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1. Introduction

1.1
As part of the introduction of new systems for pay and grading, it is essential that employees have the opportunity to request that the evaluation of their job is reviewed through an Appeals Process. 

1.2
The following process will apply to the outcomes of the job evaluation exercise conducted as part of the pay and grading review.

2. Purpose

2.1

The purpose of the appeals procedure is to ensure that employees can challenge the grading of their job. 
2.2

The Appeals Procedure assumes that the job in question has not changed significantly since the original evaluation was undertaken.

2.3

It is, however, inevitable that some posts will change during the review period. Where this occurs, employees whose role has changed significantly and this is confirmed by their line manager will have the opportunity for the changed job to be re-evaluated. This will not be considered as the appeal stage.

3.
Reducing the number of appeals

3.1 The development of the overall job evaluation processes, as agreed with the trade unions, has been designed to ensure fairness and transparency and employee involvement. This is intended to minimise the number of appeals arising from the possible incorrect application of the job evaluation scheme.
3.2
The use of the Job Evaluation Questionnaires and discussions with Job analysts should reduce the likelihood of appeals as the information used to populate the computerised NJC evaluation system has been gathered and agreed with the job holder and their line manager.  

3.3 The design of the job evaluation process includes a number of jointly agreed and operated quality assurance mechanisms to ensure the NJC scheme and local conventions have been applied correctly and consistently. All jobs have subsequently been subject to a joint moderation process.

3.4 The above processes will take place before informing employees of the outcomes of the job evaluation review (which will coincide with the publication of the pay and grading structure), so that most employees will find that the evaluation of their post, and their resulting grade are correct.

3.5 Nonetheless, it is accepted that all employees should have a right of appeal so that they can assure themselves that the evaluation of their job and the application of the Council’s pay and grading arrangements are correct.

 4.
When to appeal

4.1 
Following the agreement of the new pay and grading structure, employees will be  

               informed individually of the factor levels and total JE points score and the grade for 
               their post. 

4.2 An employee, who wishes to appeal, must do so within three months of being  

              notified of their JE outcomes and grade. In exceptional circumstances such as where  

the job holder is absent for any reason, this period maybe extended by agreement. In respect of school based staff any appeal must be submitted within four months of notification. All appeals submitted will be acknowledged within 7 days of submission. Ideally all appeals will be dealt with within three months of receipt, but this will be dependant upon the overall number of appeals received.

5.0         Job Groups - Multi-occupied jobs

5.1          It is possible in these circumstances that the appellant does not consider that their   

               job is the same as other job holders with whom they have been evaluated.  In such 
              circumstances, the appellant and line manager demonstrate this to the Appeals 
               Panel who will consider the appeal and decide if the post should re-evaluated based 
               on the additional information provided or whether the employee’s role has been 

               evaluated as part of another Job Group. 
5.2 Where the Appeals Panel agree that the job of the appellant is different and amend the evaluation, then the new grade will only apply to that individual. 
5.3         Where the job holders agree that they are doing the same job as those with whom 
               they have been evaluated, they will still have the right of appeal.  However, any 
               appeal involving more than one job holder should be based, where possible, on a 
               collective appeal so that all factors where individuals may wish to appeal are 

               considered through one appeal based on an agreed submission by the job holders.   

5.4        In the event that the job is re-evaluated and the grade changes, the new grade will 
              apply to all job holders irrespective of the outcome and any involvement in the 
              appeals procedure.

6.0         The Appeals Process:

6.1
An employee who wishes to appeal will be required to submit a written submission. They must complete the agreed pro-forma stating the grounds of their appeal and the factors they are challenging

6.2
The appeal will be considered by a panel of two senior managers.  A job analyst will provide technical advice to the Panel on the operation of the job evaluation scheme.  The Joint Trade Unions will be invited to send an observer to all Appeals Panel hearings.  All managers and observers must have received training in the operation of the Job Evaluation Scheme prior to sitting on Appeals Panels.

6.3     
An employee will have the right to be represented at any appeal hearing by a trade union representative or a work colleague.
6.4
The Appeals Panel will only consider those factors which have been queried by the appellant.
6.5
The Appeals Panel can reach one of the following decisions:

(i) the factors subject to appeal are upheld and adjustments will be made to the original evaluation to take account of these factors.( It should be noted that an increase in score for a particular factor may not result in a change in grade if the adjustment  does not take the overall score above the maximum score for the original grade).
(ii) The appeal is dismissed and the original evaluated score will stand
(iii)         in exceptional circumstances, if the Panel believe that there are serious errors in  

               the original factor scores, the Panel can decide to ask for a full re-evaluation of 
               the post. This will be carried out within one month of the Panel and the result 
               will be communicated to employees as soon as is practicable after the re- 

               evaluation exercise. As this will be a complete re-evaluation of the post there 

               will be a further right of appeal at this stage.”
6.6
The Appeals Panel will provide a full rationale for any changes made to the original levels attributed to the job.
6.7
The decision of the Appeals Panel will be final and there is no further right of appeal. 

6.8
Employees will be informed of the outcome of their appeal in writing within 7 days of the Appeal Panel meeting.
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