JEG5
                  
JE REFERENCE NUMBER___________

JOB EVALUATION
APPLICATION TO APPEAL AGAINST RESULT OF RE-GRADING (JEG5)
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


	Directorate/School
	
	Service Unit
	

	Employee Ref No
	
	Post Ref No
	

	Employee Name
	

	Post Title
	

	Contact Tel
	
	Contact E-mail
	

	Place of work
	
	Address
	


	Name of Line Manager
	

	Post Title of Line Manager
	

	Contact Tel
	
	Contact E-mail
	

	Place of work
	
	Address
	


	Please tick the appropriate box to indicate the reason why you wish to appeal against the grading decision (you may tick as many boxes as required).

	1
	The JE process did not appropriately consider all the evidence presented
	

	2
	The JE process has not been followed
	

	3
	An internal comparative post continues to be more highly graded
	


	Further information as to why you wish to appeal (please indicate in the left-hand column the reason number and give your explanation in the main box)

	
	


	If you are citing reason 3 (comparative post), please provide as much information as you can about this post so that the Pay & Reward Team ensure the correct post is considered

	Directorate
	
	Service Unit
	

	Post Title
	
	Post Ref No
	

	Any Other Information
	


	Please list any additional documents which you are sending as part of your application

	


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


	Is your local HR team aware of this JEG5 request?
	YES
	NO

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


( This form now needs to be forwarded to the Line Manager for comment and sign off prior to the Step 1 meeting.  
	Line Manager comments

	

	Name
	
	Signature
	

	Post Title
	
	Date
	


( The Line Manager is now responsible for arranging the Step 1 meeting with their employee and should provide a copy of their comments to the employee in advance of the meeting.

	Date of Step 1 Meeting
	
	Time
	
	Location
	

	Employee 
	
	Signature
	

	Line Manager 
	
	Signature
	

	Accompanying rep (e.g. colleague or TU Rep)
	
	Signature
	

	Comments
	

	Outcome of Step 1
(please tick box)
	A
	Employee wishes to progress the appeal
	

	
	B
	Employee does not wish to progress the appeal
	


( If the outcome of Step 1 is that the employee wishes to progress the appeal (outcome A), this form now needs to be forwarded (by the Line Manager) to the Pay & Reward Team at County Hall.

( If the outcome of Step 1 is that the employee does not wish to progress the appeal (outcome B), this form should be retained by the Line Manager.

( The Line Manager now has the responsibility to arrange the Step 2 meeting, following notification from the Pay & Reward Team that the form has been received.  This meeting must be arranged within 10 working days of the Pay & Reward Team receiving the form.
	Date received in P&R
	
	Team member dealing
	

	Acknowledgement receipt sent to Line Manager
	


	Date of Step 2 Meeting
	
	Time
	
	Location
	

	Employee 
	
	Signature
	

	Line Manager 
	
	Signature
	

	Accompanying rep (e.g. colleague or TU Rep)
	
	Signature
	

	P&R Team Representative
	
	Signature
	

	Comments
	

	Outcome of Step 2
(please tick box)
	A
	Employee is satisfied with explanation given and does not wish to progress the appeal
	

	
	B
	Re-evaluation of job with new information is required
	

	
	C
	Employee is dissatisfied with the process and wishes to progress to Step 3
	


( If the outcome of Step 2 is that the employee does not wish to progress the appeal (outcome A as indicated in the table above) then the form will be retained by the Pay & Reward Team and the file will be closed.

( If the outcome of the Step 2 re-evaluation is re-evaluation of job with new information (outcome B), the tables below must be completed by the Pay & Reward Team.

	Date of Step 2 re-evaluation panel
	
	Outcome of re-evaluation panel
	

	Factors changed (if any) and comments from the evaluation panel
	

	Date HR informed
	
	By who (signature)
	


	Any actions taken prior to moderation panel e.g. additional information sought.
	


	Date of Step 2 moderation panel
	
	Outcome of moderation panel
	

	Factors changed (if any) and comments from the moderation panel
	

	Date HR informed
	
	By who (signature)
	


( It is the employee’s responsibility to inform the Pay & Reward Team if they are dissatisfied with the outcome of the re-evaluation (outcome D).

	Outcome of re-evaluation

(please tick box if applicable)
	D
	Employee is dissatisfied with outcome of re-evaluation and wishes to progress to Step 3 (this will not be known until after re-evaluation)
	


	Date P&R Team notified by employee that they wish to progress to Step 3
	


( If the outcome of Step 2 is that the employee wishes to progress the appeal (outcome C or D as indicated in tables above), this form now needs to be forwarded to the appropriate Assistant Director/Senior Manager (cc Line Manager) for comment and sign off.
	Date form returned to AD/Senior Manager by P&R
	
	By who (signature)
	


	Assistant Director/Senior Manager comments

	

	Name
	
	Signature
	

	Post Title
	
	Date
	


( This form now needs to be returned to the Pay & Reward Team at County Hall.
	Date received in P&R
	
	Team member dealing
	

	Acknowledgement receipt sent to Line Manager
	

	Date HR contacted and Directorate Rep requested
	

	Date Directorate Rep contacted to ask for evidence
	

	Directorate Rep evidence received
	

	P&R evidence prepared for Step 3 panel
	


	Date of Step 3 Meeting
	
	Time
	
	Location
	

	Circulation of papers

1. Structure of panel

2. Employee submission

3. Directorate Management representative’s submission

4. Pay & Reward Team submission

	Attendee
	Name
	Date sent

	Employee
	
	

	Accompanying rep (e.g. colleague or TU Rep)
	
	

	Directorate representative
	
	

	P& R Team representative
	
	

	Panel Member – Snr Manager (independent Directorate)
	
	

	Panel Member – Snr Manager (employee’s Directorate)
	
	

	Panel Member – UNISON representative #1
	
	

	Panel Member – UNISON representative #2
	
	

	Outcome of Step 3
(please tick box)
	A
	The evaluation has been carried out in accordance with the process and result remains
	

	
	B
	Confirm that all evidence was considered at Step 2 and the result remains
	

	
	C
	Review the results of the evaluated score and conclude the process has not been adequately followed or that information was not considered in the evaluation
	

	
	D
	The comparator post needs to be considered at moderation
	

	Recommendation(s) of the Panel
	

	Actions to be taken
	

	Panel Member – Senior Manager (independent Directorate)
	Signature
	

	Panel Member – Senior Manager (employee’s Directorate)
	Signature
	

	Panel Member – UNISON representative #1
	Signature
	

	Panel Member – UNISON representative #2
	Signature
	


	Date by which HR must be notified
(no later than 10 working days after Step 3 meeting)
	


	Date HR notified
	
	By who (signature)
	


	Result of actions taken following panel decisions
	Action Taken


	By Who
	Date
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