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Factor Levels: 
Supervision/Management Of People 1 

Note: Little or no supervisory responsibility other than assisting less experienced staff in work 
familiarisation of peers and new recruits. Please see Factor Outline for information on how 
Temporary and Contract staff are treated.  
 
Although post holders at this level would undertake “professional supervision” sessions, the 
nature of this duty does not meet our criteria for supervision of staff and has been measured in 
the Contacts and Relationships factor.  (please see below).  

Dispersal Awarded No 
 
Creativity & Innovation 5 

Note: Work which requires a range of imaginative solutions or responses and involves 
application of fresh and innovatory thinking.   
 
The post holder is required to work within department policy, procedure and criteria, and in 
accordance with national performance indicators, when undertaking assessments, formulating 
and reviewing care plans and managing cases.  In doing this, they are required to interpret and 
apply an advanced knowledge of a wide range of policies in reflective evidence based practice.  
The post holder is required to work autonomously, with limited supervision on the most 
complex cases.     
 
The post holder is also required to undertake duties which will require them to be innovative in 
their approach, whilst utilising their in depth knowledge of the legislation and policy 
surrounding their area of work.  For example, they lead on safeguarding investigations into the 
most complex cases or where there are multiple incidences and they deputise for the team 
manager, as and when required.   
 
Post holders at this level will be holders of a PQ specialist award.  This means that they may be 
operating as Practice Teachers or Approved Mental Health Professionals, both roles which the 
post holder to utilise their specialist knowledge to problem solve on a day to day basis.     
 

Contacts & Relationships 6 
Note: Dealing with a range of complex and contentious matters requiring support, persuasion, 
advocacy and sensitivity, within the application of operational guidelines. The outcome will 
have significant implications, including care, for the contact or the service.   
 
The post holder has regular contact with their clients and carers and other professionals, both 
internal and from partner agencies.  Post holders at this level will be expected to manage cases 
with minimal supervision, some of which may include the most complex case including those 
where abuse and neglect are suspected or multiple incidences have been reported.  These 
cases will often require the post holder to participate in multiagency working.  The post holder 
will also act as a lead witness in court or in mental health tribunals, for example.   They lead on 
investigations and will be required to report on these.   The post holder may also work as a 
practice teacher and/or approved mental health professional (AMPH).    
 
Post holders at this level are also required to undertake case management supervision where 
they will use their advanced knowledge and experience to advise and guide less experienced 
staff to ensure that their work is within the set standards, policies and procedures.  (Day to 
day allocation of work and overall responsibility for quality of work/the employee’s performance 
will still remain with the team manager.)    
 
At this level, the post holder may be required to deputise for the team manager, as and when 
required.     
 
As such, the post holder will have contact on a range complex and contentious matters, the 
outcome of which can be significant, in terms of its impact on the individual client or the 
authority as a whole.    
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Decisions - Discretion 3 
Note: Work is carried out within policies and objectives where there is a wide range of choices 
and where advice is not normally available and/or decisions where policy, procedures and 
working standards provide only general guidelines.   
 
The post holder will make decisions, with minimum supervision, relating to the assessment of 
clients and management of cases.  Other areas of work where the post holder will make 
decisions include:   
- leading on safeguarding investigations   
- when deputising for the team manager (although this may be on an ad hoc basis)   
- when representing the authority at meetings etc   
- when undertaking Practice Teacher/AMPH duties.    
 

Decisions - Consequences 3 
Note: Decisions which have significant implications for the service or significant effects on 
employees or other individuals or other organisations.  
 
The post holder holds a caseload of the most complex cases.  They lead on investigations 
where there may have been multiple incidents reported.  The post holder’s decisions on how to 
manage these cases and conduct these investigations often have a significant impact on the 
client, a group of clients and/or the authority itself.  Some post holders at this level will work 
as approved mental health professionals (AMPH)s where the decisions are made, within 
guidelines, which may have significant implications on the client.   

Resources 1 
Note: Little or no responsibility for physical or financial resources.  
 
The post holder is required to ensure that records and user information are accurate, up to 
date, secure and maintained, using information technology in accordance with agreed data 
entry systems and the Data Protection Act.  

Work Demands 3 
Note: Work subject to deadlines involving changing problems or circumstances or demand.  
 
The post holder is required to manage their case load within statutory timescales.  They also 
lead on investigations: their work, therefore, is deadline driven.  As the post holder is required 
to juggle cases, their work is interrupted on a regular basis. 

Physical Demands 1 
Note: Work requiring normal physical effort. 
 
Normal physical effort required for this job.  

Working Conditions 1 
Note: Work normally performed in a heated, lit and ventilated indoor environment; may be 
exposed to occasional noise or outside conditions.  
 
The post holder is required to undertake home visits.  Please see work context below.  

Work Context 4 
Note: Work potentially involves a substantial risk to personal safety of injury, illness or health 
problems arising from the environment or the public/clients.  
 
The post is required to interact directly on a daily basis with vulnerable adults and their carers, 
which exposes them to emotional risk (eg through exposure to the case histories of these 
clients).  They are required to lead on safeguarding investigations.   The post holder 
undertakes home visits on a daily basis. 

Knowledge & Skill 6 
Note: Ability to undertake work of a complex nature which requires:   
 
EITHER detailed knowledge and skills in a diverse range of specialist disciplines;   
 
OR advanced/high level knowledge and skills in a specialist discipline.   
 
 
The post holder will require a high level of knowledge and experience in their field of social 
work.  Social workers at this level are required to hold a social work qualification (DIPSW or 
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equivalent) and full PQ Specialist Award (including Practice Teacher qualification/AMHP status).  
Post holders at this level will carry a full and complex caseload and work with minimal 
supervision.     
 
Work undertaken by the post holder includes:   
 
- Dealing with complex cases, assessment of adults and their carers   
- creation and implementation of effective care plans, ensuring innovative use of 
resources   
- leading on safeguarding investigations in the most complex cases or whether there are 
multiple incidences   
- managing complex cases including those where abuse and neglect are suspected, 
including monitoring and review of plans, maintenance of accurate records etc.   
- representing the authority eg at internal/external meetings, in court or on Mental Health 
Tribunals, acting as a witness as required.    
- participating in mentoring and supporting practice learning students (acting as Practice 
Teacher if required)  
- providing case management supervision.     
- deputising for the team leader where necessary.     
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Factor Levels: 
Supervision/Management Of People 1 

Note: Little or no supervisory responsibility other than assisting less experienced staff in work 
familiarisation of peers and new recruits.   
 
No formal supervisory/management responsibility in this post, although the post holder would 
provide guidance to social workers level 1 and 2 and unqualified staff, leading in child 
protection investigations and they will participate in mentoring and supporting practice learning 
students and act as Practice Teacher if required.   

Dispersal Awarded No 
 
Creativity & Innovation 5 

Note: Work which requires a range of imaginative solutions or responses and involves 
application of fresh and innovatory thinking.  
 
The post holder is required to work within department policy, procedure and criteria, and in 
accordance with national performance indicators, when undertaking assessments, formulating 
and reviewing care plans and managing cases.  In doing this, they are required to interpret and 
apply an advanced knowledge of a wide range of policies in reflective evidence based practice.  
The post holder is required to work autonomously, with limited supervision on the most 
complex cases, including those where abuse and neglect are suspected.     
 
The post holder is also required to undertake duties which will require them to be innovative in 
their approach, whilst utilising their in depth knowledge of the legislation and policy 
surrounding their area of work.  For example, they lead on safeguarding investigations into the 
most complex cases or where there are multiple incidences.  
 
Post holders at this level will be holders of the full PQ specialist award.  This means that they 
may be operating as Practice Teachers or the most senior social workers, both roles which the 
post holder to utilise their specialist knowledge to problem solve on a day to day basis.  They 
will be expected to contribute to service development in policy review and task groups.   
 

Contacts & Relationships 6 
Note: Dealing with a range of complex and contentious matters requiring support, persuasion, 
advocacy and sensitivity, within the application of operational guidelines. The outcome will 
have significant implications, including care, for the contact or the service.  
 
The post holder has regular contact with their clients and carers and other professionals, both 
internal and from partner agencies.  Post holders at this level will be expected to manage cases 
with minimal supervision, some of which may include the most complex case including those 
where abuse and neglect are suspected or multiple incidences have been reported.  These 
cases will often require the post holder to participate in multiagency working.  The post holder 
will also act as a lead witness in court and providing support and guidance to less experienced 
colleagues and witnesses, for example.   They lead on investigations and will be required to 
report on these.   The post holder will also be expected to participate in mentoring and 
supporting practice learning students, operating as a Practice Teacher if required.  They will 
participate in individual “professional” supervision with the line manager as required by the 
Department’s supervision policy.  
 
As such, the post holder will have contact on a range of complex and contentious matters, the 
outcome of which can be significant, in terms of its impact on the individual client or the 
authority as a whole.    
 

Decisions - Discretion 3 
Note: Work is carried out within policies and objectives where there is a wide range of choices 
and where advice is not normally available and/or decisions where policy, procedures and 
working standards provide only general guidelines.  
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The post holder will make decisions, with minimum supervision, relating to the assessment of 
clients and management of cases.  Other areas of work where the post holder will make 
decisions include:  
- leading on safeguarding investigations  
- when representing the authority at meetings, in court etc  
- when undertaking Practice Teacher/mentoring duties  
 

Decisions - Consequences 3 
Note: Decisions which have significant implications for the service or significant effects on 
employees or other individuals or other organisations.  
 
The post holder holds a caseload of the most complex cases.  They lead on investigations 
where there may have been multiple incidents reported.  The post holder’s decisions on how to 
manage these cases and conduct these investigations often have a significant impact on the 
client, a group of clients and/or the authority itself.   

Resources 1 
Note: Little or no responsibility for physical or financial resources.  
 
The post holder is required to ensure that records and user information are accurate, up to 
date, secure and maintained, using information technology in accordance with agreed data 
entry systems and the Data Protection Act.  

Work Demands 3 
Note: Work subject to deadlines involving changing problems or circumstances or demand. 
 
The post holder is required to manage their case load within statutory timescales.  They also 
lead on investigations: their work, therefore, is deadline driven.  As the post holder is required 
to juggle cases, their work is interrupted on a regular basis. 

Physical Demands 1 
Note: Work requiring normal physical effort.  
 
Normal physical effort required for this job.  

Working Conditions 1 
Note: Work normally performed in a heated, lit and ventilated indoor environment; may be 
exposed to occasional noise or outside conditions.   
 
The post holder is required to undertake home visits.  Please see work context below.  

Work Context 4 
Note: Work potentially involves a substantial risk to personal safety of injury, illness or health 
problems arising from the environment or the public/clients.  
 
The post is required to interact directly on a daily basis with vulnerable children and their 
carers, which exposes them to emotional risk (eg through exposure to the case histories of 
these clients).  They are required to lead on safeguarding investigations.   The post holder 
undertakes home visits on a daily basis. 

Knowledge & Skill 6 
Note: Ability to undertake work of a complex nature which requires:  
 
EITHER detailed knowledge and skills in a diverse range of specialist disciplines;  
 
OR advanced/high level knowledge and skills in a specialist discipline.  
 
 
The post holder will require a high level of knowledge and experience in their field of social 
work.  Social workers at this level are required to hold a social work qualification (DIPSW or 
equivalent) and full PQ Specialist Award. Post holders at this level will carry a full and complex 
caseload and work with minimal supervision.    
 
Work undertaken by the post holder includes:  
 
- dealing with complex cases, assessment of children and their carers  
- creation and implementation of effective care plans, ensuring innovative use of 
resources  
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- leading on safeguarding investigations in the most complex cases or whether there are 
multiple incidences  
- managing complex cases including those where abuse and neglect are suspected, 
including monitoring and review of plans, maintenance of accurate records etc.  
- representing the authority eg at internal/external meetings or in court acting as a lead 
witness as required.   
- To participate in mentoring and supporting practice learning students (acting as Practice 
Teacher if required).    
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1. SUPERVISION/MANAGEMENT OF PEOPLE 

ACCOUNTABILITY FOR STAFF 

The post holder has no supervisory responsibility for staff. 

Help: Supervisory and Management Responsibilities: 
 
Supervisory responsibility may include on-going mentoring relationships but the evidence 
must demonstrate the duration of the relationship and must include some accountability 
for quality of work.  This responsibility should be counted under “temporarily assigned 
staff”. 
 
Supervisors may also be first line managers who have elements of Management 
responsibility that has been delegated, for example PDRs, but who will not be expected to 
deal with the full range of disciplinary, sickness and performance &amp; welfare issues.   
 
Supervisory responsibility may also cover those posts which have shared responsibility for 
groups of staff.   
 
Evidence for Management responsibility must demonstrate the on-going responsibility for 
the full range of managerial duties including recruitment, allocation of work, quality 
assurance, performance, discipline, sickness, welfare, training and development.  It is 
recognised that posts outside of the coverage of this scheme will have responsibility for 
serious breaches of discipline or cases of dismissal. 

The system's assessment is... Level 1 

2. CREATIVITY & INNOVATION 

DEGREE OF CREATIVITY REQUIRED 

There is a significant requirement for creativity in the reviewing and amending of 
existing approaches and/or complex problem resolution. 

Note: The post holder works in a team of social workers providing a statutory response 
and a range of emergency fieldwork duties to protect the safety and welfare  of children 
and adults, out of office hours.  This includes investigations of suspected child abuse, and 
assessments under the Mental Health Act 1983. 
 
Creative examples are: 
 
Investigations into child abuse.  Post holder has NO access to the resources usually 
available to daytime workers (Family Support Workers/Day Care) and so must solve all 
problems themselves.  Post holder will then gather information about the case in order to 
formulate a plan by which care/safeguard can be provided by making use of neighbours 
and relatives.  Post holder will carry out limited checks on neighbours and friends to 
ensure the safety of the client.  For example post holder had to locate the whereabouts of 
a child at risk during the night.  Post holder had limited information i.e. a persons name 
whom the child could be staying with.  This resulted in the post holder working with the 
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police to contact colleagues at County Council to open their offices to access their database 
to identify the address that matched the name they were given.  This enable the post 
holder to find the child and provide a safeguard. 
 
Assessment: Post holder begins to make an assessment of the case from the initial phone 
call (Direct Access) by clarifying the problem, assessing strengths, needs and risks in the 
situation, what resources might be available and the implication of providing/not providing 
any support such as cost, affect on the individual, press involvement, exposure to 
exploitation, risk to the public etc. 
 
Planning: Post holder will formulate action plans regarding care/protection until day 
resources are available on the next working day.  Therefore post holder plans 
accommodate overnight, weekend and bank holiday periods, will include asking hospitals 
to admit a client on social grounds. 
 
(MP - PH comments) PH is expected to work with the whole situation, eg working with 
adults with mental health difficulties who are also parents, so children's needs need to be 
taken into account. As work at night they have no additional support so have to deal alone 
with often complicated scenarios. 

Help: This will include jobs that ARE REQUIRED to update, improve, or alter how services 
are provided ON AN ONGOING BASIS. 
This may describe jobs where there is an ongoing FORMAL REQUIREMENT to consider how 
best to modify and improve procedures and approaches to meet current needs. Jobs 
involved in developing innovative/creative solutions to complex problems/situations will 
also be included here. Such problem resolution will involve DETAILED ANALYSIS and 
consideration of a WIDE RANGE of possible alternatives. 
 
Our local convension is 
 
Level D - Sgeneral guidelines only will be available to the job holder and in some areas the 
job holder will have the discretion to interpret the guidelines in the light of situations/ 
problems encountered.  Examples of such guidelines are where the post holder has to 
decide which piece of legislation is applicable or where legislation is new and guidance is 
not yet available or insufficiently detailed. 

RANGE OF AREAS 
 
 The job requires this level of creativity to be demonstrated as a result of :- 

   Amending existing procedures / approaches 

Note:  See examples above: investigations, assessments. 

Help: The ADAPTATION OF EXISTING PROCEDURES to comply with new legislation or fit 
evolving needs e.g. new legislation/Council policy. 
 
Our local convention is: 
There will be a formal requirement to improve procedures and approaches which  should 
generally require the job holder to develop formal supporting documentation as a part of 
the job.   

CONTROLS / LIMITS / GUIDELINES 

General guidelines will exist to aid the post holder in their work. There will, however, be 
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considerable interpretation required in their implementation. 

Note: Post holder will interpret a raft of legislation relevant to the areas the post holder 
will cover in their emergency duties:  Vulnerable children, vulnerable adults, 
homelessness, asylum seekers, disabilities, older people, Mental Health. 
 
Legislation includes: Child Care Act, Mental Health Act, Mental Health Capacity Act, 
Housing, Immigration, Human Rights, Community Care, PACE. 
 
For example:  As qualified Approved Social Workers post holder will interpret the law on 
Mental Health and apply to a given situation which can impact on the removal of a persons 
civil liberty.  
 
Pieces of legislation can also conflict (Child protection, mental health, parental 
responsibility, common law, human rights) e.g. a 15 year old girl in foster care continues 
to take over doses and refuses life saving treatment.  Post holder has to negotiate the 
numerous applicable pieces of legislation in order to benefit the welfare of the client. 

Help: Post will have general guidelines available. In certain areas detailed procedures will 
not be available and the post holder has CONSIDERABLE LEEWAY in the way they perform 
their job. Alternatively the post holder could be involved in the development of detailed 
procedures based on general guidelines. 

The system's assessment is... Level 5 

3. CONTACTS & RELATIONSHIPS 

TYPE OF CONTACT 

During the course of their work the post holder is in contact with others. This contact 
takes the form of :- 

   Providing detailed explanations/advice on specialised matters 

Note: Post holder will provide advice to Police, Psychiatrists/Clients regarding mental 
health cases about mental health cases the reasons and justifications for going to a 
criminal justice route or directly into a mental health assessment. 

Help: This will INVOLVE ANALYSIS OF A SITUATION (typically the complex situation will 
require clarification and exploration). The post holder must then USE THEIR SPECIALIST 
KNOWLEDGE to identify the best course of action. This will involve weighing pros and cons 
and explaining clearly the reasoning behind the proposed course of action. 
 
Our local convention is .... 
Providing detailed explanations/advice on specialised matters –- complexity must be 
demonstrated in terms of: advice (where the issues are less well established), planning, 
identifying service needs, assessment (and delivery) of more comprehensive support/ 
care.  (Even though post holder is using specialist knowledge, the post holder does not 
have to be a specialist as defined by Knowledge &amp; Skills) 

   Influencing / Persuading 

Note: Post holder negotiates with hospitals to admit someone on social grounds and take 
up medical beds or allow a client to sleep in the A&E department over night. 
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Help: Influencing skills ARE DEMANDED where a post holder has to PERSUADE others to 
take the required courses of action WITHOUT HAVING THE AUTHORITY TO COMPEL THEM, 
although there will be no inbuilt rigidity or resistance from the `listeners'. 
 
Our local convention is: 
Influencing/persuading – There needs to be an outcome that the post holder wants but 
does not have the authority to demand from other people.  Care must be taken not to give 
Supervisors/Managers this contact for responsibilities counted under SMP. 

   Being tactful and diplomatic in sensitive situations 

Note: Post holder delivers bad news tactfully. For example parents have had 2 children 
removed and placed into care and a previously difficult relationship with social services.  
One of the children an infant and died suddenly whilst in care.  Post holder had to relay the 
news and provide follow up support to the parents. 

Help: Over and above basic courtesy, sensitivity and politeness, dealing with SENSITIVE, 
POTENTIALLY CONTENTIOUS AND/OR CONFRONTATIONAL MATTERS which if not handled 
well can become "issues" and/or cause damage to the organisation's interests. This 
demands that the post holder be  
 
- perceptive to other's concerns and moods 
- anticipates how they might/will feel about anything that is said.   
- is able to explain clearly and/or persuade effectively in a way that will neither offend nor 
antagonise 
- keeps open the channels of communication. 
 
Our local convention is: 
Tact and diplomacy – This needs to be above and beyond politeness and needs to be about 
contentious or confrontational matters.  The situation should be examined and the degree 
of impact on the wellbeing of the service user/ reputation of the council and the Job 
holder’s efforts to mitigate these risks must be assessed (rather than the extent to which 
the contact is confrontational).  Care must be taken not to give Supervisors/Managers this 
contact for responsibilities counted under SMP. 

   Counselling 

Note: Post holder will utilise counselling skills typically over the phone and in person to 
emotionally distressed clients where post holder helps the individual explore their situation 
where no other resources are available or necessary. 

Help: The post holder IS REQUIRED TO POSSESS FORMAL COUNSELLING SKILLS not 
necessarily acquired through qualification and is required to HANDLE ONE-TO-ONE and/or 
GROUP COUNSELLING sessions. This could include counselling members of staff, 
emotionally distressed individuals etc.  

   Resolving conflict 

Note:  
 

Help: Post holder MUST DEAL WITH IRATE CLIENTS / CUSTOMERS / STAFF. This will 
include the ability to calm tempers, appraise the situation rationally and produce a 
reasoned resolution without compromising the organisation's position. 
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COMPLEXITY / CONTENTIOUSNESS 

The information communicated is a varied range of complex and contentious matters are 
encountered. 

Note: Situations are related to child protection needs, protection of vulnerable adults, 
mental health assessments where the outcomes and issues considered are complicated, 
contentious and important to the council eg sexual, physical and emotional abuse of 
clients, mental health issues and neglect.  
Post holder is engaging with a wide range of professionals, Police, voluntary agencies, and 
health professionals working in the best interests of the wide range of clients the post 
holder manages.  
 

Help: Typically, the subject matter is both important to the council AND is complicated 
AND will involve negotiating, influencing, and/ or more authoritative advisory duties. 
 
Our local convention is: 
 
Varied range of complex/contentious matters - must demonstrate the need for contacts in 
two or more issues relating to major policy objectives that have substantial implications for 
the Council.  It is expected that the post holder will have sufficient authority to represent 
the Council’s views or act on behalf of the Council. 

IMPLICATIONS OF CONTACT 

The outcome of the contact can have significant implications for the contact or service. 

Note: Post holder will have significant impact on the service provided to service users in 
performing the statutory duty for emergencies, out of hours and with limited resources in 
providing protection to vulnerable children, adults and individuals with mental ill health.   
 
 

Help: To have a significant impact the outcome of the contact would relate to QUALITY OF 
SERVICE PROVISION AND must take into account THE IMPACT ON SERVICE USERS. 
 
Our local convention is: 
For Contact to have significant impact on the service user, Council or organisation the 
contact outcome relates to quality of service provision &amp;/or the contact outcome must 
take into account impact on service users 

The system's assessment is... Level 6 

4. DECISIONS - DISCRETION 

FREEDOM TO ACT 

The post holder has freedom to take decisions from a wide range of choices within 
programmes and objectives. 

Note:  
Post holder has freedom to make decisions regarding the protection and welfare of 
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vulnerable adults and children and mental ill health service users. 
 
Adults: Post holder decides the type of care, protection required such as residential, 
nursing, home care depending on the nature of the emergency without reference to a 
panel. 
 
Mental health: Post holder is a qualified Approved Social Worker able to make decisions 
based on an assessment that can determined whether a service user is to be sectioned and 
be detained from 28 days up to 6 months. 
 
Children: Post holder will carry out the assessments and decide on the relevant action 
plan.  Where the assessment concludes that accommodation must be found or will have a 
financial impact on the service the post will have these decisions ratified by management. 

Help: Controls establish parameters from within which decisions are taken. Guidelines are 
referred to. 
Programmes and objectives are clearly defined. Post holder has SCOPE ON A DAY TO DAY 
BASIS TO TAKE THE DECISIONS NEEDED to deliver these successfully 
 
Our local convention is: 
Post Holders will demonstrate a more detailed assessment process where they have to 
make decisions concerning whether situations or cases meet the guidelines or statute and 
plan a response that is appropriate.  The evidence should demonstrate a greater level of 
autonomy in the decisions that are required and demonstrate that decisions of this type 
are an on going factor of the work. 

AREAS OF DISCRETION 

The post holder has discretion to make recommendations / take decisions in the 
following areas :- 

   Solving job problems (Full autonomy) 

Note:  
Post holder is expected to have full autonomy for solving normal job problems.  Whilst 
working over night, weekends and bank holidays the post holder will investigate, assess, 
and plan courses of action specific to each case as it arises through the direct access 
system. 
 
Only in cases regarding child protection issues would the post holder make reference to 
the manager regarding decisions that have a financial impact and/or involve 
accommodation. 

Help: The post holder MUST RESOLVE THE MAJORITY OF PROBLEMS ENCOUNTERED within 
the job and is expected only to refer to others for those problems which are very difficult 
or unusual, or require specialist input. 

   Providing detailed advice to others 

Note:  
In child protection issues the post holder is required to recommend courses of action with 
regard to protection and safeguarding.  These recommendations are then ratified by the 
manager. 

Help: Advice will involve MORE THAN THE PROVISION OF A STRAIGHTFORWARD 
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RESPONSE to a given question. It will entail understanding the situation of the recipient, 
assessing the alternatives and then advising on the correct course of action. Post holder 
HAS THE AUTHORITY TO DECIDE UPON THE CONTENT OF ADVICE.  

The system's assessment is... Level 3 

5. DECISIONS - CONSEQUENCES 

CONSEQUENCES OF DECISIONS 

Decisions which have a SIGNIFICANT implications for the service or SIGNIFICANT effects 
on employees or other individuals or other organisations. 

Note:  
Post holders decisions will impact the service user in terms of the immediate care and 
protection that can be provided, and in mental health cases removal of an individuals civil 
liberty through detention under the Mental Health Act. This in itself can affect the 
individual in the long term with regard to stigma and a bar to future employment. 
 
The decision regarding any action plan will also impact the close networks around the 
individual, family, neighbours and in some cases the general public. 

Help: To have a significant impact the outcome of the decision would relate to the quality 
of the service i.e. it will affect all service users. This may include a review of a system of 
work, change the way that people work or the way in which the service is delivered. 
 
Our local convention is: 
Assessment of significance must take into account the degree of complexity of the 
decisions, volume of sensitive decisions likely to be made and the autonomy to act 
appropriately.  Sensitivity should be taken from the Council’s perspective in terms of risk, 
financial commitment, political or media high profile issues, or resultant liability. Those 
posts with an enforcement role should score here as should jobs with a more profound 
impact on a service user. 
 

The system's assessment is... Level 3 

6. RESOURCES 

CASH / FINANCIAL RESOURCES 

The post is not accountable for the accurate handling / security of cash, cheques or other 
financial resources. 

Help: The job must require a responsibility for the resource which is PERSONAL TO THE 
POST AND IDENTIFIABLE TO THEM INDIVIDUALLY. 
 
Our Local Convension is 
 
Cheques should be credited if the post holder is responsible for recording and / or banking 
and reconciling the cheques. Cheques regardless of the amount on the cheque should be 
considered as LOW SUMS. Responsibility for the security and / or issuing of volumes of 
blank NCC cheques should be considered as MODERATE SUMS. 
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• Holding Purchase Cards should not be counted as they are simply a purchasing tool 
• If a job holder has a Company Credit card personally issued to them then this 
should be considered as a SMALL SUM. 
• Where there is shared responsibility try to identify if one person has primary 
responsibility and credit that post. If responsibility is genuinely shared then the value 
should be divided by the number of staff sharing the responsibility (eg 3 staff share 
responsibility for £3000 then credit given for £1000). This may or may not affect the factor 
level.  
• To be consistent with wording for shared responsibility suggest wording – “shared 
responsibility with “x” others for “£amount”.  
• If the amount of cash/resource is held infrequently and/or of small amounts and it 
is shared between several people (eg 3+ ) then credit should only be given for the shared 
value of the cash/resource.  
• People performing a retail function with no responsibility for reconciling the till 
should get no credit for cash. 
 

PLANT / EQUIPMENT 

The post is not accountable for proper use and safe keeping of plant / equipment. 

Help: The job must require a responsibility for the plant / equipment which is PERSONAL 
TO THE POST AND IDENTIFIABLE TO THEM INDIVIDUALLY.  
 
Our local convension is 
 
Plant/Equipment 
• These are items that are needed for the job holder to carry out their 
roles/responsibilities. I.e. Laptops, vehicles, speed guns, tools etc.  
• It should be established that the job holder is personally responsible for the items, 
whether it be shared responsibility or full. To ascertain this in case of difficulty establish 
whether track is kept of equipment. 
• Uniforms should not be considered in this section as a uniform will be worn until a 
new one is required. However items such as needle proof clothing, toe-capped boots, ear 
defenders, hard hats can be credited as equipment. 
• Plant/Equipment are durables. 
 
Equipment Used “Off-Site” 
 
Where the post holder uses official equipment away from their normal work place, on an 
ongoing or regular basis and is personally accountable for the safekeeping of the 
equipment on such occasions credit should be given.  An example might be the use of 
TV/audio equipment, radar guns etc as used by a Road Safety Officer in demonstrating 
aspects of road safety on school premises.  In such cases, a line manager may also have 
accountability for these items while they are on official premises i.e. accountability may be 
shared over time. 
 
Vehicles 
 
The driving of a vehicle should not of itself result in credit under this factor.  Post holders 
who drive their own car in lieu of an official/pool car should not get credit.  Nor should post 
holders using leased vehicles where this is a pool or shared vehicle.  
 
Credit should be given to job holders who drive NCC vehicles as a major part of the job – 
drivers of mobile libraries, and those transporting social services clients for example.  It is 
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the driver who should get recognition.  As mentioned earlier, if the vehicle is used by 
different people, the person with responsibility for it’s maintenance should be credited. 
 

STOCK / MATERIALS 

The post is not accountable for materials / items of stock. 

Help: The job must require a responsibility for the materials / stock which is  PERSONAL 
TO THE POST AND IDENTIFIABLE TO THEM INDIVIDUALLY. 
 
Our Local Convension is 
 
Stocks/Materials  
• If it is the job holder’s responsibility to issue out items, re-order, take delivery and 
then lock away the stationary etc then they should be credited. Small items such as their 
own pens do not count. 
• Stock/Materials are consumables. 
 
In the case of library stocks, which may be of considerable value, a post holder 
accountable for stock is likely to: 
 
? Have control over its security and physical condition 
? Be required to ensure appropriate stock checks are undertaken 
? Be personally accountable in the event of loss/deterioration 
 

DATA SYSTEMS 

The post holder is not responsible for the use and safekeeping of data systems. 

Help: The job must require a responsibility for the data systems (either manual or 
computerised), which is PERSONAL TO THE POST AND IDENTIFIABLE TO THEM 
INDIVIDUALLY. This will  include those involved in the full time use and manipulation of 
information technology. 
 
Our Convension is 
Data Systems  
 
Nearly all council’s employees handle data in some form or another and it is of no value to 
give credit for data handling or data input.  Additionally, use of IT equipment is recognised 
under Physical Demands and it is important to avoid double counting. 
 
• Does the post have SYSTEM ADMINISTRATOR responsibility for either manual or 
computerised systems? Does post holder have ‘rights’ ie can they make changes to many 
records and/or the programme and or the filing system for example – are they responsible 
for the responsible use and maintenance of the data? 
• If they are required to update/maintain single records they DO NOT qualify as 
responsible for data systems. 
• Low/High Value - consideration of the time taken to replace any lost data with the 
impact on the council of any amount of information lost in respect of negative publicity 
should be taken into consideration. 
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BUILDINGS 

The post is not accountable for the proper use and safe keeping of buildings. 

Help: The job must require a responsibility for buildings, which is  PERSONAL TO THE POST 
AND IDENTIFIABLE TO THEM INDIVIDUALLY. 
 
Our Convension is 
Buildings: 
• It is important to establish the level of responsibility for a building i.e. sole or 
shared.  Normally shared responsibility will result in a level below full responsibility being 
awarded – consideration should be given to scoring level 2 on Plant/Equipment if the 
responsibility is shared and relates to “Small” buildings. 
• Responsibility for buildings should include both/either of the following sets of 
responsibilities 
• Security – setting alarms, opening &amp; locking up, some call out responsibility. 
• Maintenance – formal requirement to initiate or undertake repairs. 
• Key holder responsibility alone will not count in this section. 
• There may be special cases where senior managers who are “hands on” will meet 
the criteria for buildings responsibility but this must be established with examples and 
frequency and not awarded solely on the grounds of budget accountability.  
 

The system's assessment is... Level 1 

7. WORK DEMANDS 

INTERRUPTIONS & DEADLINES 

The job is normally subject to interruption. 

Help: Our Convension is 
 
Reference should be taken to the manual scheme to make an assessment of level – then 
the rules used to work out how to score that level on the computer. 
 
Level 2 – the post holder must experience significant interruptions which cause them to 
change tasks.  The programme of work should be established and the interruptions 
demonstrated so a person on phone duty would not get credit for interruptions caused by 
the phones ringing – this would constitute the programme of work.  An interruption would 
have to cause the programme of work to change for a period of time. 
 
Level 3 – the post must demonstrate challenging deadlines that are negotiated or imposed 
and having a series of variables over which the post holder has control or influence; these 
would not normally include self imposed deadlines in order to complete a collection of 
tasks in a day.  The requirement to deliver post by 10.00 would not constitute a deadline 
as this is a daily, scheduled occurrence. 
 
Level 4 – the post must demonstrate conflicting priorities or conflicting resource needs in 
addition to the challenging deadlines described in level 3 e.g. having frequently having to 
reschedule work. 
 
Level 5 – the post must demonstrate frequent conflicting priorities and resource needs 
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which requires frequent scheduling of work and reallocating resources to cope with peaks 
and troughs of work in addition to the challenging deadlines. 
 
 

These would frequently lead to the post holder having to switch to a different 
programme of tasks. 

Note: Post holder is responsible for responding to emergencies regarding care and 
protection for all the fieldwork teams across Childrens, Adults and Mental Health.  each 
separate field is governed by its own legislation stipulating specific deadlines within which 
to operate, gather information, make assessments and provide action plans, 
implementation and review. 

Help: A Programme of Tasks describes a collection of activities forming an identifiable area 
of work.  Consideration needs to be given to HOW OFTEN INTERRUPTIONS LEAD TO THE 
POST HOLDER HAVING TO SWITCH TO A DIFFERENT IDENTIFIABLE AREA OF WORK.  
 
Frequently -Work will be SUBJECT TO DEADLINES and  the programme of tasks is more 
likely to change than to remain unaltered. Changes in activity take place SEVERAL TIMES A 
DAY. 
 
Our local convention is: 
Refer to the manual scheme scoring 

CONFLICTING PRIORITIES / RESOURCE NEEDS 

The post holder has to resolve conflicting priorities / resource needs on an on 
going/regular basis. 

Note: Post holder is responsible for care across the field work team and for the separate 
legislation that governs each of the those areas the post holder will weigh up the statutory 
priority of each case. 

Help: Post holder needs to RESOLVE PROBLEMS of this nature on at least a DAILY BASIS. 
 
Our local convention is: 
Refer to the manual scheme scoring 

The system's assessment is... Level 4 

8. PHYSICAL DEMANDS 

PHYSICAL EFFORT 

The job requires the following level and frequency of physical effort: 

   Normal Physical effort Regularly / 
Lengthy Periods 

Note: The evidence suggests that the range of physical effort required 
did not extend beyond normal physical effort as defined by the agreed 
conventions and therefore this level has been awarded.(MP) 
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Post holder will occasionally be required to carry, physically support 
young children/babies. 

Help: Normal physical effort will include sitting, standing and normal 
office duties such as filing. 
 
 Our Convension is under revision: 
 
Normal Physical Effort To score at the "Substantial" level post holders 
will typically have use of heavier office machinery e.g. industrial 
guillotine, kitchen equipment, polishers etc. 
 
Where a job holder has a high level of computer input they are likely 
to experience lengthy periods of normal physical effort (L for normal 
effort) and perform occasional work in awkward positions (O for 
substantial effort), generating a level 2 score for this factor. 
 
Generally unpronounced or sporadic physical effort, only moderate 
body movements, and occasional (less that 6 times a day) lifting or 
carrying light weights (under 10kg).  This would equate to normal 
office-type work including clerical work but not continuous 
keyboarding.     
 
 
 
 
 
 

The post holder is a MODERATE user of IT equipment. 

Note:  
Post holder would use the PC up to 30% of the time. 

Help: Use of computer system on a DAILY BASIS. Post holder will have other tasks and 
typically will spend NO MORE THAN 2 HOURS PER DAY (cumulative) actively using the 
system. 
 
Regularly/Short Periods 25-49% of working time 
 
Moderate Over 25% of working time. 

The system's assessment is... Level 1 

9. WORKING CONDITIONS 

WORKPLACE 

The post holder normally works in the following area(s):- 

   Indoors - office environment (or similar) Main place of 
work 
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Note: Post holder will work in offices, hospitals, police stations, homes. 

Help: Where the heating, lighting and ventilation are similar to that of 
an office, e.g. classroom, care home etc. 

DISAGREEABLE CONDITIONS 

The job is subjected to the following disagreeable conditions: 

   Unpleasant working conditions associated with caring 
responsibilities 

Occasionally 

Note: Post holder visits peoples homes that are in a dirty and 
unhygienic. 

Help: E.g those associated with caring responsibilities. 

The system's assessment is... Level 1 

10. WORK CONTEXT 

EXPOSURE TO RISK 

There is a SUBSTANTIAL level of risk to personal safety of injury, illness or health 
problems arising from the environment / public (assumes appropriate risk assessments 
have been undertaken and hazardous conditions avoided/reduced). 

Note:  
Post holder deals directly with issues of severe neglect, mental ill health, child abuse/other 
forms of abuse and exposed to situations as appropriate adults that can be deeply 
distressing.  There is a risk physically to the post holder due to working at night in 
deprived areas and peoples homes, and a high level of emotional distress regarding the 
nature of the cases across all areas of social field work. 

Help: This may describe jobs where there is a requirement to visit homes where it is 
known there may be a risk of a violent incident, a job which works with a difficult client 
group and jobs which involve known hazardous work. 
 
Posts at level D include those who face high risk of personal injury. The client group and 
frequency of contact should be considered as appropriate when deciding level of risk.  A 
Care Worker in daily contact with a challenging client group would normally be given a 
higher score than a line manager dealing with the same client group on an occasional 
basis. 
 
Our local convention is (under revision) 
Post holders requiring daily exposure to potentially violent service users in their homes 
should score here. 
• Post holders required to work at height (in harness) with machinery may score 
here e.g. daily working with a chainsaw at height. 
• Post holders requiring the frequent exposure in a direct service provision 
environment to cases which may involve pornography, abuse or extreme violence may 
score here. 
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The system's assessment is... Level 4 

11. KNOWLEDGE & SKILL 

TYPE OF WORK UNDERTAKEN 

The role demands that the post holder has the ability to undertake work of a complex 
and specialist nature. 

Note:  
Post holder is part of a specialist team that is responsible for an out of hours emergency 
service across the all field work team in social services.  Children's, Adults and Mental 
Health. 
 
Post holder responds to calls from the public and other professionals out side of office 
hours. 
 
Post holder will undertake investigations, assessments, develop action plans , implement  
any plans and review.  Post holder will prioritise cases on the basis of their severity and 
legislative guidelines as well as follow cases up that require further social work intervention 
out of hours. 
 
Post will do this for all social work field teams e.g. cases around vulnerable children, 
vulnerable adults, homelessness, older people, Alzheimers, Dementia, and Mental Heath. 

Help: The structure of such jobs will involve TASKS WHICH ARE COMPLEX. Typically these 
duties will apply to a SERIES OF VARIABLES ALL IMPACTING on the role over which the 
post holder is required to have control. 
 
Our local convension is: 
 
Complex 
 
" The post holder will be a point of contact/source of expert knowledge for 
team/departmental colleagues. Post holders will have to interpret more complex 
procedures, policies and legislation and to impart this knowledge to a broader audience. 
 

DEPTH AND BREADTH OF KNOWLEDGE 

The post holder must possess a detailed level of knowledge and skills across a diverse 
range of specialist disciplines. 

Note: Knowledge 
- Professional social work qualification (CQSW, DipSW or equivalent). 
- Approved Social Worker (Mental Health Act 1983) status, or willingness and ability to 
complete training at an early opportunity. 
- In-depth knowledge of child care legislation and in particular the law and Guidance 
relating to Child Protection. 
- Knowledge of mental health legislation. 
- Understanding of the differences between working in an out of hours social work service 
and working in daytime services. 
- Understanding of the equal opportunities aspects of service delivery. 
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- Understanding of the City's core values and their implications for the delivery of social 
work services. 
 
Skills/Abilities - Interpersonal  
- The ability to respond confidently and sensitively to members of the public at all times. 
- The ability to form positive partnerships with other professional. 
- Ability to communicate at all levels both verbally and in writing. 
- The ability to work flexibly as part of a small team committed to high quality service 
delivery. 
- The ability to participate constructively in meetings, representing the team and / or the 
Department if necessary. 
 
Skills/Abilities - Other  
- Effective analytical and assessment skills. 
- The ability to work independently and autonomously, within policy and procedural 
frameworks. 
- The ability to work effectively under pressure, organising and prioritising work. 
- The ability to transfer skills into unfamiliar settings. 
- The ability to use computer information systems. 
 
Experience  
- Minimum three years post-qualifying experience as a fieldwork practitioner. 
- Substantial experience of undertaking Child Protection enquiries and investigations. 
- Experience of working in a duty setting in a Social Services Department. 
- Experience of working directly with people with mental health problems. 
- Experience of working with a range of service user groups. 
 
 
The evidence clearly demonstrated the need for a detailed knowledge and skills  across a 
diverse range of specialist disciplines and therefore this level was awarded.(MP) 

Help: The structure of the job requires sufficient depth of knowledge or skill such that it is 
DISCRETELY IDENTIFIABLE as a separate body of knowledge. MORE THAN ONE 
DISCIPLINE is present at this level AND they feature FUNCTIONAL DISTANCE between the 
areas i.e.: they are diverse. 
 
Our Convension is 
 
Diverse range of specialist disciplines 
 
Post holders will be required to have an in depth knowledge of range of disciplines and/or 
be regarded as an expert. Disciplines are a combination of range of tasks/activities which 
when combined result in a specialist discipline. 
 
For a Solicitor this may include; advocacy, litigation, court proceedings, and drafting of 
complex papers.  The potential risk of winning/losing a potential a case will give an 
indication of the degree of specialism. 
 
A Procurement Officer will be required to have an in depth knowledge of contract 
specification, financial and legal regulations, and post tendering negotiations. The value 
and complexity of each contract will give an indication of the degree of specialism. 
 

The system's assessment is... Level 6 
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