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Job Evaluation Request Form for Non-Academic Roles

It is recommended that you read the Job Evaluation Procedures before completing this form.  
SECTION 1:  Unit and Role Information (for completion by Unit)

	Unit: 

	Sub Unit: 

	Unit Contact 

Name: 
Extension: 
E-mail:

	Date:      

	This request if for:

Re-grading   FORMCHECKBOX 

(Please tick)





New role  FORMCHECKBOX 


	Job Title:      

	Current Grade (re-grades only):      

	Current Benchmark Profile (re-grades only):      

	Requested Grade:      

	Requested Benchmark Profile:      

	Has this job been evaluated in the last six months?
Yes  FORMCHECKBOX 

(Re-grades only)








 No   FORMCHECKBOX 
 

If you have answered “yes” to the above question, or you are unsure, please contact your HR Partner before proceeding as it is not permitted to re-submit cases less than six months after a decision has been reached on a previous evaluation.


Documents Attached

	
	Please tick

	Role Outline Form, signed by Head of Unit or delegate
	 FORMCHECKBOX 


	Job Description, signed by Head of Unit or delegate                
	 FORMCHECKBOX 


	Person Specification
	 FORMCHECKBOX 


	Organisation chart
	 FORMCHECKBOX 


	For regrades, a statement of change of duties

	 FORMCHECKBOX 



Please send this form to your HR Partner.
SECTION 2:  Evaluation Record (for completion by Human Resources)

	Name of Analyst:      

	Date Request Received:      

	Date Evaluation Completed:      

	Recommended Benchmark Profile:      

	Recommended Grade:      

	HERA Reference (if applicable):      

	Analyst’s Signature:

	Date Passed to Quality Assurance Team (if applicable):      

	QA Grade:      

	QA Benchmark:      

	Chair of QA Team Signature:

	Date:      



(Note: for new roles, once this section is complete, return a copy of the form to the Unit and send the original to the HR Support Team for details to be recorded on the Job Evaluation database.)

SECTION 3:  Incumbent Information (for re-grades only: to be completed by the HR Partner once Section 2 has been completed)

	Name of Incumbent
Title:       



Forename/s:       



Surname:       

	Staff Number:      


SECTION 4: Re-grades Process Tracking (for completion by HR)

To be completed by HR analyst

	New salary (if applicable):      

	Effective date of re-grade (if applicable):       

	New terms and conditions (if applicable):       

	Service standard met?  Yes  FORMCHECKBOX 
  No  FORMCHECKBOX 


	Comments       

	Date information passed to HR Support Team for staff record to be amended and Job Evaluation Database updated:       


To be completed by HR Support Team

	Role and incumbent details, and decision, recorded on database:      


	Filing number (from database): 

	Date letter sent to incumbent, copied to Head of Unit: 

	Date new Terms and Conditions accepted (if appropriate):      

	Date staff record amended (if appropriate):      



Note: For re-grades, a copy of this form should be filed on the individual’s personal file and the original form returned to the HR Analyst for filing with the rest of the documentation.
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