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QUEEN’S UNIVERSITY BELFAST

___________________________

Job Matching Process 
____________________________
1.
Introduction
1.1 
A Job Matching Process was developed and agreed with the relevant Trade Unions when all posts within the University, with the exception of clinical academics, members of the professoriate, senior management and student employees, were graded and moved onto the 9 grade pay structure as part of the National Framework Agreement. 
1.2
It was agreed that, following implementation of the Agreement, a similar job matching process would be used to grade all new and substantially changed posts within the academic-related, clerical, technical and operational categories.
1.3
All academic posts, as part of the Framework Agreement, have been graded using generic job summaries.  Any request by an individual academic member of staff for review of their grade will be processed under the Academic Promotions Procedure.

1.4
Requests for regrading of research staff from Ac1 to Ac2 will proceed as a matter of course, provided that the Head of School completes a Substantial Change Review Form Ac1 to Ac2 confirming the postholder has been awarded a PhD and is working at the required level and that appropriate funding is available for the duration of the contract.  Any request for regrading of Research posts Ac2 and above will be processed through a Special Moderation Panel.  A substantial change review form (AC2 and above) must be completed by the line manager and signed by the postholder and the Head of School/Director and submitted to the HR Business Partner along with a new revised job summary form and up to date organisational chart.
2.
Definition and Scope of Grading Panels

2.1
The Local Job Matching Panel will consist of a representative from People and Culture and the relevant Head of School/Director of Academic Support Area who will be trained in the job matching process. The role of this Panel will be to match all new and substantial change posts, in the first instance.
2.2
The Central Moderation Panel will operate with a minimum of a Chair who will normally remain the same throughout the Central Moderation process and two others who will be drawn from a pool of trained evaluators, to include 1 trade union nominee. A representative from People and Culture will also be part of the Panel. The role of this Panel will be to ensure consistency of approach across the University and to match any post that cannot be matched by the Local Job Matching Panels.  Any submissions for grading of new posts at Grade 10A or 10B and substantial change posts at Grade 9 or above will be dealt with by a Special Panel.   
2.3
Another staff member/manager from the relevant School/Directorate may attend, to provide specialist information, to the relevant Panel, where appropriate. This staff member is not a member of either Panel.

2.4
Job matching will focus on the job content and not the capabilities/characteristics of the postholder, or his/her level of performance.
2.5
The Panels will grade new and substantial change posts in a transparent and equitable manner, on the basis of matching the job summary to the agreed grade profiles., The Central Moderation Panel to will carry out a full analytical Hay job evaluation in order to allocate a post to the appropriate grade.

3.
Grading of New Posts
3.1
Replacement posts or new posts that can be benchmarked against similar existing posts do not require grading through this process.

3.2
Where a new post, that has never existed before is created within the University, advice and guidance must be sought from the appropriate HR Business Partner on how to complete a new job summary form.   

3.3
A new post grading form must also be completed by the line manager and signed by the Head of School/Director and forwarded together with the new job summary form to the appropriate HR Business Partner. In order to avoid any unnecessary delay in advertising a post it is important that all documentation is forwarded to the HR Business Partner at the earliest opportunity and preferably before post approval is sought. 

3.4
The new post will be considered by the Local Job Matching panel and the grade will be determined. However, in exceptional circumstances, when agreement cannot be reached, posts will be forwarded to the Central Moderation Panel for grading.
3.5
A record of the decision will be completed in respect of every matched post, justifying the allocation of the post to the relevant grade.   

3.6
The grading of new posts will normally be dealt with within 7 working days of receipt of completed documentation.
3.7
If a Head of School/Director disagrees with a grading outcome they can make further representation to the Central Moderation Panel.
4.
Substantial Change Post
4.1
Posts will only be reviewed if there has been a substantial change in duties and responsibilities identified and agreed by line management. It is not normally expected that this will happen within a period of 3 years from the date of previous grading exercise.
4.2
A substantial change review form must be completed by the line manager and signed by the postholder and the Head of School/Director and submitted to the HR Business Partner along with a new revised job summary form and up to date organisational chart.
4.3
The post will normally be matched, in the first instance, by the Local Job Matching Panel consisting of Head of School/Director and a representative of People and Culture.
4.4
Straightforward decisions relating to posts that have undergone a substantial change at Grade 5 and below will normally be taken by the Local Job Matching Panel and forwarded to the Central Moderation Panel for reporting reasons only. All other posts will be referred to the Central Moderation Panel as a matter of course for the decisions to be ratified or in cases where agreement at local level cannot be reached.
4.5
A record of the decision will be completed in respect of every matched post, justifying the allocation of the post to the relevant grade.   
4.6
The decision of the Panel will be conveyed in writing to the member of staff. 
4.7
If a postholder disagrees with a grading outcome they can appeal the decision using the appeal procedure outlined below.

5. 
Appeals
5.1
If a member of staff is dissatisfied with the outcome of the job matching process he/she may request an appeal of their post subject to the provisions set out below.

6.
Grounds for Appeal
6.1
If a postholder considers that there are elements of the post to which the Panel has not given sufficient consideration, he/she may complete an appeal pro-forma detailing the elements of the post he/she wishes to be taken into account. Applicants cannot introduce new tasks or responsibilities that were not contained in the original submission. 

6.2
Any information submitted in support of an appeal must relate to the nature and requirements of the post and not to the qualifications, skills, experience and contribution of the individual postholder.

7.
Appeals Process          
7.1
Staff requesting an appeal must complete an appeal pro-forma setting out the grounds for appeal. This form must be signed by the appropriate line manager and Head of School/Director of area to confirm the accuracy of the information and returned to People and Culture within 15 working days of receipt of grading.

7.2
The form will be passed to an Appeals Panel, which will consist of a Chair, University representative, Trade Union representative and People and Culture representative not involved in the original Central Moderation Panel. 
7.3
The Appeals Panel will be given all relevant material relating to the post i.e. the job summary, organisational chart, completed appeal pro- forma and the rationale for the original decision.  

7.4
During its deliberations the Appeals Panel will have access to any further relevant information/clarification it deems appropriate.  

7.5
The Appeals Panel will match the job summary to the appropriate level and/or carry out, where necessary, a full analytical Hay job evaluation.

7.6
The Appeals Panel will have the authority to uphold, or increase, the original grading decision.

7.7
The decision of the Appeals Panel will be conveyed in writing to the member of staff.
7.8
The decision of the Appeals Panel will be final.
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