APPLICATION FOR REGRADE
	Job Title


	

	School/Department


	

	Employee’s Name


	

	Grade


	Current
	Proposed

	Reason for Request

Please provide details of the significant additional responsibilities that have changed your role in the last 12 months and complete the attached “Evidence of Role Requirements”.


	Signature of Employee
	                                                 Date



	Evidence Verified by Line Manager
	Signed                                      Date

	Date of receipt in Human Resources
	

	Date line manager signed Evidence of Requirements form

This date will be be the effective date of the regrade should the regrade request result in a higher grade.
	

	Agreed by Head of HR to progress to evaluation
	

	Date of evaluation
	

	Grade determined from evaluation
	

	Vice Chancellor approved new grade
	· Yes
· No                       

	Date employee informed
	

	Date new grade is effective from
	

	Payroll Informed
	· Yes
· No     
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Evidence of role Requirements:

For the analysis of roles using HERA
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hints and guidance

The HERA scheme has been specifically designed to support the analysis of the roles found in Higher Education.  The scheme is made up of fourteen elements, each of which has a series of questions which seek examples of activity required of a role.  
The following questionnaire captures appropriate and relevant information about roles which is provided by role holders and their managers.  In the first part of the questionnaire, you will find questions about your role’s main purpose and its key accountabilities or duties.  You will then be asked a number of questions about the activities you are required to carry out, element by element.  
Each element is described so you can focus on a particular aspect of your role.  You will then be asked a series of questions to help you identify examples of activities are typical of your role, according to that element.  As HERA has been developed to cover all staff groups at all levels you may find that some of the questions are not applicable to your role.  Where this is the case, write ‘not applicable’ and move on to the next question.
Read through the whole document before attempting to complete it.  You should aim to take less than two hours to complete the document.  A summary of the activities that form your role and the relevant examples is sufficient.
This document should ideally be completed electronically.
Please give an organisation chart showing your place in the institution.  This will be helpful as it will show your role in relation to others and in the context of the whole organisation.

You might find it helpful to refer to your current job description when completing this document.  If this does not cover all the HERA elements, your job job description should act as a starting point only.
It may be useful to keep a diary of your activities so you can note down duties you have carried out over the last few days.
Think of activities and responsibilities that are typical of what you do, not just the most recent, rare or extreme cases.  Where possible, try to provide different examples for each element.
Do not include activities that are not requirements of your role.  These might include trade union participation, first aid duties, or any activities which you do for personal interest or development.
You may find it useful to discuss what you have written with your line manager to ensure the examples you have noted best reflect your role.  
Please retain a copy of the completed document for your own records. 

Contact details

Role holder details

	Name:
	

	Role Title: 
	

	Faculty/Department:
	

	E-mail Address:
	

	Phone Number:
	


Line manager details 

	Name:
	

	Role Title: 
	

	Faculty/Department
	

	E-mail Address:
	

	Phone Number:
	


Organisation Chart 

Please attach an organisation chart for your section.  
If one is not available please illustrate how your role fits into your section and the overall structure of your faculty or department by drawing a chart which shows your immediate line manager, peers and any staff who report directly to you.  Please give only role titles. 

MAIN PURPOSE OF the ROLE 

Please briefly describe (in a few lines) the function or main purpose(s) of your role: 

Key accountabilities or duties 

These should be limited in number and should specify only the highest level of responsibility:

Key objectives [or targets]

These should also be limited in number and include the major objectives and targets required of the role and include those used to assess achievement and performance.

Please attach your current job description.  If this is not available or is not up-to-date, please list below the key accountabilities or duties of your role, giving some indication of how often you do these e.g. daily/ weekly/ monthly.  

Evidence of ROLE REquirements

1.  Communication 

This element covers communication through oral, written, electronic or visual means, in both informal and formal situations.  The element is made up of 2 parts – oral communication and written and electronic communication. 
Part 1: 
Oral Communication

Examples include dealing with telephone enquiries, explaining procedures; conducting interviews, giving presentations or lectures, attending or chairing meetings etc.  Signing, using hand signals or using other means of communication with people with disabilities should be included here. 

a)
Who do you mainly talk to as part of your role and what type of information do you normally exchange?  How often do you do this?

b)
How would you describe the level of understanding of the people with whom you normally talk to?  Are they mainly familiar or unfamiliar with the subject matter? 

c)
What is the most demanding type of spoken communication involved in the role?  What is the frequency of this communication?  

Part 2:
Written and Electronic Communication

Examples include responding to requests for information, preparing standard letters/emails, compiling reports, writing minutes of meetings, writing research papers etc.  The use of Braille or other kinds of communication tools used by people with disabilities should be included here.     

a)
Who do you mainly write to as part of your role and what do you write about?  What do you have to read?  How often do you do this?

b)
How would you describe the level of understanding of the people with whom you normally write to?  Are they mainly familiar or unfamiliar with the subject matter?

c)
What is the most demanding type of written communication involved in the role?  What is the frequency of this communication?   

2. Teamwork and Motivation

This element covers teamwork and team leadership.  A team is defined as a number of people (more than 2) who work together to achieve a common purpose.  It includes internal and external teams, teams which are fixed or those that change e.g. research teams, project teams, course development teams etc.   One individual may work in several teams.  A team is not the same as a network.  A network is an interconnecting group of people who exchange information, contact and experience on a recurrent basis for professional purposes connected with the role.  Networks are dealt with in Element 3.  

a)
Who is in your main team (role titles and numbers) and what is the function of this team? 

b)
What is your role within your main team (e.g. providing support or guidance to others, motivating and encouraging,  being a role model to less experienced members, allocating work, setting goals/objectives, directing/leading the team etc)? Who is responsible for setting the overall direction of the team? 

c)
Are you a member of leader of other teams (e.g. research teams, project teams etc)?  Again, explain the purpose of these teams and your role within them?  See the examples in (b) 

3.  Liaison and Networking

This element is about occasions when you are required, as part of your role, to liaise and network with others both within and outside the institution (outside your own work teams).  Liaison is making one-off contacts for work related reasons. A network is an interconnecting group of people who exchange information, contact and experience on a recurrent basis for professional purposes connected with the role.  

a)
Who do you liaise with (as defined above) outside your main team and why (e.g. to pass on information, build relationships, influence decisions, building an external reputation etc)?  What type of information are you typically passing on and receiving? 
b)
Do you participate in any internal networks?  If so, please provide details i.e. the purpose of the network and your role within it (e.g. member, leader, chair etc).   

c)
Do you participate in any external networks  (e.g. professional bodies, professional networks or committees, national or international groups)?  If so, please provide details i.e. the purpose of the network and your role within it (e.g. member, leader, chair etc).  

d)
As part of your role, have you initiated networks?  What were these for and were they internal and or external? 

4.
Service Delivery

This element covers the help, assistance and service you are required to give to customers.  A customer is defined as anyone receiving services from the institution and its staff.  Services could be provided to students, potential students, employers, members of the public, industrial and commercial clients, role applicants, visitors and other members of staff within the institution.  

a)
List the main services you provide and who receives them (e.g. providing a catering or cleaning service, responding to machine breakdowns, responding to requests for information and advice, etc)?   

b)
Who predominantly initiates the service, you or the customer?   

c)
If applicable, please give details of how you promote the service and or adapt the service to meet the needs of the customer or to make improvements to the service.   

d)
Who (e.g. self, line manager, committee) or what (e.g. legislation) determines the overall level of service and standards, and decides which services will be offered?    

5.  
Decision Making Processes and Outcomes

This element looks at the types of decisions you are involved in, and the impact that these decisions have within the institution and externally.  All types of decisions are covered here including those relating to finance, physical resources, students, staff and policy matters.  Decisions relating to planning and prioritising of work will be covered in Planning and Organising Resources.  

Examples of decisions include buying low cost items within a local budget; choosing stock from a preferred supplier’s list; buying non-routine stock or equipment; admitting a student; allocating overall resource requirements within institution-wide plans; developing a new service; deciding the nature and level of degrees and diplomas; deciding the future of major research contracts.  

a)
What type of decisions do you make alone, without recourse to others?  Describe the impact of these decisions and who or what will be affected by them.   

b)
What type of decisions do you make jointly with others (i.e. within your team or as a member of a committee or working group etc), and how do you contribute to these decisions?  Describe the impact of these decisions and who or what will be affected by them.   

c)
What advice or recommendations do you give to others to help them make decisions?  Describe the impact of these decisions and who or what will be affected by them. 

6.  
Planning and Organising Resources

This element covers organising, prioritising and planning time and resources, be they human, physical or financial.  This may include planning and organising your own work; planning work for others on day-to-day tasks or on projects; carrying out operational planning; and planning for coming years. 

Examples include working from a detailed set of instructions; organising a meeting; being responsible for the delivery of a course or programme of study; managing a specific project; setting objectives; setting the budget; academic or resource planning; estates and capital planning.  

a)
Who plans your work?  You or somebody else?  What is the timescale?

b)
Do you plan the work of others (within and/or outside the team)?  If so, who do you plan for, what do you plan and how? How far ahead do you plan? 

c)
Do you plan any other resources (e.g. accommodation, equipment, staffing, finance etc)?  If so, what do you plan and how?  How far ahead do you plan? 

d)
At what level, do you plan (e.g. self, team, department, faculty, site, school, HE sector)? 

7.  
Initiative and Problem Solving

This element considers the way in which you are required to resolve problems which occur in your role.  This may include using initiative to select from available options; resolving problems where an immediate solution may not be apparent; dealing with complex problems; and anticipating problems which could have a major impact or repercussions.  

Examples of problems include maintaining equipment; organising temporary cover for absent staff; handling grading, grievance or disciplinary issues; solving IT system failures; developing new guidelines or procedures; identifying potential sources of income; identifying a significant gap in the service.  

a)
Please give examples of the typical types of problems that you have to resolve and state how often these problems occur (e.g. weekly, monthly etc).  State how do you go about resolving these problems (e.g. using an instruction manual, following legislation or established procedures, using initiative etc) 

b)
Please give examples of the most difficult types of problems that you have to resolve and state how often these problems occur?  State how do you go about resolving these problems (e.g. established procedures, creative thinking, innovation, etc)

c)
Do you have to generate new or creative approaches?  Give recent examples.

8.  Analysis and Research

This element covers investigating issues, analysing information and carrying out research, and is relevant to both academic and non-academic posts.  This may include following standard procedures to gather and analyse data; identifying and designing appropriate methods of research; collating and analysing a range of data from different sources; and establishing new methods or models for research; setting the context for research.

a)
Please give examples of situations where you are required to check, investigate, analyse or research information or data (e.g. checking stock levels against an inventory, analysing statistics and reporting anomalies, conducting enquiries into complaints or systems failures, recognising or interpreting trends or patterns in data).  If this is not applicable to your role, please move on to Element 9. 

b)
How do you go about this research or investigation (e.g. carrying out literature and database searches, producing graphs or charts, creating or setting up or conducting experiments etc)?

c)      How do you determine the method or approach to use? 

d)
Who decides that the investigation or research is needed or would be beneficial?      

9. 
 Sensory and Physical Demands

This element covers the sensory and physical aspects of your role.  This may include physical effort, co-ordination and dexterity, using aural evidence to assess next actions; applying skilled techniques and co-ordinating sensory information; and high levels of dexterity where precision or accuracy is essential.

a)
What tools, equipment, vehicles or machinery are you required to use to undertake your role (e.g. keyboard, photocopier, floor polishers, forklift, power tools, scientific equipment etc)?  How much time are you spending in these activities?  

b)
What physical effort and/or sensory co-ordination is required in your role (e.g. touch-typing, lifting, carrying or moving heavy, awkward or fragile objects, watching and monitoring experiments, handling animals, standing or walking etc)?  Please describe the activity and say how often you do it. 

c)
Are you required to work in cramped, confined, difficult or awkward positions? If so, where and when? 

d)
If relevant, how long did it take you to learn or develop the sensory/physical skills needed to carry out your role? 

e)     Are there any other sensory or physical demands required as part of your role?  

10. 
Work Environment

This element concentrates on your working environment, the effect it has on you and your ability to respond to and control that environment safely.  This may include such things as the temperature, noise or fumes, the work position and working in an outdoor environment.

a)
Where do you normally work (e.g. office, lecture room, laboratory, outdoors)?  If working in more than one location, give an estimate of the amount of time spent in each type of location. 

b)     What type of work are you required to do at each of these locations? 

c)
Are you exposed to any health and safety hazards (e.g. hazardous chemicals, fumes etc)?  If so, what and how often?  

d) 
Are you required to use any safety equipment or wear special clothing when undertaking your role (e.g. safety goggles, boots, hard hats etc)? If so, what? 

e)
Do you have to take any special measures to reduce the risk or control the environment (either for yourself or ours) before or while working there (e.g. carrying out a risk assessment etc)?

f)
Who is responsible for controlling the environment in terms of health and safety, and making sure that others working there are not at risk?

11.  
Pastoral Care and Welfare

This element is about your responsibility for the care and well being of students, colleagues, staff and others within the institution, in both informal and formal situations.  
This may include the need to be aware of the support services available; giving supportive advice and guidance; and counselling others on specific issues.   

a)
Are you approached by others seeking help regarding physical, mental and or well-being problems as a part of your role (e.g. as tutor or supervisor)?  


Are you required to help and show showing sensitivity to the feelings students and or colleagues who may be upset, distressed, angry, ill, etc)?  


If so, how often and what are the typical issues or problems? 

b) 
How do you deal with these welfare issues and problems (e.g. by directing the individual to the appropriate support service, by following HR procedures and policies to deal with issues relating to discipline, grievance, capability, compassionate leave requests etc)? 

c)
Are you required to deal with complex or severe welfare issues where there are no set guidelines or procedures and where the issue cannot be passed on to anyone else within the institution?  If so, please give examples?  

12.  
Team Development 

This element is about your role in the development of the skills and knowledge of others in your work team.  This may include the induction of new colleagues; coaching and appraising any individuals who are supervised, mentored or managed by you; and giving guidance or advice to your peers or supervisor on specific aspects of work.  (Training those outside the immediate work team should be included under Teaching and Learning Support).  

a)
Are you required to undertake inductions for new starters within your team?  If so, how often?  

b)
Are you required to train, guide or instruct others on specific tasks or activities (e.g. explaining the reasons for and how to operate a particular piece of machinery or equipment; showing a colleague how to use a computer-based application, provide training on new procedures etc)?  If so, what and how often? 

c)
Are you required to identify the learning needs of the team members and decides whether any one individual should receive training or development (e.g. required to conduct regular performance reviews, agreeing what needs to be done to satisfy any training or development needs etc)?  If so, please give details.  

13. 
Teaching and Learning Support

This element is about your role in the development of the skills and knowledge of students and others who are not part of your work team.  This may include providing instructions to students or others when they are first using a particular service or working in a particular area; carrying out standard training; providing demonstrations; lecturing and mentoring students and others.
a) Are you required to deliver any teaching and/or learning activities to anyone outside your work team (e.g. explaining the use of the library to students, demonstrating how to use a computer terminal, running staff training courses, delivering and assessing a course etc)?  If so, please indicate what teaching you provide, to whom, and how the teaching is delivered.   

b) If relevant, what area or specialism do you teach or train others in? 

c) How broad is the range of subjects that you are expected to teach?  

d) Who designs and develops the course/training content? Are you involved in the development of new courses and new subject areas? 

e) Who sets the overall curriculum in your area, and do you have an input into this process? 

f) Who sets and marks the assessments and/or exam questions, and provides feedback to the students/trainees? 

14.  
Knowledge and Experience

This element covers the relevant knowledge needed to carry out your role, however acquired, whether this is technical, professional or specialist.  Knowledge may be acquired through education or experience.  
a)
What knowledge, qualifications or experience, however gained, do you need to carry out your basic day-to-day responsibilities (e.g. knowledge of food hygiene, operating, equipment, software packages, General and National Vocational Qualifications, City and Guilds certificates, diplomas, professional qualifications, academic awards etc)?       

b)
How long did it take you to obtain the knowledge, qualification or experience required to undertake your role?  

c)     Are you required to update this knowledge and experience?  
If so, how often and how?  

d)     Are you a leading authority in your field internally or externally (please specify)?  

Any other relevant information

Please provide any other information that you consider to be relevant in considering the content, demands and responsibilities of your role:   

Please confirm:

The above represents a true and accurate picture of the current requirements of my role.

	Name:
	

	Role Title:
	

	
	

	Signed:
	

	Date:
	


Line Manager

To the best of my knowledge, I verify that the information give above represents a true and accurate picture of the current requirements of this role.

	Name:
	

	Role Title:
	

	
	

	Signed:
	

	Date:
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