APPENDIX 4

Glossary and Definitions used in the report

Misinterpretation of Establishment data can often occur through an incorrect
understanding of the definitions that are used. The attached Appendices
include a number of terms and the definitions are shown below.

Definitions

Grouped Posts:

Individual posts with the same criteria against them are sometimes grouped
into one generic post with the full time equivalent (FTE) value reflecting the
total number of hours from the individual posts. A Grouped Post will have one
post number, but each employee allocated to the Grouped Post will retain
their individual Employee numbers.

The following information must be the same for every employee within the
Grouped Post:

e Job title;
e Grade;

e Reporting Line;

e The team the postis in;

e Location;

e Cost Centre;

e Funding source; and,

e Post status (i.e. Permanent or Temporary).

Establishment:

The number of posts (shown as full time equivalents (FTE)) that are
supported by the approved staffing budget, agreed by the Council (through
the Policy and Budget Framework) at the annual budget setting meeting. If
the Executive subsequently change the staffing budget during the year then
the Establishment would be expected to change. Changes in Establishment
can also result from restructuring where two lower paid posts could be created
from a single higher salaried post or vice versa. In this case the budget does
not change but the Establishment will.

The Establishment includes both occupied and vacant posts. In some cases
vacant posts within the Establishment may be covered by temporary or
agency staff. These are not added to the Establishment.

The Establishment includes Permanent and Fixed Term positions whether
they are full or part time.

Casual and Relief staff as well as those on variable hour contracts are not
included within the Establishment figures and are reported separately.

The Establishment includes all Permanent, and Fixed Term positions
irrespective of their funding source, as long as they are West Berkshire
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Council employees. As a result, staff funded by external grants or jointly
funded with Partner organisations will be included. Atthe same time no
distinction is made between Revenue and Capital funded positions.

Occupied FTE:

This is the total Full Time Equivalent (FTE) posts within the Establishment that
are occupied at the end of the reporting period. It does not include posts that
are being covered by temporary or agency staff. This data includes staff who
may not currently be working in their post, but who are still employed e.g. on
maternity leave, on sick leave.

Vacant FTE:

This relates to the total Full Time Equivalents that are vacant within the
Establishment at the end of the reporting period. Adding the number of
vacant and occupied posts together will show the total Establishment. Staff
due to start employment will not move a post from ‘vacant’ to ‘occupied’, even
where an offer of employment has been made.

Staff headcount:

The total number of staff in post as at the end of the reporting period. This is
the same as occupied FTE except that the headcount counts people who are
not full time equivalents. This data includes staff who may not currently be
working in their post, but who are still employed e.g. on maternity leave, on
sick leave. Staff headcount is shown per service in this report. The headcount
per service should not be totalled as this gives an inaccurate figure as some
employees have several posts, sometimes in the same, and sometimes in
different, services.

Annualised Turnover:

As quarterly turnover but annualised to show a forecasted annual figure if the
level of leavers should be maintained for the rest of the rolling year.

Overtime - Flat:
Any time paid over standard contractual hours paid at flat hourly rate.

Overtime - Enhanced:

Any time paid over standard contractual hours paid at an enhanced hourly
rate.

Casual:

Any hours paid for casual staff who do not have a contracted number of hours
each period.



