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Job Evaluation/Profile Matching and Formal Grading Appeal Procedure
1
INTRODUCTION
1.1
All members of staff are entitled to request job evaluation or profile matching and to appeal the grade of their role.  A role may be submitted to the Job Evaluation/Profile Matching and Formal Grading Appeal Procedure once per year.  Where there is a demonstrable change in the role as a result of internal review or restructuring, the role holder or manager may request a job evaluation. Members of staff will not be treated less favourably than other members of staff as a result of requesting job evaluation.  
1.2
Members of staff should be aware that when a post is subjected to the careful scrutiny of a job evaluation or an appeals panel, the grade may go down as well as up.  Subject to review, red circling and green circling arrangements will apply (see below).  

1.3
Red circling is the term used when the top point of the new grade for a post is lower than the top point of the old grade.  Under equal pay legislation it is permissible to apply pay protection to these posts for a limited period only.  For four years therefore the old salary range will remain effective for red circled posts.  During this time there may be review of the content of the role to increase the responsibilities to match the protected salary, or, role holders may be redeployed into appropriately graded positions.  

1.4
Green circling is the term used when the difference between the old pay point and the bottom point of the new grade is more than three points on the pay spine.  In these cases the increase is phased over two years.  There may be a review of the content of the role to decrease the responsibilities to match the original salary.
1.5
All role analysts and grading appeal panel members will be trained, and, from time to time, updated, in the use of HERA to analyse UWL roles.  This will ensure they are aware of the sources of bias and unfair discrimination so that they are able to challenge assumptions. 

1.6
In the case of disagreements arising during this process it may be necessary to address matters in accordance with the grievance procedure. 

1.7
For a chart of the steps to be followed please see the following page of this procedure. 
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2
JOB EVALUATION / PROFILE MATCHING PROCEDURE
2.1
Any member of staff who wishes to request a job evaluation should write to the relevant HR Representative stating their grounds.  Grounds for requesting job evaluation may be one or more of the following:

· The role holder believes the role does not belong in the grade to which it has been slotted.
· There has been a significant change to the requirements of a role since it was last graded.
· Inconsistency of treatment - where the role holder submits evidence which
suggests that the assessment of the role was inconsistent in comparison with other roles.  Where this is the case, it may be necessary to score an evidence record for the other role to which the inconsistency is said to apply.
2.2
Following receipt of a written enquiry regarding grading the relevant HR representative will arrange to discuss the request with the enquirer.  The HR representative will discuss with the member of staff the possible outcomes, and the process to be followed if they wish to proceed.

Members of staff will have access to the following information:

· Any existing evidence record for their role (or a role believed to be the same as theirs - names removed). 

· Detailed information about the HERA process (this is contained within the opening section of the evidence record).

· Other documentation such as that provided on the New Pay Framework section of the intranet.

Members of staff are provided with this information in the interests of transparency and fairness, however, it should be noted that scoring is based on interpretation by trained UWL role analysts who are knowledgeable concerning consistent scoring of a wide range of roles within UWL.

Trade union members may also contact their union representative to discuss their case.

2.3
Once the above mentioned steps have been followed those wishing to request a job evaluation should confirm the request to the HR representative, along with the date from which they believe the grading should apply.  Staff members should also supply the names of any other role holders who share their job title and responsibilities and the name of their line manager.
2.4
If a Role Profile Currently Exists
Role profiles currently exist for the following roles:

· Grade 5 FE Qualifying Lecturer

· Grade 6 FE/Hybrid/HE Lecturer
· Grade 7 Hybrid/HE Senior Lecturer
· Grade 8 Principal Lecturer

The profiles for grades 6,7 and 8 are available on the intranet under Support Departments/ Human Resources/ Pay Framework/ Documentation/ Academic Role Profiles
 (In cases where there is no relevant role profile go to section 2.5)
The role holder should write what they are doing which they claim meets the profile above the one they are allocated to and attach any evidence including an up to date CV.  The date from which the claim applies should be noted.  The role holder should give this statement to an appropriate manager and ask them to provide an open written view on the statement (not a decision on the grading).  

The HR representative to the panel will review the statements and may return the statements to the role holder or line manager with questions or comments.  

Once both statements have been accepted with any questions answered the HR representative will arrange a profile matching panel of one or two union representatives, one HR representative and one or two senior managers to decide which profile applies to the post in question.  The panel may be three or five people provided that both management and the union are equally represented.  The grading panel will give priority to the consistency of grading across the organisation.  

2.5
If no Role Profile Currently Exists
The role holder(s) should complete a new evidence record if a satisfactory one does not exist.  Where there is more than one role holder one or two representatives should be chosen by the role holders to do this.  The date from which the evidence record applies should be noted.

The evidence record should be agreed with all parties: the role holder or, where applicable, the role holder representative(s); and the responsible manager.  The manager should make use of the Verification Guidance available for managers.  Any disagreements should be addressed informally and if necessary via the grievance procedure.

The HR representative will contact the responsible manager to confirm the full list of names of any other role holders who share the job title and responsibilities of the post in question.    

The HR representative to the panel will review the evidence record prior to scoring and may return the record to the role holder or line manager with questions or comments.  

Once in receipt of an adequate record the HR representative will, normally within 2 weeks, arrange a job evaluation panel of one union and one HR representative to score the role.  The job evaluation panel will give priority to the consistency of scoring across the organisation.  The HR Representative will then obtain the points score from the HERA software.

2.6
Steps following the profile matching or job evaluation
2.6.1
If a role moves up or down more than one grade it will be scored by a second panel, and the second score will be the final score.

2.6.2
 Once the role is scored or matched the HR representative will notify the role holder and responsible manager of the score and whether this impacts on the grade in which the role holder is placed.  If it does, the responsible manager should ensure the budget holder is notified.  If the post is upgraded appointment will ordinarily be to the bottom point of the new grade.  Further to job evaluation an appeal can only be made against the grade that is allocated i.e. it is not possible to raise an appeal about an individual’s position within a grade using this procedure.

2.6.3
The HR representative will be responsible for ensuring implementation of any pay change and backdated pay.  Green and red circling arrangements will apply, and any payments made in respect of ‘acting up’ will be taken into account.

2.6.4
Where a decision impacts on the established grade for the post the manager may find it useful to discuss any implications with an HR Advisor. 

2.6.5
If the role holder is dissatisfied with the outcome they may follow the Formal Grading Appeal Procedure (see section 3 of this document).

3
FORMAL GRADING APPEAL PROCEDURE
3.1
The Formal Grading Appeal Procedure is for use when members of staff disagree with the grade to which their role is allocated and the Job Evaluation/ Profile Matching Procedure has been followed.  Grounds for appeal may be procedural or substantive.  Formal grading appeals should be sent in writing and received by the Chair of the panel (the HR representative) within ten working days of the date of written notification advising a member of staff of the outcome of job evaluation/ profile matching. 

3.2
Members of staff will have access to the following information:

· The evidence record and the score given for each element or the profile for their role and the role for which they wish to appeal. 

· Detailed information about the HERA process (this is contained within the opening section of the evidence record).

· Any other documents (including relevant correspondence) relating to their personal grading.

· Other documentation such as that provided on the New Pay Framework section of the intranet

Members of staff are provided with this information in the interests of transparency and fairness, however, it should be noted that scoring is based on interpretation by trained UWL role analysts who are knowledgeable concerning scoring of a wide range of roles within UWL.

3.3
If a Role Profile Currently Exists
Role profiles currently exist for the following roles:

· Grade 5 FE Qualifying Lecturer

· Grade 6 FE/Hybrid/HE Lecturer
· Grade 7 Hybrid/HE Senior Lecturer
· Grade 8 Principal Lecturer

The role holder(s) should complete an evidence record.  The template to be used is on the intranet under Support Departments/ Human Resources/ New Pay Framework / Documentation/ HERA evidence record.  Where there is more than one role holder doing exactly the same role one or two representatives should be chosen by the role holders to complete the record.  The date from which the evidence record applies should be noted.  The evidence record should be agreed with all parties: the role holder or, where applicable, the role holder representative(s); and the responsible manager.  The manager should make use of the Verification Guidance available for managers.  Any disagreements should be addressed informally and if necessary via the grievance procedure.

The HR representative to the panel will review the evidence record prior to scoring and may return the record to the role holder or line manager with questions or comments.  

Once in receipt of an adequate record the HR representative will arrange a formal grading appeal panel to score the role.  The make up of the panel will be as follows (for those employed on academic contracts):

A member of the Human Resources team; a senior manager such as a Head of School or a departmental manager; a representative from the trade union; one staff member at the grade being appealed for.  Normally none of the panel will belong to the same operational unit as the appellant(s).  The panel may be two or four people provided that both management and the union are equally represented.  Where possible, members of the grading appeal panel will not have been members of the first stage panel. 
The job evaluation panel will give priority to the consistency of scoring across the organisation.  The HR Representative will then obtain the points score from the HERA software.

3.4
If no Role Profile Currently Exists
Members of staff wishing to request a Formal Grading Appeal should put the request in writing to the HR representative, along with the date from which the appeal should apply (the earliest possible date will normally be the implementation date of August 2006).  The names of any other role holders who share their job title and responsibilities, the name of the line manager, and, if applicable, the name of the trade union representative who will be accompanying the appellant (see below regarding right to representation) should also be provided.    A form is provided on page 8 which may be used.

The appellant should also submit a written statement which details the reason for the appeal.  Where there is more than one role holder one or two representatives should be chosen by the role holders to do this.  This will be shared with the appeal panel prior to the hearing.  The evidence record may not be amended at this stage.  

The HR representative will contact the responsible manager to confirm the full list of names of any other role holders who share the job title and responsibilities of the post in question.    

Following receipt of a written statement the HR representative will liaise with the pool of appeal panel members, job evaluation panel members, the trade union representative and the appellant to arrange a hearing date before writing to the parties giving them notice of the date when the appeal hearing will be held and enclosing the appeal statement/ evidence record.  

The appellant is entitled to attend the Formal Grading Appeal hearing and be accompanied at the hearing by a colleague or a representative of a recognised trade union; however, it is their responsibility to arrange this and submit the name of their representative to the relevant HR representative.

The panel will be made up as follows:
A manager and/or a member of the Human Resources team and one or two representative(s) from the trade union.  Normally none of the panel will belong to the same operational unit as the appellant(s).  The panel may be two or four people provided that both management and the union are equally represented.  


Where possible, members of the grading appeal panel will not previously have scored the role.  A representative from stage one may also attend the hearing to answer questions from the panel.  

The Chair of the panel will nominally be the HR representative but members of the panel will have equal ‘say’.  

The appeal panel will hold a pre-meeting to consider what questions they wish to ask the appellant and, if present, the stage one panel representative.  At the hearing the Chair of the panel will ask the appellant, and, if present, the stage one panel representative any questions.  The appeal panel will then adjourn to consider their decision.  The appeal panel will give due regard to consistency of scoring with other roles; to setting precedents; and to the possible impact of decisions on other roles in the University.

Where the appeal panel decides the evidence presented may impact on the score for the role and/or on the grade to which the role is allocated they may require the responsible manager to make a statement regarding any additional evidence which the role holder has given.  

The panel will then re-score the role.  

3.5
Steps following the formal grading appeal 

3.5.1
If a role moves up or down more than one grade on grading or appeal it will be scored by a second panel, and the second score will be the final score.

3.5.2
Once the role is scored or matched the HR representative will notify the role holder and responsible manager of the score and whether this impacts on the grade in which the role holder is placed.  If it does, the responsible manager should ensure the budget holder is notified.  If the post is upgraded appointment will ordinarily be to the bottom point of the new grade.  It is not possible to raise an appeal about an individual’s position within a grade using this procedure.  The decision arrived at by the appeal panel is final.

3.5.3
The HR representative will be responsible for ensuring implementation of any pay change and backdated pay. Green and red circling arrangements will apply, and any payments made in respect of ‘acting up’ will be taken into account.

3.5.4
Where a decision impacts on the established grade for the post management may find it useful to discuss any implications with an HR Advisor. 

4. 
These procedures are subject to review and updating by the JMSCC.
Document last updated on: 18th November 2009

Professional Support Staff

Formal Grading Appeal Request Form

Date: 


Name(s) of all role holders who share job title and responsibilities:

Appellant(s) Details
Name: 


Contact Tel. and Email:


Job Title: 


Date Appointed to Current Role: 



Faculty/Department: 


Line Manager’s Name: 


Name of TU Representative who will be accompanying me (you should arrange this yourself): 

I/We wish to apply for a Formal Grading Appeal under the Grading Appeal Procedure.  The elements I/we wish to appeal are as follows (relevant boxes should be ticked):

	
	
	Communication

	
	
	

	
	
	Teamwork and Motivation

	
	
	

	
	
	Liaison and Networking

	
	
	

	
	
	Service Delivery

	
	
	

	
	
	Decision Making

	
	
	

	
	
	Planning and Organising

	
	
	

	
	
	Initiative and Problem Solving

	
	
	

	
	
	Analysis and Research

	
	
	

	
	
	Sensory and Physical

	
	
	

	
	
	Work Environment

	
	
	

	
	
	Pastoral Care and Welfare

	
	
	

	
	
	Team Development

	
	
	

	
	
	Knowledge and Experience

	
	
	

	
	
	Other (Please specify)




Further details may be given on an additional sheet.

The Job Evaluation Procedure has been followed in relation to this role.  

Signed


Name:


(All role holders must sign).
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