pasting from other jobs check that they actually relate to this post and what is written in the JD.


	Physical Effort

	Please ensure any circumstances that may affect the degree of effort required, such as working in an awkward position; lifting heavy weights etc. are detailed, such as:

‘Working in uncomfortable/unpleasant physical conditions; sitting in restricted positions; repetitive movements; lifting heavy weights; manipulating objects; kneeling, crouching, twisting; heavy duty cleaning; working at heights; using controlled restraint; driving as part of daily job - N.B.  Walking /driving to work is not included’

Occasional – at least 3 times per month but fewer than half the shirts worked
Frequent – occurs on half the shifts worked or more
Several Periods – repeated recurrences of physical effort during the shirt
Ongoing – continuously or almost continuously
Short Periods – up to and including 20 min
Long Periods – over 20 min

	Examples of Typical effort(s)


	How Often
	How Long

	
	
	

	
	
	

	
	
	

	
	
	


	Mental Effort


	Please identify the normal requirement to concentrate in the post and determine, how often and for how long it is required to concentrate during a shift / working day, e.g.:

‘Carrying out formal student assessments; carrying out clinical/social care interventions; checking documents; taking detailed minutes at meetings; operating machinery/equipment; carrying out screening tests/microscope work; carrying out complex calculations; carrying out non-clinical fault finding; responding to emergency bleep; driving a vehicle; examining or assessing patients/clients.
General Awareness – carry out day to day activities but no need to concentrate on complex or intricate matters
Concentration – jobholder needs to stay alert for periods of one to two hours

Prolonged – requirement to concentrate for more than half the shift

Intense – In-depth mental attention with proactive engagement

Unpredictable – jobholder needs to change from one activity to another at a third-party request.  Jobholder has no prior knowledge

Occasional – fewer than half the shirts worked

Frequent – occurs on half the shift worked



	Examples of Typical effort(s)


	How Often
	Type

	
	
	

	
	
	

	
	
	

	
	
	


	Emotional Effort


	Please identify how often the post holder has exposure to direct and/or indirect distressing and/or emotional circumstances and the type of situations they are required to deal with.  

For example,’ processing (e.g., typing/transmitting) news of highly distressing events; giving unwelcome news to patients/clients/carers/staff; caring for the terminally ill; dealing with difficult situations/circumstances; designated to provide emotional support to front line staff; communicating life changing events; dealing with people with challenging behaviour; arriving at the scene of an accident.’ N.B. Fear of Violence is measured under Working Conditions

Direct – jobholder is directly exposed to a situation/patient/client with emotional demands 
Indirect – jobholder is indirectly affected by for example word processing reports of child abuse

Rare – less than once a month on average

Occasional – once a month or more on average

Frequent – once a week or more on average



	Examples of Typical effort(s)


	How Often
	Type

	
	
	

	
	
	

	
	
	

	
	
	


	Working Conditions



	Please identify unpleasant working conditions or hazards which are encountered in the post holder's working environment and establish how often and for how long they are exposed to them during a working day / week / month.  

Examples are – use of VDU more or less continuously; unpleasant substances/non-household waste; infectious material/foul linen; body fluids, faeces, vomit; dust/dirt; fleas/lice; humidity; contaminated equipment or work areas; driving/being driven in normal or emergency situations - *Driving to and from work is not included

Rare – less than three times a month on average

Occasional – three times a month on average

Frequent – several times a week with several occurrences on each shift



	Examples of Typical effort(s)


	How Often
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Vacancy Control Form

Section 1
Recruiting manager to complete and send to Finance

	Post Title
	

	Band
	

	Delivery Unit / Directorate / Corporate Function
	

	Department
	

	WTE/Hours
	

	Cost Centre
	

	Subjective
	

	Position Number
	

	Tenure
	Permanent / Temporary / Fixed Term Temp / Secondment

	Replacement / New post
	Replacement / New Post

	If New – Indicate how this is to be funded - externally / skill mix.

If external funded – who in finance has agreed this?
	

	Please use this section to provide any further information to support the application.
	

	Start date of proposed post (NOTE: if pre 1st April 2020 for non-rostered A4C posts (those who do not work as part of 24-7 shift system), then a IA needs to be completed and approved by the relevant Executive Director prior to submission to Corporate Vacancy Control Panel)
	

	Finance Check: Is there a vacancy within the Budgeted Establishment
	YES / NO

(DFMT only to confirm)

	Finance Reference Number
	e.g.20-000001
(DFMT only to confirm)

	Date of Finance Approval
	


Once the recruiting manager has completed Section 1 this form will need to be e-mailed to ABM.TRACSDFMT@wales.nhs.uk. Upon receipt, Finance will determine if there is budget to support the request.  The outcome of the vacancy review will be e-mailed back to the person who submitted the form.

Section 2
To be completed by recruiting manager for consideration at Vacancy Panel

	Is the post for a non-rostered A4C post (those who do not work as part of 24-7 shift system)
	Yes
	
	If yes, a Quality Impact Assessment form must be completed and approved by the relevant Executive Director and uploaded to Trac for the request be considered at the Health Board Vacancy Control panel

	
	No
	
	

	Is the vacancy Admin and Clerical? 
	Yes
	
	Complete each relevant field within section 2

	1. 
	No
	
	Go to section 3


The effective deployment of good administrative and clerical support is essential in ensuring that clinical activity runs smoothly, patients have a good health care experience and the governance of the organisation is not compromised. The procedure for the Deployment of Administrative and Clerical Staff will support the Health Board in flexing its resources to meet the changing needs of the organisation. This will include moving employees into different roles or working on different sites (within the same Delivery Unit) on a short term basis to ensure the right staff with the right skills and qualifications are in the right place.
Prior to submitting this form to the Health Board Vacancy Control Panel, your first recourse should be to consider if the vacancy is suitable to be filled using the procedure for the Deployment of Administrative and Clerical Staff.
	Please demonstrate what actions you have undertaken to fill the post using the procedure for the  Deployment of  A and C staff
	

	If the vacancy is not suitable to be filled by deployment please state your reasons.
	


Section 3

To be completed by recruiting manager for consideration at Vacancy Panel

	Summary of Role

	

	Insert a structure of the department (please show clearly this post in the structure)

	

	Yes/No
	We confirm that the vacancy is business critical on the following basis

	
	If it is not filled it will increase financial spend (on agency/bank) 

(Please give brief details):



	
	If it is not filled the department will fail to meet financial targets  

(Please give brief details):      



	
	If it is not filled the department will be open to statutory risk               

(Please give brief details):



	
	The post is externally funded or ring fenced and filling the post will not adversely affect the Health Board’s financial position    

(Provide details of funding):

	Assessment/Considerations Made

	2. Has 2017/18 CIP been met?
	

	3. Skill Mix Considerations
	

	4. Consequences of not recruiting
	

	5. Strengths of Recruiting
	

	6. Has funding for this post been agreed with Finance?
	

	7. Delivery Unit Financial Position:-

Please confirm the latest

· Pay Position

· Non Pay Position

· Overall Total Financial Position (including income, pay, non-pay and savings targets)  
	

	8. When did/does the post become vacant? 

· If vacant, how has the post been covered since it became vacant? e.g agency, overtime, not covered, other
	

	9. Will recruiting to this post result in net savings or cost avoidance? 

Please give brief details
	

	10. How does this role fit with operational plans / achievement of targets?
	

	11. How can this role be undertaken on a more cost effective basis?
	

	12. What service improvement/digital strategy options have been considered?
	

	13. If this is a new post:

· how has this post arisen?
	

	14. If a replacement post:

· What other options other than filling the post have been considered?

· What options have been considered: e.g technology improvements, different ways of working, part time working, not replacing at all, changing tasks and band mix, reallocating tasks internally, deployment of staff.

· Can it be absorbed into someone else’s role:

            At the current band

Or would rebanding a current position be a more cost effective option?
	

	15. Does the position have to be filled immediately, can it be deferred beyond 1st April?. NOTE: Unless an Impact Assessment has been completed and approved by the relevant Executive Director the start date will not be considered by the Health Board Vacancy Control panel for commencement prior to 1st April 2020.
	

	16. If the post / contractual change is not approved how can the service be delivered in a different way?
	


	Delivery Unit Authorisation

	Line Manager
	

	Service Group/Locality/Cluster Manager/Assistant Director/Executive Director
	


Once completed the recruiting manager will forward to the relevant email address below to take forward to the relevant Vacancy Control Panel for consideration:

· Morriston - Kathryn.Lewis5@wales.nhs.uk ABM.MorristonWorkforcePanel@wales.nhs.uk
· PCS - SBU.PCSVacancyControl@wales.nhs.uk
· MHLD – Susan.Bimson@wales.nhs.uk  or  Sue.Sharpe@wales.nhs.uk 

· Singleton - Zanna.Rees@wales.nhs.uk
· NPT – ruth.george@wales.nhs.uk 

· Corporate – ABM.Vacancycontrol@wales.nhs.uk
Section 4
To be completed by Delivery Unit Vacancy Control Panel
	Vacancy Control Panel Recommendation/Outcome

(Vacancy Control Panel to Complete)

	Date of Vacancy Control Panel
	

	Approved
	
	Upload the Vacancy Authorisation Request on TRAC

	Not Approved
	
	Post to remain on hold

Remove from establishment
	
	

	
	
	
	
	

	Deferred (Please detail)


	Vacancy Control Panel (VCP) Signatures

	Service Director
	

	Unit Nurse Director
	

	Unit Medical Director
	

	Finance Business Partner
	

	Senior HR Manager
	


If approval is given for the post, Section 4 will need to be signed by all members of the panel.  

NEXT STEPS FOR RECRUITING MANAGER IF APPROVED BY DELIVERY UNIT VACANCY CONTROL PANEL

The recruiting manager must enter the Vacancy Request on Trac and ensure the completed VCF form is uploaded under ‘Internal Documents’, together with the Impact Assessment (IA) if applicable and other associated advertising documentation.  The Impact assessment, Occupational Health questionnaire, etc, can be found on the Swansea Bay Recruiting Managers Pack.
NWSSP will review the advert on Trac and only if there is a VCP Form with a valid signature(s) (electronic will be accepted) will this be authorised. As a minimum, the Finance Business Partner must sign the form.  If there is no VCF (or insufficient signatures), the Trac request will be rejected.
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