AGENDA FOR CHANGE RE- EVALUATION PROCESS- UPDATING CURRENT JOB DESCRIPTION

Where a post holder and their manager agree that the demands of the post have changed significantly, then a re-match or re-evaluation of the post needs to be carried out.

To make a request for re-evaluation or re-match the post holder must submit an amended agreed job description and Re-evaluation/Significant Change Request form providing

details of the changed job demands that have led them to believe there is a change in factor levels. Post holders must be advised that the outcome of the re-evaluation or rematch

could be to remain in the same band; or go up or down a band. A re-match or re-evaluation should assess the whole job. Just dealing with some of the factors could lead to inconsistencies.
If the banding outcome changes as a result of re-evaluation, that change should be backdated to when the post holder and manager agreed the job has changed.

Is the Post holder
satisfied with the
outcome?

J—Yes—> Process is complete

Local Evaluation process
is implemented as per
the NHS Job Evaluation
provisions.

If the Post holder is dissatisfied with the
outcome they can submit a Job Evaluation
Review Request within 3 months. From here
he Job Evaluation Review Process will appl

Line Manager and Post
holder agree there has been
a significant change in the
skills and responsibility
demands of the job.

Postholder

Has the payband
changed?
The Line Manager and Post
holder meet to draft and
agree a revised job

Line Manager completes an
electronic notification of change
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Trade Union
Rep

AFC Panel

Consistency Panel

description and complete
the full Re-Evaluation/
Significant Change form.

The Post holder may wish to
seek support form their local
Trade Union Rep.

If there is an existing generic
job description which
reflects the Post holder’s
role, please refer toRe-
evaluation process — signing
up to an existing job
description.

The Line Manager submits
completed regrading
application to
tsh.jobevaluation@nhs.scot
This must include the old

and revised job descriptions.

The JE Panel date
notification advises
Line Manager and TU
Rep to be available to
answer any questions
the Panel may have.
Any such questions
would be emailed first
to allow the Line
Manager and the TU Rep
to liaise on the
response. This is then
followed by a telephone
call for the response to
the Panel.

form attaching the notification of
change email from JE
Coordinator.

Advice and guidance is also
available from when
preparing a re-evaluation
application.

JE Coordinator
arranges for the JE
documentation to
be submitted to the
next available panel
and will notify the
Line Manager of the

panel date.

JE Coordinator notifies the
Line Manager and the Post
holder that a JAQ needs to
be completed and
returned within 3 months,
paperwork will be sent to
the Post holder.

JE Coordinator notifies
the Line Manager of the
outcome. The Post
holder’s outcome letter
is attached to the
outcome email for the
Line Manager to issue to
the Post holder.

Is the NOC
consistent
with the
attached
outcome
email?

I-} NOC is declined.

E-NOCis sent on to
Finance Lead for
authorisation.

Once approved HR send
the Line Manager final
notification. Process is

complete.

The Evaluation Panel looks at
the post afresh, and seeks to
match it to a National
Profile, or, if this is not
possible, will recommend a

The post is submitted to the next available
Consistency Pane. The Panel either agrees with the
outcome or refers queries and comments about

inconsistencies back to the JE Coordinator to raise

with the regrading panel.
Is the outcome agreed?

Has the revised job
description been
matched to a national
profile?
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