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The HERA Approach 

HERA analyses roles using a questionnaire, which contains 14 elements and 50 questions. These were identified during field research involving staff from all types of universities and colleges of Higher Education and were extensively tested to ensure they adequately capture all roles and reflect the values of British Higher Education. 

An analytical approach is needed to ensure that decisions about roles are based on evidence of role requirements which is assessed against criteria relevant to the employing institution and which are free from unfair bias. 

HERA provides such an approach and creates a description and profile which together support a range of human resource management functions (including pay and grading, recruitment and selection, training, development and career progression, appraisal and feedback and role clarification). 

The Questionnaire and Scoring Scheme

The questionnaire is the tool used for gathering evidence of role requirements and can be used during one to one or group interviews or for desktop analysis. 

The means of scoring is needed so that roles can be placed in a rank order which reflects the value and size of the roles within the institution.  The HERA scoring system was built to ensure that its values reflect those generally seen to be important in the sector.  The way this was done involved men and women from all staff groups and types of institutions and as a result each element was weighted and the weights for each of the questions were identified.  These combine to produce the total points score.  More detail about how the scoring scheme works can be found in a separate paper.  

The Response Tables 

There are four types of response table depending on the nature of the question.               The need for this became apparent during the testing of the HERA questionnaire as it was found that often role holders answered with the words “It depends…” 

· The single  response table is used for Sensory and Physical Demands and 
          Knowledge and Experience. Only one of the available questions is chosen. 

· The linear response table is used for Communication, Pastoral   Care   and Welfare and Team   Development.  Each question stands alone.  While the level of demand expected of the role holder increases with each question, every one is answered separately using one of the three available responses. 

The matrix response   table   is   found   in Liaison   and   Networking, Decision Making and Teaching   and   Learning   Support.       In   these   elements,   the level and   complexity   of   requirements   increase   incrementally   in   the   dimensions used for the questions and responses.  The use of a matrix allows any of the responses to be used for each of the questions. 

· The target response   table   is   used   for   Teamwork   and   Motivation,   Service Delivery, Planning and Organising, Initiative and Problem Solving, Analysis and Research and Work Environment.   The level of demand expected of the role holder increases with each question.  One of the questions is chosen to represent the main focus.  If the role holder has any responsibilities or carries out any activities represented by the questions at levels higher than the one chosen as the main focus, these can be scored as important or occasional.  This allows credit to be given to these higher-level           responsibilities or activities. 

The questions at levels below the main focus are subsumed and so are taken        as being Implicit. 

In all response tables, the A response has the highest value.  The number of responses available depends on the type of response table used and the element.  

Some questions have several components.  In these cases, an A should be allocated when the evidence of the requirements reflects all or most of the components.  If the evidence only reflects some of the components the question, another response should be used.  

Role Analysts 

The function of the role analyst is critical for the effective use of HERA. Analysts are trained in its use and are expected to be skilled interviewers.  They are also expected to be aware of how unfair bias can arise and influence their interpretation of the evidence, understanding and scoring of roles.  This enables them to take responsibility for the quality of their scoring decisions and helps them to comply with the legal requirement to avoid unjustified discrimination. 

It is recommended that, wherever possible, analysts should use evidence of role requirements obtained from the role holder rather than relying on written documents alone.  Where the latter are used, care is needed to ensure that they, and examples of evidence, do not omit aspects of women’s or minority group’s roles nor over-(or under-) emphasise characteristics found in them.  It should be remembered throughout that the purpose of the exercise is to identify role requirements, not personality traits or individual preferences.  The involvement of the role holder’s manager (or some other appropriate person) is also important to ensure that the evidence is based on actual role requirements.  

When analysing part-time roles, analysts need to ascertain whether the role holder is required to carry out only some of the role responsibilities required of full-time equivalents or the same range of responsibilities but for less of the week.  This distinction should be clarified before the role is profiled as it is possible to carry over any discrimination that has occurred in role design into the scoring.  

Analysing the roles held by people with disabilities also require care.  It should be remembered that the role is being analysed; not the person holding it.  Adjustments or changes to the responsibilities to take account of the role holder’s disabilities should not adversely affect the assessment of the role requirements.  Ay variation in points score between role holders with disabilities and others should be examined to ensure that role holders with disabilities are not subject to any unjustifiable discrimination.  

Analysts’ training should prepare them to recognise potential omissions or inaccurate representations.  This and their on-going professional development will prepare them to use the questionnaire to gather appropriate evidence from role holders, managers or appropriate others and score it consistently and fairly.  The importance of training can not be over emphasised.  

Notes for Guidance 

The guidance notes help analysts interpret role requirements consistently.  These notes were initially written during the development of HERA and are based on the experiences of its use in universities and colleges of Higher Education.  They have since been discussed extensively with users and Trade Unions. 

The questions in HERA are descriptors of the behaviour required of role holders. 
Most contain several components.  It would be rare for evidence of role requirements to match a question precisely.    Therefore, in interpreting the evidence or examples, judgements must be made about best fit. 

The Notes for Guidance explain the intent behind each question and give examples of how to assess the evidence.  It is not feasible to provide examples of all eventualities nor reflect the conditions found in a particular university or college.  It will therefore be necessary for individual universities or colleges to add to and adjust the Notes so that they reflect local conditions and meanings. 

Where Role Titles are used, these should be seen only as examples. There can be
considerable differences in content and level of responsibility between roles with the same title in separate Higher Education institutions. It is therefore advisable for each institution to develop its own examples. 

This will help to increase the local understanding of HERA and support the training of role analysts and managers.  It is also advisable to discuss the Notes with local trade Unions. 

The Notes will be regularly reviewed and in the light of experience to ensure they continue to capture local values and priorities. 
                                                                                           
The importance of their routine use cannot be over-emphasised.  Following them is the main way of achieving consistency (and so fairness) of interpretation between role analysts and over time.
1 
COMMUNICATION          
(Linear Response Tables – a maximum of 80 points is allocated between the sub elements)

Oral Communication 

This element covers all types of oral communication.  This includes “Signing”, hand signals for the hearing and speech impaired, using the telephone and delivering presentations or lectures.  Other kinds of communication for people with disabilities, e.g. Braille and bliss symbols are covered under Written or Electronic Communication. 

The methods used to communicate with and by people with disabilities should be treated the same as all other forms of communication.     Their need can be scored at any of the three levels. The skills of the communication are under consideration, not the language or medium used.  For example, when a foreign language is being used, account should be taken of the fluency of both the communicator and the audience when deciding how to score the evidence. 

Receives, understands and conveys includes listening and two-way communication. 
Therefore account should be taken of the recipient’s level of understanding. 
Generally communication is a less skilful and demanding process when the communicator and recipient share a similar level of knowledge and understanding of the subject matter.  Therefore the audience should be taken into account when deciding whether to evaluate the evidence against Question 2 or 3. 

Interpretation guidelines: 

This element is scored using a linear response table which means that each question represents an increasingly complex level of communication and is scored separately.

The A score is used when the type of communication is essential for the effective performance of the role. 
The B score is used when the type of communication is needed, but not all of the time.
The C score is used when the type of communication is not required.  

Question 1 describes the basic level.    This will most probably be required for most roles. However, it is possible that a role holder will not be required to undertake this level of communication all of the time.

Examples might include: 

· giving directions 
· handling routine telephone enquiries 
· replying to simple requests for information 
· passing on and responding to messages
· conveying simple routine procedures

Question 2 describes those roles where the role holder is required to clarify matters of a non-routine nature.  The role holder will be required to use language over and above that found in every day conversation and will be expected to place the contents in a logical order, choose an appropriate method of delivery and employ techniques to ensure understanding. 

Examples might include: 

· explaining more involved procedures, regulations or course entry requirements 
· showing students or members of staff how to operate equipment or conduct an experiment
·  persuading colleagues to adopt a viewpoint
· presenting a paper at a conference of colleagues 
· providing feedback or resolving conflicts / complaints where some tact and diplomacy are required 
· explaining a report on cost or operational implications of a decision
· giving an introductory lecture /one-off  presentation 
· conducting an interview /handling confidential issues 
· explaining routine technical or professional information in everyday language


Question 3 is for those roles where the role holder is required to convey and understand communication of a complex or conceptual nature, which typically would not be understandable to non-specialists. 

Examples might include: 

· providing   a  detailed   explanation   of how a  complex system or a  set of regulations operates (for example a combined heating and ventilating control system, the technical aspects of an IT system or   academic  assessment regulations)
· explaining the results of a research project to students or non-specialists in 
the subject area (for example in a lecture or conference)
· conveying    new    legal   requirements /   Government  Initiatives  and    their implications to colleagues
· influencing others' thinking and negotiating with them to achieve an outcome          e.g. change management
· making   presentations   to   sizable   or mixed   interest   groups   or   groups   with diverse levels of understanding of the subject matter
· negotiating a contract with external suppliers or customers
· interpreting   technical   or  conceptual    information    into  or  from   a   foreign language
· regular teaching delivery 

Written or Electronic Communication and visual media 

All types of visual media and written/electronic communication are covered in this element.  This includes Braille and other kinds of communication tools used by people with disabilities.   “Signing” for the hearing and speech-impaired is covered under Oral Communication. 

The methods used to communicate with and by people with disabilities should be
treated as all others as they can equally be used at any of the three levels.  The content of the communication, not the language employed, is under consideration. 
When a foreign language is being used, account should be taken of the fluency of both the communicator and the audience when deciding how to score the evidence. 

Receives, understands and conveys includes reading and two-way communication. 
Therefore account should be taken of the recipient’s level of understanding. 
Generally communication is a less skilful and demanding process when the communicator and recipient share a similar level of knowledge and understanding of the subject matter.  Therefore the audience should be taken into account when deciding whether to evaluate the evidence against Question 5 or 6. 

Interpretation Guidelines: 

This element is scored using a linear response table which means that each question represents an increasingly complex level of communication and is scored separately.

The A score is used when the type of communication is essential for the effective performance of the role. 
The B score is used when the type of communication is needed some, but not all of the time.
The C score is used when the type of communication is not required.

The score should be chosen on the basis of the requirements of the role; not the skills possessed by the role holder. 

A role holder who has only to understand but not convey complex or conceptual information should be scored response B.

Question 4 describes the basic level required.  This will most probably be required for most roles.   However, it is possible that a role holder will not be required to undertake this level of communication all of the time (for example a senior role holder may delegate this level of communication to an assistant). 


Examples might include: 

· taking a message 
· transferring information /data inputting
· preparing standard letters
· straight forward correspondence including emails
· confirming appointments, course or meeting dates 
· writing a set of simple instructions
· completing simple/routine internal forms e.g. job sheets, time sheets ,expense forms 
· updating diaries

Question 5 describes those roles where the role holder is required to clarify more involved issues.   The role holder will employ a range of language over and above that found in everyday usage.      Consideration will also be given to the format and tone used to improve the clarity of the message and help understanding. 

This question is used when the role holder collates and re-presents complex information but does not originate it. (may not be the author)

Examples might include 
· drafting a standard tender document
· drafting short factual reports for others to present (standard content but accuracy important) 
· drafting guides to course modules
· writing (generating) brochures / advertising material /web material 
· writing  minutes /notes of formal meetings e.g. Senate,    Departmental, Examination or Disciplinary meetings
· writing up the results of an experiment
· making a substantive contribution to writing a case for a grant application
· proof reading, editing or interpreting the work of others when it is complex – e.g. technical drawings / schematics
· use of graphics in communication e.g. flow chart
· writing straightforward training documentation

Question 6 refers to those roles where the role holder is required to both convey and understand communication of a complex, specialist or conceptual nature.  This includes material that would not be immediately understandable to those outside the area of work or combines topics drawn from a number of disciplines. 

Examples might include

· writing research papers, journal articles and material for publication
· drafting user and training manuals for equipment, systems or software
· writing explanations of complex systems, regulations or procedures
· preparing    technical    specifications   for   complex     contracts    such    as   new buildings, service specifications or capital equipment
· compiling the case for the resourcing of major projects – e.g. Dept plans or strategic matters
· writing complex reports, letters or other documents dealing with complex, contentious and sensitive situations
· producing policies, procedures and guidelines on complex systems or          subjects




2     TEAMWORK AND MOTIVATION: 
(Target Response with a maximum of 70 points) 

Team is used here to mean people who work together to achieve a common purpose.  The definition should be used consistently throughout the questionnaire, particularly in Team Development. 

A team is not the same as a network.  A network here is defined as an interconnecting group of people, possibly from different work teams or organisation, who exchange information, contacts and experience on a recurrent basis for professional purposes connected with the role. 

Internal and external teams and fixed and changing teams are covered here and may include a research team, cross institutional team, a course development team or a security team.   Leaderless (task-focused) teams, work or project groups drawn together to do a specific job or achieve a specified outcome are also included here. 

Similarly, if the role holder is required to work as part of the team alongside external contractors on a routine basis, their responsibilities in relation to this aspect of their role should be considered here.     Otherwise, this activity would be considered under Liaison and Networking. 

One individual may work in several teams. For example: 

A lecturer may be a member of an academic department, lead a course development team with members from several departments, and be a member of an institutional working party on overseas student recruitment. 

A catering assistant may lead a snack-bar team and be a member of the catering staff team within the Students’ Union staff team. 

Interpretation Guidelines: 

This is a target response table.   The questions increase in level from the lowest (7) to the highest (11).  

An A response is given to the question deemed to be the main focus.  This response can only be used once. 

As the questions below the main focus do not affect the final score, they should be allocated a D.

Thus if question 9 is deemed to be the main focus, questions 7 and 8 will be implicit and not score.  Decisions will then be needed about whether to allocate responses B, C or D to questions 10 and 11.

All target response tables work in the same way.   

Question 7 is the lowest level.  This describes a role holder who needs to be co-operative when asked, but is not required to take a proactive role in the team but provides a contribution to the team objectives. 

Examples might include being a member of: 
· a clerical or technical support team
· a catering team
· a maintenance team
· a research or project team 


Question 8 describes a role holder required to offer mutual support to colleagues in a team where the members are all pulling together.  This may be in a self directed or leaderless team, or in a team with a remote leader. An example is a senior member of a team who is expected to act as a role model to less experienced colleagues. The role holder is expected to be proactive – usually working unsupervised but not necessarily a team leader. 

Examples might include:
· a senior member of the team who is expected to act as a role model to less         experienced colleagues
· Research     project   team   member    who   is  proactive   and   has  an   effect  on outcome
· members of a support team allocating work amongst themselves to tackle queries
Question 9 describes a role where the role holder is required to oversee tasks of the work team i.e. an operational task leader (in a supervisory capacity).  This would include being responsible for allocating work, monitoring its achievement by team members and providing feedback to them.    The role holder would be expected to take initial remedial action if required and to praise the work of the team.  Generally guidance and the overall direction of the team and its work is supplied by someone else. 

Examples might include those given below.  (The use of role titles should be seen as illustrative: only the level of responsibility will vary according to the institution's requirements.) 

· overseeing the work of a team, unit or section in a supervisory capacity (e.g. Dining   Room,    Laboratory   or   Workshop   supervisor,   Departmental  Administrative Officer)  some role holders titled   manager may also fit here 
· overseeing the completion of a project 
· leading a course, module or pathway 

Question 10 describes a role where the role holder is the overall leader of the team / manager, setting the overall goals, directing the team and identifying what needs to be done, by when.     The role holder may be responsible for the work of several sections or units within the overall team. 

Examples may include the following though the use of role titles should not be seen as indicating this level of responsibility would apply in all institutions: 
· Head of a section or department
· Subject or programme leader
· Research project manager
· A technical manager
· Managing team performance through feedback

For those with dual responsibilities, such as a section leader who is part of the departmental management team, it is possible to score A for question 9 and B for question 10.  if the role holder also contributes to strategic planning or responsibilities for cross-university functions, question 11 can be scored C. 

Question 11 is the highest level and is used to describe a role where the role holder manages across teams beyond the boundaries of their immediate work team.  They are required to manage the relationship between teams and ensure they interact effectively to achieve the common purpose of the institution.  The role holder would be expected to act if there was evidence of teams not working together effectively.

Examples might include: 
· senior management roles spanning several departments or functional areas
· leadership roles in a significant area of work such as regional development, overseeing   research   activity   or  quality   audit   and   being   required   to   draw together staff from across the institution 


For a head of a department who is a member of the Executive Management team, it is possible to score B for question 11 and A for question 10. 


3      LIAISON AND NETWORKING:
 (Matrix response with a minimum of 65 points) 

This element explores liaison and networking carried out for the benefit of the institution. It is essential to consider the requirement of the role and not what the role holder elects to do.  The role holder will need to liaise and network to be effective and fulfil all aspects of the role. 

Liaison here is defined as making one-off contacts for a work related reason. 

A network is an interconnecting group of people, possibly from different work teams or organisations, who exchange information, contacts and experience on a recurrent basis for professional purposes connected with the role. 

Interpretation Guidelines: 

Examples of internal networks might include cross–institution groups such as admission tutors or chief technicians, administrators or schools liaison officers. Membership of working parties should also be included if membership is required as part of the role.  Membership of networks for personal benefit or simple interest should not be included. 

Examples of external networks might include professional bodies, national or international groups with shared research interests, student exchange programmes, regional university groups or industry associations or bodies.  The role holder should primarily be acting as a representative of the institution.     Personal and professional development should be seen as a valuable but secondary reason for liaising and networking.  The need for continuous professional development is considered under Knowledge and Experience. 

Question 12 describes the basic level that would be expected for those roles that are required to have one-off or regular /day to day contact with people individuals outside their work team (as defined for Teamwork and Motivation) 

Question 13 is used for those roles where the role holder is required to participate in groups or networks outside their immediate work team (as defined in Teamwork and Motivation). Concerns both internal and external regular contacts. 

Question 14 is used when the role holder is required to (initiate and develop or lead and manage networks inside the institution) operate at this level inside the institution.  

Question 15 is the highest and is used when the role holder is required to (initiate and develop or lead and manage networks and liaisons) operate at this level in organisations, networks or groups outside the institution. Membership of professional bodies should not be awarded a score unless there is evidence of initiating, developing or leading. 

Questions 14 and 15 should be used only for those roles whose holders play a major part in forming and developing and managing network(s).  Their involvement in the network(s) will be agreed by the institution 

For example: 

A computer programmer may be required to keep abreast of all relevant       software developments, so that the institution’s systems can be updated. The role holder will be expected to join an appropriate network of specialists.

A programmer, who chooses to join a network of other programmers to find out about vacancies to find a new job, would be doing so for their own benefit. 

The first statement would indicate that the role holder IS required to participate in a network.    In the second statement, this would NOT be a requirement of the role and should be excluded.  

The following table shows how the matrix captures both the level of Liaison and Networking required and the increasingly demanding reasons for so doing. 


	
	A
	B
	C
	D
	E

	12
	Provision of day to day information for overall benefit to the HEI
	To ensure people do the right things and build relationships.
Proactive and reactive day to day influencing of opinion and decision making.
	Exchange of information for effective working
Proactive and reactive day to day liaison generating information to suit the needs of the user.
	Minimum for most people – passing information or reacting to requests
	Not relevant 

	13
	Participation is to obtain benefit, such as information on developments which is useful to the HEI overall
	To influence events or cement long term relationships
Collaborate both proactively and reactively to influence opinion and decision making within a group.
	Used for those roles where on-going relationships are important
Discussing information within a group and disseminating to others on an on-going basis
	Most common
Exchanging information and providing some input within the group.
	Not relevant

	14
(Internal) 
	Unlikely unless for example leading the development of marketing or provision of consultancy
Developing or managing an internal network which has institution wide impact.
	For example involvement in planning teams or working groups
Developing or managing an internal network e.g. working group or planning team, to influence key event or decisions.
	For those networks that are unlikely to last long or have only short term benefit
Developing or managing a group or network to build relationships and facilitate the exchange of information on an on-going basis.
	Unlikely but may be used when the role holder is required to create a network to pass on information or obtain feedback. 
Create an internal network to pass information or obtain feedback.
	Not relevant 

	15
(External) 
	Developing, managing  or occupying a high profile role in external groups which leads new developments in the profession or subject organisations or being involved in negotiations
	Charing sub committees of professional bodies or external groups
Developing or managing external groups which influence key events or decisions 
	Membership of professional bodies or with other education providers or employers organisations
Developing or managing external groups to build relationships and facilitate the exchange of information on an on-going basis
	Unlikely
Create and external network to pass on information or obtain feedback. 
	Not relevant 



4 
SERVICE DELIVERY 
(Target response with the maximum of 70 points)

A customer is defined here as anyone receiving services from the institution and its staff. Services are provided to students, potential students, employers, members of the public, industrial and commercial clients, conference participants, job applicants and other people who deal with the institution. 

Services are also provided to other staff within the institution.  Some administrators, technicians and other staff may have little involvement with students or other external users yet still provide a service to colleagues in other parts of the institution.  For example, accountants may provide financial information and guidance to heads of departments, AV technicians may support lecturers by advising on the use of equipment and librarians may help lecturers identify resources. 

The design of course content should not be included here, but under Teaching and Learning Support.  However, identifying gaps in provision or the need to develop courses or programmes in response to feedback and changing demands should be considered here. 

Interpretation Guidelines: 

The provision of Teaching and Learning Support or carrying out of Analysis and Research is not service delivery and should not be considered under this heading.  Somebody engaged in these duties will normally score A for Q16 and D for Q17&Q18.

This is a target response table.  The questions increase in level from the lowest (16) to the highest (18). 

An A response is given to the question deemed to be the main focus.  This response can only be used once. 

Only the question deemed to be the main focus and questions at higher levels than this affect the final score.

As the questions below the main focus do not affect the final score, they should be allocated D.

The questions at the higher levels than the main focus may be scored B or C.  If they are not relevant, they should be scored D.

Thus if question 17 is deemed to be the main focus, question 16 will be implicit and not score.  Decisions will then be needed about whether to allocate responses B, C or D to Question 18.  

All target response tables work the same way. 

Question 16 reflects the basic skill level required and is used for those roles where the role holder reacts to the approaches of others / delivers a defined service. 

Examples might include 
· responding to requests for information from employees, students, parents, or members of the public
· providing answers to questions regularly posed, from internal or external sources, drawing upon pre-prepared materials for the answers
· responding to breakdowns, system or mechanical failures or predictable requests for help. 
Question 17 is for a role holder who is expected to initiate contact with customers, explore customers' needs and adapt the service to meet them.  It has two parts and should be used if either part is appropriate. 

Examples might include:
· approaching     customers     to establish what     is required   (e.g.  agreeing    a conference      programme       or   details  of   a   research    contract,   designing promotional      campaign      material   or   discussing    future   skill  needs    with employers)
· contacting potential customers to let them know of a new service 
· developing & managing surveys of customer needs and obtaining information from them about their assessment of the service (e.g. obtaining student feedback about general University issues/services – N.B. feedback re approaches to teaching and learning score under TLS element) 
· responsibility   for   providing  formal   feedback   on   the   levels   of   service   usage (e.g. levels of room occupancy or stock use) and making recommendations re how the service can be made more effective  (role holder needs to initiate contact ) 
· initiating and managing the introduction of new functions 

Question 18 is the highest level and is intended for a role holder who is responsible for setting standards and determining the quality of service to be provided   Function or area of service means a significant operation (such as a faculty or department) or range of activity provided across the institution. 

Examples might include
· setting overall quality assurance or learning and teaching standards for the faculty/ institution 
· forecasting   the   impact   of   new   legislation   on   the   institution   and   developing new procedures to ensure compliance
· setting and maintaining standards for the institution’s cleaning services
· overseeing student recruitment trends and identifying what action should be taken to achieve targets
· developing ethical research policy standards and protocols for the institution
· identifying   potential   areas    for  consultancy     and   research     contracts   and creating a framework to ensure that projects run according to plan 

The role holder should not score A here if standards are set by internal regulation or external requirements such as legislation.

A role which is required to contribute to setting overall standards, but which is not involved in all of the functions described, should be scored B, if at all.

Those guiding others on what standards to set, for example by being part of a steering group, should also score B.  
5 
DECISION MAKING: 
(Matrix Response with a maximum of 70 points) 

All types of decisions are covered here including those relating to finance, physical resources, students, staff and policy matters.  Decisions relating to planning and prioritising of work should be scored in Planning and Organising Resources. 

It is assumed that the best decisions are being made.  The consequences of making the wrong or poor decision should not be considered.     

When deciding the level of impact a decision has, it can be helpful to consider the spread of its impact or what would need to be done to reverse it. 

The key aspects are: 

· Authority of the decision maker
· Type and level of resource
· Span of affected area
· Duration of the impact
· Frequency with which decisions of this type/ level are made

Involvement in decisions might be:
· Independent – buck stops with decision maker
· Collaborative – one of a group deciding /committee decision
· Advice/input – advising   decision-makers       with assessed     reasons     and   a        rationale. 

In broad terms, AU proposes that the impact of decisions be considered as follows:
	Impact Level
	Effect

	Major
	Affects whole Institution

	Significant
	Affects a significant part of Institution or large number of stakeholders

	Moderate
	Affects whole department (or whole section of a larger department), or a number of stakeholders

	Minor
	Affects roleholder only or a single stakeholder/point of contact

	Not relevant
	Limited/transitory effect only



Interpretation Guidelines: 

Questions 19, 20 and 21 reflect different types of decision-making processes.  They are not hierarchical. 

Care   is   needed   to   identify   who   is   really accountable   for   making   a   decision. For example: 

A role holder may have authority to finalise a contract and sign the legal documents but the terms of the contract were specified by others in the initial specification.   This may be, for example, when a committee might decide the requirements for a new set of equipment but the budget holder signs the documents. 

A role holder may advise a committee which will make a decision based on the advice given, without the role holder being party to that decision.  The committee may endorse the decision for which the role holder would be held accountable. 

A role holder may make a decision knowing their manager will support their judgement.  However, the manager is responsible for its consequences. 

Therefore if another body or person approves or endorses the role holder’s decision or it is made according to rules and procedures, the decision is not made independently. 

Collaborative decisions are reached in a number of ways.  For example: 
· by a role holder and their manager in agreement
· by a working group or project team
· by a committee or management team

Response A is the most demanding level and will require the highest level of skill.  Typically the decisions at this level will affect the whole institution impacting on policy and operations across the majority of departments and affecting most members of staff or students for a considerable (long term) period of time. 

Examples might include
· deciding   to   obtain   alternative   sources   of   income   e.g.   borrowing   long   term funds for the HEI
· deciding the nature and level of degrees and diplomas  across an entire department /planning unit 
· formulating     institution   wide-plans     and     committing     resources      to   their implementation 
· merging with other institutions 
· forming strategic alliances with other bodies or organisations 
· deciding the long term future of major research contracts 

Response B is used for far-reaching, complex decisions with significant (medium to long term) time implications. 

Examples might include
· delegating on-going responsibilities to staff 
· allocating overall resource requirements within institution wide plans 
· deciding the structure of a course or programme degree programme of study 
· allocating student numbers to departments or units 
· developing   a   new   service   or   changing  existing   work   practices   that   affect broad areas of the institution 
· advising    on   how   legislation   affects  institutional   practice    and   helping    to determine the actions needed to implement changes 

Response C describes decisions that will have an impact of limited spread (e.g. across a department) and which may endure for some (medium term) time. 

Examples might include:
· buying    non-routine    stock    or  equipment      following   policy,  guidelines    and purchasing procedures 
· authorising money from a previously agreed budget 
· deciding who to involve in a working group 
· deciding    to  make     an   admission     offer   to  a   specific   student/   offer   an appointment to a member of staff 
· deciding   the   structure   /  content   of   a   single   module  of   study   /   deciding   the structure /restructure of part of a building 

Response D describes the lowest level of decision making i.e. decisions that normally have an immediate impact, which can usually be easily amended and have little impact beyond the immediate area of the role holder's work. 

Examples might include: 
· spending petty cash or buying low cost items within a local budget
· deciding when to hold a meeting
· choosing stock from the preferred supplier's list 

Response E is used if the type of decision-making described by the question is not relevant. 

The following table shows how the matrix captures both the nature of the role holder’s involvement in decision-making processes and the increasingly complex level of impact the outcome of those decisions has on the work of the institution.



	
	A
	B
	C
	D
	E

	19
	Rare. Made by those in senior positions with authority to commit the resources of the HEI for a considerable period of time.
	Formation of an agreement with an external body that would affect several areas of work or tie in the HEI for some time
Made by those in positions of authority to commit the resources of the HEI for a significant period of time.
	Allocation of space or purchase of equipment or software that affect the work of people outside the immediate work team.
	Decisions that affect only the role holder or immediate colleagues and can be undone quickly with little implication.
	Not relevant

	20
	Decisions usually made by senior management or academic teams about areas of work or resource allocation that affect significant parts of the HEI
	Decisions made by a committee or team to begin or stop significant areas of work.
Made by a committee or team with significant time implications and affecting the faculty or wider areas for a significant period of time. 
	Decisions made by a committee, for example to vary a business plan or to start a pilot project.
Made by a committee or group which affect a department or service and endure for some time.
	For example, those decisions made between a worker and manager about routine work matters. 
	Not relevant

	21 
	Advising on strategic plans and relationships or commenting on options that would be binding on the HEI for a considerable period of time.
	Providing information that will influence the development of business plans or working alliances for a faculty or wider area over a significant period of time.
	Recommending ways of developing courses or advising on operational options. 
Advising others on issues which affect a department or service and endure for some time.
	Making recommendations such as the purchase of teaching material, office furniture or similar equipment.
Providing information or advising others on day-to-day work matters. 
	Not relevant. 


 



6	PLANNING AND ORGANISING RESOURCES: 
(Target response with a maximum of 70 points)

This element covers all types of planning and organising resources including financial, capital and people.  It includes those roles where the role holders are responsible for organising their own work, that of others and project-related work. 

Team working and leadership skills should not be assessed here, but under Teamwork and Motivation. 

The creation of plans to satisfy training and development needs should be considered here in the same way as all other plans requiring the commitment and utilisation of resources. 

Interpretation Guidelines: 

This is a target response table.  The questions increase in level from the lowest (22) to the highest (26). 

An A response is given to the question deemed to be the main focus.  This response can only be used once.

Only the question deemed to be the main focus and questions at higher levels than this affect the final score.

As the question below the main focus do not affect the final score, they should be allocated a D.

The questions at the higher levels that the main focus may be scored B or C.  if they are not relevant, they should be scored D.

Thus if question 23 is deemed to be the main focus, questions 22 will be implicit and not score.  Decisions will then be needed about whether to allocate responses B, C or D to questions 24, 25 and 26.

All target response tables work in the same way. 

Question 22 describes the basic skill level required and applies to those following the instructions of others. 

Examples might include:
· working to a set pattern each day, e.g. carrying out routine maintenance or cleaning / hygiene tasks
· preparing food
· processing data, data inputting
· working from a detailed set of instructions 

Question 23 is for those roles where the holder is expected to decide their own pattern of work and can select the order in which tasks are completed, providing the required output is achieved. 

Examples might include:
· deciding when and how to respond to requests for information or assistance
· when to order replacement stock
· organising a meeting
· when to draft an article
· writing, editing and producing a booklet
· designing and making a piece of equipment or software
· helping to manage staff rotas
· responsible for planning and organising resources required for  module(s)

Question 24 is aimed at those who plan and prioritise the day-to-day work of others to meet laid down objectives. Typically this will be used in supervisory or team leader roles. 

Examples of responsibility include: 
· managing and being accountable for the resources (people,  equipment, money) of a sub-section of a department
· managing a specific project e.g. organising a conference or event such as a graduation ceremony, open day or short research project.   organising a health and safety audit across a wide area
· being   responsible   for   the   delivery   of  a   course   or   programme   of   study   to which others contribute 

Question 25 is used for those roles responsible for formulating the type of plan that will affect a substantial area of work, is likely to last longer than one year and will possibly involve people from several teams, as defined for Teamwork and Motivation.
Typically this will be used for those in operational management roles. 

Examples might include being responsible for a unit such as a department, a large research grant or major collaborative project (e.g. one involving staff from several sections drawn from across the institution). 

Responsibilities are likely to include
· setting the budget
· managing the staff
· setting objectives
· monitoring progress and keeping to the timescale
· planning for the future
· co-ordinating and monitoring the roll out of plans 

Question 26 is the highest level and describes the responsibilities of those involved in developing strategic plans for significant parts of the institution. 

Examples might include 
· taking institution-wide responsibility for student recruitment 
· academic or resource planning 
· estates and capital planning 
· contributing to strategic planning outside the institution such as regional development or educational development of a professional body 

Score B for this question for those roles whose holders contribute to but are not directly involved in forming strategic plans.  


7	INITIATIVE AND PROBLEM SOLVING: 
(Target Response with a minimum of 80 points) 

Evidence is scored relevant here when it relates to resolving problems or issues or anticipating them.  The role holder will typically investigate the matter when requested by others or when expected to take the initiative.    The role holder may be required to make recommendations or form conclusions regarding a course of action. 

Investigate is defined as looking into an issue, asking others, gathering and examining data from a range of sources. 

Aspects of problem solving such as devising schemes to generate income should be included here as the purpose of this activity is to resolve a problem. 

Evidence should not be evaluated here if it relates to analytical and theoretical research.   Research is defined as the systematic study of data obtained from a variety of sources in order to establish facts and reach new conclusions.     Evidence of this type of activity should be scored under Analysis and Research. 

Interpretation Guidelines: 

This is a target response table.  The questions increase in level from the lowest (27) to the highest (30). 

An A response is given to the question deemed to be the main focus.  This response can only be used once.

Only the question deemed to be the main focus and questions at higher levels than this affect the final score.

As the questions below the main focus do not affect the final score, they should be allocated a D.

The questions at the higher levels than the main focus may be scored B or C.  If they are not relevant, they should be scored D.

Thus if Question 28 is deemed to be the main focus, question 27 will be implicit and not score.  Decisions will then be needed about whether to allocate responses B, C or d to Questions 29 and 30.

All target response table work in the same way. 

Question 27 describes the basic skill level required and is applied to those roles where there is little scope for discretion i.e. doing what someone else has guided the role holder to do. 
Examples might include the sort of problems that recur on a regular, routine basis such as:
· maintaining equipment or machinery
· organising temporary cover for absent staff
· informing relevant people about an emergency such as illness
· making travel and accommodation arrangements
· resolving minor IT problems 

Question 28 applies to those roles where the holder is expected to use judgement to resolve problems that are predictable but occur less frequently.  The range of choices will be defined, for example, by a set of procedures or guidelines or by training and application of knowledge. 

Examples might include: 
· handling grading, grievances or disciplinary issues
· dealing with attendance problems
· dealing     with   a   student's     failure   to   submit     course     work/mitigating circumstances
· evaluating the strengths and weaknesses of equipment specifications 
· solving more complex or major  IT system or equipment failures 

Question 29 describes the skills required to resolve problems that occur infrequently and when the available guidance is not specific.  The choice of solution is complicated by the range of information available and the way to resolving the situation is not clear.   This level includes having to deal with several complex problems at the same time. 

Examples might include 
· devising new courses or programmes of study to attract students
· balancing the department's budget and resources against needs and plans
· investigating an area of ineffective working or systems failure and developing approaches       to  improve    operational     effectiveness    by   introducing    a  new system or simplifying practices of an office, workshop or laboratory
· developing   new   guidelines   or   procedures,   such   as   those   regulating   use   of finance or managing attendance
· identifying   potential   external   partners,   consultancy     opportunities    or  other sources of income 

Question 30 is the highest level of skill and describes those situations that are novel to the institution.  This does not mean that the solution may be totally unknown elsewhere but that significant adjustments are needed to make the proposed action suit the context. 

Examples might include: 
· evaluating the implications of changes to the funding of education 
· introducing a new management or marketing approach to the institution
· changing the way resources are deployed across the institution
· identifying   a  significant   gap    in  the  services    the  institution   provides    to students and customers and developing an appropriate solution 

A role should only be scored A against this question if the solutions have an impact on the institution as a whole (i.e. at a strategic level with strategic being defined as affecting the institution in its entirety)


8 ANALYSIS AND RESEARCH:                
(Target response with a maximum of 70 points) 

This element includes all aspects of investigation, analysis and research, and is relevant to both academic and non-academic posts, not just those roles engaged in academic research. 

Evidence should be evaluated here if it relates to analytical and theoretical research.  Research is defined as the systematic study of data obtained from a variety of sources in order to establish facts and reach new conclusions. 

Examples of activities that would be included under this element include individual and collaborative investigations involving the collection of data from appropriate sources, literature or database searches, internet searches, engaging in action research, holding discussions with other practitioners, examination of data using statistical or other analytical methods. 

There will frequently be an overall objective or task to achieve or question to answer.  
The role holder will be required to gather data, analyse it systematically and explore options.   They may not always be required to reach a conclusion, decision or make recommendations.  This aspect of the role should be analysed under Initiative and Problem Solving. 

Evidence relating to resolving issues as they arise or anticipating such problems should also be scored under Initiative and Problem Solving. 

It is assumed that the role holder works accurately and in accordance with regulations, procedures and codes of practice. 

Interpretation Guidelines: 

This is a target response table.  The questions increase in level from the lowest (31) to the highest (35). 

An A response is given to the question deemed to be the main focus.  This response can only be used once.

Only the question deemed to be the main focus and questions at higher levels than this affect the final score.

As the questions below the main focus do not affect the final score, they should be allocated a D.  

The questions at the higher levels than the main focus may be scored B or C.  If they are not relevant, they should be scored D.

Thus if Question 34 is deemed to be the main focus, questions 31, 32 and 33 will be implicit and not score.  Decisions will then be needed about whether to allocate responses B, C or D to Question 35.

All target response tables work in the same way.  

Question 31 is the minimum level and refers to basic checking and fact finding 

Examples might include: 
· balancing   money   in   the   cash   register   against   the   till   roll   and   reporting any mismatch
· carrying out routine maintenance checks and reporting faults or failures 
· checking stock levels against the inventory 
· checking statistics against source data and reporting anomalies 

Question 32 describes the skills involved in gathering and processing routine data and presenting/providing the results in a format that can be interpreted /utilised by others. 

Examples might include:
· carrying out literature and database searches or setting up and conducting simple experiments and providing the findings. monitoring     resource    usage     (e.g. expenditure      against    a   budget,    the consumption of energy or space utilisation)
· providing   statistics using   standard    techniques    (e.g.  on  spreadsheets)     or providing data for payroll purposes 
· gathering and processing detailed, diverse information from others (e.g. the         number of students enrolled on a course or assessment marks) 

Question 33 applies when the holder is required to decide how to conduct the investigation as well as analyse and interpret the results. 

Examples might include 
· analysing student destination statistics and reporting patterns and trends
· selecting and designing complex defining   and   selecting   appropriate   questionnaires,   survey   methods   or   tests (including medical tests) and interpreting the results 
· investigating   analysing    and    interpreting   the implications    of changes     to funding resources e.g. redesigning labs, changes to staff or to funding. 
· conducting     enquiries   into   complex     complaints    or   system    failures   and indicating     where    improvements      are    needed     e.g.   academic      appeals, harassment issues, formal grievance issues
· using advanced analytical techniques. 

Question 34 involves the investigation of complex matters and issues. It is unlikely that anyone other than those engaged in research or those involved in enquiring into highly complex and sensitive matters would score on this question – usually a project leader / a proposer of detailed methodology. 

Examples might include: 
· developing    methodologies      and    designing    data   gathering    and   analytical techniques     (including   statistical,  qualitative  and   quantitative   methods)     to provide appropriate evidence for a major research project 
· creating new experiments or methods to test hypotheses or theories 
· examining discourse, texts, phenomena from new and different perspectives 
· integrating concepts from different disciplines to interpret findings 
· synthesising results so they may be applied 
· forming conclusions to explain relationships between data or phenomena 

Question 35 is the highest level and is aimed at those who are required on a regular basis    to initiate major    research    activities or lead   investigations     into significant matters.    In addition to the activities listed for Question 34, the role holder will, for example, be: 
· identifying   major   gaps   in   existing   knowledge   or   weaknesses   in   institutional working
· setting the parameters of the question to be researched 
· determining the overall direction of major research projects to be conducted by others – strategically involved in  Planning Unit /Department/subject 
· liaising with national research bodies to identify future research requirements 

The role holder may be required to set the context for research or shape the broad research agenda in the field or specialism. 

9	SENSORY AND PHYSICAL DEMANDS 
(Single response with a maximum of 50 points)

This element refers to the use of all senses (sight, smell, hearing, taste and touch) and covers roles requiring the use of skills and physical effort such as those needed in the following examples:
· using a keyboard and data input devices 
· drawing, painting or forming objects 
· lifting, carrying and moving objects 
· working    in difficult or confined spaces    (e.g.  service    ducts,  sewers,    roof spaces)
· operating machinery, tools and equipment or using scientific instruments 
· watching and monitoring experiments 
· handling animals or people and observing behaviour 
· conducting surgery 

The   impact   of   error   may   be   an   indicator of   the   level   and   extent   of sensory   & physical   demands   needed   for   the   role.   Care is   needed   to   avoid   double   counting evidence in Work Environment. 

Interpretation Guidelines: 

As this is a single response table, the whole element is question 36.
Select the response, which describes the skill level essential to the job.            Consider:
· could the role holder work effectively without this level of skill?
· how much training is required for effective and safe performance? 
· to what extent is sustained and physical effort involved? 
· what senses (sight, smell, hearing, taste & touch) are deployed? 
 
If a role holder undertakes an activity on an occasional basis only, then the significance of this task must be evidenced for it to be considered. 

Response A refers to roles which are highly detailed and require highly developed skills.  The role holder is expected to demonstrate great sensitivity to subtle differences. These roles require co-ordination of several if not all senses and involve a very high level of skill, dexterity & fine degrees of control. Precision, speed & co-ordination of the senses will be essential.  Intense physical effort may be involved.  Includes work in high risk environments where extra vigilance & care is essential and the role holder would be expected to react to rapidly changing circumstances.  Due to the skill, complexity and precision needed, there may be a much higher level of risk and impact could be major and wider, e.g. to people, the environment or financial. 

Examples might include: 
· conducting experiments on high risk samples using high cost equipment 
· working in high-risk environments that require vigilance and care and where adaptation and reaction to rapidly changing circumstances will be required. (Avoid double counting evidence under Work Environment.) 
· remaining   in   one   position   for   long   periods   of   time   or   holding   and   using sophisticated      tools  for  prolonged     periods,   for  example    when     performing delicate surgery on live people or animals 
· gathering underwater samples wearing diving equipment and clothing 
· creating objects using sophisticated tools, multiple or high value materials 
· manufacturing high tolerance, high specification equipment e.g. for research 

Response   B refers   to   roles   where   the   holder   co-ordinates   and   interprets various   sensory   data.     The   holder   will   be   required   to use   well-developed skills acquired over time.      There will be considerable demand for high levels of concentration, precision and speed.  Alternatively, the role holder may be required to use considerable physical effort, for example by being engaged in prolonged and strenuous work.  working in confined or   difficult spaces   for prolonged    periods   of   time or lifting heavy, difficult objects   on   a   sustained   and   prolonged.   Some   activities   may   have   a   higher risk with significant consequences e.g. may involve Health & Safety.

Examples might include:
· glass blowing, creating models or samples, crystal polishing or gem cutting 
· playing a musical instrument 
· lifting heavy, difficult objects on a sustained and prolonged basis 
· working in confined or difficult spaces for prolonged periods of time 
· operation    and   repair   of  highly  specialised,    hazardous      or  complex    tools, equipment and instruments (e.g. chain saws & machine tools) 
· preparing engineering drawings or similar graphics e.g. painting pictures; 
· preparing complex slides for examination and testing 
· using and demonstrating physiotherapy and other clinical techniques 
· working on technically complex equipment & machinery, such as boilers, electrical systems and similar pieces of machinery. e.g. power cranes, boilers, electrical systems 
· operating    advanced     programmable        machines,     tools & robots,   e.g.  using CAD/CAE equipment. 
· designing    &   manufacturing      printed   circuit  boards   or  specialist   pieces    of equipment 

Response C refers to roles in which the holder is required to use materials, tools, and machinery in their work.  It also refers to roles in which the holder is routinely expected to use their physical abilities and skills to perform complex and difficult movements, including working in cramped or small spaces or in awkward positions.  Alternatively, the role holder will need skills obtained through practice over a period of time or during practical training over a period of time.  A high level of dexterity may be needed, mainly hand/eye co-ordination. Care, precision and accuracy will be normally expected. 

Examples might include:
· touch   typing   or   using   a   keyboard   or other   means   of   inputting   data for more than 50% of working time.  The complexity of the application or program may not affect the level of dexterity required 
· lifting heavy, awkward or highly valuable objects 
· working in confined     and difficult  spaces or awkward positions 
· using audio-visual and other presentational equipment 
· driving vehicles up to 7 tonnes unladened weight 
· learning to use using a specialist tool or piece of  equipment (e.g. a microscope, test rig or printing, sewing machine, buffing machine or industrial kitchen equipment) and using it effectively
· handling an animal or person correctly 
· administering standard treatment to a person or animal 
· preparing simple slides for examination/testing 
· routine maintenance, use and/or repair of workshop hand and power tools and/or basic experimental equipment 

Response D describes the basic level of skill required.  The role holder will be required to perform straightforward tasks, which may involve the use of simple, generally available tools or equipment.  The training needed to perform these tasks effectively and safely will be, typically, in the form of limited instruction including short periods of demonstration and practice. 

Examples of the tools and equipment used and the tasks to be performed include: 
· pen, pencil and ruler, using normal keyboard and mouse (even for > 50% ) or other device for inputting straightforward data or finding routine information 
· light gardening or maintenance tools including lawnmower 
· standard laboratory equipment 
· standard office equipment 
· filing or replacing items on shelves or stores 
· occasionally moving goods, equipment or light objects
· standard cleaning equipment 





                                                   











10	WORK ENVIRONMENT:              
(Target response with a maximum of 65 points)

This element deals with the need to take responsibility for responding to and dealing with the conditions under which the role holder is normally expected to work.  The focus is on taking appropriate action to control or reduce risk in the environment or to ensure that any impact from the environment does not result in harm. 

Interpretation Guidelines: 

This is a target response table but only three responses are available for this element, A (the main focus) B (occasional) or C (implicit or not relevant).  The question questions increase in level from the lowest (37) to the highest (39).

An A response is given to the question deemed to be the main focus.  This response can only be used once.

Only the question deemed to be the main focus and questions at higher levels than this affect the final score.

As the questions below the main focus do not affect the final score, they should be allocated a C.

The questions at the higher levels that the main focus may be scored B.  if they are not relevant, they should be scored C. 

Thus if Question 38 is deemed to be the main focus, questions 37 will be implicit and not score.  Decisions will then be needed about whether to allocate responses B or C to Question 39.

Question 37 refers to a role holder based in the sort of working environment that has little impact on the way in which the work is performed and presents a low level of risk. Examples might include an office or lecture room.  The role holder will have no responsibility for the health and safety of others beyond due care and diligence.

Examples might include: 
· working in a non-hazardous laboratory e.g. .computer laboratory
· staff based in an office, lecture theatre or teaching rooms
· Indoor ancillary workers e.g. room cleaners / porters 

Question 38 covers activities undertaken regularly for which the role holder is required to use standard protective clothing or safety equipment, and follow standard procedures.     The role holder will need to make decisions about how to perform the work because of the nature of the environment.  Relates to medium risk environments. 

This may include occasions when the role holder will be expected to deal with stressful or difficult situations, for example, dealing with people displaying hostile or aggressive behaviour. 

The role holder may have responsibilities for managing the impact of the environment on the work or safety of other people.  Normally the degree of risk or level of hazard is obvious. 

Examples might include
· taking account of the impact of the weather on outdoor activities 
· following safe procedures using machinery or electrical equipment 
· dealing with a person who is angry, emotional or distressed handling distressed, hostile or aggressive people 
· ensuring that protective clothing is available and worn 
· working in a hazardous environment e.g. .kitchen or hazardous laboratory
· outdoor ancillary staff 
· those   with   health   and   safety   responsibilities   as   part   of  their   agreed   duties 

Academic staff work   in   a   stable   environment   –   dealing   with   emotional students   is scored under Pastoral Care and Welfare. 


Question 39 includes roles in which the role holder is required to make judgements about the hazards inherent and the safety of those working in the environment under those conditions.  Relates to high-risk environments. e.g. regularly handling hazardous chemicals, bio hazards,  working with hazardous equipment or dealing with potentially violent people.

This would be the main response when the role holder is the most senior representative for health and safety for a large section of the institution or is the head of safety related services for the institution i.e. the buck stops here.  They will have the final say for the health and safety of others. 

Role holders who take active responsibility for the environment although they do not work in it themselves/or may only occasionally be required to operate in these environments will be given some weighting. 

Examples might include: 
· Role holder expected to intervene to restructure the work or require others to take precautions.  Someone carrying out risk assessments and taking action in anticipation of that risk. 
· Staff   who   may   provide   advice   or   monitor   the   situation   and   have   authority   to stop   work   from   continuing,   such   as   clerk   of   works. The   role   holder   will   be expected to act rather than refer the matter to others. 
· Staff regularly required to work in a hazardous environment and  supervise the safety of others e.g. in hazardous laboratory and/or workshop environments 

The role holder will be expected to intervene to restructure the work or require others to take precautions.  The role holder may also be required to assess the potential degree of risk in the situation and take action in anticipation of that risk.

The role holder will be expected to act rather than refer the matter to others. 

Example might include:
· carrying out a risk assessment of an experiment
· undertaking building maintenance when asbestos is present
· handling hazardous chemicals or performing medical operations 
· being trained to deal with potentially violent people

Response A should be used when the role holder is regularly required to work in the type of environment or is regularly expected to deal with the particular situations.

The role holder will not be able to refer to someone else who has an overall accountability but is not directly involved in the situation (for example someone named in a policy or procedure)

Response B is for role holders who take active responsibility for the environments although they do not work in it themselves.  For example, the individual may provide advice or monitor the situation.  Examples may include a clerk of works or a role holder who has the authority to stop work from carrying on.    

The B response is also for role holders who are occasionally required to operate in these environments.  

Response C is used when the level is not relevant or implicit.  

For example:
A head of a department, based in an office, has ultimate responsibility for the health and safety of all staff in the department, but delegates day to day matters to the departmental safety officer.

The Head of Department could typically score
A for question 37
B for question 38
C for question 39

The departmental safety officer could typically score
C for question 37
A for question 38
B for question 39

11	PASTORAL CARE AND WELFARE:                 
(Linear Response with a maximum of 65 points) 

This element covers the care of the physical and mental health and well being of students, colleagues, staff and others within the institution.      It also includes patients or children in the role-holder’s care.    The requirements of the role should be taken into account, not the role holder's ability or personal inclination to provide such support to other people. 

Examples of situations covered by this element include:
· providing support on grant problems 
· supporting those working while coping with bereavement 
· helping another deal with stress or other emotional demands that affect their work or study 
· other life cycle issues that affect the other’s ability to work or study 

The need for a counselling or similar professional qualification is specifically not mentioned in this element for, if required, it would be covered under Knowledge and Experience. 

Interpretation Guidelines: 

Question 40 covers basic sensitivity to and consideration of other people's needs or feelings and may include dealing with signs of obvious distress (for example, individuals in tears). 

If this is a common occurrence, for example, where the role holder is responsible for a number of people, is the first point of contact for welfare issues and is expected to deal with these situations as a normal and routine part of their role, the evidence should be scored A. 

For all other situations, the evidence should be scored B as a C response for this question is not accepted by the software. 

All staff are expected to be sensitive to and show consideration for other people’s needs but if this is a common occurrence, for example, where the role holder is responsible for a number of people, is the first point of contact for welfare issues and is expected to resolve these situations as a normal and routine part of their role, more relevance would be awarded to this role. 

Examples might include: 
· Requests for special leave 

Question 41 refers to predictable welfare issues relating to staff or students that are covered by documented procedures, when the matter can be referred to someone else or advice on how to respond can be obtained.

Examples might include issues covered in a personnel handbook or student regulations such as: 
· requests for special leave
· consideration    of  confidential   mitigating   circumstances     when     assessing assignment, project, examination or other such work 
· dealing with disciplinary or other performance issues 
· help   with   relationship   problems     that   are   affecting   the   standard    of  performance 

Question 42 is the highest level and includes dealing with complex, severe and serious welfare issues. (life crises) The role holder would be expected to deal with this level of issue as part of their role although it may represent the sort of difficulty that arises exceptionally.   Typically role holders have the person needing help referred to them by someone else and would be required to deal with and resolve the situation and would not be able to refer the person to anyone else in the institution, only to professionals in other agencies.     Role holders not be able to refer the person needing help to anyone in the Dept but would refer them to someone else within the institution for support   has less weighting for this question than the previous role holders. 

Examples might include: 
· others’ complex personal problems
· dealing with others experiencing severe difficulties arising from work-related           stress or complex personal problems
· helping an individual continue to work or study while dealing with a life crisis          such   as   the  death   of  a  family  member,    close   friend  or  colleague,  the           breakdown of a close personal relationship or those coping with significant           health problems or illness 

Examples of scoring patterns could include the following.  These should be seen as illustrative, for in practice the level and response would depend on the requirements expected of the role holder by the institution.

Line managers, academic tutors or leaders and those in roles with responsibility for staff or students may score:
A for question 40
A for question 41
A for question 42

Those one step removed (such as heads of department) who are expected to be able to respond appropriately but not to be directly involved in the issues may score:
B for question 40
B for question 41
B for question 42

For those in roles who are called in to deal with difficult situations but who may not have direct staff responsibilities, such as personal tutors, personnel officers, equal pay opportunities or harassment officers, the score may be:
A for question 40
C for question 41
A for question 42

Those staff who are required to provide support to others but are able to refer more difficult matters on to others for them to deal with, such as supervisors, residency, administrative or lecturing staff, the score may be:
A for question 40
B for question 41
C for question 42

12	TEAM DEVELOPMENT:
(Linear Response with a maximum of 70 posts) 

Team is used to mean people who work together to achieve a common purpose, and is the same definition as is used for Teamwork and Motivation. 

Training those outside of the immediate work team should be included under Teaching and Learning Support.  The analysis of corporate training needs would be covered under Planning and Organising Resources. 

If a role holder has delegated any of the following responsibilities to others, the questions should be interpreted as not relevant and scored C.

Interpretation Guidelines: 

Question 43 is the minimum level and is for those who are expected to help other members of the team – concerns general / fundamental departmental or University issues. 

Examples might include:
· showing a new staff member around carrying out induction for new starters 
· explaining administrative systems and procedures such as how to obtain stationery or expenses
· explaining where to obtain material and how to use equipment  on a routine basis e.g. buffing machine, gardening tools, catering equipment, photocopier
· advising where to go to obtain basic information about the institution.
· having expertise within the team and providing guidance and advice to others.
· staff expected to assist colleagues and help new starters settle in
· being responsible for a particular area of work and training others how to perform a range of day-to-day tasks on a regular basis.

Question 44 is used for those role holders with responsibility for providing substantial   specific job related training or instruction (not guidance and support) to other members of the work team on a regular basis.  Coaching members of the work team formally or informally and providing internal training sessions are also covered here. 

Examples might include: 
· demonstrating / instructing how to operate a particular piece of machinery or equipment safely and in accordance with the manufacturer’s instructions e.g. mass spectrometer, boiler system, alarm system 
· explaining the  reasons    for  and   how    to  follow  an  operational    procedure specifically related to the job
· showing     a  colleague    how   to  use  a  computer-based application, providing feedback and helping to make improvements to level of use, e.g. CAD 
· describing different ways of analysing a set of data and helping a colleague decide which method to use
· formal mentoring team member, peer review 

There is a difference in evaluation for frequent training or coaching and training which is occasional (but still important.) 

Question 45 is used for those role holders required to identify the training and development needs of the members of the work team.  Ways of doing this may include:
· analysing   achievement   of   team   objectives   and   identifying   learning   needs arising from shortfalls 
· conducting   regular   performance   reviews   and   agreeing   what   needs   to   be done to satisfy any training or development needs
· devising induction programmes for new starters

The role holder would normally be expected to ensure that agreed action is taken and follow-up to ensure it has occurred.

If a role holder is required to contribute to the coaching, development and instruction of others or has overall responsibility for the identification of need but is not directly involved and responsibility for doing so is held by others then this question should be scored B. 



13	TEACHING AND LEARNING SUPPORT: 
(Matrix table with a maximum of 95 points)

All types of teaching and learning support provided to those outside the role holder’s immediate work team are covered by this element.  This includes providing and organising training, facilitating staff development, creating and supporting formal and informal learning and development opportunities, producing and supporting distance learning, providing demonstrations, providing feedback and identifying ways of furthering learning and development, lecturing and mentoring students and others using the institution’s facilities and services. 

This element is relevant to all role holders including, for example:
· lecturers      who    prepare   and     deliver   lectures,   seminars     and    tutorials   to undergraduates, graduates, summer school or distance learning students 
· supervisors who direct the work of research and postgraduate students 
· librarians training others to use the library resources 
· language assistants demonstrating the use of a language laboratory 
· technicians demonstrating the use of machinery or equipment 
· administrative staff outlining new legislation or a procedure 
· those conducting training sessions e.g. on health and safety, first aid, recruitment and selection or assessment regulations 
· those responsible for organising staff development and training for staff and others outside the work team 
· those supervising work and assessing progress towards advanced qualifications 

Interpretation Guidelines: 

Questions 46, 47, 48 and 49 and responses C, B and A represent increasing levels of responsibility for breadth of coverage, design and choice of mode of delivery. 

Training can be evaluated under any of the questions depending on the level of the content and range of subjects covered. 

The concept of a curriculum can be taken to be equivalent to a degree scheme.

Question 46 is the minimum level and covers the provision of simple demonstrations, standard information or explanations given on a routine basis. 
Examples might include: 
· explaining the use of the initial orientation to the library, computing or laboratory facilities to students, other staff or visitors
· demonstrating   how   to   operate   simple   equipment   (such   as   a   microscope, thermometer or photocopier) following basic safety procedures 
· demonstrating how to use a computer terminal 
· outlining the procedure for enrolling on a course or module  

Question 47 is used when the role holder is required to conduct occasional training sessions or lectures. 

Examples might include: 
· explaining the operation of complex machines, equipment or software 
· how to conduct literature or database searches 
· overseeing      work    experience      placements      and    providing     necessary training/feedback 
· running staff training courses on, e.g. applying for research grants 
· coaching others on conducting a survey or research project 

Question 48 applies to those role holders required to deliver a series of lectures or workshops or develop an on-going relationship with a student or member of staff outside the work team. 

The role holder will assess progress and achievement and provide feedback to stimulate further development and learning.


Examples might include: 

· delivering and assessing a course, module or part of an undergraduate degree scheme 
· acting as an academic supervisor 
· mentoring members of staff from outside the work team as part of a scheme
· leading a substantial management or teaching and learning development programme 

Question 49 is the highest level and is used for role holders required to take responsibility for and integrate a number of topics or parts of the syllabus or curriculum. 

The role holder would be required to guide students or members of staff from outside the work team in the search for general unifying principles and facilitate the development of the learner’s abilities to question and critique.  

Role holder would be expected to undertake some level of curriculum evaluation/audit activity. 

Response A is for those who are required to develop innovative approaches to the learning process.  They will be responsible for the development of content, including carrying out original design of material or developing different modes of delivery.  Those required to work at this level will be expected to engage in the scholarship of learning and learning processes e.g. director of studies / senior curriculum developers.  

Response B is for those who design teaching or learning processes.  This may involve repackaging existing material to make it suitable for a specific purpose or making minor modifications to the mode of delivery to suit the needs of the learners.   Role holders at this level may need training and development, in addition to reflecting on their practice, to enable them to work at this level.  The main focus is delivery of academic teaching. 

Response C is for those who use standard information, deliver documented training (i.e. material developed by others) or use standard modes of delivery, and/or make initial levels of contribution to high TLS developmental activities. 

Response D is when the level is not required.


The following table shows how the matrix captures both the increasing complexity of the coverage and the increasingly demanding levels of responsibility for design of content and methods. 

	
	A
	B
	C
	D

	46
	For those responsible for re-specifying the desired outcomes and redesigning the mode of delivery and content
	For those who make minor alterations to the content and mode of delivery without affecting the desired outcomes
	For those involved in providing regular and routine introductions
	Not required

	47
	For those who are responsible for re-specifying the desired outcomes and redesigning the mode of delivery and content.
Overall evaluation of the subject or area will be included.
	For those involved in changing the mode of delivery or rewriting the material.  
Assessment of progress, provision of feedback and guidance in further development will be required.
	For those involved in providing regular and routine lectures in a specific subject or area
	Not relevant

	48
	For someone with responsibility for the long term development of a curriculum area and introduction of new modes of delivery.  
Overall quality auditing will be part of the role.
	For someone with responsibilities for delivering the curriculum in a broad subject range and assessing the overall progress of students.
	Unlikely.  If this is required it will be from someone who makes small contributions to advanced areas of study. 
	Not relevant 

	49
	For someone with responsibility for the long term development of the whole curriculum and introduction of novel modes of delivery.

Overall quality auditing for the curriculum will be part of the role.
	For someone with responsibilities for developing and modernising the curriculum in a broad subject range and overall progress of students.

Evaluation of student progress and gathering feedback will be part of the role.
	Unlikely.  It is a possible score for someone who contributes to course design but rarely delivers directly.
	Not required.  



14	KNOWLEDGE AND EXPERIENCE 
(Single response with a maximum of 80 points)

Knowledge acquired through education and qualifications is covered here, as well as that acquired through experience.

All forms of knowledge, experience and qualifications should be considered here including academic awards, General and National Vocational Qualifications, RSA, BTEC and City and Guilds certificates and diplomas and professional qualifications. 

Interpretation Guidelines: 

As this is a single response table, the whole element is question 50. 

For composite or dual roles select highest level of knowledge and experience required to perform any aspect of the role effectively.

Response A is the highest level and is used for those roles whose holders are required to be leading authoritative figures – within and outside the organisation and held in high esteem by others for the effective performance of the role. 

This level of knowledge is not common and is acquired as a result of significant experience.    The role holder typically is widely acknowledged outside the institution, profession or specialist area as being a leader in the field.  They would steer the direction of the organisation/ parts of the organisation in key issues.      They would be expected to reflect on practice and engage in continuous professional development activities to keep his or her knowledge base and skills up to date, to develop them further and to contribute to the extension of understanding in the specialist area. 

Examples might include:
· the    specialist   expertise    needed     to   play   a   significant   part   in international conferences or research groups 
· the provision of advice and opinion as a leading authority nationally 
· leadership of the institution 

Response B is for those roles whose holders need to be regarded as an authority in the area.   role holders who are leading authorities in a specific area, recognised by professional and/or public acclaim. They are required to have specialist expertise sufficient to challenge or lead thinking.  The role holder is required to provide guidance or opinion and act as a source of expertise. 

This level of knowledge is generally acquired after extensive experience following formal qualification and is recognised by professional or public acclaim.  The roles holder will be expected to reflect on practice and engage in continuous professional development activities to keep his or her knowledge base ad skills up to date and develop them further. 

Examples might include: 
· those   called   upon   to  lead   the   teaching   of   a   discipline   or lead   a significant area of research 
· those acting as the leading expert in the area in the institution and providing strategic level or professional advice 

Response C applies to those roles where the holder is required to possess specialist, technical or professional knowledge of general principles.  (This level of knowledge is acquired after a significant period of study or equivalent)  The role holder will be expected to engage in appropriate professional activities to keep his or her knowledge base and skills up to date and to develop them further. They would be influencing others by advising re legislation, specialist subjects or specific issues which shape development/influence working practices in team(s) 

Examples might include:
· those roles where the holder is approached by others for advice or guidance in the specific area (e.g. a professional or institutional policy) responding       to  requests    for  specialist   advice    or  guidance     in  the specific area (e.g. a professional ,specialist technical    or institutional policy) 
· the   role   holder   has   sufficient   expertise   to   deliver   lectures   or   write authoritative material in a broad subject area e.g. .Institutional policies on H.R or finance, academic and or research articles. 
· the    role  holder   is  required    to  conduct    a  research     project   or  be responsible   for   an   industrial   contract   with   the   minimum   amount   of supervision
· senior management activity 

Response D applies to those roles requiring some knowledge of professional or technical practice. role holders who are experienced and practiced in professional or technical issues. 

This level of knowledge is often demonstrated by the acquisition of a qualification after a period of practical and theoretical training or experience of the role.  There may be a need to undergo periodic refresher and updating training.  

. Roleholders would be knowledgeable regarding University rules, regulations and procedures/industrial rules and regulations and provide advice to others re application of same. Basic line management may be a requirement of the role. Periodic updating of training/knowledge is expected.  

Examples might include:
· knowing how to program a computer
· the ability to interpret rules, procedures and regulations and provide advice to others on how they should be applied. advising on examination regulations 
·  knowledge and use of electrical industry standards 
· basic management or supervisory skills making independent decisions  including performance review and disciplinary
· being able to use a piece of complex scientific or electronic equipment, know how it works and when it is appropriate to use it. 
 
Response E describes those requiring a level of knowledge or skill typically acquired following a short period of practical training and may include some elementary or introductory study.  e.g. food and hygiene certificate if essential for role / driving licence if essential. 
Examples might include: 
· knowledge of word processing packages 
· understanding the use of an established practice/procedure/techniques 
· being able to set up basic laboratory equipment and follow simple analytical procedures 
· being able to operate safely and properly an electric drill/switchboard or buffer machine
· basic supervision /being first point of contact 

Response F is the lowest level.  It is used for those roles that require a basic level of knowledge of how to carry out the role.  This will typically be acquired through practice.
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