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1.
Introduction
1.1
Job Evaluation is carried out to ensure equal pay is given for work of equal value.  The value of a job is determined by using a job evaluation scheme, in our case the Hay scheme.  As part of the job evaluation scheme, there is the provision for job holders to challenge the grading allocated to the job role. 

1.2
The procedures below outline how employees can challenge the evaluation of their job role.

2.
Grounds for Appeal 

2.1
There are two grounds for appeal:

· Incomplete information used in the evaluation and/or

· Incorrect evaluation and job grading
The two are outlined below in more detail.
It should be noted that an appeal on the basis of incomplete information being used in the evaluation must also include any grounds for appeal on the basis that the job has been incorrectly evaluated and is in the wrong job grade. There will not be separate appeals to cover both aspects. See sections 2.1 and 2.2 below.
2.2
Employees will be expected to provide evidence to support their application and/or be able to demonstrate that existing evidence is incomplete or inaccurate.
2.1
Incomplete Information Used in the Evaluation
2.1.1
Raising an appeal under this heading will not automatically put a job through for re-evaluation.  There are two stages to be undertaken first:

· Reviewing the job description requirements and reaching a decision on the job content with the Business Manager and Director.
· Deciding if any changes agreed are significant enough to put the job forward for re-evaluation

2.1.2
Reviewing the job description requirements
We completed a review of job descriptions for the restructure in April 2011 and again at the end of 2011 for job evaluation purposes.  Evaluations have been carried out on the basis that the content of job descriptions and person specifications is correct.  The procedure put in place for employees and managers to debate the job requirements in 2011 is still in place and will be followed if it is appealed that incomplete information was used in the job description that was evaluated. 
The process is therefore as follows:
2.1.2.1
 If an employee thinks that a significant job requirement is omitted from the job description, it should be raised with the relevant business manager and discussed.  If agreement is reached, the job description is amended, signed off by both parties and agreed by the relevant Director.  It will then be put forward to be considered for re-evaluation (see point 2.1.3 below).
2.1.2.2
If agreement cannot be reached between the employee and business manager, both parties can ask for help from a trade union representative and /or an HR Advisor to take part in discussions. Once agreement is reached, the job description is signed off by both parties and passed to the relevant Director for approval. 
2.1.2.3
If agreement is not reached at this stage, the employee’s and business manager’s comments will both be forwarded to the Director for a decision. The Director’s decision is final.  
The revised job description is then put forward for the next stage as follows:
2.1.3
Deciding if any changes agreed are significant enough to put the job forward for re-evaluation
Only a significant change in a job description will result in the job description going forward for re-evaluation. The decision to re-evaluate a job role will be made by Business Managers in agreement with the relevant Director and HR.

2.1.4
If it is agreed that the change(s) are significant an appeal on the basis of incomplete information can proceed.  The original appeal must also cover any  grounds for appeal on the basis that the original evaluation is incorrect and state the reasons for this.  There will not be one appeal covering incomplete information and a separate appeal on the outcome of the revised evaluation.  There will be one appeal covering both elements, held at the same time.  
2.2
Incorrect Evaluation and Job Grading
2.2.1
Once a job is evaluated, the grounds for raising an appeal are on the basis that the jobholder believes that the job they carry out has been evaluated incorrectly and is comparable to other job roles that are in a higher job grade.

2.2.3
An appeal on this basis can take place without an appeal also being made that incomplete information has been used on which to base the evaluation.  If however any grounds for appeal are made that refer to incomplete information, the process in section 2.1 above will also be followed at the same time.

3.
Appeal Process
3.1
Employees who are unclear about whether or not to appeal can ask to have a discussion with a member of HR and if they wish, their trade union representative, to help them understand their job evaluation to offer informal advice to employees on the grounds for appeal and completion of documentation.  After this discussion, staff may proceed to appeal, or not.  
3.1
Employees who wish to appeal on the grounds of an incorrect evaluation and job grading must complete Form JE1 – Job Evaluation Appeal Form and submit it to HR.  A copy will be provided for the relevant Business Manager.  The appeal will not be considered unless the information required on the form is provided. This is to ensure consistency.  If information is not provided, the appeal will not proceed.


· Where more than one person occupies a job role, an appeal will be heard even if only one person in that job role appeals. The outcome of the appeal will apply to all job holders in that job role. 
· If an appeal is received and there is more than one job holder, all jobholders will be notified that an appeal has been made.
· Jobholders will be expected to make arrangements themselves to coordinate appeals information and can ask for management assistance to provide reasonable meeting time.

3.2
The Business Manager must add their comments about the appeal on Form JE2 – Job Evaluation Appeal Response - and submit it to HR. The Business Manager will comment on the information and evidence provided by the appellants.  A copy of the form completed by the Business Manager is shared with the appellant(s). 
3.3
Appeals forwarded to the Appeals panel will be heard as follows;

· The job holder(s) will be given the opportunity to attend the appeals panel to give a short verbal submission to support the written evidence already provided and to answer any questions the panel may have.  A trade union representative may also attend.
· The appellant(s) will be heard first. Questions can be asked by the panel.
· The Business Manager for the role will also be asked to attend the panel or be available by phone, to provide additional information if required and answer any questions the panel may have.  The appellant(s) will be present when the Business Manager provides information.  The Business Manager and appellant will then withdraw
· After the presentation has been heard and questions asked, the appeal panel will re-evaluate the job role using the following information:
· The job description, person specification and “hardest part of the job” submission

· The appeal form and any supporting evidence

· The Business Managers Response form

· Verbal supporting evidence from the job holder(s) and Business Manager

· Additional evidence or verification sought, e.g. from the Director
· The original job rationale
The panel may adjourn the meeting to seek further information.
3.4
The job holder(s) will be advised of the outcome of the appeal generally within five working days or as soon as possible.

3.5
 Appeals will NOT be accepted if they are: 

· related to an opinion about the suitability of the scheme in general to measure the characteristics of any given job 

· related to pay only 

4.
Appeal Panel
4.1
The appeal panel will be made up of trained Hay Group evaluators, supplemented where necessary with advice from Hay Group consultants.  The evaluators hearing the appeal will wherever possible be different to the evaluators who made the original evaluation.
4.2
Evaluations carried out originally by Hay Group (the Executive, Business Managers and posts in HR) that are appealed will be referred back to Hay for re-evaluation.
5.
Outcome of Appeals
5.1
If an employee or group of employees is dissatisfied with the outcome of the evaluation and decides to invoke the Appeals procedure it may result in an outcome as follows:
· The job grade may be unchanged 
· The job grade may go up
· The job grade may go down
5.2
If the role is evaluated and the score remains the same or is higher but not by a large enough margin to move it into a higher job grade, the role will not change job grade.
5.3
If the role is evaluated and the score increases by a large enough margin to put the job into a higher job grade, the job will move into the higher job grade.

5.4
If the role is evaluated and the score reduces by a large enough margin to move it into a lower job grade, the role will change job grade to the lower job grade.
5.5
The Appeals Panel will seek a consensus decision on the outcome of the hearing based on the information presented. Failing a consensus decision, the original grade will be unchanged.
5.6
The result of the appeal is final, and there is no further right of appeal

5.7
Going forward after the initial project implementation, there will be a regular quality check of all scores as new jobs are evaluated or jobs are re-evaluated following changes,  to ensure the scheme is operating fairly and equitably.  
6.
New and Evolving Posts
6.1
If the business changes at any time in the future and job roles have to be created or changed to reflect new structures, job descriptions will be written and roles evaluated.  HR must see draft job descriptions for consistency auditing.
6.2
New jobs will be evaluated either when the role commences and again in six months time, or an “indicative salary” will be used at the outset and the job evaluated after six months.  The Business Manager will decide on the most appropriate process in conjunction with HR.
6.3
Any employees in new jobs created for the business will have the right of appeal to their evaluations on the following grounds:
a) the job information provided to the evaluation panels was incomplete and a significant job requirement has been overlooked, 

and/or


b) a jobholder believes that the job they carry out has been evaluated incorrectly and is comparable to other job roles that are in a higher job grade.

6.4
The appeals process will be as outlined in section 2 above.
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