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1. [bookmark: _Toc55462329][bookmark: _Toc106954967]Introduction
1.1 The Council’s resourcing strategies are aimed at maintaining high calibre employees with the skills, competencies, knowledge and experience to deliver a diverse range of excellent services and to meet its many objectives. Career Grades are one of a range of initiatives available aimed at resolving recruitment and / or retention difficulties and supporting succession planning by: 

· Complementing career pathways where appropriate;
· Support strategies for the recruitment and retention of appropriately skilled employees; 
· Contribute to strategies for succession planning;
· Provide a fair and transparent system for progression within the specific Career Grade without the necessity to recruit at each level

1.2 Career Grades represent a basis for progression within or through a grade structure. There should be a clear link between the use of progression, organisational performance, effective career management and the need for the advanced work to be undertaken.

1.3 Job evaluation evaluates jobs and not individuals. It is the knowledge and the skills required to do the job which is measured; not what knowledge and skill an individual employee may personally happen to have.

1.4 A career grade should be viewed as a series of jobs with different levels of job demands and responsibilities, requiring different knowledge and skill levels leading to different grades. These outcomes will form the basis of criteria for progression to higher levels of the career grade.

1.5 Progression within a career grade will be based on the measurement of objective criteria linked to the evaluation at each level in the career grade job description and person specification i.e. qualification. Progression should be based on job requirements and not what knowledge and skill and individual employee may personally happen to have.
2. [bookmark: _Toc106954968]Benefits and Principles of Career Graded Positions
2.1  Career grades promote recruitment and retention as they can show a potential employee a career or personal development path. They represent a commitment to the development of the employee and ensure succession planning. 
2.2  Each level in the Career Grade should be justified and there should be no more than three career Grade levels e.g. entry level, intermediate and final level.
2.3  Progression within the career grade will only occur following a full assessment against criteria, attainment of relevant qualifications, skills or competencies.
· Whilst appropriate support will be given and additional measures / timescales may be implemented. Employees who do not achieve the standards may not progress within the Career Grade, which could result in the appointment being terminated using either the Capability or Disciplinary Procedure as appropriate.

2.4 	Employees should:
· Undertake all the training, learning and development opportunities in order to gain skills, qualifications and competencies to progress to the next level identified in the Career Grade, within the prescribed timescales.
· Perform at the level of competency commensurate with the duties relevant to that grade.
· Compile a Personal Development Portfolio of evidence of achievement.
· Cooperate with their manager in undertaking regular reviews of progress as determined by the criteria / annual appraisals of progress / achievement.
· Understand and accept that not achieving the required standard within the timescales (as adjusted if necessary) may result in the termination of their contract.
· Evidence completion/advancement of any academic qualification required, i.e. course certification, transcripts of results or a letter from the provider. Employees who do not provide required evidence must repay 100% of all payments made over the duration of the study period required for the full qualification back to Halton Borough Council. This includes failure to take part in any examinations, without good reason, or unable show satisfactory progress towards the qualification. 

· Where funded, employees who leave Halton Borough Council during their studies and/or within six months after gaining the qualification shall be liable to repay 100% of the financial support received from the Council immediately. Repayments shall thereafter be reduced by 25% for every six month period until two years have elapsed from the point at which the funded qualification has been gained. The financial support referred to is the total funding received by the employee from Halton Borough Council in respect of the qualification supported even if the employee is leaving to join another Local Authority.

2.5    Management should:
· Establish the justification and criteria for a career graded post
· Ensure the criteria for each level of the career grade is established and have been job evaluated as per the Job Evaluation and Regrade Procedure. 
· Determine the relevant qualifications, skills and competencies at each career grade level.
· Support the recruitment and assessment processes. 
· Monitor the use of Career Grades to ensure compliance with the relevant schemes, grading structure and the principles of equality.

3. [bookmark: _Toc106954969]Appointing to a Career Graded position 
3.1 The Request to Amend Establishment and Request to Advertise must be at the highest level of the career grade position. 

       This is distinct from:
· Career Pathways (i.e. the structure of the service where jobs have incremental terms of knowledge and skill and pay) where appointment to each level is vacancy led and appointment is through normal recruitment processes. 
· Employees who have a substantive job and are undertaking Continuous Professional Development (CPD) or apprenticeship / qualification training. In these circumstances there is no automatic progression to a higher graded job.
3.2 In appointing an applicant to a Career Grade position, the manager should be mindful they are appointing a prospective employee who, with appropriate training and development, have the capability to meet the criteria at the highest grade.

3.3 Career Graded positions can only be appointed to where they have specifically been through the Request to Advertise process at the point of a vacancy. (They cannot be created during the recruitment process. In these circumstances if it is determined that a career graded post is necessary the job must be re-advertised)

3.4 When recruiting to a career graded post the job description and person specification should determine the job requirements at each level and the requirement qualifications, skills and competencies as well as any conditions associated with the post. 

3.5 Details of the progression bar(s) must be detailed on the Notification of Conditional Offer (NOCO) form.

3.6 Career Graded posts should have a Job Description and Person Specification that reflect the requirements of each grade within the career graded post. This should typically be a separate Person Specification that reflects the qualifications, knowledge, experience, skills and abilities gained at each stage of career grade progression.

3.7 Progression through the grades is based on the successful completion of the qualification, knowledge, experience skill and abilities relevant to the criteria required for the post(s). 

4. [bookmark: _Toc106954970]Training 
4.1 Criteria within the career grades should be identified along with any training requirements to progress through the grading structure for the position. Access to training should be made available to employees working within the career graded post.

4.2 It is expected that the employee engages and completes the required training in the designated time to progress through the grades. The manager should support the employee with the training required and ensure the requirement are realistic to progress to the higher level.

4.3 A development plan e.g. appendix 2 to be completed indicating the knowledge, skill and qualifications acquired to progress to the next grade. This will form the basis of management evidence to submit the Request to Amend Establishment as per section 6. 
5. [bookmark: _Toc106954971]Job Evaluation 
5.1 Each level of the career grade must be individually evaluated to ensure it reflects the knowledge, skill, demands, responsibilities and environmental demands. This may mean redesigning career grade posts to deliver the appropriate level of responsibility at each grade. 

5.2 Employees should be undertaking the actual work commensurate with their career grade level. 

6. [bookmark: _Toc106954972]Notification to Human Resources
6.1 It is the responsibility of the Divisional Manager to inform Human Resources of pay changes as a result of progression. A Request to Amend the Establishment to make post permanent at the higher grade.  The implementation date must be a future date which allows sufficient time for contractual documentation to be issues and pay changes made. 
















7. [bookmark: _Toc106954973]Appendices
Appendix 1. 
Appointment into career graded positions within HBC.
    Candidate is successful at selection stage. 


Hiring Manager completes Notification Of Conditional Offer (NOCO) Form and indicates that appointment is for a career graded position. 


Recruitment and Resourcing Officer (RRO) notifies the Senior Resourcing Officer


Senior Resourcing Officer updates the establishment and amends the contractual basis of the post to substantive. *there needs to be a temporary lower grade position created to commence the position on. Appointments to career graded post should be made on a permanent basis, however with clear expectation that to progress through the grades is based on successful completion of the qualification relevant to the position. Usually it should be completed within 12-24 months of commencing the role.
*The position will be set up on iTrent on the substantive higher grade. 
     







Recruitment and Resourcing Officer completes pre-employment checks and issues the successful candidate with a ‘conditional’ contract containing a continuation clause; that qualification programme must be successfully completed.



Candidate commences. 



Where an employee has not progressed as expected advice should be sought from Employment Relations at the earliest opportunity. A clear action plan of where they are falling short of expected standards.
Where an employee has received the required qualification, manager to confirm successful completion and raise Request to Amend the Establishment to make post permanent at the higher grade.  The implementation date must be a future date which allows sufficient time for contractual documentation to be issues and pay changes made. 





Where an extension is granted a conformation should be sent to the employee outlining this and the reasons why (template letter to be provided)



On approval of RTAE the following actions should be taken: 
· Senior Resourcing Officer to amend establishment, index RTAE
· R&R to issue ‘continuation clause met’ letter 
· Pay and Pensions to update pay
· The RTAE will replace the need for any additional forms


If sufficient progress not made and it looks unlikely that the employee will be able to progress despite support and extension (to 24 months) an appropriate hearing should be convened.




Where the hearing outcome is dismissal, employee processed as a Leaver using the ‘I WANT HR’ portal. 

	

Senior Resourcing Officer reverts post back to Permanent (where applicable)



Appendix 2:  
REFLECTIVE CAREER REVIEW
	Name:
	

	Job title:
	

	Date:

	

	Service Manager: 
	

	Team:
	

	Current Grade:
	

	Commencement:
	


	Reflective Career Review
Please provide an overview of your learning and experience to date that indicate you are practicing within the next grade. Demonstrate below the rationale of why you meet the criteria within the applicable Person Specification of the career graded position. 
In addition identify what you see as your future learning and development needs. (Suggested word limit 1500 words)

	












	SIGNED
	DATE

		
	



Appendix 3:

SERVICE MANAGER ASSESSMENT
	Name:
	

	Employee:
	

	Job Title of Employee:
	

	Date: 
	

	Service Manager:
	

	Team:
	

	Commencement in post:
	



	Brief description of the role and experience.

	


	Evidence presented regarding the criteria appropriate for the next grade.

	


	Recommendation to the Divisional Manager

	




	
	Signed
	Date

	Service Manager
	
	

	Divisional Manager 
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