Appendix B

FAQs Minerva/Turnpike Admin restructure


	Where will I work – will I still be in the same location?



	Not necessarily. Many services are relocating in line with service reviews and the corporate accommodation review. Discussions will be held with staff as appropriate.

	Could I look at  changing my hours of work – if part time can I increase to f/t and vice versa?



	The structure proposal is for budgeted positions. Individual requests would be considered in accordance with the City Council’s policies, in line with service need. 

	What are the timescales?


	Consultation is till the end of April. Feedback to staff and the trade unions follows the consultation period.  We will then seek Lead Member approval for the restructure mid May (this would include any revisions to the proposals). A recruitment process will then take place.  We would hope to have completed the implementation by the end of June 2011.

	Process of interviewing/recruitment



	All staff should by now have taken up the opportunity of a 121 interview to discuss their personal circumstances. Recruitment will start with the admin supervisor positions, followed by senior admin posts. Ringfenced/Assimilation into other admin officer posts will then follow.  We will ensure that all employees are treated fairly in any selection methods. 

	Possibility of recruitment to non admin posts in service restructure



	This will be dependent on the availability of vacancies following their restructure, following the council’s agreed procedures and policies.

	Working arrangements for supervisor – location, peer support, training

	Supervisors will be based in a number of locations depending on aligment to service. Agile working is also a possibility. We would want to provide an opportunity for shared learning and development as part of an admin supervisor network, aligning to the Business Administration competency framework.  Details of this will be developed once posts have been recruited to. 

	What if there are further changes next year?



	There would be further consultation on any further proposed changes.

	If you are working reduced hours, would that affect your chances of a full time position? 


	No. All candidates will be treated equally irrespective of current working pattern.

	What happens if I am seconded in my current role?



	All employees will be considered in their substantive role, unless there is a significant risk to business continuity in a critical service area.

	What would happen if I wasn’t successful at a position I was ringfenced for?



	We are confident that we have enough roles within the proposed structure. If you were displaced from your current role or unsuccessful in a ringfenced position, we would discuss available options with you. However we cannot guarantee that this would be on the same grade.

	Disparity of grades still in some teams

.

	Phase 2 of the restructure will look  to realign grades to corporate admin standard grades/job descriptions. In some cases this is dependant on process change

	Would there be training if you ended up working in a different service business area?



	Yes, retraining will be provided where necessary for all admin staff, including shared learning and development.  

	What is the difference between the admin supervisor and senior admin roles?



	The admin supervisor role is a 4th tier management role and is the line manager of all senior and admin officers. Senior admin officers are the admin co-ordinators located where complexity of business requires it.  The roles are defined in the job descriptions.  

	Queries about assimilation rights.

	All claims for assimilation will be dealt with on an individual basis in accordance with the workforce and structural changes policy.

	Queries regarding if casual car user can be introduced to admin roles that require travel



	A review of posts eligible to claim car mileage will be carried out.


