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JE Reference No. __________
JOB EVALUATION

EMPLOYEE REQUEST FOR RE-GRADE (JEG3)

Issue Date:

September 2008

Review Date:

September 2010

Please cross reference ‘Grading and Re-Grading of Job Roles’, ‘Grading and Re-Grading of Job Roles FAQ’s’ and ‘Grading and Re-Grading Process Flowchart’ documents for further information.

In order to facilitate the completion of this form, each section will be highlighted.  The colour of the highlight corresponds to the person(s) who has primary responsibility for completing that section of the form.

	Employee
	Line Manager
	AD/Senior Manager
	Pay & Reward Team


Please note that it is possible that at any stage of this process a decision could be taken by Senior Management in the Directorate to put forward the request as a management-led review, therefore the JEG3 employee-led process would stop at that point.  It is important to note that if the outcome of this review is a lower grade, there is no pay protection, instead notice will be given of the change of pay band in line with the notice period in the contract of employment.

	Directorate/School
	
	Service Unit
	

	Employee Ref No
	
	Post Ref No
	

	Employee Name
	

	Post Title
	

	Contact Tel
	
	Contact E-mail
	

	Place of work
	
	Address
	


PLEASE ATTACH EITHER: -

JOB RECORD DOCUMENT (JRD) (BAND 1 – 12)

OR

JOB DESCRIPTION QUESTIONNAIRE (JDQ) (BAND 13 & ABOVE)

(IF NOT SURE WHICH ONE TO COMPLETE PLEASE CONTACT HR OR PAY & REWARD TEAM)
	Background

	Please provide some background information regarding the service in which the job operates

	

	Summarise the changes in your main duties and areas of responsibility since your appointment/last re-grade review.  Please also identify if there is any additional knowledge required and how this has been gained.  (Complete on separate sheet if required)

	

	On what date did these changes occur?

	

	Comparator Posts:  List any posts that you believe your post could be reasonably compared to. 

	


	Pay Band you think your job should be in
	Band ……


	Is your local HR team aware of this JEG3 request?
	YES
	NO

	If yes, what is the name of your HR contact?
	


	Documentation to be attached
	Tick if attached

	Organisational chart clearly showing your post within the hierarchy 
	

	Original Job Description & Person Specification
	

	Revised Job Description & Person Specification (if available and agreed with management)
	

	Completed Job Record Document.  (Band 1 – 12 NJC Form, Band 13 to AD2 Hay Form.)
	

	Any further documentation, please list:


	

	Employee Signature
	
	Date
	


( This form must now be forwarded to your Line Manager for comment and sign off.

Note for line manager – if this application is supported, please consider the option of putting forward the request as a management-led review.

	Line Manager comments

NB: comments to be made regarding accuracy of information and if the application is supported or not, stating the reasons why.

	

	Is the date on which the changes occurred (from table above) the same as the date from which any backdated pay should be applied?
	YES
	NO

	If no, from what date should backdated pay be applied?
	

	Name
	
	Signature
	

	Post Title
	
	Date
	

	HR Adviser name
	


( This form must now be forwarded by the Line Manager to the appropriate Assistant Director/Senior Manager for comment and sign off.

	Assistant Director/Senior Manager comments

NB: comments to be made regarding accuracy of information and if the application is supported or not, stating the reasons why.

	

	Name
	
	Signature
	

	Job Title
	
	Date
	


( This form must now be forwarded to the Pay & Reward Team, HR Services, County Hall.  This application must be forwarded whether the application is supported or not.

	Date Form Received in P&R Team
	
	P&R Team member dealing with request
	

	
	
	
	

	JE Panel Date
	
	Outcome Score
	

	Date HR notified
	
	P&R Team Signature
	

	
	
	
	

	JE Moderation Date
	
	Moderation Outcome
	

	Date HR notified
	
	P&R Team Signature
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