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POLICY

1. All posts within the University covered by the nationally agreed pay spine will be assigned to specific grades based on an assessment of the job by means of the application of Higher Education Role Analysis (HERA) scheme of job evaluation.

2. The application of HERA will apply both to new posts and re-evaluation of existing posts.

3. Members of staff who are dissatisfied with the outcome of a re-evaluation of their own post will have a right of appeal.

NEW POSTS EVALUATION - principle elements.
4. All job descriptions and person specifications for the new posts must be submitted to the Director of Human Resources in order to obtain a formal evaluation of the grade.

5. The HR Department’s Internal Validation Panel (IVP) will meet within 10 working days of receipt of the required documents, to determine the appropriate grade based on a HERA assessment of the role. (For composition of IVP see paragraphs 38 – 39 below)
6. The relevant Dean/Director will be notified of the decision of the IVP, including the reasons for the outcome within 5 working days after the Panel meeting.
7. Deans/Directors who are dissatisfied with the grading decision can request a re-examination of the case by either submitting further evidence or by highlighting areas that they consider the IVP had not given due weight in the grading deliberations.

8. A request for a re-examination must be submitted to the Head of Planning and Reward within 10 working days of receipt of the IVP’s initial decision.

9. Within 10 working days of receipt of the Dean/Director’s re-examination request the IVP will meet to consider the case in question.

10. The Dean/Director (or delegated manager) may also attend the re-examination meeting of the IVP in order to put their case directly to the Panel. 

11. The Dean/Director will be informed of the decision immediately following to re-examination meeting.

12. The decision of the IVP after such re-examinations will be final.
13. A summary report on the grading of new posts will be complied by the IVP 6 monthly. These reports will be distributed to senior managers and the trade unions.

14. Full details of the procedure for the grading of new posts is given in Appendix 1.

RE-EVALUATION OF VACANT POSTS – principle elements.
15. Where prior to recruitment, vacant posts are reviewed and the duties and responsibilities are significantly revised, the new job descriptions and person specifications must be submitted to the Director of Human Resources for evaluation.

16. Thereafter the same procedure as for New Posts will apply. 

17. Full details of the procedure for the grading of vacant posts is given in Appendix 2.

RE-EVALUATIONS OF OCCUPIED POSTS – principle elements.
18. Members of staff who consider that the duties and responsibilities of their post have changed sufficiently to warrant a higher grading can register a request for re-evaluation of the grade
19. Consideration of requests for re-evaluation will only take place three times per year.

20. Staff seeking a re-evaluation must therefore ensure that a written request is registered with the Director of Human Resources by either 1st January, 1st May, or 1st September each year.

21. The HR Department’s Internal Validation Panel (IVP) will then determine the appropriate grade based on a HERA assessment of the changed role. (For composition of IVP see paragraphs 38 – 39 below)
22. The relevant trade union will be notified of the IVP’s meetings so that they can send an observer if they so wish.

23. The decision on the grading that the IVP can come to will be one of either of the following:

i) No change to the grade

ii) Approval of an upgrading

24. The member of staff and their manager will be notified of the decision of the IVP, including the reasons for the outcome within 5 working days of the Panel meeting.
25. Where the decision is to approve a grading on a higher grade the manager concerned will be required to decide whether or not it is appropriate for the post to continue at the higher role level.

26. Where the decision is for the role to continue at the higher level the post holder will be entitled to receive payment of the new salary back dated to the date of their application for re-evaluation. 

27. Where the decision is for the role to revert to the previous lower level the post holder will be entitled to receive a lump sum payment for the period from the date of application for regrading up to the date the revision to the lower level role is instituted.

28. This back dated sum will be the equivalent of the difference between the post holder’s current grade and the higher assessed grade for the period between date of application and the grading decision of the IVP.

29. A member of staff who is dissatisfied with the grading decision will able to request an Appeal Hearing. 
30. Full details of the procedure for the grading of occupied posts is given in Appendix 3.

APPEALS
31. An appeal must be lodged with the Director of Human Resources, using the standard pro forma, within 4 weeks of the notification of the decision of the IVP.

32.  Appeals will be heard by a Panel of three trained role analysts, consisting of one member drawn from Management (from a different School/Department to the appellant), one from the relevant Trade Unions and the Director of Human Resources (or delegated officer).

33. At the Appeal Hearing the member of staff, supported by a trade union representative, a colleague or their manager if they so wish, will present their case directly to the Panel.

34. A representative of the IVP will also be present to put forward the case in support of the original grading decision.

35. The Appeal Panel will decide on the written evidence and verbal cases presented either to:

· Uphold the decision of the IVP, or

· Overturn the decision and approve the regrading.

36. The decision of the Appeal Panel will be final.
COMPOSITION OF INTERNAL VALIDATION PANEL

38. The Internal Validation Panel will consist of trained role analysts in the Human Resources Department’s Planning and Reward Team.

39. Representatives from each of the recognised trade unions will be invited to each meeting of the IVP as observers.

Appendix 1
NEW POSTS EVALUATION PROCEDURE

MATCHING PROCESS

1. Deans/Directors must submit a job description and person specification to the Director of Human Resources for any new posts, using the standard format.
2. The job description and person specification will then be compared by a designated HR Department evaluator to other standard HERA role specifications to establish parity with a particular grade.

3. Where a direct match cannot be found the differing features of the new role will be explored in more detail with the relevant manager.
4. If necessary, a revised job description and person specification will be agreed and compared to standard HERA role specifications.

5. Where no direct comparison with a standard HERA role description can be established an evaluation of the post will be made against the criteria of the HERA Elements.

GRADING DECISION
6. A report identifying which standard HERA role specification the new post matches or a report on the evaluation exercise will be made to the HR Department’s Internal Validation Panel (IVP) by the designated HR Department evaluator.

7. The IVP’s role is to ensure that gradings are in line with the application of HERA across the University, i.e. to ensure consistent grade parity and to avoid grade drift.

8. The IVP’S decision will be notified to the relevant Dean/Director and will include the reasons for the decision reached.

RE-EXAMINATIONS

9. If a Dean/Director is dissatisfied with the outcome of the grading exercise they can request the IVP to re-examination its conclusions.

10. Such a re-examination can only be requested where the Dean/Director is able, in response to the reasons given by the IVP, to:

· Produce further evidence to support  aspects of the described role, and/or

· Highlight areas which are considered as having not been given sufficient weight in the IVP’s grading assessment.

11. The Dean/Director can also attend, if they so wish the re-examination meeting of the IVP in order to put their case directly to the Panel.

12. Based on the written submission and any verbal presentation of the Dean/Director the IVP will re-consider its previous decision.

13. The conclusions reached as the result of this re-consideration will be final. The Dean/Director will be notified accordingly.
Appendix 2

RE-EVALUATION OF VACANT POSTS

MATCHING PROCESS

14. Prior to starting the recruitment process, Deans/Directors must submit a job description and person specification to the Director of Human Resources for any vacant post where the duties and responsibilities have been significantly revised posts.

15. The standard format of job descriptions and person specifications must be used.
16. The job description and person specification will then be compared by a designated HR evaluator to other standard HERA role specifications to establish parity with a particular grade.

17. Where a direct match cannot be found the differing features of the revised role will be explored in more detail with the relevant manager.

18. If necessary, a further revised job description and person specification will be agreed and compared to standard HERA role specifications.

19. Where no direct comparison with a standard HERA role description can be established an evaluation of the post will be made against the criteria of the HERA Elements.

GRADING DECISION
20. A report identifying which standard HERA role specification the revised post matches or a report on the evaluation exercise will be made to the HR Department’s Internal Validation Panel (IVP) by the designated evaluator.

21. The IVP’s role is to ensure that gradings are in line with the application of HERA across the University, i.e. to ensure consistent grade parity and to avoid grade drift.

22. The IVP’S decision will be notified to the relevant Dean/Director and will include the reasons for the decision reached.

RE-EXAMINATIONS

23. If a Dean/Director is dissatisfied with the outcome of the grading exercise they can request the IVP to re-examination its conclusions.

24. Such a re-examination can only be requested where the Dean/Director is able, in response to the reasons given by the IVP, to:

· Produce further evidence to support  aspects of the described role, and/or

· Highlight areas which are considered as having not been given sufficient weight in the grading assessment.

25. The Dean/Director can also attend, if they so wish, the re-examination meeting of the IVP in order to put their case directly to the Panel.

26. Based on the written submission and any verbal presentation of the Dean/Director the IVP will re-consider its previous decision.

27. The conclusions reached as the result of this re-consideration will be final. The Dean/Director will be notified accordingly.

Appendix 3

RE-EVALUATIONS OF OCCUPIED POSTS
RE-EVALUATION REQUESTS

1. A member of staff must notify his/her manager in writing that they consider that the duties and responsibilities of their post are no longer reflected in the grade and therefore they wish to have the post re-evaluated.
2. The manager in turn must notify the Director of Human Resources to register the re-evaluation request.

3. On receipt of this notification the re-evaluation request will be held on the register until either1st January, 1st May or 1st September, whichever is the sooner.
4. On the operative date all registered re-evaluation requests will be delegated to appropriate HR Department analyst.

5. Each designated analyst will send out on the respective operative date a Job Holder Statement for staff to complete and arrange a role analysis discussion.
6. Following the role analysis discussion with the post holder the analyst will produce a HERA Written Record for the role.

7.  The Written Record will be sent to the post holder to obtain their agreement that it represents a fair reflection of their role. After which the post holder will be requested to pass it to their manager for verification. 

8. Any differences in opinion between staff and manager regarding the changed duties must be resolved in discussion between the two parties. 

9. Where disagreements persist these should be noted on the Written Record.

10. Within 10 working days of return of the signed and verified Written Record the analyst will conduct a scoring exercise by assessing the Written Record against the HERA criteria and Notes for Guidance. 
GRADING DECISION
11. A report on the analysis and scoring exercises will be made to the HR Department’s Internal Validation Panel (IVP) by the designated analyst.

12. The IVP’s role is to ensure that gradings are in line with the application of HERA across the University, i.e. to ensure consistent grade parity and to avoid grade drift.

13. The IVP’S decision will be notified within 5 working days of the meeting

to the member of staff and relevant Dean/Director and will include the reasons for the decision reached. 
APPEALS

Appeal Hearing Arrangements
14. If a member of staff is dissatisfied with the decision of the IVP they can request an Appeal Hearing.

15. Such a request must be lodged in writing with the Director of Human Resources within 4 weeks of the notification of the IVP’s decision.

16. On receipt of the request for an Appeal Hearing the Senior Pay & Benefits Administrator will send out the necessary pro forma to the appellant.

17. On the pro forma the appellant will be required to state the reasons for their appeal, based on the reasons given by the IVP for the grading decision.

18. Appellants may include new evidence to support their case or present further information with regard to matters they consider were not given due weight by the IVP in reaching the grading decision

19. On receipt of the completed pro forma the Senior Pay & Benefits Administrator will arrange an Appeal Panel and Hearing.

20. The appellant will be given at least three weeks notice of the date of the Hearing.

Appeals Panel
21. The Appeals Panel will consist of three trained role analysts.

22. The three members will be made up of one drawn from Management, one from the Trade Unions and the Director of Human Resources (or delegated officer).

23. The Panel members will be given the following documents prior to the hearing:

· The revised and agreed Job Holder Statement for the post in question.

· The job description and person specification originally used to establish the grade of the post before any revision of duties took place.

· The HERA role specification considered to match the revised specification of the post in question or, where no such match was found, the grading report following the full HERA assessment.

· A copy of the standard HERA role specification for the next higher grade.

· A copy of the decision letter from the IVP.

· A copy of the appellants stated reason for appeal, i.e., the completed pro forma. 

24. The decision reached by the Appeals Panel will normally be by general consensus. However, in situations where this is not possible, a majority vote of 2 to 1 will decide the outcome.

25. All Panel Members will accept collective responsibility for the decisions reached, even where they are the result of a majority vote.

26. The decision reached by the Appeals Panel will be final.

Appeals Hearing Procedure

27. The member of staff, supported at the Hearing by either a colleague, their manager or their trade union representative if they so wish, will present their case as to why the decision of the IVP should be overturned and the regrading allowed.
28. The verbal case presented by the member of staff should be an elaboration, rather than a re-statement, of the reasons for the appeal previously submitted in the appeals documentation.
29. The Appeal Panel members will be able to put questions to the member of staff on the case presented, as will the Management Side representative.
30. Thereafter the Management Side representative, who will be a member of the IVP, will present a case in support of the decision of the IVP, taking into account the arguments just presented by the member of staff. 
31. The Appeal Panel members and member of staff or their representative will be able to put questions to the Management Side on the case presented.
32. The member of staff will then be given the opportunity to sum up and make any final points in response to the Management Side Case.
33. The Appeals Panel will then ask both the member of staff and the Management Side representative to withdraw.

34. The Appeals Panel will consider the written evidence and verbal arguments put before them and  decide either to:

· Uphold the decision of the IVP, or

· Over turn the decision of the IVP and approve the regrading.

35. The member of staff and Management Side representative will be recalled together to hear the decision of the Panel.

36. The decision will be confirmed in writing to both parties.

37. The decision of the Appeals Panel will be final.
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