North Yorkshire County Council Schools Job Evaluation Request Form

It is the responsibility of the Line Manager to complete and submit this form to instigate the evaluation of a new or revised job once authorisation has been given.  It is recommended that the manager consults the ‘Grading and Re-Grading of Job Roles’ document for further information and for re-grading requests of existing filled posts, it is recommended that the job holder completes a full questionnaire.  

	Managers should note that shaded cells are mandatory – please note that if they are not completed they will be returned to you for finalising, and this may impact on the length of time it takes to process your request.


	Post Title
	

	School(s)
	

	Employee Name(s)
(existing posts)
	
	Emp Ref #(s)
(existing posts)
	


	Type of Request (please delete as appropriate)

	New 
	Brand new post – request for full job evaluation (no benchmark)

	New Match
	Brand new post – request to match to an existing evaluated post

	Re-grade
	Re-grade of existing post

	Re-grade Match
	Re-grade of existing post - request to match to existing post


	Post reference number (if known)
	

	Pay Band you are expecting to achieve
	

	Date the Pay Band change would be effective from
	

	

	Background information on the school in which the post operates
NB: If there is any information which is not included in the JD but is relevant, please include this here.

	

	Reasons this post is being submitted for evaluation

	

	If this post is replacing one or more existing roles, please identify the post(s) it will replace in the structure

	Post Title
	

	Post Reference Number
	

	Current Band
	

	Please indicate which other jobs in the structure will be affected e.g. had responsibilities removed or added

	Post Title
	

	Post Reference Number
	

	Current Band
	

	For revised jobs, please indicate the areas which are different 

	

	To aid matching of the post to another evaluated post, it would be useful to provide some additional information, expanding on what is in the Job Description by answering the questions below:

A: Can you expand on why the level of knowledge and experience as identified in the person specification is required and how it is used to carry out the duties of the role?
B: What requirement is there in the role for planning, and what timescales would this involve?
C: What are the key challenges/problems for the postholder and how would the post holder address these?
D: What freedom to act independently/initiative does the post holder have? What is the most difficult/complex problem or situation that the post holder would manage independently?  What issues would they refer to their Line Manager for resolution?

E: Is the post holder subject to any physical demands e.g. lifting or disagreeable or unpleasant working conditions e.g. working outside?
F: What responsibility for supervision or Line management of any staff does the post holder have?  What does this responsibility consist of and for how many staff?

G: What responsibility for financial resources does the post holder have?  What sums of money and what does the responsibility for this money consist of?

H: Does the role involve working directly with people who by their circumstances or behaviour cause the post holder emotional stress or upset, e.g people who are unwell or disadvantaged in some way?  What impact does the post holder’s role have on these people?
For Matching, please provide details of the post you feel it should be matched to and identify why the job is the same or directly comparable to this post.   

	Post Title
	

	Post Reference Number
	

	Current Band
	

	Identify any other school-based or corporate NYCC posts which you believe this post may be comparable to and the reason(s) why.

	


	DOCUMENT CHECKLIST FOR MANAGER
	√

	Is the job description completed and in the corporate NYCC format?
	

	Have you used the Skills Library for completion of the person specification(PS)?

	

	Have issues of Age Discrimination been considered in the person specification (i.e. avoiding use of years experience as a criteria or requiring qualifications which would exclude people of certain ages)?
	

	Ensure the Person Specification is appropriate for the accountability statements in the JD?
	

	Provide copy of Organisational Chart – identifying the post and its location within the hierarchy
	

	Provide copy of Previous organisational Chart (if re-structure/re-grading)
	

	Provide copy of Job Description
	

	Provide copy of Previous Job Description (if re-structure/re-grading)
	

	Any further documentation, please list:

	
	


Job Family (JF) check:
	Manager’s recommended JF:  
	
	HR’s confirmation of JF:  
	


	Manager’s Name 
	

	Manager’s E-mail Address
	

	Manager’s Contact No.
	
	Date Request raised
	

	HR Adviser’s Name
	

	Headteacher’s Name 
	
	Date Authorised
	


	Please Email completed form with attached documents to: NYES.HR@northyorks.gov.uk 

Once submitted for JE the Manager making the request will be contacted to provide further information.
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