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MATCHING AND LOCAL EVALUATION PANELS CODE OF CONDUCT

1 Each panel will consist of a minimum of three representatives comprising of up to two management and two staff side representatives.  There must be a minimum of one staff side representative and one management side representative on every panel.

2 Each panel will elect a chairperson for the duration of that day

3 The role of the chairperson is to ensure that:

· There is the opportunity for free and frank discussion

· Members respect the right of each panellist to voice their opinion

· Consensus of agreement for each factor must be reached

· The panel remains focused on the job in hand

4 Any panellist with concerns about any aspect of a panel of which they are a member should discuss them with either of the Trust’s Job Evaluation Leads.

5 All discussion within a panel must remain strictly confidential.

6 For job matching the panel must have access to the following information as a minimum – copy of agreed job description, copy of the person specification for the post, plus details of two people who are available/contactable representing management and staff in the area of work under review.  These job advisers will provide additional information about the post under review at the request of the panel.  The panel is not required to contact the job advisers if they do not need additional information.

7 A written note should be made of any additional information requested and provided by job advisers.

8 Additionally the panel may have access to additional sources of information beyond the minimum outlined in 6 above.  These are a face-to-face opportunity to seek further information from the job holder/representative of a group of job holders and line manager and written supplementary information provided via a questionnaire completed by the job holder.  Access to these additional sources of information is not a requirement of the process.

9 Once consensus has been reached all panel members must stand by that decision unless changes are agreed through the consistency checking process (see Policy and Procedure on consistency checking).
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