
Moray LNCT Job Sizing Protocol
1. Key Principles

· Job Sizing of any promoted post will always involve both management and teacher trade union Job Sizing Co-ordinators.

· All Job Sizing Co-ordinators will be trained using the SNCT training materials prior to undertaking this role.

· A register of all trained Job Sizing Co-ordinators will be maintained jointly by the Education Staffing Officer and the LNCT Teachers’ Side Joint Secretary. This will be reviewed on an annual basis and training will be organised as required with the aim being to have a minimum of three trained co-ordinators from each side available at any time.
· The process will be undertaken in a spirit of partnership with both sides seeking to ensure fairness, equity and consistent application of the SNCT guidance in all areas. 

2. The Process
(i) Job Sizing will be carried out in the following situations:

a) when new posts are created
b) when the criteria for re-sizing of posts have been met

c) when HT vacancies occur  ( prior to advertising the post )
(ii) Job sizing meetings involving representatives from both sides will take place 4 times each session in November, December, February and May with the following specific tasks for each occasion:
November –
Meeting to review September census data and consider implications for job sizing in 

relation to whole school information. This will involve scrutiny of data relevant to 1.9 to 1.14 in the questionnaire. At this time, letters will also be sent to those for whom the job re-sizing process has been triggered by significant changes in this whole school information, indicating that any change to salary will be effective from 1 February.

December -
Processing of questionnaires for payment from 1st February.
February   – 
Meeting to consider questionnaires for new posts which require to be job sized prior 

to advert, for payment from 1 August.
Late May/ Early June – Processing of questionnaires for payment from 1st August
(iii) Job Sizing Questionnaires may be completed and submitted for processing in the following circumstances:
a) By a post holder who clearly identifies changes in the post which, when matched against the criteria, trigger the re-sizing process. In this situation the questionnaire should be signed off by the Head Teacher, and be accompanied by a completed “Job Re-sizing Trigger Identification Form” ( See Appendix 1)
b) By a Head Teacher for a new post.

c) By Education Officers for vacant Head Teacher posts.

(iv) Whole school data will be shared with teacher trade union co-ordinators but recorded on a spreadsheet to be held centrally and updated on an annual basis following the September census. This will be used to verify triggers for re-sizing.
(v) In February each year, the Educational Services Staffing Officer will send a reminder to all schools of the timescales and procedures for job sizing. 

(vi) Completed forms will be checked by before the data is entered into the tool kit and the questionnaires signed off by both co-ordinators. In some cases this may require the co-ordinators to meet with the staff concerned, post holder and/or headteacher, for verification or clarification of the information submitted.

(vii) Following completion of the processing of the data and allocation of the post to the appropriate point in the salary scales, the Staffing Officer will send the completed questionnaire to personnel along with the following information:




Previous salary point




New / confirmed salary point 




Date from which change to be effective

Letters confirming the above to be issued within two weeks.

(viii) Completed questionnaires will be retained centrally after processing and a copy will be returned to the school for future reference.

(ix) Any dispute or complaint in relation to the job sizing process should be raised initially with the Joint Secretaries of the LNCT and subsequently, if there is ongoing failure to agree locally,  with the SNCT Joint Secretaries. 
( As agreed at LNCT 5.5.11)

