FORM RG1:  REQUEST FOR REGRADING OF AN EXISTING ROLE AND ROLEHOLDER
Following job evaluation of the role and confirmation that the role is at a higher grade by Human Resources, this form should be completed by the Executive Dean/Global Director of Professional Service.  For Professional Services staff based in Professional Service Directorates, cases must be seen by the relevant member of the University Executive prior to submission to VMG.
Before completing this form, please refer to the Professional Services: Career Progression procedures.
Please ensure that you attach an organisational chart complete with job titles and grades for the unit to which the role belongs. 

	Role Holder Details 

	Role Holder Name:
	

	Job Title:


	

	School/Directorate:
	

	Line Manager Details

	Name:
	

	Job Title:


	


Executive Dean/Global Director Comments

	1. Please detail why the requirements/demands of the role have changed/why the new role is required  (e.g. restructuring within School/Service, redeployment of duties, change in business need, etc) and comment on how this fits in with the overall strategic plans, objectives of the School/Directorate: 



	2. Please summarise the main changes in the range, complexity and level of duties and responsibilities of the roleholder which merit a regrading:  


	3. Please provide names and job titles of any other individuals doing the same/comparable role within the School/Directorate and comment on how their role would be affected by this request:  



	4. If necessary, please provide any other information to support the re-grading request. In particular, please state why re-grading is being sought as opposed to the normal new/restructured post process which would allow other University staff to apply for the role:




I confirm that:  

· the School/Directorate require this role to be undertaken on a permanent basis in the higher grade, and
· the existing roleholder is already satisfactorily carrying out the full range of duties of the higher grade, and
· the additional cost of the higher grade post is contained within my existing financial plans/budgets

Signed…………………………………………………………………………...Date……………………………
Return Details 

Please return a signed copy of this RG1 form, together with the organisational chart to hrhelp@hw.ac.uk  Please ensure that you retain a copy of the documentation for your own records.
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