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GRADING REVIEW REQUEST

NOTES FOR GUIDANCE
Introduction

Please take time to read through these guidance notes, as they will help you to complete the grading review request documentation. A trained role analyst will then evaluate the information you provide using the HERA job evaluation scheme.

What is HERA?

HERA (Higher Education Role Analysis) is an analytical job evaluation scheme which was designed specifically to cover the full range of jobs (“roles”) in higher education. It was developed, tested, and refined over several years by a consortium of universities and colleges. The development process included input from staff in higher education, and specialist advice from organisations such as the Equal Opportunities Commission to ensure the scheme complies with equal opportunities legislation and best practice. The majority of universities in the UK are using HERA and at Oxford it underpinned the development of the University’s salary and grading structure. HERA is used to assess grading review requests from staff in all grades. More information about HERA is available on the Personnel Services web page at: http://www.admin.ox.ac.uk/ps/hera.

How does HERA work?

HERA has fourteen factors or “elements” which reflect the key competencies and skills in higher education. The role analysts will evaluate your role based on the completed application form and supporting documents against predefined HERA response statements under the 14 elements. 

The HERA elements

Communication

Analysis and Research
Teamwork and Motivation
Sensory and Physical Demands

Liaison and Networking
Work Environment

Service Delivery
Pastoral Care and Welfare
Decision Making Processes and Outcomes  
Team Development

Planning and Organising Resources
Teaching and Learning Support

Initiative and Problem Solving
Knowledge and Experience
Note: not all the HERA elements will be relevant to every role. It is not necessary to include a comment or example against each element. Focus on the main changes in your duties.
General guidance

Applicants should submit an up-to-date job description with an up-to-date organisation chart, and complete the grading review form in discussion with their line manager and Departmental Administrator. 
If you have difficulties completing this form or obtaining an up-to-date job description you should contact your Departmental Administrator in the first instance.

Before completing the documentation consult the generic grade and category descriptions for guidance on the typical skill levels expected at each grade. These may be found at: 

http://www.admin.ox.ac.uk/personnel/reward/jobeval/generic/
Once the documentation is complete, it should be submitted to your Departmental Administrator so that a staff request can be raised on Core for regrading (In cases where the Departmental Administrator has nominated the HR Manager to approve regrading requests on Core, applications may be submitted by the nominated HR Manager). The job description should be attached along with the application form and an up-to-date organisation chart. In the “Additional Information” field it should be specified that “all parties are satisfied that the application fully and accurately describes the post.” 
JOB DESCRIPTION
The job description should be agreed with your line manager and Departmental Administrator. If there are disagreements about the contents of the job description these must be resolved by consultation at local level before the application is submitted. 
The job description should include a brief summary of the main focus or purpose of the role, a list of duties and the selection criteria. For grading purposes it is important to ensure the following points are clear: context; reporting/management structure; level of independence/autonomy; focus of the role; and knowledge/skills/experience required.
Duties
· This should be a list of the main responsibilities of the role with an emphasis on contribution and outcomes, and should be listed in order of importance. It should not be a detailed task list i.e. how the job is done. 
· You should make clear the level of autonomy, responsibility and specific knowledge and skills required in carrying out each duty 
· Give examples of work you have done and are already doing; don’t include new duties or responsibilities which will commence from a future date.

· Avoid ambiguity and be clear about the role’s principal accountabilities. For most jobs up to approximately 15 statements are sufficient to cover the main responsibilities, depending on the complexity of the role.
· When drafting the duties consider the fourteen HERA elements. These reflect the underlying skills required from jobs in the Higher Education sector and will be used to determine the appropriate grade for the job. 
Selection Criteria

The selection criteria should detail the skills, experience, abilities, and expertise required to carry out the job effectively.
The criteria should be realistic. Please do not set higher standards than are necessary for the job, and as a general rule do not request a degree or higher level of qualification for jobs in grades 1-5.
Detailed guidance on writing a job description may be found at:

http://www.admin.ox.ac.uk/personnel/recruit/plan/ 
APPLICATION FORM
Reasons for the grading review request

Use this section to list the significant changes to the job description which may have arisen from the addition of new duties or restructuring in your department/section. Refer to the grade and category descriptions for guidance.

When proving examples please be mindful of the following:

· Give examples that demonstrate the main requirements of your role, not the activities or responsibilities you have become involved in for personal interest. 

· Give examples of work you have done and are already doing; don’t include new duties or responsibilities which will commence from a future date.

· Try to think of activities and responsibilities that are typical of your role, not just the most recent or complex ones and not one off ones. There is no need to give an exhaustive list of everything that you do. It is better to provide a few succinct and robust examples.
· Describe how frequently each work example occurs, for example, “For a week each term I allocate tasks to a work experience student”. 

· Exemplify the work you do. Instead of writing, “I am involved in complex communication,” describe the different sorts of information you share and any technical/specialist content which needs interpretation in order to communicate it effectively, for example, “I explain the technical specifications of in-house software applications to research groups and negotiate bespoke requirements”. 

 Departmental Comments

You should discuss your application with your line manager and your Departmental Administrator who should add comments from the department. They will discuss these comments with you before submitting the form for regrading. 

ORGANISATION CHART
The application form should be submitted with an up-to-date organisation chart. The organisation chart should show the reporting relationships within your immediate work team, including names and grades, and an overview of the department structure. 

Section notes
If you work in a department where anonymity is specifically required for security reasons please provide your employee number instead of your name. 
If the grade of your job has been previously reviewed please provide the date and the outcome. 
If your regrading application is successful, it will take effect from the first of the month in which it was submitted with the Reward team. The effect may in certain circumstances subject to the agreement of the department be backdated. If you are unsure of any of this information you should consult your Departmental Administrator. 

Please ensure that the job description and organisation chart enclosed with your application are up-to-date and that they have been agreed with your Departmental Administrator.

Check all documents for accuracy and completeness

These notes are for guidance only and the examples they contain are not intended to be comprehensive. Read over the completed documents. Make sure you have covered all the key aspects of your work. A role analyst from Personnel Services will evaluate your regrading application based on the information you have provided.
In some cases where the analyst needs further clarification/details about a role the applicant may be asked to attend a role analysis interview. The interview will be based on HERA and may cover some or all of the HERA elements.
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