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POLICY AUDIT TOOL 

To be completed and attached to any document which guides practice when submitted to 
the appropriate committee for consideration and approval. 
 
Please give status of Policy: Revised 
 

1. Details of Policy  

1.1 Policy Number HR029/07/2023 

1.2 Title of Policy: Grading Review Policy 

1.3 Sponsor  Accountable Officer 

1.4 Author: HR Manager 

1.5 Lead Committee Governance Sub-committee 

1.5 Reason for policy: Legislative and best employment practice 

1.6 Who does the policy affect? All employees  

1.7 Are the National Guidelines/Codes 
of Practices etc issued? 

Equality Act 2010 

 Has an Equality Impact Assessment 
been carried out? 

Yes 

2. Information Collation  

2.1 Where was Policy information 
obtained from? 

N/A 

3. Policy Management  

3.1 Is there a requirement for a new or 
revised management structure for 
the implementation of the Policy? 

No 

3.2 If YES attach a copy to this form. n/a 

3.3 If NO explain why. Current management structure satisfactory 

4. Consultation Process  

4.1 Was there external/internal 
consultation? 

Yes 

4.2 List groups/persons involved Joint Staff Consultative Forum 

4.3 Have external/internal comments 
been included? 

Yes 

4.4 If external/internal comments have 
not been included, state why. 

n/a 

5. Implementation  

5.1 How and to whom will the policy be 
distributed? 

 

All employees via the intranet  

5.2 If there are implementation 
requirements such as training 
please detail. 

n/a 

5.3 What is the cost of implementation 
and how will this be funded 

No funding required 

6. Monitoring  

6.2 How will this be monitored Workforce Reports 

6.3 Frequency of Monitoring Quarterly 
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SECTION A – POLICY 
 

1. Policy Statement, Aims and Objectives 
 

1.1 This policy ensures NHS Sheffield Clinical Commissioning Group has a 
mechanism to formally review the band of an employee where there are 
significant changes to the employee’s duties and responsibilities.  
 

1.2 The development of this policy: 

 Ensures employees are treated fairly and equitably 

 Provides a mechanism for line managers or employees to request a 
grading review 

 Ensures an independent and objective grading review process 
 

2. Legislation and Guidance 
 

2.1 The following legislation and guidance has been taken into consideration in 
the development of this procedural document. 

 Equality Act 2010 

 Agenda for Change Job Evaluation Scheme 
 

3. Scope 
 

3.1 This policy applies to those members of staff that are directly employed 
by NHS Sheffield CCG and for whom NHS Sheffield CCG has legal 
responsibility.   
 

4. Accountabilities and Responsibilities 
 

4.1 Overall accountability for ensuring that there are systems and processes to 
effectively manage grievances lies with the Accountable Officer. 
Responsibility is delegated to the following: 
 

 
Accountable 

Officer 

 

 Maintaining an overview of the corporate 
ratification and governance process 
associated with the policy. 
 

Human 
Resources  

 

 Leading the development, implementation 
and review of the policy. 

 Undertaking grading reviews ensuring Staff 
Side participation. 

 Communication of grading review 
outcomes to the relevant line manager and 
employee. 

 Providing an appeal facility via the CSU. 
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Appointing 
Officers 

 

 Ensuring they understand and adhere to 
their obligations in relation to this policy. 

 Ensuring employee’s job descriptions are 
reviewed on an annual basis and 
accurately reflect the duties and 
responsibilities undertaken. 

 Ensuring employees are supported to 
submit a grading review application where 
approved to do so. 

 Attending a grading review panel if 
required. 
 

All Staff 

 

 Ensuring they are familiar with the policy 
and procedure. 

 Ensuring their job description is up to date 
and is a true representation of duties and 
responsibilities. 
 

Staff Side 
 

 Ensure they are familiar with the policy 
and procedure. 

 Advise, represent and support 
employees who are members of a 
recognised Trade Union. 

 Ensuring staff side representation is 
provided for panels. 

 
 

 
5. 

 
Dissemination, Training and Review 
 

5.1 Dissemination 
 

5.1.1 The effective implementation of this policy will support openness and 
transparency. NHS Sheffield CCG will: 

 Ensure all staff and stakeholders have access to a copy of this policy via 
the organisation’s website. 

 Ensure employees are notified by email of new or updated policies. 
 

5.2 Training 
 

5.2.1 Grading review panel members will be fully trained in Agenda for Change 
Job Evaluation.   
 

5.3 Review 
 

5.3.1 As part of its development, this policy and its impact on staff, patients and 
the public has been reviewed in line with NHS Sheffield CCG’s Equality 
Duties. The purpose of the assessment is to identify and if possible remove 
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any disproportionate adverse impact on employees, patients and the public 
on the grounds of the protected characteristics under the Equality Act.  
 

5.3.2 The policy will be reviewed every three years, and in accordance with the 
following on an as and when required basis: 

 Legislatives changes 

 Good practice guidelines 

 Case Law 

 Significant incidents reported 

 New vulnerabilities identified 

 Changes to organisational infrastructure 

 Changes in practice 
 

5.3.3 Policy management will be performance monitored to ensure that policies 

are in-date and relevant to the core business of the organisation.  The 

results will be published in the regular Governance Sub Committee Reports. 
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SECTION B – PROCEDURE  

 

1. Reviewing the Job Description 
 

1.1 On an annual basis, or where significant changes occur in year, the job 
description of an employee should be reviewed by both the employee 
themselves and their line manager. The review should normally take place 
at the same time as the employee’s Personal Development Review (PDR). 
The review should ensure that the job description is up to date and remains 
relevant to organisational need. The additional duties and responsibilities 
that instigate the review should be as a result of a change in the 
requirements of the job role rather than the post holder. 

 
1.2 Where amendments are required to be made to the job description these 

should be agreed by both the line manager and the employee. In most 
cases changes to a job description will not impact on the banding/grading of 
the employee. 
 

1.3 Where amendments to a job description are deemed sufficient to request a 
grading review the procedure outlined in the following paragraphs should be 
followed. A grading review request can be made by an individual or a group 
of individuals who undertake the same role within the organisation. 
 

2. General Principles 
 

2.1 The grading review procedure will follow a number of key principles as 
follows: 
 

 For a grading review request to be considered, the employee or group of 
employees must be able to demonstrate that their role has changed, 
resulting in increased responsibilities and in their opinion warrants a 
higher pay banding. 

 

 Employee(s) should discuss a potential grading review with their line 
manager in the first instance to ensure the line manager is supportive of 
the grading review request. These discussions must be underpinned by 
written communication to manage expectations and clear messages. 

 

 By supporting the grading review application the line manager is 
confirming that the employee is undertaking additional and/or different 
work which is not reflected in the substantive job description, that the 
work is relevant to business need and that it warrants a formal review. 

 

 Should the line manager not support the grading review application this 
should be confirmed to the employee and the rationale made clear. It is 
recommended that this communication is in writing. Should the employee 
wish to challenge this decision the Grievance Policy should be followed. 
The grievance would only question the supporting of the application and 
not determine the outcome of the grading review itself. If the grievance 
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outcome is that the application should be supported the application will 
then be processed in accordance with the following procedure. 

 

 To ensure that there is a clear understanding of the roles and 
responsibilities and function of the whole team, as well as any future 
service developments and/or changes, the grading review application 
form must be countersigned by both the relevant line manager to indicate 
support and approval of the application, and the Deputy Director to 
ensure appropriate oversight. 

 

 Only one application for a grading review may be made in a 12 months 
period, unless otherwise approved by a Director. 

 

 
 

3. Grading Review Process 
 

3.1 Once the grading review application has been given approval to go ahead 
the employee should complete the grading review application form in full. 
The form should be signed by the employee, the line manager and the 
Deputy Director to ensure appropriate oversight and submitted to Human 
Resources with copies of the substantive job description and the updated 
job description. 
 

3.2 A panel will be convened which usually consists of a minimum of three 
members (including as a minimum at least one trade union representative 
and one management representative). The panel will assess the information 
and complete a Job Evaluation Form, summarising the relevant evidence 
under each factor heading. It may be necessary to contact the line manager 
to gather additional information or seek clarification. 
 

3.3 The grading review panel will utilise the national Agenda for Change Job 
Evaluation system that has been designed to determine the job weight of a 
post. The job weight score determines the pay band of the post. Where 
possible posts will be matched to national job profiles. 
 

3.4 Quality assurance (consistency) checks should also be undertaken by a 
different panel consisting of one trade union representative and one 
management side representative.  
 

3.5 
 
 
3.6 
 
 
 
 
 

Once formally agreed the outcome will be communicated to the employee 
and the line manager in writing.  
 
The Deputy Director will be responsible for determining whether approval 
can be given for a permanent regrading of the post or if other options need 
to be considered, such as a temporary regrading (where the need for the 
work to be carried out at the higher level is time-limited) and whether the 
regrading will be backdated. 
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3.7 Where the applicant is, or reports directly to, a Deputy Director, the 
authorisation of the form and any subsequent approval as set out at 3.1 and 
3.6 above) must be made by a Director or above. 
 

4. Right of Appeal 
 

4.1 Following the outcome of a grading review the employee has the right of 
appeal against the decision taken. The employee should confirm in writing to 
Human Resources the reason for the appeal and the factor areas and 
scores they are dissatisfied with. The appeal must be submitted within 10 
working days of the outcome of the first panel being communicated. 
 

4.2 A second grading review (appeal) panel will be scheduled, all of whose 
members will be different from the first panel. The appeal panel Chair will 
ensure that full consideration is given to all the evidence submitted but will 
not be involved in the actual grading of the post. This will be undertaken by 
the other panel members. 
 

4.3 Normal panel rules will apply and the manager and the appellant will be 
informed of the date so that either can be available by phone to answer any 
queries should the need arise.  
 

4.4 The appeal panel will normally only focus on the areas the employee has 
appealed against. However, if the information provided at the appeal panel 
contradicts any areas on the original evaluation report, the appeal panel will 
also consider these areas and, where necessary make recommendations on 
these areas. 
 

4.5 The panel reviewing the job will either: 

 Confirm the original outcome 

 Match the post to a different National Profile, in the same pay band, a 
higher band or a lower band. 

 
4.6 Quality Assurance checks as described in paragraph 3.4 will then be 

undertaken. 
 

4.7 There is no further right of appeal against the outcome of the appeal panel. 
The only option available should the employee remain dissatisfied is to 
lodge a grievance in accordance with the Grievance Policy. 
 

4.8 Any grievance must be lodged within 10 working days of receipt of the letter 
confirming the outcome of the review process and should be submitted to 
the Accountable Officer. 
 

4.9 The grievance will only consider if the process followed has been 
appropriate not the outcome of the grading review. 
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APPENDIX 1 

NHS SHEFFIELD CCG EQUALITY IMPACT ASSESSMENT  
 

NHS Sheffield CCG Equality Impact Assessment  

 
 

Title of policy or service  
 
Grading Review Policy  

Name and role of officers completing the 
assessment 

 
HR Manager 

Date assessment started/completed 

 
 April 2017 

 
Updated December 2019 

 
 
 

1. Outline 

Give a brief summary of your policy or service 

 Aims 

 Objectives 

 Links to other policies, including partners, 
national or regional 

This policy aims to demonstrate the provision of an effective mechanism to formally 
review the band of an employee where there are significant changes to the 
employee’s duties and responsibilities within NHS Sheffield Clinical Commissioning 
Group as an integral part of best employment practice.  
 
This policy aims to support line managers and staff Appointing Officers in providing a 
fair, consistent and effective approach to formal banding reviews.  
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2. Gathering of Information  
This is the core of the analysis; what information do you have that indicates the policy or service might impact on protected groups, with 
consideration of the General Equality Duty.  

   
What key impact have you identified? 

What action 
do you need 
to take to 
address 
these 
issues? 

What difference will this make? 

Positive 
Impact  

Neutral 
impact 

Negative 
impact 

Human rights       

Age       

Carers       

Disability       

Sex       

Race       

Religion or belief       

Sexual orientation       

Gender reassignment       

Pregnancy and 
maternity 

      

Marriage and civil 
partnership (only 
eliminating discrimination) 

      

Other relevant group      
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Please provide details on the actions you need to take below. 
 

3. Action plan 

Issues identified Actions required 
How will you measure 

impact/progress 
Timescale 

Officer 
responsible 

 
None 

    

 
 

    

 
 

    

 
 

    

 

4. Monitoring, Review and Publication 

When will the proposal be 
reviewed and by whom? 

On policy review – every three years 

Lead Officer  HR Manager Review date:  

 
 

 
 
 
 
 

 


