ROYAL HOLLOWAY

University of London

RE-GRADING PROCEDURE 

FOR NON-ACADEMIC STAFF

1. INTRODUCTION

1.1
The College introduced a new grade structure in August 2007.  Members of staff were moved onto the new pay structure through the implementation of the Higher Education Role Analysis (HERA) job evaluation system.  

1.2
The College recognises that roles will continue to develop and grow in line with operational requirements and/or that restructuring of roles may be necessary from time to time.   The re-grading and appeals mechanisms set out in this procedure aim to provide a consistent, transparent and equitable procedure for assessing permanent and substantial changes to existing roles using the HERA system.

1.3
Further information regarding HERA is available at:


http://www.rhul.ac.uk/Personnel/Pages/HERA.htm
2.
SCOPE

2.1
This procedure applies to all members of non-academic staff.  
2.2
The College recognises that staff are highly committed to their roles and make a significant contribution every year.  However, the process outlined in this procedure is designed to review the grade and size of roles which staff are undertaking and not their level of contribution within the role.  Where appropriate, individuals who have made a significant contribution in their role over the course of the year should be considered in relation to the College’s Performance Award Procedure rather than applying for a review of their grade under this process. 

2.3
The majority of roles within the College have been evaluated using the HERA job evaluation system.  However, any member of staff who has not yet had their grade confirmed should complete the HERA process rather than submitting a re-grading application.

2.4
In some situations, roles have been matched to a similar role and awarded the same points and grade.   Similarly, some members of staff will be in roles which were evaluated through HERA with a previous role holder.  Members of staff in either of these circumstances and who wish to submit a re-grading application will be asked to attend a HERA interview with a Role Analyst to prepare a Record of Evidence.   Once agreed by the member of staff and the relevant line manager, the Record of Evidence will be submitted to a re-grading panel as part of their application.   

2.5
This procedure does not apply for normal progression from Grade 6 to Grade 7 for research staff as separate provisions apply.   Additional information about progression from Grade 6 to Grade 7 is available at:

http://www.rhul.ac.uk/Restricted/Personnel/PayFramework/UpdateonPayFramework_HERAimplementationApr07.pdf
3.0 TIMETABLE FOR APPLICATIONS FOR RE-GRADING

3.1
After 6 months in post, an application for re-grading can be submitted to the Human Resources Department, if significant and permanent qualitative changes have taken place that are sufficient to justify consideration for re-grading. 

3.2
Applications can be submitted to Human Resources at any time throughout the year and re-grading panels will meet as appropriate. 

3.3
The effective date of any change in grade will be the date the role included permanent and substantial changes as agreed with an individual's line manager, but this will not normally be more than 12 months prior to the application being received in Human Resources.
3.4
In the event that a member of staff is unsuccessful in his/her re-grading application and any subsequent appeal, a further application for re-grading will not be accepted until a 6 month period has elapsed.  

4.0
MAKING AN APPLICATION

4.1
Where an individual and/or manager believes that there have been permanent and substantial changes to a role, discussions may be initiated around whether a re-grading request may be submitted.   

4.2
The opportunity to submit a re-grading application applies to individual roles and also cases where one or more individuals are in a role that has been evaluated or matched by use of a group or generic job description, but their own role has changed such that it is appropriate that they be disassociated from the generic role and re-evaluated in their own right.  Roles will be re-graded as generic only where the changes to the role apply to every role holder. 

4.3
Applications for re-grading a particular role may be made by either the appropriate line manager or the role holder.  Where a case is submitted by the role holder, the line manager will be required to verify the factual accuracy of the submission and outline whether s/he supports the re-grading application by completing the relevant sections of the Re-grading Application Form (Appendix A).  

4.4
Staff will be required to provide evidence in their application that the scope of their job has substantially increased since it was graded and give demonstrable examples of their activity at this level.   As a result, this process focuses on the work that members of staff are already undertaking.  Members of staff who would like to be considered for more senior roles and/or career progression will need to apply for these jobs when they are advertised.

4.5
Members of staff are required to submit their re-grading application in writing using the pro forma attached in Appendix A.  


The application should be accompanied by an updated Record of Evidence.  Staff can request an interview with a Role Analyst to discuss the completion or updating of the Record of Evidence.

4.6
Members of staff and line managers may wish to seek clarification and/or assistance from the Role Analyst on any aspect of the application process.

5 RE-GRADING PANEL MEMBERSHIP

5.1
Consideration of all re-grading applications will be by means of review by an appropriately constituted panel.   Panel members will be trained in using HERA and will normally include:

· 2 management representatives, including a chair of a HERA scoring panel.

· A representative from one of the campus unions as appropriate

6 CONSIDERATION OF APPLICATIONS

6.1
The re-grading application and accompanying documentation will be considered by the panel in conjunction with the HERA job evaluation system.

6.2
If the re-grading panel requires further information in relation to any specific application, the case will be deferred to a further panel to allow the necessary information to be requested from the member of staff and their line manager before the final outcome is determined.   The member of staff and line manager will not be required to attend the panel which will focus on the application and accompanying information provided.
6.3
The re-grading panel will evaluate the amended Record of Evidence in its entirety.  The re-grading result may therefore be higher, the same, or lower than any earlier job evaluation outcome.

7
NOTIFICATION OF OUTCOME

7.1
The outcome of the re-grading, together with the new grade and salary, will be provided to members of staff in writing by the Human Resources Department and sent via the appropriate line manager.  This will provide the member of staff and manager with an opportunity to discuss and understand the results.

8.
APPEALS

8.1
In some instances, a member of staff may not be happy with the outcome of the re-grading.   In such cases, following full discussion with the appropriate manager, s/he may wish to submit an appeal.   

8.2
A member of staff can only appeal against the grading decision pertaining to the role that s/he occupies.  An appeal cannot be made under this procedure about salary placing within a grade.

Before submitting an appeal, the member of staff may also seek advice from his/her line manager, Role Analyst, HR Officer and/or their trade union representative.

8.3
Valid grounds for appeal include:

· There was a procedural defect which had a detrimental effect on the grading decision.
· There has been a failure to consider all relevant evidence.
· The appellant disagrees with scoring on particular factors.

An appeal will be deemed to be inadmissible when it is made on the grounds that the role has changed since the submission for re-grading, on grounds of exceptional contribution or where market pay comparisons apply.   For policies relating to Performance Awards and Market Supplements refer to the Human Resources Department’s web pages. 

8.4
Some appeals may arise where members of staff have been re-graded by use of a group or generic Record of Evidence.  An appeal against the grade of a generic role will only be considered where at least 80% of existing role holders have signed the appeal submission.

            Appeals should be submitted in writing to the Role Analyst in Human Resources no later than one calendar month after notification of the re-grading decision.    The appellant should include a statement detailing the grounds for appeal and provide evidence where appropriate. 

8.5
The first stage of the process, the informal stage, will involve a meeting between the appellant, the Chair of the original Scoring Panel and the Trade Union representative from the panel. The meeting should focus on the factor giving cause for concern. Scores will not be changed at this stage.

The appellant should notify Human Resources as to whether or not they wish their appeal to proceed to the formal stage within 4 weeks of the meeting.

8.6
If the view expressed at the informal stage is that the original decision was based on incorrect or incomplete documentation, or any other procedural difficulty, then a further interview with a Role Analyst should take place to complete an amended Record of Evidence. If necessary this will be carried out by a different Role Analyst from the one involved initially. The documentation produced during this step must be agreed by the role holder and his/her line manager. 

An appeal panel will be arranged for as soon as practically possible and will usually comprise a different panel to that of the original re-grading panel.    

8.7
The results of the appeal panel, together with the new grade and salary (where appropriate), will be confirmed in writing to the member of staff by the Human Resources Department and sent via the appropriate line manager.   

The decision of the appeal panel is final.
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RE-GRADING APPLICATION FORM

	Name of applicant
	

	Department/Section
	

	Role Title
	

	Current grade:
	

	Date of last review
	

	Effective date of any change in grade
	

	Line Manager Declaration (please insert name)

This is to confirm that I agree with the content of the revised Record of Evidence
	

	Line Manager comments


	

	Date
	

	Head of Department Declaration (please insert name)

This is to confirm that I agree with the content of the revised Record of Evidence
	

	Head of Department comments

Effective date of any change in grade will be the date of receipt of request in HR.  If you believe there are grounds for back-dating please include these here.


	

	This form, together with the revised Record of Evidence should be forwarded electronically to Trudi Mortimore in the Human Resources Department
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