
  ENCLOSURE 10.1 

CANNOCK CHASE COUNCIL 
CABINET 

15 NOVEMBER 2007 
REPORT OF THE DIRECTOR OF ORGANISATIONAL IMPROVEMENT 

PORTFOLIO LEADER – LEADER OF THE COUNCIL 
NJC RE-EVALUATION APPLICATION, HONORARIA AND GRADING POLICY 

1. Purpose of Report

1.1 To provide Cabinet with details of the “Re-evaluation Application, Honoraria and Grading” 
policy for consideration.  This policy has been created to ensure that the principles adopted 
during the Job Evaluation implementation are now enshrined in a policy document to ensure 
continuing access to standardised processes and employee appeals provisions in relation to 
pay and grading. 

2. Recommendations 

2.1 That Cabinet notes the content of the  “Re-evaluation Application, Honoraria and Grading” 
policy. 

3. Key Issues 

3.1 The Single Status Agreement on pay and conditions of service for local government employees 
requires local authorities to have fair and non-discriminatory grading structures in place.  To 
this end, the Local Government Job Evaluation Scheme was developed.  Job evaluation was 
conducted within Cannock Chase Council and implemented with effect from 1st April 2005. 

 
3.2 A “Re-evaluation Application, Honoraria and Grading” policy has also been created with a view 

to ensuring that the agreed principles, processes and procedures that were utilised for the 
implementation of the job evaluation scheme are fully reflected in the processes and 
procedures adopted for taking the job evaluation scheme forward, the circumstances in which 
employees can apply for re-consideration of their job evaluation and rights of appeal for 
employees 

 
3.3 The transitional arrangements described in the policy allow for anyone whose post has been 

re-evaluated between 1st April 2005 and 31 August 2007 to apply for a re-evaluation within 6 
months of the date of the implementation of the policy.  The transitional provisions are 
suggested because, whilst the trade unions were involved in the implementation phase of job 
evaluation, they have not had an opportunity to contribute to, or agree the processes that have 
been undertaken since that time. 

 
3.4 The draft policy was submitted to Directors Management Team on 3rd April 2007 and it was 

agreed that the draft could be circulated for consultation.  Following a meeting with the Trade 
Unions some minor amendments were suggested and agreed by DMT on 28 August 2007.   
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REPORT INDEX 
 

Background Section 1 

Details of Matters to be Considered i.e. Options Considered, Outcome of 
Consultations etc. 

Section 2 

Contribution to CHASE Section 3 

Section 17 (Crime Prevention) Implications Section 4 

Human Rights Act Implications Section 5 

Data Protection Act Implications Section 6 

Risk Management Implications Section 7 

Legal Implications Section 8 

Financial Implications Section 9 

Human Resource Implications Section 10 

Conclusions Section 11 

List of Background Papers Section 12 

Annexes to the Report i.e. copies of correspondence, plans etc.  

Annex 1 

 



  ENCLOSURE 10.3 

Section 1 

Background 

As part of it’s business plan for 2006/7 the Organisational Development Division has an objective to 
review and update a number of key policies - including the development of a comprehensive pay and 
grading policy. 
 
The Equal Pay Act 1970 makes it unlawful to offer different pay and conditions where women and men 
are doing the same or like work or rated as equivalent in the same employment.  The Single Status 
Agreement on pay and conditions of service for local government employees requires local authorities 
to have fair and non-discriminatory grading structures in place.  To this end, the Local Government Job 
Evaluation Scheme was developed. 
 
During 2004 the Council undertook evaluation of all jobs that existed at the time within the Council and 
were employed under the “Green Book”.  Once all evaluations had been finalised and points for all jobs 
were known, a pay model was designed and consultation undertaken with the trade unions. The 
consultation culminated in an agreement being reached with trade unions on the new grading structure 
and local changes to terms and conditions of employment.  The outcome of JE was then implemented 
with effect from 01 April 2005.   
 
Since the implementation phase was completed the principles adopted during the implementation 
phase have continued to be applied but there has not been any formal policy in place describing 
ongoing job evaluation processes, the circumstances in which employees could apply for re-
consideration of their job evaluation and rights of appeal for employees.   

 
Section 2 

Details of Matters to be Considered i.e. Options Considered, Outcome of Consultations etc.  

Consultation 

Following presentation of the draft policy to Directors Management Team on 3rd April the draft policy 
was circulated to Heads of Service, Service Managers and the Trade Unions for consultation purposes.  
Managers were asked to discuss the content of the draft policy with their team members in order to 
ensure that the widest possible audience had the opportunity to comment on the draft. 

A meeting was held with Unison on 3rd July 2007 and a number of points were raised particularly 
around clarification of particular sections within the policy.  In particular there was a request for further 
clarification of the scope, purpose and monitoring of  ‘development opportunities’.  Detail regarding 
comments receive is attached at appendix 1. 

Amendments have been made to the policy to reflect comments received during the consultation period 
and these are highlighted within the policy (appendix 2) for reference. 
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Section 3 

Contribution to CHASE 

The proposed policy does not contribute directly to the CHASE objectives but is intended to improve 
employees experience of working for Cannock Chase Council by providing a comprehensive and 
recognised mechanism for ensuring consistent pay and grading processes. 
 

Section 4 

Section 17 (Crime Prevention) Implications 

There are no specific crime prevention implications 
 

Section 5 

Human Rights Act Implications 

There are no specific Human Rights Act implications. 
 
 

Section 6 

Data Protection Act Implications 

There are no specific data protection implications.   
Section 7 

Risk Management Implications 

The policy aims to reduce the risk of equal pay claims from employees who feel that they are not being 
paid equal pay for work of equal value. By having a robust methodology in place, agreed by the trade 
unions and applied fairly and consistently the risk of such claims should be significantly reduced. 

Section 8 

Legal Implications 

The policy seeks to provide a consistent and fair approach to key issues that each employee could 
potential face. Accordingly, there is considerable merit and justification for the Council to adopt a clear, 
concise and fair policy addressing re-evaluation, honoraria and re-grading of employee roles, duties 
and obligations.  
 
The policy introduces a specific criterion together with guidance on how employees, managers and 
directors should pursue, consider and determine any applications made. The proposed policy must 
ensure that all employees are afforded the opportunity to pursue matters relating to re-evaluation, 
honoraria and re-grading through a fair and impartial framework. 
 
The introduction of appeal processes inevitably gives rise to the need for the Council to comply with the 
recognised principles of natural justice, namely that the employee shall be entitled to a fair hearing and 
the appeal heard in the absence of any bias. 
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The consideration of any appeal must be determined having regard to the relevant facts, details and 
information submitted, whether provided orally or in the form of documentary evidence. Failure to 
consider all key issues and all the evidence in any appeal could give rise to a challenge of the decision. 
 

Section 9 

Financial Implications  

Although this report is setting out the Policy for Re-Evaluations, Honoraria and Grading Policy it is 
important to consider the consequences of such policy in financial terms. All employee budgets for the 
financial year of the grading issue are cash limited and ring fenced hence any implications arising from 
a re-evaluation will need to be contained within the service manager/head of service budget unless 
ongoing external funding is made available.  

The 3 sections below detail the current situation and guidance that should be followed when 
considering each policy area. 
 
Re-Evaluations
 
The Policy for Re-Evaluations is detailed in sections 4.3 and 4.12 of the attached Policy document.  
Within this it states that “Where an increase in grade has occurred, financial approval will then be 
sought from Accountancy to confirm that sufficient budget is available using the JE Re-evaluation form 
(See Appendix 7).”  Thus, where a re-evaluation has been successful, the JE Re-evaluation Form 
(section - Financial Implications) must be appropriately authorised, to state that the existing budget is 
sufficient to meet the re-evaluated post. 
 
If there is insufficient budget to fund the post then as per the Policy, “where insufficient budget exists, a 
review of the funding and structure of the section will then be undertaken as part of a manager 
instigated restructure in line with the Restructure Policy.” 
 
Where there are no additional monies available for re-evaluations of posts, managers must either: 

• Fund the increase from within existing budgets and / or 
• Restructure their services to ensure the funding will be made available. 

Honoraria 
 
The policy states in section 4.9 that “Honoraria payments may be awarded where an employee covers 
the duties of a higher graded post for a specific finite timescale.”  In the majority of cases this occurs 
when the higher graded post is vacant.  This means that any honoraria payment can be funded from 
the saving being made on the vacant post. 
 
Where a post is not vacant, such as long term sick, the manager will be required to seek funding from 
elsewhere, i.e. virement from an alternative budget head. 
 
Grading Policy 
 
Whatever a post is graded the manager must ensure that funding is available to cover the salary and 
any on-costs.  Where funding is not available the manager will be required to undertake an instigated 
restructure in line with Restructure Policy, or in exceptional purposes request a supplementary 
estimate. 
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Section 10 

Human Resource Implications 

The Human Resource implications are explicit within the main body of this report. 
Section 11 

Conclusions 

That Members note the “Re-evaluation Application, Honoraria and Grading” policy. 
 
 

Section 12 

List of Background Papers 

 
Annex 1 – Re-evaluation Application, Honoraria and Grading Policy 
Annex 2 – Feedback received during consultation 
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Annexes to the Report 

Appendix 2 – Comments received during consultation 
 
Following the meeting on 03 July 2007 with Unison (also acting on behalf of GMB) the following 
comments were raised: 
 

- It was felt that the title of section 4.3 was a little confusing (Employee initiated 
restructure re-evaluation). This has now been amended to Employee initiated re-
evaluation. 

- There was concern that section 4.8 did not make clear how development opportunities 
would be monitored.  This has now been amended to include a 3-month review stage. 

- It was felt that the term ‘secondment’ in section 4.10 might not be clear for employees.  
A definition of a secondment has now been included. 

- It was felt that further clarification of section 4.12.1 was required to explain what 
evidence should be provided at appeal.  A sentence explaining that the evidence 
should establish the facts of the changes and what this could include e.g. examples of 
projects etc has been included. 

- The unions wanted an indicative timeframe that employees would receive written 
confirmation of the outcome of their appeal.  This has now been included, and states 
that this will be ‘within 14 calendar days, or some other date which has been agreed by 
all parties’. 

- There was concern that section 4.13 could be interpreted in a way that suggests that 
the local conventions could be changed by the Council at anytime without consultation 
with the trade unions.  This has now been clarified so that only changes like those to 
band levels for budget responsibility to reflect changes in inflation etc can be changed 
with the trade unions being advised, and any other changes would require 
consultation. 
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1. Legislative and National Frameworks 
  

Equal Pay Act 1970 and amendments makes it unlawful to offer 

different pay and conditions where women and men are doing the 

same or like work or rated as equivalent in the same employment.  

 
Various Employment Legislation including: 
Sex Discrimination Act 1975 and amendments. 
Race Relations Act 1976. 
Disability Discrimination Act 1995 and 2005. 

The Employment Equality (Sexual Orientation) Regulations 2003.  
The Employment Equality (Religion or Belief) Regulations 2003. 
The Employment Equality (Sex Discrimination) Regulations 2005. 
The Employment Equality (Age) Regulations 2006. 
Acts that render unlawful specific kinds of discrimination and promote 

equality of opportunity in employment. 

 

Part Time Workers (Prevention of Less Favourable Treatment) 
Regulations 2000. 
Fixed Term Employees (Prevention of Less Favourable Treatment) 
Regulations 2002. 
Acts that make it unlawful to treat part time and fixed term employees 

less favourably than permanent full time employees, including the right 

to receive the same pay and benefit entitlements on a pro rata basis. 

 
Local Government Terms and Conditions of Employment: 
National Joint Council for Local Government Services (NJC) 
(Green Book)  
* 1997 ‘single status’ agreement within the NJC 

• The 2004 Implementation Agreement and Job Evaluation (JE) 

scheme recommended in Part 4 of the national terms and 

conditions for local government employees. 
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2. Policy Statement 
 
 It is important for Cannock Chase Council to have a systematic pay, 

grading and re-evaluation policy to be able to recruit, retain, reward and 

provide recognition to its employees.  This will enable the Council to 

achieve its objectives and promote the value of fair treatment to all 

employees. 

 

 This policy provides employees with a clear and transparent 

understanding of how the pay level for their post has been established 

and the circumstances under which a re-evaluation might take place.  It 

will also ensure that employees performance is recognised through the 

Personal Development Review (PDR) process and via pay progression 

and honoraria payments.  Finally, this policy draws together the 

decisions from the JE implementation process in relation to the above 

(See Appendices 12 and 13). 

 

Therefore, the objectives of the Councils Re-evaluation Application, 

Honoraria and Grading Policy are to: 

 

• Provide employees with a clear procedure for instigating a re-

evaluation of their job 

 

• Support the Council’s corporate objectives to reward 

performance/competence 

 

• Be transparent, fair and equitable, with no gender bias 

 

• Provide a robust defence against equal pay claims 

 

• Support the recruitment and retention of professional and other hard 

to recruit groups of employees 

 

• Be both practical and pragmatic 
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3. Guidance on How to Apply the Policy 
 
3.1 Eligibility 

 

 This policy will apply to all employees employed under the NJC “Green 

Book”. 

 

 This policy does not apply to those employees employed under the 

JNC “Red Book” or JNC Chief Officer terms and conditions. 

 

4. Provisions 
 
4.1 Background 
 

Single Status Agreement 
The Single Status Agreement on pay and conditions of service for local 

government employees requires local authorities to have fair and non-

discriminatory grading structures in place.  To this end, the Local 

Government Job Evaluation Scheme was developed. 

 
Job Evaluation (JE) Scheme 
Job evaluation is a means of determining the relative values of jobs 

within an organisation, so that all posts are graded appropriately to 

their duties and responsibilities.  The Council adopted the 

computerised version of the Local Government Job Evaluation 

Scheme, which was explicitly developed to cover the full range of jobs 

in local government. This scheme has been endorsed by both 

employers and unions at national and local levels. 

 

This JE scheme assesses jobs against 13 factors, which are split into 4 

main groups: 

 

1. Knowledge and Skills 

Knowledge, mental skills, interpersonal and communication skills, 

physical skills 
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2. Effort Demands 

Initiative and Independence, physical demands, mental demands, 

emotional demands 

 

3. Responsibilities 

Responsibility for people, supervision of employees, financial 

resources, physical resources 

 

4. Environmental Demands 

Working conditions 

 

JE Implementation 2004 
 

During 2004 the Council undertook evaluation of all jobs that existed at 

the time within the Council and employed under the “Green Book”.  

 

Not all individual posts needed to be evaluated, as many posts* were 

grouped into discrete jobs*.  Discrete jobs are those where the duties 

are the same however there are a number of individual posts.  Good 

examples of this are Benefit Officers or Recreation Assistants. 

 

Once all the identified discrete jobs were evaluated, an independent 

auditor undertook a sorethumbing/moderation* exercise to ensure 

consistency of application across the Council, and to identify any factor 

assessments or jobs, which appeared out of place. 

 

A formal audit of the evaluations was then undertaken which allowed 

post holders to raise any issues with the evaluation and also to enable 

the independent auditor to clarify any questions or address concerns. 

 

Once all evaluations had been finalised and points for all jobs were 

known, a pay model was designed and consultation undertaken with 

the trade unions (See Appendix 12 – Single Status Consultation 

Document).   

Comment [it1]: See 
Glossary of Terms in Appendix 
xx 

Comment [it2]: See 
Glossary of Terms in Appendix 
xx 

Comment [it3]: See 
Glossary of Terms in Appendix 
xx 
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(* See Glossary in Section 10) 
 

The consultation culminated in an agreement being reached with trade 

unions on the new grading structure and local changes to terms and 

conditions of employment (See Appendix 13 – Single Status 

Implementation Agreement).   

 

The outcome of JE was then implemented with effect from 01 April 

2005. 

 

Post holders then had a right of appeal.  An Appeals Panel comprising 

the Chief Executive and Head of Organisational Development (or his or 

her representative) and two Trade Union representatives, considered 

all appeals.  Any successful appeals resulting in changes to 

evaluations or grades were then implemented effective from the date of 

JE implementation (01 April 2005). 

 

Further details on the JE scheme and factors can be obtained from 

Appendix 1 of this policy, the Council’s intranet site, the NJC Green 

Book Part 4 and from the Organisational Development Division. 

 

 Transitional Provisions for Period 01 April 2005 to 31 August 2007 

 

All jobs that existed prior to 01 April 2005 and covered by the “Green 

Book” have been job evaluated as detailed in the process above.  

However, any subsequent changes to these jobs and any new jobs that 

have been created since this date have been evaluated under the 

transitional provisions detailed below. 

 

Any newly created jobs that have been established during the period 

01 April 2005 to 31 August 2007 have been job evaluated between the 

manager and JE analyst, and moderated. 

 

Any changes to existing jobs, including those where there have been 

postholders in post, have undergone a job re-evaluation as part of a 
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restructure.  The job evaluation was undertaken between the manager 

and JE analyst, and moderated.   Postholders were then consulted on 

the restructure proposals, and where required, could discuss the 

revised job evaluation with their manager. 

 

Moderations were undertaken by a JE trained officer of the 

Organisational Development Division who was independent from the 

original JE meeting. 

 

However, as the trade unions did not have a formal opportunity to 

contribute to the procedures which were implemented, the Council has 

agreed that all employee’s whose posts were re-evaluated during this 

period (excluding those undertaken as an appeal from the JE 

implementation exercise), and where the employee has discussed 

during their latest PDR that they would like to apply for a re-evaluation, 

they will be able to request this under this policy.  These employees 

must apply for the re-evaluation within 6 months of implementation of 

this policy.  After this time, the normal re-evaluation application process 

will apply where evidence of changes will be required. 

 

JE Process 01 September 2007 onwards 
 

No re-evaluations will be permitted for evaluations conducted during 

the JE implementation exercise up to 01 April 2005 unless employees 

can demonstrate major changes to the duties, which have occurred 

since that date as highlighted within this policy. 

 

All re-evaluation applications from 01 September 2007 onwards will be 

conducted in line with this policy. 

 

Council had agreed the Appeals procedure detailed in the “JE 

Implementation 2004” paragraph above, however as this procedure 

was only applicable during the implementation stage, this policy now 

sets out the appeal rights for employees from 01 September 2007. 

 



 9 

This policy does not apply to re-evaluations undertaken as a manager 

instigated restructure, which will adhere to the Restructure Policy. 

Managers are responsible for ensuring that work within their section is 

allocated appropriate to the grading of individuals and is consistent with 

the JE of each post.  Where changes are made to roles these should 

be deliberate and planned rather than evolutionary with managers 

ensuring that they are aware of, prepared for and understand the 

consequences of any changes made.  Any changes that result in an 

increase in the overall salary budget for the service will be the 

responsibility of the manager to identify how the service will cover 

these additional costs.  Where additional costs cannot be funded from 

within the service, managers should refer to page 15 of section 4.3 for 

further information.  Additional guidance can also be found in 4.2.1 

informal procedure and 4.9 honoraria payments. 

 

Trade Unions can review a sample of all JE’s that will be undertaken on 

request, gaining the relevant postholders permission where applicable. 

 

4.2 Re-evaluation applications (employee initiated) 
 
  

The Council recognises that from time to time employees may feel that 

the JE and grading of their post no longer reflects the duties and 

responsibilities undertaken.  This may occur for example when 

additional duties or responsibilities have been taken on over time, 

some duties have ceased or there has been some other material 

change*.   

 

(* See Glossary Section 10) 

 

In these circumstances employees are entitled to request 

reconsideration of the evaluation of their post (See Appendix 2 Re-

evaluation Application Procedure Diagram). 

  

However, it is expected that the majority of permanent changes to 

duties and job descriptions would ordinarily have been discussed and 
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confirmed by managers through the annual Personal Development 

Review process and as such, changes to job evaluations would 

ordinarily originate through managers (in agreement with their HOS), 

as part of a manager instigated restructure in line with the Restructure 

policy.  The evidence for this would normally be an up to date job 

description signed by both the relevant manager and employee. 

 
4.2.1 Informal Procedure 
 

In the first instance employees must arrange an informal meeting with 

their immediate line manager to discuss their views.  As managers and 

employees are already required to discuss whether job descriptions are 

up to date during the annual PDR process, it is anticipated that 

employees will arrange this informal meeting at this time.   

 

During this informal meeting, managers must try to establish the nature 

of the employees concerns and where possible resolve their queries.   

 

The objective of the informal meeting is to: 

• Try to reach agreement about the content of the job and/or post 

• Establish whether any changes are intended to be permanent  

• Where the manager confirms that any changes identified are 

permanent, they will revise the job description and then continue 

with their investigation to establish whether the changes are minor 

changes or major changes as defined in 4.4 and 4.5. 

• Where the changes are considered to be major changes, the 

immediate line manager will inform the Service Manager, who will 

then conduct the employee initiated re-evaluation (See 4.3). 

• Where the manager identifies that any changes that have occurred 

are not to be a permanent responsibility of the post, the manager (in 

conjunction with the HOS or Director where there is no HOS) will 

investigate the possibility of an honoraria payment for the period 

where the duties have been undertaken and reduce the overall 

balance of work of the post back to a level appropriate to the 

substantive grade. 
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The discussion at the informal meeting will involve an analysis of the 

job description and the job evaluation question trace for the employees 

post (where managers do not already have a copy of the JE question 

trace, this can be obtained from the Organisational Development 

Division).  The manager should, where possible, highlight the areas in 

the evaluation that they believe reflect the specific concerns raised.  

The manager can refer the employee to the JE conventions for the JE 

questions, which can be obtained from the Council Intranet site.  Where 

a manager is not fully familiar with the JE scheme, the manager should 

seek advice from Organisational Development Division prior to 

commencement of the informal meeting. 

 

Where employees have raised a concern relating to additional 

temporary duties that were offered as part of a development 

opportunity (See 4.8 below), managers should re-iterate to the 

employee the nature of this agreement.  Alternatively, managers may 

need to give consideration to reapportioning these additional duties or 

higher-level responsibilities to other, more suitably graded, employees.   

 

A note of the informal discussion and the actions taken should be 

forwarded to both the employee and the Organisational Development 

Division.  This will be retained on the employee’s personnel file and the 

JE file for the job. 

 
4.2.2 Formal Procedure 
 
 Where an employee has attempted to resolve their concerns or issues 

regarding the evaluation and grading of their post informally with their 

immediate manager but remains dissatisfied, they have the opportunity 

to invoke the formal re-evaluation procedure. 

 

 Re-evaluations will be considered only where there is a clear and 

permanent increase in the level of duties and responsibilities 

undertaken.   
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Where an employee wishes to apply for a re-evaluation, they must 

complete the “Application for Re-evaluation” Form (See Appendix 3) 

and read the re-evaluation application guidance notes (See Appendix 

4).  These can be obtained from the Council’s Intranet site or from the 

Organisational Development Division.   

 

The employee must submit the written “Application for Re-evaluation” 

Form to their next tier of Manager (either the Service Manager or HOS 

where the Service Manager is the immediate line manager).  The 

application must detail the reasons for requesting a reconsideration of 

their evaluation and grading, providing relevant information or evidence 

needed to put their views into context and to make clear the nature of 

their concerns.   

 

The Manager will acknowledge receipt of the application, in writing as 

soon as possible (See Template Letter 1 in Appendix 5), and arrange a 

meeting with the employee/s and any others as relevant, to investigate* 

the application further.  Notice of these meetings must be in writing 

providing employees with a minimum of two working days notice of the 

meeting.   

 

(* See Glossary Section 10) 

 

The objective of the Formal Procedure is to: 

• Establish whether the job has actually changed as described, and if 

so the extent and nature of these changes.   

• Where the changes have been identified as major changes, the 

manager will revise the job description and then commence the 

employee initiated re-evaluation. 

• To obtain the employees agreement with the outcome of their 

investigation. 

 

 Where an employee’s post is one member of several in a discrete job 

group, managers will also need to confirm whether the changes 
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described apply to all in the group or just the employee’s individual 

post.  Where it applies only to the individual post, this post will become 

a new discrete job, and will be subject to a new evaluation. 

 

Employees have the right to be accompanied to the formal 

investigation meeting and any reviews of their posts JE, either by an 

independent Trade Union representative or a colleague (who is not 

directly affected by the JE).  The representative’s role is to support the 

employee and not to answer questions on their behalf. 

 

The outcome of the investigation of the re-evaluation application will fall 

into one of the following: 

• The manager believes that no permanent change has occurred to 

the job 

• The manager agrees that changes have occurred to the job but 

these changes represent only a minor job change (See 4.4 below) 

• The manager agrees that major changes have occurred to the job 

(See 4.5 below), and commences an employee initiated re-

evaluation (See 4.3 below). 

 

Managers in respect of the first two bullet points above must confirm 

the outcome of their investigation in writing to employees as soon as 

possible after the investigation is completed and clearly explain why 

they have made the decision they have taken (See Template letter 2).  

Employees have the right to appeal against the outcome of the 

investigation (See 4.12 below).  In respect of the third bullet point the 

employee accesses the Employee Initiated Re-evaluation as per 4.3 

below. 

 

Forthcoming or anticipated changes to duties will not be considered 

when assessing an application for re-evaluation, as these changes 

might not actually materialise. 

 

Successful applications for re-evaluation will be effective from the date 

of the Formal Application, and not to any other date that the applicant/s 
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considers significant, unless this is by mutual agreement between the 

employee/s and the HOS. 

 

Applications for re-evaluation could result in jobs being downgraded as 

well as upgraded, where this occurs post holders will receive salary 

cash protection for 3 years (See 4.6 below).  

 

Copies of all correspondence relating to the re-evaluation application 

will be held on the employee/s personnel file and the JE file for the job.   

 

4.3 Employee Initiated Re-evaluation 
 
 Where an employee has raised a re-evaluation application and the 

manager agrees that the changes highlighted are a permanent feature 

to the job and fall within the definition of a major change (See 4.5 

below), an employee initiated re-evaluation will be undertaken. 

 

The Service Manager or HOS will revise the employees job description 

and forward all relevant details including where necessary revised 

person specification or structure charts to the Organisational 

Development Division.  The Service Manager must also indicate the 

nature of the permanent changes; the reason they have occurred and 

the implications of the changes on the rest of the section and the 

overall organisation.  The manager should provide details for all staff 

affected, or where staff are not within their management control, names 

of other staff affected by the major change. 

 

Any changes that result in an increase in the overall salary budget for 

the service will be the responsibility of the manager to identify how the 

service will cover these additional costs.  Where additional costs 

cannot be funded from within the service, managers should see below 

for further guidance. 

 

A re-evaluation* will then be undertaken with the Service Manager, JE 

Analyst, the employee and their representative if required. 
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(* See Glossary Section 10) 

 

On completion of a re-evaluation, the JE will be moderated and once 

cleared the Manager and employee will be issued with a copy of the 

Question Trace and Job Overview.  Employees will be able to discuss, 

where applicable, the revised JE for their post with their Manager with 

additional advice available from the Organisational Development 

Division.  Managers will have copies of the revised question trace and 

job overview. 

 

The employee then has 14 calendar days to raise an appeal if they are 

unhappy with the interpretation of any questions on the question trace 

and job overview (See 4.12 below).  On completion of any appeals, the 

grade for the post is then confirmed.  Where no change in grade has 

occurred, template letter 3 (See Appendix 8) will be issued by 

Organisational Development to the employee/s. 

 

Where a decrease in the grade has occurred, template letter 3 (See 

Appendix 8) will be issued by Organisational Development to the 

employee/s, highlighting that the protection period commences from 

the date of the formal application. 

 

Where an increase in grade has occurred, financial approval will then 

be sought from Accountancy to confirm that sufficient budget is 

available using the JE Re-evaluation Form (See Appendix 7).  The 

HOS/Director will also authorise the change to the grade of the post/s.  

Template letter 3 (See Appendix 8) will then be issued by 

Organisational Development to the employee/s to confirm the increase 

in grade. 

 

However, where insufficient budget exists, a review of the funding and 

structure of the section will then need to be undertaken as part of a 

manager instigated restructure in line with the Restructure Policy, and 
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all staffing appointments for the section will be suspended until the 

funding issue has been resolved. 

 

4.4 Minor Job Changes 
 
 A minor change to a job description is very common and variations in 

duties will undoubtedly occur from time to time.  All job descriptions 

should be reviewed as part of the annual performance development 

review process and could result in minor changes being necessary. 

 

A minor change can be defined as the addition, deletion or amendment 

of a duty that requires the same level of knowledge, skills or previous 

experience as the other listed duties. I.e. the changes do not change 

the general character of the post, duties or the level of responsibilities 

entailed.   

 

Examples of minor changes could include: 

 

• Additional knowledge requirements e.g. implementing a new piece 

of legislation where the postholder already implements legislation 

• Developing plans or solutions with the same time horizon  

• New contractual negotiations where this duty is undertaken already 

on other contracts 

• Using a replacement IT system which requires the same use of 

physical skills 

• Developing additional service policies 

• Requirement to carry a new piece of equipment of a similar weight  

• An additional service deadline to be met but still within the limits of 

the JE convention 

• Additional administration processes but of the same type 

• Additional supervisor responsibilities but still falls within the range 

detailed in the JE convention 

• Additional budget responsibility but still falls within the range 

detailed in the JE convention 
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 A minor change to a post does not require the post to be re-evaluated. 

 

4.5 Major Job Changes 
 

Jobs within the Council could undergo a major change as a result of 

the requirement to provide additional services, an internal restructure, 

and the transfer of services to an external contractor or from 

operational changes etc. 

 

Major Job changes should in the main arise from an action by the 

Council; HOS or Service Manager and should be addressed as part of 

the services Business Plan whereby all workforce implications including 

change management issues are considered. The financial implications 

being reflected in the Budget and Delivering Change process and /or 

report to Cabinet. 

 

Employee Initiated Re-evaluations relate to circumstances whereby all 

such issues have not been addressed and the manager is in 

agreement that the changes are both major and permanent. 

 

Major changes can be defined as changes to the nature of the job in 

terms of the level of knowledge, experience, skills or frequency of 

physical effort required in order to undertake the duties etc. 

Examples of major changes could include: 

 

• Addition of supervisory responsibilities where there are currently 

none or where the number exceeds the range previously answered 

in respect of the JE convention 

• Addition of budget management/cash handling/materials 

responsibilities 

• Requirement to develop new policies where not previously 

undertaken 

• Additional statutory professional qualification requirements 

• Deletion of training or advocacy duties 

• Changes in the level of decisions/problem solving required    
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All managers and employees should note that employee budgets are 

cash limited and ring fenced and hence any implications arising from a 

re-evaluation will need to be contained within the service 

manager/HOS budget unless ongoing external funding is made 

available.  

 

4.6 Pay Protection and Downgrading 
 

 Where a post is downgraded as a result of a re-evaluation application, 

the postholder will be eligible for salary cash protection for a period of 3 

years from the effective date of the change.  During this period no 

annual pay awards will be payable and the salary is frozen at the value 

applicable at the time of the re-evaluation application.  If during the 3 

years the top spinal column point of the new grade is equal to or 

exceeds the cash protected salary value, the protection ceases and the 

higher salary is payable from that date. 

 
4.7 Pay Progression Following Re-evaluation Re-Grade 
 

 All employees employed under the NJC Green Book terms and 

conditions are required to demonstrate satisfactory performance to be 

eligible for pay progression within their grade.  This continues to apply 

following a re-evaluation that results in a regrade. 

 

 Where an employee has been regraded they will normally be 

assimilated into the new grade at the bottom spinal column point of the 

grade.  However, where the postholder’s previous salary is in excess of 

the bottom spinal column point of the new grade, the employee will be 

assimilated into the grade at one spinal column point above their 

existing salary.  Where the employee was previously on protected 

salary which remains in excess of the new grade, they will continue to 

remain on protected salary until it is due to expire, at which point they 

will be assimilated to the top spinal column of the grade. 

 



 19 

The normal pay progression rules will then apply, with further 

increments effective from the 01 April of the respective year, subject to 

satisfactory performance and the completion of the annual Personal 

Development Review (PDR).  If no PDR is held, no increment will be 

payable.  (See also the Personal Development Review 

managers/employees notes and the Capability Procedure for further 

information on this particular subject). 

 

4.8 Development Opportunities 
 

It is often common practice for managers to offer employees some 

temporary additional duties and/or responsibilities to support their 

personal development.  Where this happens managers should ensure 

that they make it clear from the beginning that it is not intended that 

these duties will be incorporated into the substantive duties of the post, 

and that, unless it qualifies for an honoraria payment as defined in 

section 4.9 below, these additional duties will not attract an additional 

payment and would be undertaken on an entirely voluntary basis. 

 
Development opportunities can only be offered for a specific time frame 

and be for a specific project or piece of work to be undertaken in 

addition to the employees normal duties, and should not last any longer 

than a maximum of 6 months unless in exceptional circumstances.  

Managers must ensure that the requirements and expectations for 

employees undertaking development opportunities are provided at the 

outset, with a copy provided to the Organisational Development 

Division for the employees personnel file.  Managers must undertake a 

review of the development opportunity no later than 3 months from its 

commencement, to ensure that all parties are satisfied to continue with 

the opportunity and that the employee is receiving genuine 

development.  Confirmation from this review discussion is to be sent to 

Organisational Development. 
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These development opportunities should not be incorporated into job 

descriptions as they do not form the basis of a substantive post and do 

not represent a permanent change to the duties of the post. 

 
4.9 Honoraria Payments 
 

 Honoraria payments may be awarded where an employee covers the 

duties of a higher graded post for a specific finite timescale.  This would 

not apply for the cover of annual leave or sickness absence unless this 

extends for a period of more than the four-week qualifying period.   

 

 Honoraria payments relating to temporary increases in the level of 

duties and responsibilities may be in the form of a temporary 

upgrading, or a lump sum payment at the end of the period of cover.  

Temporary upgrading is applicable from the first day of cover, but 

would not normally be effected until the four-week qualifying period is 

satisfied. 

 

 An employee who undertakes the full range of a higher graded post’s 

duties and responsibilities is entitled to receive payment in accordance 

with the grading of the post temporarily occupied, as if they had been 

promoted to that post, i.e. normally the minimum point of the grade 

except where grades overlap in which case one spinal column point 

above their current SCP is to be paid. 

 

Where some, but not all, of the duties and responsibilities are being 

undertaken, the level of payment will be proportionate to the 

percentage of higher graded work undertaken, and the percentage of 

time these higher duties are undertaken. 

 

 Where an employee undertakes a new project on a temporary basis 

(longer than 4 weeks but is not going to be a permanent feature of the 

job e.g. a development opportunity), and this is not something that 

exists as a duty of any other higher graded post, an honoraria may be 

payable where the addition of the new temporary duties associated 
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with the project in combination with the postholders substantive job 

would result in an increase in grade through the Job Evaluation 

scheme.  This is then payable for the temporary period that the project 

is undertaken. 

 

 The relevant HOS (or Director where there is no HOS) will determine 

the validity of an honoraria payment, (advice can be sought from 

Organisational Development Division) and confirm the basis for the 

honoraria and the relevant payment details to be made to the 

employee/s, in writing to the Organisational Development Division (see 

template memo Appendix 9).  Organisational Development Division will 

then confirm in writing the honoraria payment to the employee/s. 

 

Employees have the right to appeal where the HOS determines that an 

honoraria payment is not applicable (See 4.12.2 below). 

 
 
 
 
4.10 Secondments 
 

A secondment is a temporary transfer to an alternative job within the 

authority for a fixed period, after which time the postholder returns to 

their substantive post.  Secondments provide employees with 

opportunities to develop additional experience and skills and are often 

offered by the authority to cover periods of absence on the substantive 

postholder of the job, for example for maternity leave cover etc. 

 

Where an employee is on a secondment to a post they are entitled to 

receive payment in accordance with the grading of the post temporarily 

occupied.   

 

Where the secondment is to a post which is graded at the same level 

as the employees substantive post, then no increment is payable at the 
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commencement of the secondment, and the normal incremental 

progression for the employee will continue. 

 

Where the secondment is to a higher graded post, the employee will be 

treated as if they had been promoted to that post, therefore pay will be 

normally be the minimum point of the grade except where the grade of 

their substantive post overlaps the grade of the seconded post in which 

case one spinal column point above the employees current salary is to 

be paid.  All other terms and conditions of the seconded post will also 

normally apply including annual leave entitlements, unless specified 

differently in the secondment agreement. 

 

The normal PDR process should be undertaken for employees in 

secondment posts in order to confirm satisfactory performance and 

incremental progression within the grade.  However where the 

secondment has been in place for less than 6 months a PDR should be 

undertaken for both the employee’s substantive post and the seconded 

post in order to confirm satisfactory performance throughout the year.  

Regardless of the effective date of the secondment, the next pay 

progression increment will remain effective from 01 April of the 

respective year. 

 

Where satisfactory performance is confirmed the employee will receive 

an increment in their seconded post within the grade, and in addition 

their substantive post will receive an increment, within grade so that 

when the employee returns to their substantive post they will have 

been awarded the normal increment. 

 

Should performance in the seconded post not be satisfactory, it may be 

necessary to delay or decline an increment.  Alternatively it may be 

appropriate to terminate the secondment early in accordance with 

notice provisions, and the employee will return to their substantive post. 

 

4.11 Apprentice and Trainee Posts 
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In order to assist with the recruitment and workforce succession 

planning within the Council, managers may wish to consider the 

development of an apprentice or trainee job. 

 

An apprentice job should be created as a new post on the 

establishment list on a fixed term basis, and should be explicitly linked 

to a formal apprenticeship programme wherever possible.  As with all 

new jobs, apprentice jobs will require a job evaluation and as such will 

be paid according to the JE grade rather than any of the national Local 

Government apprenticeship rates.  Further advice on suitable 

apprenticeships can be obtained from the Organisational Development 

Division.   

 

A trainee job is likely to be created on the basis of a temporary 

reduction in for example, the level of responsibilities, decision-making 

and/or professional knowledge required of the postholder in a particular 

job.  Therefore a specific development programme would need to be 

prepared for the trainee in order to provide the employee with the 

necessary skills, knowledge and experience etc in order to undertake 

the duties of the substantive job at the end of the trainee period.  

Trainees will only be able to transfer to the substantive job and 

requisite job description and grade when these requirements have 

been satisfied.  The substantive job will have a separate Job 

Description and JE to the trainee post.   

 

Assimilation into the substantive job will normally be at the bottom 

spinal column point of the grade, unless the grade overlaps the trainee 

post grade, in which case the employee will be assimilated one SCP 

above their existing salary. 

 

The trainee period should not be any longer than 2 years from 

appointment unless in exceptional circumstances, and the specific 

requirements for progressing from the trainee post to the substantive 

post must be explicit at the time of appointment.  For example, this 
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could be linked to either the attainment of a professional qualification or 

relevant training or practical experience etc. 

  

The creation of apprentice and trainee posts are considered new 

discrete jobs and as a result require new job evaluations.  Further 

advice on the development of these posts can be sought from the 

Organisational Development Division. 

       

4.12 Appeals 
 

This policy provides employees with the right to appeal arising from the 

re-evaluation application investigation (See 4.2.2 above), the outcome 

of an employee initiated re-evaluation (See 4.3 above) or the decline of 

an honoraria payment (See 4.9 above). 

 

There is no right of appeal in relation to grading where an employee 

has been appointed into a new post or assimilated into a redesigned 

post as part of a manager instigated restructure.  Subsequently, should 

employees feel that the evaluation no longer reflects the duties and 

level of responsibilities of the post, they are requested to follow stage 

4.2.1 of this policy and arrange an informal meeting with their manager 

to discuss their views. 

 
4.12.1 Re-evaluation Application Appeal 
 

It is anticipated that, in the majority of cases, the manager will be able 

to resolve the majority of queries that employees have about the re-

evaluation outcome, without the need to raise a formal appeal. 

 

However, should an employee remain concerned that their job has 

been incorrectly interpreted following their re-evaluation application, 

and wish to exercise their right of appeal, then this must be done, in 

writing to their Director, within 14 calendar days of being issued with 

the Question Trace and Job Overview.  
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 The Director will acknowledge receipt of the appeal in writing and 

arrange a date for an appeal meeting as soon as possible, forwarding a 

copy of the appeal to the Organisational Development Division (See 

Template Letter 4, Appendix 10). 

 

An appeal against a re-evaluation will require the employee to be able 

to demonstrate substantial evidence to support their view that the 

information given at the evaluation has been incorrectly interpreted.  

This evidence should establish the facts of the changes and could 

include examples of work/projects that have been undertaken and 

details of the frequency of re-occurrence that these duties or 

responsibilities have been undertaken etc. 

 

New additional evidence of changes to a job will not be considered at 

appeal; instead, the employee will need to recommence the informal 

re-evaluation application procedure. 

 

The written submission is the primary source of information that the 

Director will use to assess the validity of the appeal; therefore 

employees are reminded that they must provide as much evidence as 

possible to clarify their point of view.  The employee should give details 

and explain which of the JE factors that they dispute, the reason for the 

belief that the information has been incorrectly interpreted, and 

information to support this view. 

 

The Director shall hear the appeal and give careful consideration to all 

the relevant issues and factors raised, the representations made by the 

employee, all relevant evidence provided and any other relevant 

material/information provided so as to ensure that the appeal is 

conducted justly and fairly having regard to all the circumstances. The 

relevant Service Manager will also attend the meeting to confirm the 

reasons why they rejected the suggested changes to the job.  The 

Director will, after considering all the relevant evidence and 

representations, make a decision as to whether a change has 

occurred, and if so, whether it amounts to a major change as defined in 
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section 4.5 thereby requiring a further re-evaluation to be undertaken.  

Where this information only supports a minor change as defined in 

section 4.4, then a further re-evaluation would not be required.  

 

   All appeal re-evaluations will be conducted by a Director, a JE analyst 

and the employee.  The relevant HOS or Service Manager shall also be 

present to provide further information, should the Director consider it 

necessary.  Employees are reminded that they have a right to be 

accompanied to an appeal re-evaluation by their trade union 

representative or colleague.   

 

Employees will receive written confirmation of the outcome of their 

appeal, together with the reasons for the decision (See Template Letter 

5 Appendix 11) issued by their Director within 14 calendar days, or 

some other date which has been agreed between all parties.  This 

confirmation will include where necessary a copy of the revised 

Question Trace and Job Overview or the reason why the changes 

identified have been rejected or only represent a minor job change and 

did not therefore require a re-evaluation 

 

 Appeals will normally be dealt with within 30 working days following 

receipt of the employee’s written notice of appeal. 

 

 Appeals will not be accepted on the basis of comparison with other jobs 

within the authority or on disagreement with either the National or Local 

JE conventions. 

 

 Employees should note that their grade may, as a result of their appeal, 

go down as well as up. 

 

 The decision of the appeal will be final in respect of the Council’s 

appeal procedure for applications for re-evaluation. 

 

4.12.2 Honoraria appeal 
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 An employee has a right to appeal where the manager’s honoraria 

investigation rejects the employee’s claim that the temporary change in 

duties, which have been undertaken, are at a higher level than the 

employees existing duties. 

 

 Where the employee disagrees with the manager’s decision, the 

employee must, within 14 calendar days of being notified of the 

decision, inform the Organisational Development Division, in writing, of 

their wish to appeal against the manager’s decision. Failure to do so 

shall result in the employee losing any right of appeal available. 

 

 This appeal will be considered by the HOS (or by the Director where 

the HOS was the person who held the informal meeting).  Employees 

will receive written confirmation of the outcome of the appeal from the 

HOS, usually within 30 calendar days of receipt of the appeal (See 

Template letter 5 Appendix 11). 

 

4.13 Ongoing review of JE Scheme 
 

 It is inevitable that over time the JE conventions will require updating to 

reflect the changes that inflation has upon the budgets levels defined, 

the changes which occur within Council structure or national changes 

to the computerised Gauge system.   

 

Therefore, an annual review of the system will be undertaken to ensure 

it remains relevant and up to date.  Trade Unions will be advised of any 

changes that are to be made. 

 

Any other changes (other than those listed above) to local conventions 

will be undertaken in consultation with the Trade Unions. 
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5. Other Considerations 
 
 Written Submissions 

This policy requires submissions in writing in respect of re-evaluations 

and appeals.  Where an employee has difficulty in submitting a written 

application (for example where English is not their first language or 

where the employee has difficulty with writing) they should seek 

assistance from a Trade Union representative or colleague or other 

employee representative in preparing their submission. 

 

Pensions 
Pensions are based on salary – normally the best of the last 3 years, or 

best of the last 10 years in some cases if salary is reduced by the 

introduction of a new pay scheme.  These options would still be 

available for employees.  Employees, who suffer a reduction or 

restriction in annual earnings, can apply for a certificate to protect a 

pension.  Pension is then worked out on the annual salary for the 

preceding 10 years.  If an employee’s salary is subject to pay 

protection, this is also counted as pension remuneration and will be 

added in and taken into account. 

 

Further guidance on this can be obtained from Staffordshire County 

Council Pension team. 

 

6. Accountabilities 
 

JE Analyst/s 
 
The JE analysts will be specially trained officers who are responsible 

for the independent evaluation of posts using the gauge system.  This 

will also involve moderating evaluations to ensure consistency and 

fairness.  JE analysts will also provide advice and guidance to 

managers, directors and employees about the JE scheme. 
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Managers 
 
For the purposes of this policy, managers have been defined as both 

immediate line managers and Service Managers or HOS as stated.   

 

Immediate line manager are specifically responsible for holding the 

informal procedure for re-evaluation applications.   

 

Service managers or HOS are specifically responsible for undertaking 

the formal procedure for re-evaluation applications, and in determining 

honoraria payments and conducting re-evaluations. 

 

All managers will be responsible for agreeing any minor changes to job 

descriptions with employees, and will consult with postholders affected 

by any changes to jobs, discussing any revised job evaluations with the 

postholders where required. 

 

All managers are responsible for ensuring that work within their section 

is allocated appropriate to the grading of individuals and is consistent 

with the JE of each post.  Where changes are made to roles these 

should be deliberate and planned rather than evolutionary with 

managers ensuring that they are aware of, prepared for and 

understand the consequences of any changes made. 

 

In the case of appeals, managers could be asked to provide more 

detailed information around the changes to the posts suggested by the 

postholders.   

 

Employees 
 
Employees are responsible for making every effort to resolve issues 

about the grading or responsibilities of their post with their manager on 

an informal basis. 
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Employees will need to provide sufficient evidence and supporting 

information where they wish to apply for a re-evaluation or appeal. 

JE Moderator 
 

The JE moderator will be a specially trained officer in the gauge system 

and will review the evaluations completed by the JE analysts to provide 

an additional independent overview of the evaluation. 

 
Trade Union representatives 
 

Trade union representatives can support employees in completing their 

re-evaluation application and appeal letters.  They can also accompany 

employees to re-evaluation interviews. 

 

Organisational Development Division 
 
The Organisational Development Division is responsible for overseeing 

the Re-evaluation Application, Honoraria and Grading Policy.  Any 

changes to grade and salary will be processed by the Organisational 

Development team and confirmed in writing to the employee/s. 

 

Where employees are receiving pay protection, this will be reviewed 

annually by the Organisational Development team to establish whether 

this is still applicable. 

 

Additional advice and guidance on the application of this policy will be 

provided by the relevant officers.  

 

Heads of Services 
 
In addition to the responsibilities listed above for managers, Heads of 

Service must sign off all re-evaluation budget forms. 

 

Directors 
 



 31 

Directors are responsible for acknowledging and determining re-

evaluation appeals. 

7. Frequently Asked Questions 
 

Q. What is a Question Trace and Job Overview? 
A. The authority uses a computerised version of the local government 

job evaluation scheme.  Once a post has been evaluated this produces 

a report called Job Overview that summaries the level of the duties of 

the post and details any examples provided to support the answers 

given.  A further report is the Question Trace which lists all of the 

questions that were asked for the post and the answers given. 

 

Q. Can I see the Question Trace and Job Overview for my post? 
A. Employees can request to review and discuss the Job Overview and 

Question Trace for their post with their manager at any time. 

 

Q. What if financial budget approval for a re-evaluation application 
cannot be obtained? 
A. The Manager will then need to review the structure of the team, and 

consider redistributing higher responsibility duties to other more 

relevant graded employees to be able to operate within the budget 

available.  This review will undertaken as part of a restructure and as 

such all revised jobs would then be subject to the Restructure Policy. 

 

Q. How do I know what points my post scored? 
Employees can contact the Organisational Development Division to ask 

how many points their post scored from JE. 

 

Q. Will I be able to know the points of other posts within the 
section? 
A. No, the JE points and salary of other posts are confidential to those 

employees and the line manager. 

 

Q. I’m currently full time but intend to go part time, will this affect 
the grade of my post? 
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A. Not usually, but it could be that as part of the agreement to making a 

post part time it requires the job to be redesigned, in which case this 

would be discussed with the employee in more detail.  However, most 

posts are able to retain their general nature and level of responsibility 

with only minor changes to the post that do not affect the grade. 

 

Q. I have a disability and I am unable to do a specific duty on my 
Job Description, what will this mean? 
A. Where employees are covered by the definition of disabled as 

defined in the Disability Discrimination Act 1995, the Authority has a 

duty to make reasonable adjustments.  As part of these reasonable 

adjustments, it could for example include allowing an employee not to 

undertake a specific duty of the job that colleagues within the same 

discrete job could undertake on their behalf and instead do additional 

work of theirs, which are within the normal duties.  Each case could be 

different, so this might need to be investigated further, but the Authority 

will try to be as flexible and accommodating as it can.  

 

Q. I never took part in the initial JE for my post as I have only 
recently been appointed, how do I find out more? 
A. You can talk to your manager to review the evaluation of your job at 

any time.  Additional advice can also be obtained from the 

Organisational Development Division. 

 

8. Other Sources of Information 
 

Trade Union 
There are several trade unions working within Cannock Chase District 

Council who can assist with this policy.  It is recommended that a trade 

union representative be contacted at the earliest stage so that 

appropriate advice, guidance and support can be offered to the 

employee. 

 

Organisational Development Division 
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The Organisational Development team can provide supplementary 

information and assist with the application of this policy.  It is 

recommended that an Organisation Development Division 

representative be contacted at the earliest stage so that appropriate 

advice, guidance and support can be offered to both the manager and 

employee. 

 

Related policies: 
See also: 

Redundancy Policy 

Restructure Policy 

Market Supplement Policy 

 

 

This policy document can be made available in a range of formats and 

languages, including Braille and large print.  If this would be useful to you or 

someone you know, please contact the Organisational Development Division. 

 

 9. Glossary of Terms 
 
 
Investigation – An investigation into a re-evaluation application involves 

determining the facts about the nature of the job and whether a change has 

occurred.  Where a permanent change has occurred, the investigation will 

determine whether this change falls within the definition of a minor change or 

a major change which would require a re-evaluation. 

 

Job – A discrete job is that which does not have the same job description as 

any other job within the authority. 

 

Material Change – Some other material change could result for example 

where partnership arrangements are undertaken and postholders could gain 

joint responsibility across other authorities/other external bodies or changes in 

the operation of the Council which will change the nature of the job etc. 
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Moderation – The moderation process involves reviewing the job evaluation 

with the supporting job information e.g. the job description, person 

specification, structure chart etc. to ensure that all elements have been 

accurately recorded and to ensure consistency in job evaluations. 

 

Post – A post is unique to the postholder, however it could be the same job 

and therefore have the same job description as other posts within the 

authority.  For example, the Council will have a number of posts called 

receptionist, however these posts all have the same job description. 

 

Re-evaluation – A re-evaluation can involve re-evaluating an individual factor 

or a number of factors.  It will be undertaken using the Gauge computerised 

JE system with the JE analyst and the manager.  Where the re-evaluation has 

been instigated by the employee through the re-evaluation application 

procedure the employee is also be present.  However, re-evaluations 

instigated by a manager as part of a restructure do not involve employees. 

 

Sorethumbing – This is the process of reviewing a number of evaluations to 

identify anything which seems to standout as unusual, which might require 

further investigation.  An example of this could be where there would appear 

to be double counting for responsibility of supervision of the same posts. 
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