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1.     Staffing powers of the Head of Paid Service 

 
1.1 With the exception of the GLA’s statutory officers and staff appointed by the 

Mayor under the Greater London Authority Act 1999 (as amended) s 67(1)) 
(“Mayoral Appointees”), the GLA’s legal powers concerning staff are vested in 
the Head of Paid Service (HOPS).   

 
1.2 The HOPS is, for example, responsible for creating and deleting posts, making 

staff appointments, and determining terms and conditions of employment.  
 
1.3 The HOPS cannot sensibly exercise all these functions personally, and so has 

delegated the  exercise of some of these functions to other officers in the GLA. 
These delegations are set out in the HOPS Scheme of Delegations –Staffing, 
which should be read alongside this Protocol.     

 
1.4 This Protocol sets outs various procedures that should be followed by the HOPS 

or officers with delegated powers, when using the GLA’s staffing powers vested 
in the HOPS.   

 
1.5 The GLA’s legal powers concerning its statutory officers are vested in the Mayor 

and the Assembly acting jointly, and are addressed in the GLA’s Statutory 
Officers – Staffing Protocol.   

 
1.6 The GLA’s legal powers concerning mayoral appointments are vested in the 

Mayor, and are also the subject of a separate protocol.     
 
2. Scope  

 
2.1 This document is concerned only with “employees” of the GLA, also referred to 

as “staff.” It is not concerned with the engagement or use of agency workers or 
consultants.  

                                                 
1 All reference to the Greater London Authority Act 1999 are to that Act as amended by the Greater 
London Authority Act 2007  

 



 

3.       Recruitment to GLA Act 1999 (as amended) s 67(2) established staff 

posts 
 
3.1 HOPS approval is not required to recruit permanent or temporary employees to 

established staff posts, but such recruitment must comply with the HOPS 
Scheme of Delegations – Staffing, the requirements of this Protocol, and any 
relevant procedures of the GLA2.  

 
3.2 Before any steps to recruit can be taken, an Approval to Fill Form must be 

completed and it must be signed off by an officer with delegated powers to 
approve the proposed recruitment.   

 
3.3  The appointments process must follow that set in section 4. 
 
3.4 Recruitment to established posts will be reported to the HOPS through a six 

monthly report, which will be sent for information to the Mayor and BMAC.  
 

4.     Appointments to established staff posts  
 
4.1  The Head of Human Resources is responsible for administering the appointment 

panel arrangements for all of the posts below.   
 
 
S 67(2) Executive Director Posts (except the Executive Director of Secretariat)   
 
 
4.2 The Appointments panels will comprise the HOPS (as Chair of the Panel), the 

Head of Human Resources, or delegated officer, and, if appropriate, either 
another s 67(2) Executive Director/or a statutory officer.   

 
4.3 In addition, the HOPS can invite the Assembly to nominate one Assembly 

Member and invite the Mayor or his/her nominee, to sit on the appointment 
panel. The HOPS can also invite external experts to sit on the panel. The 
Assembly Member, the Mayor or his/her nominee, and any external experts will 
be able, subject to any direction from the Chair of the Panel, to participate in 
the interview process but will not be able to vote on the appointment.  

 
Staff appointed under s 67(2) of the GLA Act 1999 (as amended) in the Mayor’s Office, 
or managed by a s 67(1) appointee  
 
4.4  For these posts, the HOPS delegates responsibility to an Executive Director 

appointed under s 67(2) or to a statutory officer  (for Head of Unit posts) or to 
the relevant Assistant Director / Head of Unit posts (for other posts below Head 
of Unit level) to determine the composition of the appointment panels, which 
makes the appointments.   

 

                                                 
2 Including the GLA’s Recruitment and Selection Policy, which covers the requirements of the Local 
Authorities (Standing Orders) Regulations 1993/202 



4.5  Mayoral Appointees (appointed under s 67(1)) can attend and, subject to any 
direction from the Chair of the Panel, participate in the appointment panels for 
Assistant Director / Head of Unit posts but will not be able to vote on the 
appointment.   

 
Secretariat Posts  
 
4.6 The Appointments panel for the Executive Director will, at a minimum, comprise 

the HOPS (as Chair of the Panel), the Head of Human Resources, or delegated 
officer and, if appropriate, either another s 67(2) Executive Director or a statutory 
officer.  

 
4.7 In addition, the HOPS can invite the Assembly to nominate Assembly Members, 

and can invite external experts, to sit on the appointment panel for the Executive 
Director. The Assembly Members, and any external experts, will be able, subject to 
any direction from the Chair of the Panel, to participate in the interview process 
but will not be able to vote on the appointment.  

 
4.8 For all other Secretariat posts, the HOPS delegates responsibility to the Executive 

Director of Secretariat (for head of unit posts) or to the relevant Head of Unit (for 
other posts below Head of Unit level) to determine the composition of the 
appointment panels, which makes the appointments.   

 
4.9 For Head of Unit posts within the Secretariat, Assembly Members can attend and, 

subject to any direction from the chair of the panel, participate in the 
appointment panels but can not vote on the appointments.   

 
Other staff 
 
4.10 The HOPS is responsible for making appointments to these posts. 
 
4.11 The HOPS delegates responsibility to the relevant director (for Assistant Director 

/ Head of Unit posts) or to the Assistant Director / Head of Unit (for other posts) 
to determine the composition of the appointment panels, which makes the 
appointments.   

 
5.  Major Restructures –and creating or deleting staff posts  
 
5.1 The Head of Paid Service will consult with BMAC and the Mayor on any “major 

restructure;” namely the creation or deletion of more than five posts within any 
one unit.3   

 
5.2 The HOPS is responsible for approving major restructures, and this power is not 

delegated by the HOPS.  The Head of Paid Service will also inform the Mayor, and 
the Chair and Deputy Chair of the Assembly on restructures involving less than five 
posts before taking a decision on them. If these are felt to be particularly 
contentious they would be referred to BMAC and the Mayor for formal 
consultation. 

  

                                                 
3 This does not refer to any arrangement to share services across the GLA group which is subject to 
separate consultation arrangements.  



 
5.3 The HOPS will regularly report to the Mayor and BMAC  any decisions taken in 

relation to the deletion or creation of posts, which do not fall under the definition 
in 5.1 in the month after such decisions have taken place. 

 
5.4 It is expected that the majority of posts that are to be created or deleted will be 

addressed through the GLA’s budget setting process, which is agreed by the end 
of February each year.  In any event, and in all cases, the following must be 
done in the order set out below before seeking HOPS approval to proposals for 
a major restructure:  

 
(i) initial draft proposals as to the proposed new structure (ie: creation or 

deletion posts) must be formulated by the relevant Director and discussed 
with HOPS; 

 
(ii) formal initial draft proposals as to the proposed new structure must be set 

out in writing and sent to UNISON and all “affected staff” (as defined in the 
GLA’s Management of Change Procedure) for consultation, regardless of the 
number of staff affected by the proposals. (Also see the Management of 
Change Procedure for details of any applicable timescales for consulting 
with staff and UNISON).    

 
5.5 The Mayor and BMAC must also be consulted on proposals for major restructure 

(as set out in 5.1 above) at the same time as staff and UNISON are consulted in 
accordance with 5.4 (ii) above. Further consultation with staff and UNISON may 
be required where the proposals change significantly as a result of consultation 
with the Mayor and BMAC.  

 
5.6 In order to consult with the Mayor and BMAC:  
 

(i) a report (see Appendix 1) should be sent to the Mayor and BMAC 
separately containing the information and evidence set out in the checklist 
at Appendix 2.  

 
(ii) the report for the Mayor should contain a covering letter from the Head of 

Paid Service. 
 
(iii) the report for BMAC must be sent to Secretariat to be published as an 

item on the agenda for the next meeting of BMAC (unless the matter is 
urgent / there is insufficient time to consult with BMAC, in which case the 
report must be sent to the Chair and Deputy Chair of BMAC and the Group 
Party leaders on BMAC); and  

 
(iv) a HOPS Decision Form (Appendix 3) must be prepared with the reports to 

the Mayor and BMAC attached to it, and then sent to the HOPS for 
approval.   

 
5.7        The Mayor and BMAC would be expected to comment within three weeks of 

them receiving the reports and, in the case of urgency (referred to in 5.6(iii) 
above) the Chair of BMAC (in consultation with the Deputy Chair and party 
group leaders on BMAC) would be expected to provide a response within one 



week.  The views of BMAC can be recorded in the minutes of the relevant 
BMAC meeting.  

 
5.8 On receipt of the Mayor’s and BMAC’s views on any final proposals, the HOPS 

will need to take these into account before making make his/her decision. 
 
5.9 HOPS may only approve final proposals for a major restructure if, having 

considered all the information in the HOPS Decision Form (and the reports 
attached to it), he/she is satisfied that the proposals:  

 
(i) are achievable within the Authority’s available resources;  

 
(ii) fit within the priorities of the Authority; and  

 
(iii) are necessary for the proper discharge of the Authority’s functions.   

 
 
6  Temporary staff posts 
 
 
6.1 Any proposals to create a temporary staff post may be approved by the Head of 

Paid Service, or by an officer with delegated authority under the HOPS Scheme 
of Delegations – Staffing Issues.   

 
6.2 Proposals to create temporary staff posts must be set out in a Short Term 

Assignment Form (STAF).  
 
6.3 These will be reported by HOPS to the Mayor and BMAC in a six monthly report.  
 
7. Terms and conditions  
 
7.1 “Terms and conditions” for the purposes of this Protocol means terms and 

conditions of employment that apply to all staff appointed under s 67(2) of the 
GLA Act, and includes all employment policies and procedures (whether 
contractual or not).  

 
7.2  The HOPS is responsible for determining terms and conditions for staff 

appointed under s 67(2) of the GLA Acts with the exclusion of staff transferred 
under a statutory transfer (TUPE). BMAC and Mayor will be informed of any 
changes made to terms and conditions as a result of statutory change. 

 
7.3. Before seeking the HOPS approval to proposals to change terms and conditions, 

the following must be done:   
 

(i) initial draft proposals as to the proposed changes must be formulated by 
the Head of HR and discussed with HOPS;  

 
(ii) initial formal proposals must be set out in writing and sent to UNISON for 

consultation (UNISON being the GLA’s recognised trade union); and 
 

(iii) the Head of HR will seek UNISON’s agreement to the proposed changes 
through the Joint Consultative Committee (JCC).   



 
7.4 Whether or not UNISON’s agreement to the proposed changes is obtained, the 

following needs to be done:   
  

(i) a report (see Appendix 1) should be sent to the Mayor and BMAC 
separately containing the information and evidence set out in the 
checklist at Appendix 4.  

 
(ii) the report for the Mayor should contain a covering letter from the 

Head of Paid Service. 
 
(iii) the report for BMAC must be sent to Secretariat to be published as 

an item on the agenda for the next meeting of BMAC (unless the 
matter is urgent / there is insufficient time to consult with BMAC, in 
which case the report must be sent to the Chair and Deputy Chair of 
BMAC and Group leaders on BMAC); and  

 
(iv) a HOPS Decision Form (Appendix 3) must be prepared with the 

reports to the Mayor and BMAC attached to it, and then sent to the 
HOPS.   

 
7.5  The Mayor and BMAC would be expected to comment within three weeks of 

them receiving the reports and, in the case of urgency (referred to in 7.5(ii) 
above) the Chair of BMAC (in consultation with the Deputy Chair and group 
party leaders on BMAC) would be expected to provide a response within one 
week.  The views of BMAC can be recorded in the minutes of the relevant BMAC 
meeting.  

 
7.6 On receipt of the Mayor’s and BMAC’s views, the HOPS will need to take these 

into account before making make his/her decision. 
 
7.7   HOPS may only approve the proposals for changing terms and conditions if, 

having considered all the information in the HOPS Decision Form (and the 
reports attached to it), he/she is satisfied that the proposals are appropriate, 
taking into account:  

 
(i) the priorities of the Authority;  
 
(ii) the need for the Authority to properly discharge its functions;   

 
(iii) the available resources of the Authority.    

 
(iv) the need, where appropriate, to comply with legislative change/ statutory 

requirements 

 
8 Other matters 
 
8.1 For all matters or decisions that are not covered by sections 5, 6 and 7 above 

and which affect s 67(2) staff or staff posts, these must be dealt with or taken 
in accordance with the HOPS Scheme of Delegations – Staffing, and any other 
applicable policies and procedures.    



 
 
 
9 Disciplinary action and investigations 
 
Disciplinary action against HOPS (GLA Acts (s 67(2)) appointed staff  
 
9.1 Disciplinary action against these staff will follow the procedures set out in the 

GLA’s disciplinary policy.  
 
10  Dismissals   
 
10.1 Dismissals can occur as a result of probationary action, disciplinary action, 

capability action, sickness absence, redundancy, expiry of a fixed term contract, 
or some other substantial reason. 

 
10.2   The Head of Paid Service (HOPS) is responsible for dismissing s 67(2) GLA Act 

employees although, this power may, where permissible under any of the GLA’s 
relevant procedures or schemes of delegation, be exercised by other s 67(2) 
HOPS appointees under delegated authority.  

 
10.3 The procedures set out in the current code of ethics and standards, probation 

policy, sickness absence policy, management of change procedure and any other 
relevant procedures will be followed in respect of dismissals identified at 
paragraph 10.1 above. 

 



Item 12, Draft Template

                                                                    

Subject: [Insert Title] (bold 24pt initial capitals) 
Report Number: [Insert no] 
 
Report to: [Insert Name] Mayor or BMAC  
 
Date:  [Insert date] 
 
Report of:  Head of Paid Service [Insert name] 
 
 
1. Recommendation(s) (bold 14pt) 
 
1.1 That the Mayor / Committee respond to this consultation on the proposed [major 

restructure….] [the proposed changes to terms and conditions…..] 
 
1.2 [AND – only for reports to the Mayor proposing changes to terms and conditions: That the Mayor 

agrees (noting it is a joint decision with the Assembly) that the proposed changes to terms and 
conditions shall apply to the GLA’s three statutory officers upon the Head of Paid Service (HOPS) 
deciding (having considered the Mayor and BMAC’s consultation response) to adopt and apply the 
policy in respect of all HOPS appointed staff; and that the Mayor agrees that the proposed changes 
to terms and conditions shall apply to all staff appointed by him under s 67(1) of the GLA Act upon 
the Head of Paid Service (HOPS) deciding (having considered the Mayor and BMAC’s consultation 
response) to adopt and apply the policy in respect of all HOPS appointed staff. 

 
          AND – only for reports to BMAC proposing changes to terms and conditions: That the Committee  

agrees (noting it is a joint decision with the Mayor) that the proposed changes to terms and 
conditions shall apply to the GLA’s three statutory officers upon the Head of Paid Service (HOPS) 
deciding (having considered the Mayor and BMAC’s consultation response) to adopt and apply the 
policy in respect of all HOPS appointed staff.  

 
 
 
 
 
 

 
 
2. Background  (bold 14pt) 
 
2.1 (12 pt single line spacing) 
 
 
3. Issues for Consideration 
 
3.1    
 

Sub Heading (bold 12pt not numbered) 
 
3.2 
City Hall, The Queen’s Walk, London SE1 2AA 
Enquiries: 020 7983 4100 minicom: 020 7983 4458 www.london.gov.uk 



        

 
 
4. Strategy Implications 
 
4.1 This section must be completed  - even if to say ‘None’ 
 
 
5. Legal Implications 
 
5.1  
 
 
6. Financial Implications 
 
6.1  
 
 
Background Papers: [This section must be completed – even if to say ‘None’] 
Contact: [Insert name, email and phone number] 
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APPENDIX 2 

 
CHECKLIST  

 
The following information and documentation must be included in separate  
reports to the Mayor and BMAC consulting them on proposals for “major 
restructure”.   
 
• What decisions the HOPS is being asked to make, and should make clear what 

posts (s)he is being asked to create, delete or change as part of the major 
restructure 

 
• In respect of each post that it is proposed to create or delete, brief details of the 

posts, including the team in which they will be situated, their responsibilities and 
grades.  

 
• Set out (i) details of the current structure, including a structure chart and any 

relevant background information; (ii) in respect of each of the posts in the 
current structure directly affected by the proposals, brief details of the posts, 
including the team in which they are situated, their responsibilities and grades; 
(iii) details of the proposed structure, including a structure chart; (iv) in respect 
of each post that it is proposed to create, delete or change, brief details of the 
posts (or changes), including the team in which they will be situated, their 
responsibilities and grades.   

 
• Why it is intended to restructure in the manner proposed, and why it is proposed 

to create, delete or change the post(s) as per the proposals (providing details in 
respect of each proposed creation, deletion or change to an existing post).  

 
• A brief summary of consultation with affected staff, UNISON and their responses, and  

  brief details of how (if at all) the final proposals incorporate any proposals raised by  
            affected staff and UNISON through the consultation process.    
 

• Why it is considered that the proposed major restructure and any  
             posts (provide details in respect of each proposed creation, deletion or change): 

(i) fit within the priorities of the Authority (ii) are necessary for the proper 
discharge of the Authority’s functions; and (iii) are achievable within available 
resources of the Authority (including how any additional or redundancy costs 
will be funded).   

 
• Details of any equalities impact assessment  

 
• Details of how and when the proposed changes will be implemented (if 

approved) in accordance with the Authority’s Management of Change Procedure 
(in particular the section that deals with Implementation) and state how it is 
envisaged appointment to new jobs, displaced employees, redeployment etc. 
will be dealt with.   
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Request for Head of Paid Service Decision  – HOPS 
 
 
This form should be used for seeking approval to: 
 

 Change terms and conditions that apply to all staff appointed under s 67(2), or change 
employment protocols or policies that confer contractual rights upon such staff. 

 
 Create or delete any permanent posts.   

 
 

 
Decision Required 
 
That the Head of Paid Service  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Jeff Jacobs, Head of Paid Service 

The above request has my approval.  

Signature 

      

 

Date        
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PART I – Factual background and non-confidential advice to the Head of Paid Service 

Decision required – supporting report 

 
1. Introduction and background 
 

 
2. Issues for consideration 

 
a) Links to strategies and Corporate Plan 

CLICK AND TYPE HERE 
 
b) Equalities impact assessments and Consultation 

CLICK AND TYPE HERE 
 

c) Risk 
CLICK AND TYPE HERE 

 
 
3. Consultation  
 CLICK AND TYPE HERE 
 

[Note any consultation with the Mayor of London and the London Assembly] 
 
 
4. Financial Comments 

Mandatory information required to enable post to be added to HR system: 

Cost centre: Cost object (if different):  

 

Is post to be externally funded, in part or full (if yes, include details below)?    

 

 Is the post full or part time?  

 

Is the post permanent or temporary?  

 

 What is expected start date? Expected end date?  

 

Supplementary finance information (to include analysis of costs, sources of funding and virement 
details, if applicable): 

CLICK AND TYPE HERE 
 
5. Legal Comments 

CLICK AND TYPE HERE 
 
6. Background/supporting papers 

  

Yes/No 

Full time/Part time 

Permanent/Temporary 

MM/YY or N/A MM/YY 
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CLICK AND TYPE HERE   
(Include BMAC report and letter from the Mayor) 

 
 

OFFICER APPROVAL: 

 
Tick to indicate approval   

 
Sponsoring Director:  

Click and insert name has reviewed the request and is satisfied it is correct 
and consistent with the Mayor’s plans and priorities. 

 

 

HR Officer: 

Click and insert name has reviewed and commented on this request. 
 

 

Legal Officer: 

Click and insert name has commented on the legal implications of the 
proposal. 

 

 

Finance Officer: 

Click and insert name, has commented on the financial implications of the 
proposal and is satisfied that there is adequate budget provision. 

 

 

 

Executive Director, Resources   

I have been consulted about the proposal and confirm that HR, Financial and Legal advice have been 
taken into account in the preparation of this report.  

Signature 

      

Date 
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