
QUEEN’S UNIVERSITY OF BELFAST

SUBSTANTIAL CHANGE REVIEW FORM
Research Staff: AC2 and above
Process

1. Posts will only be reviewed if there has been a substantial change in duties identified and agreed by line management and there is sufficient funding for the duration of the contract.  It is not normally expected that this will happen within a period of 3 years from the date of previous grading exercise.
2. This form must be completed by the line manager and signed by the postholder and the Head of School and submitted to the HR Business Partner along with the new revised Job Summary and Academic CV.
3. The post will be considered by a Special Moderation Panel with appropriate research expertise.
4. The decision of the Panel will be conveyed in writing to the member of staff

Section A

Name:




________________________________

Current Post Title:


________________________________
New Post Title:


________________________________

Department/School:


________________________________

Current Grade:


________________________________

Proposed Grade:


________________________________

Section B

Describe fully, under the following headings, the substantial changes in the above post
1.
Has there been a substantial structural change within the Section/Department? 

Yes/No
If yes, please give details and provide any relevant supporting documents relating to this, including the previous and updated organisational charts for the area.
2.
Give specific details of how the responsibilities of this post have significantly increased?   Give examples comparing previous levels of responsibility with the increased level of responsibility. (This should not replicate the job summary information. It should be a supporting statement for the substantial change review request).

3.
Were the additional duties/responsibilities formally assigned to the postholder?
Yes/No
4.
Did the substantial change/s to the job necessitate the acquisition of more knowledge/skills in a new or unfamiliar area?
Yes/No
If yes, please specify, how long did it take to acquire the new knowledge/skills?
5.
Will the changes you have outlined above become an integral part of the post or are they as a result of a special project that has been undertaken for a fixed period?

6.
Please indicate the date when the post-holder undertook and carried out fully and satisfactorily the responsibilities of the new duties.(Please note that postholders are expected to carry out any new duties for at least 12 months before the post can be considered for re-grading)
Please note, if post is regraded, the date of regrading will be date of submission of all completed final documentation.
7.
Has the structural change and/or the substantial change in this post had any impact on the duties and responsibilities of other posts within your area? If so please detail.

8.
Any other relevant information:

SIGNATURES

Post Holder:


 _____________________________________________

Line Manager:


______________________________________________

Head of School:
______________________________________________
Date:


 _______________________
