AGENDA FOR CHANGE POST UPDATE (PUP) PROCESS MAP
This process is applied when the job description needs to reflect changes (no matter how minor) but where it is not anticipated that these changes would affect the Factor level outcomes and the

band outcome. The Post Update Panel process is purely a sense check panel to ensure that any minor changes made to the updated job description are reflective of the current scores.

Post holder and Line
Manager agree that the job All Post holders should have the opportunity to comment on the updated job
description needs to be description and it would have to be agreed and signed off by a minimum of
updated to reflect minor 80% of the Post holders before the job description can be formally submitted
changes or to incorporate through the Post Update Process.

information from a previous .
JAGHE I i o, Upon receipt of the outcome, the updated

\ job description should be signed by the Post

holder(s) and Line Manager. This should be

Updated job description is . o~ )
drait e e ith submitted to HR for filing f)n the employee’s
personal file.

advice sought from Trade
Union representative where
required. The Line Manager should submit the
updated job description to
Is the job description tsh.jobevaluation@nhs.scot
generic?

Postholder

If the Panel feel that more information is required, or other
changes need to be made to the job description, the Panel will
feed this back to the Line Manager.

Line Manager

The Line Manager has 5 working days to update the job
description and re-submit.

However, if there significant changes to the job description
which the panel feel may impact on any of the factor scores/
band outcome, they may recommend that the post should be

considered under the Re-evaluation process.

Refer to the Re-evaluation process.

If agreed, the JE
Coordinator notifies
the Line Manager.

The Post Update Panel meet to
sense check the updated Job
Description.

Does the updated content reflect
current factor scores/band?

Post Update Panel
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