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Grading Assessment Procedure
1. General Provisions

1.1. This document aims to inform staff of the procedure to be followed when requesting the regrading of a role. 
1.2. This procedure applies to all staff employed on a Contract of Employment issued by Aberystwyth University covered by the Framework Agreement.

1.3. Any change in grade will be effective from the date the application for regrading was received by Human Resources.

1.4. The regrading process may be initiated in one of two ways: (i) by the Head of Department (as in section 1 below) or (ii) by a member of staff (as in section 2 below)

1.5. An application for the regarding of any member of staff will normally be considered   only once in a rolling 12 month period. Non-permanent allocation of additional responsibility (for periods up to 12 months) are be managed using the Acting Up/Responsibility Pay Policy .
2. Section 1 – Application by the Head of Department to regrade a post
2.1. Heads of Department who wish to propose that an employee should take on permanent and ongoing responsibilities which are in addition to the present role profile are required to make a proposal to Planning Group, prior to allocating the additional responsibilities, in order to seek an agreement in principle for the regrading of the role.
2.2. If agreement in principle is given, the revised job description, or role outline form, detailing the additional responsibilities and/or duties should be submitted to the HR Manager who will arrange for the post to be analysed under the Higher Education Role Analysis (HERA) process to determine whether there is any impact on grade. The analysis should take into account which Role Profile would be most appropriate for the revised role.
2.3. If scoring indicates a higher grade, the proposal to re-grade the post will be submitted to Planning Group for consideration. The member of staff should not be asked to undertake additional responsibilities until a decision has been made.
3. Section 2 – Application by an employee to regrade their post.

3.1. A member of staff who feels for any reason their post is wrongly graded, should write to their line manager to seek an assessment of their role by HR. 
3.2. Where there is disagreement between the line manager and the member of staff regarding the job description or role profile HR will facilitate a discussion with a view to arriving at a satisfactory solution.
3.3. HR will assess the information provided and will communicate the decision to the member of staff and the Head of Department 
3.4. If a change of grade is indicated from the assessment, the Head of Department will then need to initiate Section 1 of the procedure and seek Planning Group’s approval to permanently alter the grade of the post. 
4. Regrading Appeal Panel
4.1. A member of staff who disagrees with the outcome of the assessment of their grade should write to the Director of Human Resources who will arrange for a Regrading Appeal Panel to be convened to scrutinise the decision.
4.2. A Regrading Appeal Panel will consist of four individuals drawn from a pool of HERA trained panelists endorsed by the University Council.  AU will appoint two management representatives from this pool and the JUCC will appoint two Trade Union representatives from this pool to each panel. The process will be managed by the HR Department. 

4.3. The panel chair will be appointed from within the panel and in addition to being a full panel member, will act as rapporteur. 

4.4. A trade union which is not represented in the membership of a regrading appeals panel may, if it wishes, send an observer to such a meeting. The observer will have access to all the documentation related to the appeal. All observers must be members of the trained pool of panelists.
4.5. Members of panels will not have been involved in the case in question and will be required to declare potential conflicts of interest as they arise. In the event of a material conflict of interest, the panel member should be replaced. Panellists should not be drawn from the member of staff’s department. 
4.6. Human Resources will be in attendance at all Regrading Appeals Panels in an advisory capacity.  

4.7. Following a regrading appeal, if scoring indicates a higher grade, the proposal to re-grade the post will be submitted to Planning Group for consideration. The member of staff should not be asked to undertake additional responsibilities until a decision has been made.

4.8. If the Planning Group do not authorise the change it will be necessary to remove the requirement to undertake the additional responsibilities from the individual concerned; or else amend the responsibilities to make them commensurate with the existing grade.
5. Policy Review

5.1. The Regrading Policy will be reviewed after a year and thereafter on a triennial basis, or before if necessary. Such reviews will be to ensure that the policy remains compliant with legislation and good practice. 
5.2. The University is committed to embedding the Equality Scheme into its policies, procedures and practices. This policy/procedure has been equality impact assessed and will be monitored on an annual basis in accordance with this Scheme.

Promotions to Senior Lecturer, Reader and Personal Chair follow separate procedures which are detailed on the HR website.

Please note: Consultation took place but the final version of this procedure has not been endorsed by the JUCC of campus trade unions.
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