Job Evaluation Policy  
 
Who is covered by this policy? 
 
All staff, with the exception of the Chief Executive 
 
What is covered by this policy? 
 
This policy covers the purpose of job evaluation within [CHARITY NAME] and the process of evaluating new and existing jobs. It outlines how staff can have their job role re-evaluated if they believe it has changed significantly. 
 
Purpose 
 
The aim of job evaluation is to provide a systematic and consistent approach to defining the relative worth of jobs within [CHARITY NAME].  It provides a basis for a fair and orderly grading structure.  It is concerned with the demands of the job, such as the experience and the responsibility required to carry out the job.  It is not concerned with the volume of work, the number of people required to do it, the scheduling of work, or the ability of the job holder. 
 
Movement within or between grades does not automatically mean an adjustment in pay. 
 
The process  
 
The Job Evaluation Panel 
 
When a new or existing job is submitted to [ROLE WITH PERSONNEL ACCOUNTABILITY] for job evaluation, the job evaluation panel (the Panel) will be convened by a Director from across the organisation.  The Panel will consist of no less than three and no more than four people, one of whom will be the [ROLE WITH PERSONNEL ACCOUNTABILITY] .  The Panel will comprise people who have as much knowledge as possible of the range of jobs involved.  The Chair of the Panel should not be the Director with accountability for the role if they are the line manager of the post under review.  
 
The Panel is not a negotiating body but a problem-solving team and reaches its decisions through consensus.  In the event that consensus cannot be reached the Chair will have the final say.  
 

Evaluating a new job   
 
If and when a new position is approved, a job description will be written and agreed by the appropriate manager(s).  Within 20 working days, or as soon as is reasonably practicable, of the new job description being submitted to [ROLE WITH PERSONNEL ACCOUNTABILITY]  a Director will be nominated and a Panel will be convened.   The Panel will evaluate the new job and place it at the correct level within the appropriate salary band, before the new vacancy is filled.  Due consideration will be given to the appropriate market comparisons for the role if appropriate. 
 
The Panel will announce its decision within 5 working days of the Panel being convened, unless further research is necessary in which case the relevant staff member/manager will be informed of the delay and given a new date for the decision. 
 
All new or amended roles for vacant posts will be evaluated prior to being advertised. 
 
[CHARITY NAME] job descriptions are written to a standard format to enable valid comparisons to be made and to take account of all major tasks and/or responsibilities.   
 
Evaluating an existing job – guidance for staff 
 
If a member of staff believes that their job has changed significantly and therefore warrants moving salary band they should follow the process below: 
 
	The job holder should discuss changes to the job with their line manager.  If the manager agrees that the job has changed significantly, the job evaluation panel may be convened. 
 
	The job holder will be asked to demonstrate how their role has changed significantly by drawing up a new job description that they feel accurately reflects their role as they see it now. The new job description needs to clearly highlight any additional responsibilities and flag any changes, including things which have been added or removed. On completion, this must be agreed by the line manager before being submitted for job evaluation.  This will need to be accompanied by the original job description.  
 
	The support of your line manager does not guarantee that the committee will agree.  
 
	The Job Evaluation Panel will convene to consider the job description within 20 working days of the job description being submitted and will give its decision within five working days. 
 

The appeal process 
 
If an individual staff member considers their job has been wrongly evaluated, they may appeal. 
 
Appeals should be made in writing (hard copy or email) to the Chair of the Panel within five working days of the decision of the Panel clearly outlining why they believe the decision was mistaken. 
 
The appeal will be heard within 21 working days of receipt of the appeal.  It will be heard by the Chief Executive, who may seek the advice of all or some of the Panel and/or the line manager concerned, and the decision will be given within five working days. 
 
The decision of the Chief Executive is final. 
 
NB: Please note that under normal circumstances an increase in pay will not be backdated.  
 
Guidance for Managers  
 
What to do if a member of your team wants their job re-evaluated?  
 
	Familiarise yourself with the policy and ensure that you and your team member have thoroughly understood what is involved.  
	Ensure you explain to your team member that the evaluation process may not go in their favour.   
	You do not have to support the application if you do not believe the job has changed significantly.  
	If your team member disagrees with your decision to not support an application, please advise them to follow the grievance policy.   
 
Reasons you may choose to not support an application;  
 
	Additional tasks are not the same as additional accountability. A staff member can take on extra work as required, but that does not mean that the value of their work to the organisation has increased.  Increase in value will typically mean additional responsibilities such that the individual is held to a higher standard than before. 

	Job evaluation is concerned with the detailed responsibilities of the role and not personalities.  Jobs will not be evaluated simply because someone is doing their job well or because they have threatened to leave if they don’t get a pay rise.  High performance in a role is rewarded through performance review, not through job evaluation. 
 
	Consider the decisions that your team member refers up to you? Are they at the same level as they have always been?  Do they have increased authority to take decisions about that work without reference to you?   


