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Introduction

Please take time to read through these guidance notes, as they will help you to complete the grading review request documentation. All sections of the form must be completed and agreed with your department before analysis can take place. 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. 
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. 

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.
Step by step process guidance
· Before completing the documentation read the notes for guidance 
· Before completing the documentation consult the generic grade and category descriptions for guidance on the typical skill levels expected at each grade. 
· Identify the key changes to your role
· Agree an up-to-date job description and an up-to-date organisation chart with your line manager and Head of Administration and Finance. 

· Complete all sections of the grading review request form in discussion with your line manager and Head of Administration and Finance

· Check all documents for accuracy and completeness Read over the completed documents. Make sure you have covered all the key aspects of your work.

· Line manager and Head of Administration and Finance complete the Departmental Comments section and sign the form. These comments should be shared with you.
· Once the documentation is complete, it should be submitted by your line manager to your Head of Administration and Finance.
· A staff request will be raised on People XD for regrading (In cases where the Head of Administration and Finance has nominated the HR Manager to approve regrading requests on People XD, applications may be submitted by the nominated HR Manager). The job description should be attached along with the signed application form and an up-to-date organisation chart. 
JOB DESCRIPTION
The job description should be agreed with your line manager and Head of Administration and Finance. 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.
Detailed guidance on writing a job description may be found at: Planning a recruitment | HR Support (ox.ac.uk)
APPLICATION FORM
Applicant details 
If the grade of your job has been previously reviewed please provide the date and the outcome. 

Key changes to the role 
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. It is not expected that you should include an example against all the HERA elements, or refer to HERA elements. 
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”. 

Comparator roles 

If the applicant or department wishes to suggest jobs that they believe are equivalent to their own post and of a higher grade the job title and department should be provided in the space provided, along with a reference number if known. This could be a post number, a staff request number, or a generic reference code. 
Departmental Comments

You should discuss your application with your line manager and your Head of Administration and Finance 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. 

WHAT NEXT?
In some cases where the analyst needs further clarification/details about a role the applicant may be asked to complete a short questionnaire, or to attend a role analysis interview. The interview will be based on HERA and may cover some or all of the HERA elements.
If your regrading application is successful, it will take effect from the first of the month in which it was submitted to the Reward team. 
If your regrading application is unsuccessful, your Head of Administration and Finance will be notified by email, and will be provided with feedback on the reasons for the outcome. They should share this information with you at the earliest opportunity. 

Appeals

If either the department or yourself wishes to challenge the outcome, a written request for a review of the regrading decision should be made to the Head of Reward within 30 days. The request should set out the reasons they consider that the result of the original assessment was incorrect. The request should be sent by the HAF or equivalent to reward@admin.ox.ac.uk.

The appeal documentation, which will include a HERA job evaluation report prepared by the role analyst or verifier, will be considered by a panel. The panel’s decision is final.
FAQs 

How long do I have to have been in my role to apply for regrading?

The application form requires you to provide detailed examples of the areas where your job has grown. The example should not be one off, but should demonstrate that the change is permanent. It is therefore recommended that you have been in post for a minimum of 6 months so that you are able to demonstrate the above. 
Where do I find my job description and an org chart? 

If you have difficulties completing this form or obtaining an up-to-date job description you should contact your Head of Administration and Finance in the first instance.
Who should complete the application form?

The role holder should complete the application form, in consultation with their line manager.
What should I do if I cannot disclose my personal details for security reasons?

If you work in a department where anonymity is specifically required for security reasons please provide your employee number instead of your name. 
What if my department does not support my regrading application?
Your department does not need to support your application, but all parties do need to agree that the information provided is full and accurate before it is submitted.

The changes to my job have been in place for some time. Can this be recognised through regrading?

The effect may in certain circumstances, subject to the agreement of the department be backdated up to 12 months. You should consult your Head of Administration and Finance if this applies to you.
What should I do if I would like to request a HERA interview as part of an appeal? 
You should state in your letter of appeal that you would like a HERA interview.
When can I apply again after an unsuccessful application?

After an unsuccessful application, you must wait one year from the notification of the outcome before you can apply again. This is so that you are able to demonstrate further change in the role.
Please take 2 minutes to provide anonymous feedback on your experience of using the new regrading application guidance and form. Your feedback will be used to improve the application process.
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