
Procedure -
Job Evaluation 
Appeals v2.0



Procedure – Job Evaluation Appeals
Policy approved by Date approved Date implemented Policy owner Review date 
Full council 01/04/14 01/04/14 SV 26/04/2019 

Prior to contacting Human Resources regarding the content of this policy, it is recommended that you refer to the most up to date version on the intranet 
and the relevant guides.  
As is the case with all intranet documents, this policy is subject to regular review due to legislative and policy changes. The latest versions of all Human 
Resource documents can be found on the HR intranet pages.  

Version No. Date approved Approved by Amendment 
v1.0 01/04/14 Full council New policy 
v1.1 26/04/2016 Cabinet New panel members 

v2.0 16/04/2018 Andrea Malam Reformatting 



ROLES AND RESPONSIBILITIES 

Employees: 

Are responsible for completing the Job Evaluation Appeal documentation, and agreeing the content with their Line Manager.  
Advice and support will be available from the Pay and Reward Specialist. 

Line Managers: 

Are responsible for ensuring the information in the Job Evaluation Appeals documentation accurately reflects the duties of the 
appellant and providing supporting information as per the appeals form relating to the requirements of the post and not the person 
undertaking the role. Advice and support will be available from Pay and Reward Specialist. 

Pay and Reward Specialist: 

Is responsible for quality checking the appeal documentation, collating relevant material, arranging the Appeals Panel and providing 
an advisory service to the Job Evaluation Appeals panel where the grounds for appeal will be considered. 

Job Evaluation Validation/Appeal Panel: 

Are responsible for considering any request submitted to the panel for approval, ensuring consistency and fairness in application 
throughout Denbighshire County Council. 
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1. What is Job Evaluation?
Denbighshire County Council ensures their employees are treated fairly and consistently and comply with equal pay 
requirements. 

The purpose of job evaluation is to provide an analytical, systematic and consistent approach to defining relative job worth 
within Denbighshire County Council. 

The job evaluation maintenance process uses the Greater London Provincial Council (GLPC) Job Evaluation Scheme to ensure 
that where work is the same or a broadly similar nature all employees will be treated equally and pay differentials will be 
justifiable on the basis of a genuine material factor and does not discriminate on unlawful grounds. 

This process ensures that the council has a fair and effective arrangement for dealing with appeals against evaluations arising 
from the GLPC job evaluation scheme. 

2. Who can Appeal?
The Job Evaluation Appeals Process is made available to all employees under the terms negotiated and agreed during the 
Single Status negotiations for Denbighshire County Council in 2008.  The Appeals process will allow an employee to disagree 
with the outcome of the job evaluation process if they so wish.   

3. Basic Principles of Job Evaluation Appeals
• The appeal (and overall process) is about the job and not the person who is doing it.
• As a result of an appeal a grade may go up, stay the same and, in some circumstances go down.
• The Appeals Process consists of two stages.  The first stage will identify the grounds of the appeal at the monthly Job

Evaluation Maintenance Panel; the second stage Appeal Panel will comprise of a Head of Service, who will chair, 1 x
Management and 1 x Trade Union Representatives and the Pay and Reward Specialist.

• Appeal Panellists must not have immediate line management involvement (up or down) with appellants. They must not be
involved in signing the appeals documentation.  They will also declare any interest in jobs where they have direct/indirect
involvement.

• The Head of Service must be from a different service. They must not be involved in signing the appeals documentation.
They will also declare any interest in jobs where they have direct/indirect involvement.



• Where a post is new, this may be due to a restructure, maintenance or a new role the appeals will not be heard during the
first 6 months of the post being occupied.

4. Reasons for Appeal
Employees will have 3 months from the date they receive their evaluation results notification in which to submit their appeal, 
unless a post is new, this may be due to a restructure, maintenance or a new role the appeals will not be heard during the first 6 
months of the post being occupied 

The grounds for appeal are:- 
• The requirements of the job are not reflected in the evaluation as stated in the Job Evaluation Questionnaire or Job

Description.  Reasons must be given; simply stating this is not enough.
• The evaluation process was not applied correctly.  Reasons must be given; simply stating this is not enough.
• There is a similar comparative post that has come out at a different grade.  The jobs that are being compared must be

stated.

5. What if there are multiple occupants to a post or it is generic?
If the appeal is for a post where there are more than one postholder or a generic job description, all postholders must sign and 
agreed the appeal documentation.  Should the appeal reach Stage 2, 3 employee representatives may attend the Stage 2 
Appeal Hearing and can be accompanied by 1 Trade Union Representative.  The outcome of an appeal will apply to all 
employees covered by the generic or multi-occupancy job description. 

If the postholder is part of a multiple occupancy group and they feel that the generic JD does not adequately reflect their duties 
or their individual job has not been taken into account then this appeal should be discussed with their line manager.  If the 
manager agreed with this then a new job description should be developed and submitted in line with the Job Evaluation 
Maintenance Process. 

If the line manager does not agree with the employee then the employee may raise this with the next level of manager for 
resolution. 



6. How do I Appeal my Job Evaluation Outcome?
All appeals must be submitted in writing on the Job Evaluation Appeals Form, including and up to date job description and 
person specification and a completed Job Evaluation Questionnaire to their line manager detailing: 
• The grounds for the appeal with reasons
• Whether they would request to be accompanied should the appeal reach Stage 2.
• The outcome that the appellant is seeking.

The employee should demonstrate on their appeals form the responsibilities they have in their role that meet with the factor 
level criteria of the GLPC Scheme.  The employee should provide as much detail as possible including reasoning and evidence 
where available. 

The manager who has significant supervisory involvement with the appellant should read the appeals documentation, make 
comments and sign. 
In terms of specific comment the following may be helpful to managers: 
• Consider the factual accuracy – is the appellant’s statement correct, do they complete the tasks on a regular basis as

detailed?
• Has the job changed extensively since the evaluation?
• Comment on the job, not the person’s ability to do the job.
• Please do not comment on whether you believe the appeal is warranted or not.

The Manager then asks the relevant Head of Service to sign the appeals form. 

Please note that managers may be requested to attend the appeal panel hearing.  They will not be asked to make a formal 
presentation on behalf of the appellant but will be expected to answer questions on the appellant’s duties and responsibilities. 

Once the form has been completed by the appellant, the manager and signed by the Head of service please return to HR Direct, 
for the attention of the Pay and Reward Specialist. 



7. Stage One – Identification of Grounds
The documentation will be taken to the monthly Job Evaluation Validation Panel, which consists of the Pay and Reward 
Specialist, a Trade Unions Representative from at least two of the recognised Trade Unions and a trained Management 
Representative from at least two of the Services. 

The Validation Panel will consider the documentation and any evidence submitted by the appellant.  They will consider one or 
more aspects of the evaluation, should any of these aspects need to be revisited they will ask the Pay and Reward Specialist to 
provide a re-evaluation of the job from the GLPC software. 

They will then make one of the following recommendations, with the help of the new evaluation where appropriate, within the 
integrity of the evaluation scheme: 
a) There are no grounds for appeal.
b) There are grounds for appeal, with recommended grading if appropriate
c) There are some grounds for appeal, with recommended grading if appropriate.  For example, if the person has appeals on

all 3 grounds or on more than one factor level, one or more of them may be valid, but not others.

In the case of a) the Pay and Reward Specialist will write to the appellant and the manager explaining that the appeal has been 
rejected and the reasons why. 

For b) and c) the appeal will progress to Stage 2 on those factors indicated only.  The Pay and Reward Specialist will write to 
the appellant and the manager to confirm the recommendations made by the Validation Panel and the details of the Stage 2 
Appeal Hearing.  The appellant will be asked if they wish the Appeal Panel to proceed with the documentation or with a hearing 
in person.  The appellant will have 10 working days to respond. 

If there is no consensus on the recommendations then the evaluation documents will progress to Stage 2. 



8. Stage Two – Appeal Panel Consider Grounds
Stage 2 Appeals will be heard by a fully trained panel of 3, who will normally comprise of: 

• 1 Head of Service, who will chair the panel
• 1 Trade Union Representatives
• 1 Trained Management Representatives

The Pay and Reward Specialist will also attend to provide advice and guidance, but will not have a casting vote on the panel. 

In cases of a hearing the appellant will also be asked to explain what additional information they may have for the panel to 
consider that was not including on the original submission.  Further information will not be required at Stage 2 for those factor 
levels deemed to have no grounds which will be detailed in the appendix sent by the Pay and Reward Specialist after Stage 1.    

If the appellant has opted to attend a hearing he/she may be accompanied by a Trade Union representative or fellow employee, 
the Appeal will not be unduly delayed whilst this is being arranged  

The Appeal Panel may request further information from the job holder or their manager (either in writing or in person), and may 
adjourn the appeal hearing if necessary but will not unduly delay the appeal hearing and outcome. 

If the appellant has opted for consideration without a hearing the Appeal Panel will consider the appeal documentation and 
reach their decision based on the recommendation from the Validation Panel.  The Chair of the Appeal Panel will lead the 
Appeal hearing.  The Chair will ensure that the panel hears all the relevant information necessary to reach a decision. 



9. Outcomes
If the Appeal Panel considers that any of the 3 appeal grounds are valid they will either reach their decision based on the 
recommendations from Stage 1, or if new evidence has emerged, they will ask the Pay and Reward Specialist to amend the 
evaluation using the GLPC computer software and then reach their final decision.  It does not necessarily mean that the post will 
attract a higher grade.  The evaluation score may be higher, but the post may remain in the same grade.  The score may stay 
the same, or even, exceptionally go down. 

The Appeal Panel’s decision will be put in writing to the individual normally within 10 working days setting out the decision. 
There will be no further right of appeal.  The Appeal Panel’s decision is final and binding.  Associated grade changes will apply 
from the date of registration of the appeal or a date agreed and confirmed to the Pay and Reward Specialist by the appellant’s 
manager.   



Frequently Asked Questions (FAQs) 
When can I submit an appeal? 
You have 3 months from the date you receive your evaluation result notification in which to submit their appeal. This may be waived 
during the implementation period, in which case further information will be given. It will be made clear the dates by which the appeal 
must be submitted.  

I was appointed to my new role 3 months ago, but I do not think that the job is accurately reflected in the grade I am 
receiving, can I appeal?  
You can appeal against the evaluation of a new post after you have been in the position for 6 months. After 6 months you would 
appeal in line with the process detailed above.  

Can I make a joint appeal against a job evaluation with my colleagues?  
If you and your colleagues are doing the same job and you all want to appeal against your outcome you can choose to submit a 
collective appeals form. It is the same application form for single and group appeals.  

Will the outcome mean I will be awarded a higher grade?  
No, it does not necessarily mean that the post will attract a higher grade. The evaluation score may be higher, but the post may 
remain at the same grade. The score may stay the same, or even, exceptionally, go down.  

When will I be informed of the outcome?  
If the Appeal Panel considers that any of the 3 appeal grounds are valid they will either reach their decision based on the 
recommendation they already have or, if new evidence has emerged they will reach their final decision.  

The Appeal Panel’s decision will be put in writing to the individual normally within 15 working days setting out the decision with 
reasons. If they cannot meet this they will let the appellant know. There will be not further right of appeal. 

What if my Manager doesn’t agree with the appeal? 
If the line manager does not agree with the employee then the employee may raise this with the next level of manager for 
resolution. 


	Can I make a joint appeal against a job evaluation with my colleagues?
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		JOB EVALUATION APPEALS FORM





To be completed if you wish to appeal against the results of the Job Evaluation process.



The appeal must be based upon the factor levels contained within the GLPC Job Evaluation Scheme. You must indicate which factor(s) you wish to appeal against and the reasons in support of it. You need only provide information in those sections that you wish to appeal against.



However, please note that the Appeals committee will consider ALL factors as some are inter-related and the outcome of any appeal might result in your total score increasing, remaining the same or decreasing, consequently affecting your grade. Your submission should be clear and concise. Please seek advice from your Trade Union representative and/or Manager. Appeals must be submitted within 3 months of receipt of the evaluation result. 



PLEASE ENSURE THAT A COPY OF YOUR CURRENT JOB DESCRIPTION IS ATTACHED TO THIS FORM.

		FULL NAME:

		

		JOB TITLE:

		



		DEPARTMENT:

		

		SECTION:

		



		TELEPHONE NUMBER:

		

		E-MAIL ADDRESS:

		



		GRADE AWARDED:

		

		

		







		FACTOR

		Factor level awarded

		Grounds for appeal

		Suggested level



		SUPERVISION & MANAGEMENT

(PLEASE INCLUDE AN 

ORGANISATIONAL CHART)



		

		













		









		CREATIVITY & INNOVATION









		

		

		







		CONTACTS & RELATIONSHIPS

		

		

		











		DECISIONS – DISCRETION

		

		

		











		DECISIONS – CONSEQUENCES

		

		

		











		RESOURCES





		

		

		







		WORK DEMANDS

		

		

		





		PHYSICAL DEMANDS



		

		







		









		WORKING CONDITIONS

		

		

		











		WORK CONTEXT

		

		

		











		KNOWLEDGE & SKILLS



		

		

		











		
Declaration and signature of post holder:









· I AM HAPPY THAT I HAVE DETAILED ABOVE ALL NECESSARY INFORMATION AS BASIS FOR THE APPEAL..

· SHOULD THE APPEAL REACH STAGE 2, I WISH TO BE ACCOMPANIED TO THE APPEAL HEARING BY …………………………………………….

· I AM SEEKING THE FOLLOWING OUTCOME FROM THE APPEAL…………………………………………………………………..







		[bookmark: _GoBack]SIGNED:

		

		PRINT:

		

		DATE:

		









To be completed by line manager:



		PLEASE CONFIRM WHETHER THE FACTS AS STATED ARE CORRECT AND FURTHER RELEVANT, FACTUAL INFORMATION:















































PLEASE RETURN TO:

PAY AND REWARD SPECIALIST, HUMAN RESOURCES, COUNTY HALL, WYNNSTAY ROAD, RUTHIN, LL15 1YN
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		The purpose of this questionnaire is to record the key information and the job content to help in the evaluation of the post. The information is confidential and should relate to the post not the person who at present holds it. Please also attach, if available, an up to date job description and organisational chart.



This form should be completed by the post holder, ideally involving their trade union representative, and then agreed by the line manager. It should be then signed and dated.







		NAME: 



		JOB TITLE:

		PRE-EVALUATION GRADE: 





		DIRECTORATE:



		SERVICE:



		SECTION:





		POST NO:



		RESPONSIBLE TO:



		







		Main Purpose/Reason for the Job



		Please describe in one or two sentences the overall purpose of the job:

















		Main Responsibilities, Duties & Tasks



		Please list main job areas showing average proportion of the time spent on each. (Unlikely to be more than six or so).



		Please list your main duties:

		Please identify how often each occur:

Daily, weekly, monthly, quarterly or annually



		1. 

		



		2. 

		



		3. 

		



		4.

		



		5. 

		



		6. 

		



		Other: 

		







		1   Supervision & Management of People



		This section records any direct responsibility the post has for the supervision or management of council employees or others. 



Council Employees – Full Time Responsibility: Indicate the number of employees directly supervised by the post. Indicate the level of authority (e.g. Allocate work, instruct, direct, organise, training, appraisal, and discipline). Indicate also where the supervision is shared with others. Direct supervision includes all employees managed by others for whom the post holder has line management responsibilities.







If the numbers supervised vary throughout the year, please provide details of maximum and minimum numbers and timescales.



		Number I directly supervise:

		Number I share supervision for:

		Number I supervise as deputy for:



		



		

		







		If you supervise or manage other employees, explain the nature of this responsibility in relation to:



		Allocate, instruct, direct, organise work:





		Check work:





		Do you arrange or co-ordinate:

Training:





		Appraisal:





		Discipline:





		Implementing Council procedures e.g. health & safety, welfare, absence management:





		Deputising: Does the post have any formal deputising responsibility for managing employees? If so, please indicate the nature of the responsibility and how often it occurs? Indicate the number and type of staff affected.





		Project Teams / Temporarily Assigned Staff: Does the post lead any project teams? If so, indicate the type of project team, its composition and how long the post holder has this authority?





		Contract Staff / Agency Workers: Do you have any responsibility for contract or agency workers? If so explain how and state how many:





		Location of Employees: Are the employees supervised or managed by the postholder based at the same place of work, or on different site(s) or are they mobile? If they are, describe how (e.g. separate departments, area offices, driving a vehicle). How often would the manager be at the same location as the employees?









		2   Creativity & Innovation



		The extent to which the work requires innovative and imaginative responses to issues and in the resolution of problems.







		Examples of Creativity / Innovation

Give examples of areas where the post requires creativity and innovation in for example design, preparation of specifications and tenders; preparation of plans and drawings; repair and maintenance of hard and soft landscapes, buildings, plant and machinery; cleanliness and well being of the environment; creation and planning of menus; counselling and caring; design and application of IT systems and programmes; development and implementation of policy, practice and procedures; and in the use of interpersonal skills and the use of written or spoken word.





		Examples of Problem Solving

Give examples of typical problems / situations a post holder will need to resolve during the course of their work. Indicate how frequently each type of problem / situation is likely to occur:





		Guidelines, procedures and systems

To what extent is the work undertaken by the post determined or assisted by guidelines, procedures and systems? Indicate how:





		New solutions or responses

Give instances of where you have to find a new solution or a new response to issues involving application of fresh and innovatory thinking e.g. caring, advocacy, counselling:













		3   Contacts & Relationships



		The degree of personal contact and the nature of the relationships with others required to carry out the job.



Nature of Contacts and Relationships:

Describe contacts and relationships within the section or department, with other departments, the public, external groups and organisations, their purpose and frequency:



		Who: 

Work colleague, other department, client, supplier, organisation, etc

		Purpose of Contact: Exchanging Information, providing Advice,

providing care, formal training, negotiations, etc

		Frequency: 

Daily, weekly, monthly, quarterly,annually, etc.





		





















		













		

























		Complex / Contentious Issues: Does the post have to communicate with contacts on matters of a complex and/or contentious nature? Please give examples and indicate how often these occur.





Representing the Council: Do you represent or negotiate on behalf of the Council? Please identify the circumstances. How often does this occur?











		4   Decisions – Discretion



		This factor looks at the decisions or recommendations that the post takes to achieve its outcome.



Decisions: Give examples of the most important decision which your post requires. Record only those decisions which the post has authority to take i.e. distinguish between decisions for which you have authority and making recommendations to others.



		Nature of the decision:



		Who it affects: 

e.g. your service/section, clients, other services, service provision, whole authority, corporate policy, etc.

		Guidelines / Limits: 

e.g. policies, procedures, working standards, regulations, guidelines, financial /operational limits.



		









		



		







Recommendations

Give examples of the most important recommendations that the post is required to make.











		Nature of Recommendation and who it is given to:

e.g. recommend change in procedure to manager.







		Who it affects:



e.g. your service/section, clients, other services, service provision, whole authority, corporate policy, etc.

		Guidelines / Limits:



e.g. policies, procedures, working standards, regulations, guidelines, financial / operational limits.







		Availability of Advice / Guidance

Describe how advice on what may be the limit to decision making is available from the post’s manager?











		Is the advice available the entire time, daily, weekly etc?















		What policies, procedures, working standards, or other guidelines / rules affect or limit your decisions?










		Are there any financial or operational limits?











		Is your manager at another location? If so, where?















		5   Decisions - Consequences 



		The impact of decisions / recommendations taken.

Impact of Decisions / Recommendations

Please identify the major consequences of any decisions or recommendations the post makes for clients, the public, other staff or the service.



		Type of Decision / Recommendation:

		Who it affects:

e.g. your service/section, clients, other services, service provision, whole authority, corporate policy, etc

		Scale of Impact:

e.g. limited – short term, major – long term effect



		



		

		



		





		

		







		Implications of a decision by the post holder

If the post holder made a legitimate, but incorrect decision, what would be the likely impact? Give potential examples below but exclude events that are highly unlikely to occur.













		How quickly would any error be rectified and how? Who would you inform?

















		6   Resources  



		Personal and identifiable accountability for physical and financial resources including those of clients.







		Cash / Financial Resources

Is the post personally and identifiably accountable for the accurate handling / security of cash and cheques? If yes specify the average amount controlled at any one time and the nature of the accountability.



		Average amount controlled at any one time

		Nature of accountability

Indicate whether this is continuous or shared with others. How often are the resources handled: daily, weekly, monthly, etc?



		







		







		Plant / Equipment / Vehicles

Is the post personally accountable for the proper use / safekeeping of plant / equipment / vehicles? If yes please indicate the type(s) of plant/equipment and the nature of the accountability.



		Type of plant / equipment

		Nature of accountability

Indicate whether this is continuous or shared with others



		







		







		Stocks / Materials

Is the post personally accountable for materials / items of stock? If yes please indicate the type and approximate value and the nature of accountability.



		Type and approximate average value of materials / stock (held at any one time).

		Nature of accountability

Indicate whether this is continuous or shared with others



		







		







		Data Systems

Is the post personally accountable for the use, manipulation and safekeeping of data systems whether manual or computerised? If yes please indicate the type of system(s) and the nature of the accountability.



		Type of Data System

		Nature of accountability

Indicate whether this is continuous or shared with others



		







		









		Please explain the importance of the data systems identified above to the Council’s operations.















		Buildings

Is the post personally accountable for the proper use and safe keeping of buildings? If yes please indicate the type of building(s) concerned and the nature of the accountability.



		Type of Building

		Nature of accountability

Indicate whether this is continuous or shared with others



		







		







		7   Work Demands



		The impact of deadlines, interruptions, changes in priorities and resource conflicts on the post.



		Work Plan: How is the post’s work planned?







		Interruptions / Changes to the work plan: How often is the planned work of the post subject to interruptions and/or changes? Give examples, identifying the cause of the interruption and the frequency with which it occurs.







		Deadlines: Is the work of the post subject to deadlines? If yes please give examples and the frequency with which they occur.







		Conflicting Priorities / Resources Needs: Does the post have to RESOLVE situations where there are conflicting priorities / resource needs? If yes give examples of situations the post encounters and explain how the post resolves them. Indicate how frequently these situations occur.











		8   Physical Demands



		The amount and continuity of physical effort required to do the job.



		Type of Physically demanding activity

e.g. standing, walking, lifting, cleaning

		Frequency and duration

e.g. 2 hours every day



		

		



		

		



		

		



		

		



		

		







		Use of IT Equipment

Does the post require the use of IT equipment? If yes please indicate the nature and level of usage.



		Nature of usage

e.g. spreadsheets, databases, data entry

		Level of usage

e.g. 2 hours every day



		





		







		9   Working Conditions



		Normal Place of Work

Indicate the post’s normal place(s) of work (e.g. office, client’s house, workshop, vehicle, etc). Where more than one place is specified please indicate the relative time spent in each.



		















		Disagreeable Conditions

Is the post exposed to any disagreeable conditions (e.g. dirt, dust, fumes, lighting, inclement weather, noise, ventilation, vibration).



		Nature of condition

e.g. noise, working outside.

		Level of exposure

e.g. 2 hours every day



		



		



		



		







		10   Work Context



		Potential Risk to Personal Health or Safety

Is there any potential risk to personal safety, illness, health? If yes please give examples stating who or what poses the potential risk and the frequency of exposure.







		Nature of risk

		Frequency of Exposure



		



		



		If the post involves contact with the public or clients can the post holder call on the immediate support of other members of staff? Please give examples.



		

















		11   Knowledge and Skills



		This factor measures knowledge and skills, in their broadest sense, in relation to the work or discipline required by any job covered by the Scheme, and which are necessary for the competent performance of the full duties and responsibilities of the job.



		Type of Knowledge and Skill

What type of knowledge and skill is required in order to perform the duties of the post? Indicate also the depth of knowledge/skill required in each. These may include technical, professional, operational or specialist disciplines as well as caring, interpersonal, literacy and linguistic skills, diplomacy, sensitivity, tact, dexterity, numeracy, knowledge of equipment and machinery, operational techniques, concepts, theories, procedures, and communications and supervisory/management skills.







		Type of Knowledge / Skill

		Depth of knowledge / skill

e.g. Basic knowledge, Working knowledge, council expert



		



		









		Most Important Areas of Knowledge

From the above list give two/three most important. Please give specific work examples to explain what is delivered in the job by an effective application of these two or three types of knowledge/skill.



		









		Experience

Describe the type of experience required to do the job e.g. domestic / non-work environment / voluntary work / academic work / other.



		









		Further Observations

Are there any other points you wish to make which you consider have not been adequately covered in this questionnaire?











		CONTENTS AGREED BY:

I consider that this questionnaire is a fair and accurate statement of the requirements of the job.



		POST HOLDER



		Print Name: 



		Signed:

		Date: 





		LINE MANAGER

		

		



		Print Name: 



		Signed:

		Date: 
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		SIGNATURE:

		DATE:



		PRINT NAME:



		SIGNATURE:
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