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WORCESTER CITY COUNCIL                                                           Appendix 1 

Regrading Claims Process 

1. Purpose and Scope

1.1 This document sets out the approach to considering employee requests to regrade jobs 
on the basis that the nature and level of their work has changed substantially since 
allocation to a revised grade on implementation of our new pay structure on 1 January 
2017 or since appointment to the post if that occurred after 1 January 2017. 

1.2 The procedures set out in this document will apply to all employees of the Council at the 
date of implementation, but excluding those whose employment is subject to a transfer 
from or to the Council's employment, at a known date, under the provision of TUPE.  

2. Context

2.1   The Council is committed to improving performance by engaging the right people in the 
right roles with the right behaviours and talent to make a positive and innovative 
contribution. In return for that contribution, the Council seeks to ensure equitable and fair 
reward.    

 
3. Grounds for Regrading Claim

3.1 The only permissible grounds for a regrading claim will be as follows;

a) The employee can provide evidence that *60%(or more) of a different Generic 
Role Profile more closely matches their day to day activities AND/OR;

b) The employee can provide evidence that *60%(or more) of a different Task 
Specific profile more closely matches their day to day activities OR;

c) The appellant can provide evidence that *60%of their existing duties and 
responsibilities cannot be reflected in any of the available Task Specific Role 
Profiles.
*60% as agreed with the Trade unions

3.2 Stage 1 - Initial Registration of claim
When submitting a Stage 1 regrading application, the employee will be required to 
complete a Stage 1 Regrading form in which they will be required to identify which of the 
grounds their submission is based upon (as set out in paragraph 3.1 above).  In addition, 
where the employee submits a claim under a) and b) above, they must identify the 
alternative GRP or Task Specific profile they consider meets the defined criteria. 

3.3 Task Specific profiles cannot be separated from the GRP to which they have been 
allocated i.e. it is not a permissible ground for a claim for an appellant to submit that the 
Task Specific profile has been allocated to the incorrect GRP.

3.4 In order to enable employees to assess if there is a GRP or Task Specifics profiles which 
they consider more closely matches their existing duties, all GRP's and Task Specific 
profiles will be available to employees through the People Services pages on the 
STAFFROOM.  
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3.5 It is possible, for example in respect of Business Services roles, that there may be more 
than one Task Specific profiles the employee may consider they could be 'matched' to. In 
such circumstances the accountabilities relating to the service area in which they are 
presently working will be the key determinant.

4. Determining the 60% threshold

4.1 It is acknowledged that within the GRP and accompanying Task Specifics document all 
accountabilities will not carry equal weight in terms of the substance of the role in 
practical terms.  As claims are being dealt with by exception, upon receipt of a Stage 1 
appeal, the relevant Head of Service will be required to review and/or attach an up to 
date weighting to each of the accountabilities within the relevant GRP and/or Task 
Specific profile that the appellant has identified on their regrading claim.   The weightings 
must add up to 100% in total in respect of each individual GRP or Task Specific profile.  
A template will be provided for this purpose.

4.2 Once completed and prior to issue to the employee, the weighted GRP and/or Task 
Specifics document must be reviewed and agreed by the relevant Corporate Director.

4.3 Stage 2 - Submission of Evidence for the claim 
Employees who have submitted Stage 1 regrading notifications will be contacted, in 
writing by People Services and provided with details of the allocated weightings in 
respect of the relevant profile(s).  From the date of receipt of the completed weightings 
proforma (as relevant to the claim), the employee  will have a further period of 10 working 
days to consider the information provided and have the opportunity to either 

a) Continue with their claim, or; 
b) Withdraw their claim

4.4 If the appellant wishes to continue with their claim, they will be required to complete and 
submit a Stage 2 claims form to People Services by the specified date.  This must 
identify the evidence which supports the grounds for regrading as set out in Section 3.1 
above.

4.5 Any extensions to the deadlines within this process will only be given in extenuating 
circumstances and following agreement, in writing, from Human Resources.

5. Regrading Claims Panel 

5.1 All submitted Forms will be subject to consideration by a Regrading Claims Panel.  This 
will be made up of a Corporate Director other than the one responsible for the appellants 
service area (or where necessary, Managing Director), a representative from People 
Services and a Trade Union representative.   

5.2 The employee and their Head of Service will be given one weeks' notice, in writing of the 
date of the panel and all parties will be invited to attend and provided with the completed 
Stage 2 form, allocated role profile(s) and the alternative (weighted) profile(s) the 
employee has identified within their appeal.
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5.3 The panel will meet to consider the submission and explore the rationale provided by the 
employee.  The employee will be invited to present their claim in person to the Panel and 
will be entitled to be accompanied and supported by their trade union representative or 
fellow employee of their choice.  The relevant Head of Service will also be required to 
attend.

5.4 Following the presentation of the claim, Panel members will have the opportunity to ask 
questions of both the employee and the Head of Service.  Both the employee and their 
representative will be afforded the opportunity to ask questions of the Head of Service  
(and vice versa).  The panel will consider all the evidence provided by the employee and 
the Head of Service and then adjourn to deliberate. All parties may be invited back to 
provide further evidence or clarification at the request of the Panel.

5.5 The outcome of the regrading claim can be one of the following:

a) The claim is dismissed on the grounds that the GRP and/or Task Specific profile 
remains that most closely matched to the employee’s existing job;

b) The claim is upheld on the basis that the alternative GRP and/or Task Specific profile 
identified by the employee is determined to represent a more appropriate 'match' to 
the employee’s existing job and to which they should be re-allocated.

c) The claim is upheld on the basis that none of the available Task Specific profiles 
meet the 60% threshold.  Where so determined, the Head of Service, in consultation 
with the employee, will be required to develop a new Task Specific profile.  This must 
include the necessary weightings (as set out in Section 7).  The Service Manager 
must also identify the relevant GRP to which this should be allocated and this will be 
verified by Human Resources taking account of the relevant job evaluation 
assessment in order to maintain equity, consistency and fairness.    

5.6 The decision of the panel will, wherever possible, be provided at the conclusion of the 
appeal hearing and in every circumstance be confirmed, in writing, to the appellant (and 
copied to the relevant Head of Service) within 10 working days

5.7 The decision of the Regrading Claims Panel is final.


