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TITLE:
REGRADING - SUPPORT STAFF

PURPOSE/SCOPE:
To ensure that support staff gradings are maintained in relation to grade of post.

RESPONSIBILITY:
1)
For completing CC/PER/REG lies with the member of



staff or the line manager.

2)
For completing CC/PER/REGB lies with the union representative or the line manager.

3)
For approving regrading of post lies with SMG sub-committee.

4)
For authorising CC/PER/REG and CC/PER/REGB lies with the Assistant Principal - Resources.

5)
For completing CC/PER/REGAPP lies with the member of staff/line manager/T.U. representative.

6)
For authorising CC/PER/REGAPP lies with the Principal.

7)
For forwarding outcome of the decision and notifying Personnel Department of any changes lies with the Assistant Principal - Resources.

DEFINITIONS:
CC/PER/REG : 
This form formalises an individual regrading






request.


CC/PER/REGB:
This form formalises a group regrading






request.


CC/PER/APP:

This form formalises an appeal against the






decision of the SMG sub-committee.

APPENDICES:
CC/PER/REG  FORM


CC/PER/REGB  FORM


CC/PER/APP  FORM


CC/PER/LET1


CC/PERLET2


EXAMPLES OF CRITERIA FOR REGRADING

RELATED INFORMATION:

ORIGINATED

APPROVED



DATE


PAGE 
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1 OF 5
	[image: image2.png][

\
a

CARDONALD

COLLEGE
GLASGOW




	PROCEDURE
	NUMBER

REVISION
	4 : 1 : 5

0


1.0
GENERAL

This procedure is concerned with maintaining the proper grading of posts and in particular in the review of the grading of posts where job holders, managers, the Senior Management Group (SMG) or unions consider that a significant change in job content has evolved over a period of time.

If a post is to be filled when it becomes vacant, the line manager should ensure that the proposed duties of the post are consistent with the proposed grade.  The SMG sub-committee will consider any changes proposed at this time.  However, in exceptional circumstances, regrading may be necessary for currently filled posts.

Where new and/or additional duties are essential to the needs of the College, line managers should submit regrading applications as soon as possible so that the SMG sub-committee can consider whether or not regrading should be immediate.  

A sub-committee of the SMG will consider all applications for changes in grade in conjunction with the line manager.  The relevant Assistant Principal will always form part of the SMG sub-committee for regrading purposes.

This procedure includes all support staff, up to and including Support Staff Line Managers.

The following procedures do not apply in the case of a management restructure.  Where a restructure becomes necessary and new job remits are proposed which will result in regradings, union representatives will be consulted appropriately.
2.0
INDIVIDUAL APPLICATIONS

2.1
All applications for changes in grade will be submitted to the line manager in the first instance.  Trade union members are encouraged to give a copy of the regrading application to the relevant trade union representative.

2.2
Applications may also originate from the line manager.

2.3
Regrading requests will be considered where clear reasons can be given on Form CC/PER/REG Revision 1 (See Appendix 1).  Both the post holder and the line manager should complete form CC/PER/REG Revision 1, unless the line manager originates the regrading application.  In this case, the line manager should inform the post holder that an application will be submitted.  Forms are available from the Personnel Department.
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2.4
An SMG sub-committee will normally meet twice a year for the purpose of individual regrading requests, in March and September.  The committee will consist of three members of the SMG, including the Assistant Principal – Resources and the Assistant Principal for the unit/section involved.  The Assistant Personnel Manager will attend all meetings as an adviser, unless he/she is involved personally.

2.5
The line manager, taking into account the development plan as agreed for the division/unit, should submit Form CC/PER/REG Revision 1 to the Assistant Principal – Resources in the first instance.  This form should be lodged at least one month prior to the committee meeting.  The line manager should consider any proposals made to, or by him/her, for possible ramifications within their division/unit as a whole.  The original job description should be forwarded along with the regrading form.

2.6
The reasons for submitting or making the proposals will be fully stated, together with a written indication of the anticipated financial implications as far as they can be assessed at this stage.  The Assistant Principal – Resources will acknowledge receipt and hold for inclusion at the next SMG sub-committee meeting.

2.7
The SMG sub-committee will consider the application at a duly convened meeting.  

2.8
Where the SMG sub-committee consider that further investigation is required, the line manager, the relevant trade union representative and/or the post holder will be asked to attend the meeting, or another pre-arranged meeting.  Anyone so called should normally retire during the deliberations of the SMG sub-committee.

2.9
In addition, the Assistant Personnel Manager may be asked to provide additional information or assistance, especially where there may be ramifications for other individuals or groups of staff.

2.10
In the event of agreement, the Assistant Principal – Resources, on behalf of the SMG sub-committee, will inform the Principal of the agreed change to grade and duties.

2.11
Once approval has been given by the Principal, the Assistant Principal – Resources will be responsible for informing the relevant line manager and notifying the Personnel Department to initiate regrading.  Changes in grade and salary will be effective from the first day of the month in which the SMG sub-committee meets.

2.12
In the event that the SMG sub-committee does not consider there to be justification for a regrading, the Principal and the line manager will be informed of the decision and the reasons why the decision has been taken.  
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2.13
In both these cases, the Assistant Personnel Manager will be responsible for conveying the outcome to the member of staff concerned.  In the event that there is insufficient justification for a regrading, the applicant will be entitled to a written response, which will include the reasons for the decision.

2.14
While it is anticipated that regrading decisions will be completed no later than five (5) working days from the date the SMG sub-committee meet, where further investigation is required by the Personnel Department, the timescale will be no longer than ten (10) working days.


Appeals Procedure

2.15
Where an individual is aggrieved by the decision, it is open to him/her to pursue the matter, either directly in the case of a non-union member, or through his/her trade union.  Regrading appeals should be made on Form CC/PER/REGAPP directly to the Principal who will reconsider the decision of the SMG sub-committee.  This form should be submitted no later than five (5) working days after being informed of the outcome.

3.0
GROUP APPLICATIONS

3.1
Where a group of staff within a staff category requests regrading, applications will be made through the appropriate union representative.  Applications will be submitted to the Assistant Principal – Resources for consideration by the SMG sub-committee.

3.2  Applications may also originate from line management.

3.3
As with individual regrading requests, consideration will be given where clear reasons can be given on Form CC/PER/REG Revision 1, e.g. industry comparison changes, responsibility changes.  The union representative or line manager should complete form CC/PER/REG Revision 1, available from the Personnel Department.

3.4
As with individual regrading requests, the SMG sub-committee will meet twice a year, in March and September.  The committee will consist of three members of the SMG, the Depute Principal, the Assistant Principal – Resources and the Assistant Principal for the unit/section involved.  Application forms should be lodged at least one month prior to the committee meeting.

3.5
The original job description(s) should be forwarded along with the regrading form.  This form should be approved by the appropriate line manager(s). 

3.6
The reasons for submitting or making the proposals will be fully stated, together with a written indication of the anticipated financial implications as far as they can be assessed at this stage.  The Assistant Principal – Resources will acknowledge receipt and hold for inclusion at the next SMG sub-committee meeting.
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3.7
The SMG sub-committee will consider the application at a duly convened meeting.

3.8
Where the SMG sub-committee consider that further investigation is required, the line manager(s) and trade union representative will be asked to attend a pre-arranged meeting.  Anyone so called should normally retire during the deliberations of the SMG sub-committee.

3.9
In addition, the Assistant Personnel Manager may be asked to provide additional information or assistance, especially where there may be ramifications for other groups of staff.

3.10
In the event of agreement, the Assistant Principal – Resources, on behalf of the SMG sub-committee, will propose the changes to the Principal.

3.11
Once approval has been given by the Principal, the Assistant Principal – Resources will be responsible for informing the relevant line manager(s) and relevant trade union representative and notifying the Personnel Department to initiate regrading.  Changes in grade and salary will be effective from the first day of the month in which the SMG sub-committee meets.

3.12
In the event that the SMG sub-committee does not consider there is justification for regrading, the Principal, the relevant trade union representative or line manager will be notified of the decision and the reasons why the application has been rejected.

3.13
In both these cases, the trade union representative or line manager will be responsible for conveying the outcome to the members of staff concerned.

3.14
While it is anticipated that regrading decisions will be completed no later than five (5) working days from the date the SMG sub-committee meet, where further investigation is required by the Personnel Department, the timescale will be no longer than ten (10) working days.


Appeals Procedure

3.15
Where a group is aggrieved by the decision, it is open to the trade union representative to pursue the matter by submitting Form CC/PER/REGAPP directly to the Principal who will reconsider the decision of the SMG sub-committee.  This form should be submitted no later than five (5) working days after being informed of the outcome.

4.0
REVIEW OF PROCEDURE


This procedure will be reviewed within one year from the date of approval.
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