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1.0 Policy Statement  
 
This policy and procedure have been developed in line with the NHS Job Evaluation Scheme 
which is based on the principle of equal pay for work of equal value and should be read in 
conjunction with it. The details of the scheme are laid out in the NHS Job Evaluation 
Handbook – which can be found on the NHS Employers website at 
http://www.nhsemployers.org/ 
 
This policy covers all applications for job evaluation and re-evaluation received and dated on 
or after the ratification date of this policy.  
 
In adhering to this Policy, all applicable aspects of the Conflicts of Interest Policy (OP109) 
must be considered and addressed.  In the case of any inconsistency, the Conflict of Interest 
Policy is to be considered the primary and overriding policy. 

 
 
2.0 Definitions 

AfC – Agenda for Change - the agreed terms and conditions under which the majority of NHS 
staff are employed. 
Job Evaluation Scheme (JES) – a scheme under AfC which determines the appropriate pay 
band for each post, and as a result, the correct basic pay. 
 
 

3.0 Accountabilities 
3.1 The overall accountability for this policy lies with the Group Chief People Officer. 
 
3.2 Directors and Managers are accountable for the effective application of NHS Terms and 

Conditions of Service (Agenda for Change) within their areas of responsibility. 
 
3.3 Line Managers and Staff have a responsibility to provide accurate information when 

submitting job descriptions and person specifications for review. 
 
3.4 The HR Department and Staff Side representatives have a responsibility to undertake 

reviews in partnership. 
 
 
4.0 Policy Detail 
4.1 General Principles 
4.1.1 The aim of this policy and procedure is to ensure that new posts and those that have 

undergone significant changes are appropriately evaluated and assigned a pay band in 
accordance with the NHS Job Evaluation Scheme. 
 

4.1.2 The aim is to achieve consistency of matching and evaluations, internally against other local 
matching and evaluations and externally against national benchmark evaluations, in order to 
avoid locally matched or evaluated jobs getting ‘out of line’ with similar jobs elsewhere. 
 

4.1.3 The procedure is to enable an individual, group of employees and the manager of a service to 
have appropriate access to an independent review of the band assigned to a post. 

 
4.1.4 The policy and procedure will apply where there is clear evidence to demonstrate that there is 
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a significant change to a job role and responsibilities which would normally be identified during 
the annual appraisal process. 

 
4.1.5 The procedure should be used to determine the appropriate band for posts covered by all 

groups of staff employed on AfC terms and conditions (i.e. not doctors, dentists or very senior 
managers). 

 
4.1.6 Partnership working between the Trust and staff will underpin this process. 
 
4.2 Benefits of the AfC Pay System 

The AfC pay system provides benefits for both staff and employers. For employers the system 
provides greater flexibility to enable them to: 
 Devise new ways of working that best deliver the range and quality of services required, to 

best meet the needs of patients. 
 Design jobs around the needs of the service and service users rather than around grading 

definitions. 
 

For staff the key benefits include: 
 A system that is fair and transparent, allowing equal pay for work of equal value. 
 Recognition and reward for the skills and competencies staff acquire throughout their 

career. 
 Harmonised conditions of service. 

 
4.3 Application of Key Elements of Agenda for Change  

This policy covers the application of the AfC Job Evaluation process that is operated within 
The Royal Wolverhampton NHS Trust; the details are set out in the Procedure and related 
documents in the appendices.   
 
Please see Attachment 1: Agenda for Change Job Evaluation Procedure 

 
 

5.0 Financial Risk Assessment 
1 Does the implementation of this policy require any 

additional Capital resources? 
No 

2 Does the implementation of this policy require additional 
revenue resources? 

No 
Yes, if job evaluation 
results in a higher 
band 

3 Does the implementation of this policy require additional 
manpower? 

No 

4 Does the implementation of this policy release any 
manpower costs through a change in practice? 

No 

5 Are there additional staff training costs associated with 
implementing this policy which cannot be delivered 
through current training programmes or allocated training 
times for staff? 

No 

 Other comments None 
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6.0 Equality Impact Assessment 

An assessment has been carried out and there is no impact in relation to Personal Protected 
Characteristics as defined by the Equality Act 2010 . 

 
7.0 Maintenance 

This policy will be reviewed in light of changing employment needs, amendments to national 
terms and conditions and employment legislation.  It will be reviewed by the Chief People Officer 
updated as necessary and amended through the JNC in line with the agreed review date. 

 
8.0 Communication and Training 

This policy is located under the policies listing on the Trust intranet. 
Training requirements will be reviewed as necessary with regards to accredited Job Matchers. 
 

9.0 Audit Process 
The Group Chief People Officer will be accountable for the monitoring and implementation of 
this policy and will arrange for the process to be periodically audited. 
Criterion Lead Monitoring 

method 
Frequency Committee / Group 

Comply with equality 
objectives while 
operating under the 
NHS Terms and 
Conditions of 
Service (AfC)  

Joint AFC Leads Report Annually Group People 
Committee 

 

10.0 References 

NHS terms and conditions of service (Agenda for Change) | NHS Employers 
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Part A - Document Control 
 

Policy 
number and 
Policy 
version: 

 
HR30 
 
Version 4.0 

Policy Title: 
 
Job Evaluation Policy 
and Procedure 
Agenda for Change 
(AfC) 

Status: 
 
Final 

Author:  
Head of Workforce 
and Organisational 
Development 

 
Chief Officer  
Sponsor:  
Chief People Officer 

Version / 
Amendment 
History 

Version Date Author Reason 
1 July 2012 Head of HR 

Shared 
Services 

New Policy  

2 May 2018 Deputy 
Workforce 
Planning & 
Business 
Intelligence 
Manager  

HR Manager 

 Review 

3 April 2022  Review 
4 September 

2025 
HR Manager Review 

Intended Recipients: All Trust staff on NHS Terms and Conditions of Service (AfC) 
Consultation Group / Role Titles and Date: Joint Staff Side Committee – October 2025 

Name and date of Trust level group where 
reviewed 

Joint Staff Side Committee – October 2025 
Trust Policy Group - October 2025 

Name and date of final approval 
committee 

Trust Policy Group – October 2025 

Date of Policy issue  November 2025 
Review Date and Frequency (standard 
review frequency is 3 yearly unless 
otherwise indicated – see section 3.8.1 of 
Attachment 1) 

 October 2028 (Every 3 years) 

Training and Dissemination: See implementation plan below 
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Publishing Requirements: Can this document be published on the Trust’s public page: 
 
Yes  
 
If yes you must ensure that you have read and have fully considered it meets the 
requirements outlined in sections 1.9, 3.7 and 3.9 of OP01, Governance of Trust-wide 
Strategy/Policy/Procedure/Guidelines and Local Procedure and Guidelines, as well as 
considering any redactions that will be required prior to publication. 
To be read in conjunction with: HR18 Appraisal Policy, AFC Terms and 
Conditions of Service, OP109 Conflict of Interest Policy, GP02 Local Anti Fraud 
Bribery and Corruption Policy. 
Initial Equality Impact Assessment (all policies): Completed Yes  
Impact assessment (as required): Completed Yes If you require this document in an 
alternative format e.g., larger print please contact Policy Administrator 8904 
Monitoring arrangements and Committee Group People Committee 

Document summary/key issues covered. This policy sets out the Trust’s commitment to 
Agenda for Change Terms and Conditions and sets out local procedures for Job Evaluation 
and Pay Progression under the national framework of Agenda for Change. 
 
Key words for intranet searching purposes  

High Risk Policy? 
Definition: 

 • Contains information in the public domain 
 that may present additional risk to the public 
 e.g. contains detailed images of means of 
 strangulation. 
• References to individually identifiable cases. 
• References to commercially sensitive or 
 confidential systems. 

If a policy is considered to be high risk it will be the 
responsibility of the author and chief officer 
sponsor to ensure it is redacted to the requestee. 

Yes / No (delete as appropriate) 
If Yes include the following sentence 
and relevant information in the Intended 
Recipients section above –  
In the event that this is policy is made 
available to the public the following 
information should be redacted: 
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HR30 Attachment 1 
 

Job Evaluation Procedure 
1. Procedure Statement 

This procedure covers the arrangements and procedures for the evaluation of new 
or revised vacant jobs and for revised existing jobs (where there is a post holder). 

 
NHS pay modernisation was introduced to ensure staff received equal pay for work 
of equal value, and it is therefore crucial that every effort is made to ensure that the 
local Job Evaluation Process is fair and non-discriminatory in both design and 
application and complies with the fundamental principles laid out in the NHS Job 
Evaluation Scheme. 

 
The Trust understands the importance of evaluating jobs using a fair, consistent 
and transparent job evaluation process. The Trust wishes to ensure that all jobs 
within the organisation that are subject to Agenda for Change Terms and 
Conditions of Service are evaluated in compliance with current legislation and with 
the fundamental principles laid out in the NHS Job Evaluation Scheme. 

 
For ease of reference, this procedure has been split into two sections:, the 
evaluation of new/revised vacant jobs and the evaluation of existing jobs (where 
there is a post holder or post holders employed within a post which has been 
already banded). 

 
Abbreviations 
AfC  Agenda for Change 
JD   Job Description   
PS   Person Specification 
JES  Job Evaluation Scheme 
JE   Job Evaluation 
JAQ  Job Analysis Questionnaire  
EJES  Electronic Job Evaluation System 

 
2. Accountabilities 
 
2.1 Overall accountability for this policy lies with the Group Chief People Officer. 

 
2.2 Directors and Managers will hold accountability for the effective application of 

NHS Terms and Conditions of Service (Agenda for Change) within their areas of 
responsibility. 
 

2.3 Line managers and staff have contractual obligations to provide accurate 
information when submitting job descriptions and person specifications for review. 
 

2.4 The HR Department and Staff Side representatives have a responsibility to 
undertake reviews in partnership. 
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3. Procedural Detail 
 
3.1  The below list of documents cover the processes that must be followed in the 

below 
circumstances. 

 
 Evaluation of New and/or Revised Vacant Jobs Appendix 1. 

 
 Evaluation of Revised/Amended Jobs (with incumbent post holder/s) 

Appendix 2. 
 

 
 
3.2 The Trust is committed to providing equal pay for equal work and to working in 

partnership with staff side to ensure that this is delivered. 
 
3.3 The JES will be operated in a robust and transparent manner and in accordance 

with the agreed procedures detailed in this document. 
 
3.4  The procedure will be supported by comprehensive records at each stage which 

may be used to provide effective evidence of robustness and transparency of 
decisions, and for monitoring and audit purposes. Records will be retained by 
the HR Department. 

 
3.5 Job descriptions and person specifications must accurately reflect the required 

work activities within the service and the person specification required to deliver 
this requirement for the service, not the knowledge, skills, personal attributes 
or work preferences of the post holder. 

 
3.6 All members of job evaluation panels will be appropriately trained to ensure that 

the integrity of the scheme is maintained, and they will be required to provide 
declarations of conflicts of interest to ensure their independence. 

 
3.7 To remove the possibility of bias or influence, the name(s) of the post holder(s) 

will not be made known to the panel members and the names of the panel 
members will not be made known to the post holder(s) or the line manager. 

 
3.8 Job Evaluation panels will fulfil the following. 

• Be held in partnership (i.e., a mix of trained staff and managers).  
• The minimum number of panellists will be 3, made up of a combination of 

staff side and management representatives. 
• Not be made up of panel members who are from the same team as the post 

that is being considered. 
• Seek appropriate input on any point of contention within the evaluation 

process. 
 
3.9 There will be one Management Side Lead (who will be the Senior HR 

representative responsible for job evaluation) and one Staff Side Lead, who will 
have joint responsibility for overseeing the process. The Staff Side Lead will be 
elected via the Staff Side Forum every two years. 
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3.10 The AfC Job Evaluation leads will undertake a consistency checking exercise 

of a random 10% of roles that have been through the JE processes every six 
months. 

 
4.0 Equipment Required 

 
Access to National Job Evaluation Handbook and the electronic Job Evaluation 
System (For Job Evaluation Panels only) 

 
5.0 Training 

 
Training (for those wishing to become job evaluation panel members) and 
general guidance on the procedure is available by contacting the Agenda for 
Change team. 
 

6.0 References 
 
Agenda for Change Terms and Conditions Handbook. 
NHS Employers National Job Profiles 
 

 
Appendices  
 

1. Part A the Evaluation of New and/or Vacant Jobs. 
2. Part B Evaluation of Revised/Amended existing Jobs with post holder/s. 
3. Declaration Form. 

 
 
 

* * * * * * 
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HR30 Appendix 1 
Part A 

Evaluation of New and, or Vacant Jobs 
 
Before creating a New Job Description, please ensure you have contacted the AFC 
Job Evaluation Team to check whether they have any suitable Job Descriptions on 
file. You will need to provide them with the Job Name and Band Level.  
 
1. Documentation 
 

The following documents must be submitted to the AfC Job Evaluation team in 
electronic format to the dedicated email address rwh-
tr.agendaforchange@nhs.net. 

 
For new job descriptions 

 
• Up to date job description (JD). 
• Up to date person specification (PS). 
• Organisation chart showing the new job(s) in the structure. 
• Confirmation from the relevant manager that the post is new or  vacant. 

 
For revised job descriptions - for vacant posts 

 
• The revised JD with all changes from the original highlighted. 
• The revised PS with all changes from the original highlighted. 
• The original version of the JD and PS. 

 
2. Process for New Vacant Jobs 
 

a. When submitting a New and, or Vacant JD and PS, the standard Trust format 
must be used which is available on the Trust Intranet within the HR08 
Recruitment and Selection Process (attachment 2). 
 

b. The JD or PS must clearly describe the purpose of the role specifically 
articulating the levels of responsibility the postholders will have, together with 
the minimum essential knowledge, training and experience required for the role.  
The documents must not simply copy wording from the job evaluation scheme 
handbook as this does not aid in describing the actual role. 
 

c. The Manager will submit the require documentation to the AFC Job Evaluation 
Team for evaluation. 
 

d. Once finalised, every effort will be made to for the job evaluation process to be 
completed within 12 weeks.  If this is not possible, the appropriate manager will 
be advised of an expected timescale as to when the job will be banded. 
 

e. All jobs will usually be evaluated against nationally agreed job profiles, however 
where there is no suitable profile or a mismatch, the JE panel will implement 
the band match method for evaluating jobs.  The panel may require additional 
information from the manager where there are variations from the norm.  Any 
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additional information may then need to be added into the JD and, or PS. 
 
This method replaces the use of a detailed Job Analysis Questionnaire (JAQ); 
however additional information and or clarification will still be sought from the 
manager.  Any additional information will then be included in the JD. 
 

3. Process for Revised Vacant Jobs 
 

a. When submitting a revised JD and, or PS, managers must clearly highlight all 
changes from the originals and submit this electronically to the AFC Job 
Evaluation Team, to the dedicated email address rwh-
tr.agendaforchange@nhs.net for review.  
 

b. Prior to matching any revised JD and, or PS, job evaluation leads or their 
nominees will jointly subject them to a comparison with the original JD and, or 
PS, original matched job report, band and score. 
 

c. Should it be found, after comparison, that the changes to the JD and, or PS are 
not significant, the original band and JD number will still apply and the manager 
will be informed of this. The revised JD and, or PS will be kept with the original 
JD, PS and matched job report. 
 

d. Should the job evaluation leads or their nominees feel that the changes are 
significant, in that they will potentially alter the band, then the JD and, or PS will 
be submitted to a panel for matching in line with the process for matching new 
vacant jobs outlined in section 2 above.  
 

e. Please note that this does not mean that the band will automatically change 
following the matching process and may require further revision to the JD and, 
or PS prior to re-submission for a further evaluation. 
 

f. Once finalised, every effort will be made for the job evaluation process to be 
completed within 12 weeks.  If this is not possible, the appropriate manager will 
be advised of an expected timescale as to when the job will be banded. 

 
 

* * * * * * 
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HR30 Appendix 2 
Part B 

Evaluation of Revised and Amended Jobs (with incumbent post holder/s) 
 
1. Documentation 

 
The following documentation must be submitted to the AfC Job Evaluation team: 
• The revised Job Description (JD) and Person Specification (PS) in 

electronic format with all changes from the original version clearly marked 
and highlighted (e.g., tracked changes). 

• A full unmarked copy of the amended JD and PS and departmental 
organisation chart, signed by the manager and post holder(s); these 
should be scanned and emailed to the dedicated email box: rwh- 
tr.agendaforchange@nhs.net. 

• The original version of the JD and PS. 
• Completed declaration form (Appendix 3). 

 
2. Process 

 
a. The process for evaluating revised JD’s will follow the same principles as 

the evaluation of vacant revised JD’s in Part A contained in appendix 1. The 
manager will submit the required documentation to the AFC Job Evaluation 
Team for evaluation.  

 
b. If required, additional information and, or clarification will be sought from the 

manager, and post holder/s may be called to interview by the evaluation 
leads or their nominees. Any additional information will then be included in 
the JD and, or PS. 

 
c. In exceptional circumstances and where necessary the panel may 

request that a detailed Job Analysis Questionnaire (JAQ) be submitted. 
 

d. Once finalised, every effort will be made for the job evaluation process to be 
completed within 12 weeks. If this is not possible, the appropriate manager 
will be advised of an expected timescale as to when the job will be evaluated. 

 
e. Please note, the AfC Job Evaluation team will only be communicating with 

the line manager and therefore it is the responsibility of the line manager to 
inform and update the employee throughout the process. 

 
3. Appeal against job evaluation outcome 

 
a. Where an employee is dissatisfied with the outcome of the job evaluation, 

they can appeal this decision by submitting a request for review of the original 
outcome and stating their reasons in writing to the AfC Job Evaluation team. 

 
Any such appeal must be submitted within three months of the job 
evaluation outcome having been communicated to the individual and must 
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be submitted via the dedicated email address: rwh-
tr.agendaforchange@nhs.net (clearly marking the email subject title as ‘Job 
Evaluation Appeal’) and copied to their line manager. 

 
b. On receipt, the AfC Job Evaluation team will send an acknowledgement 

to the employee submitting the appeal and will then liaise with the line 
manager and provide guidance on the next steps. 

 
c. As the review will in most circumstances require the JD to be reviewed and 

evaluated by another panel, this stage may take up to another 6 weeks. The 
outcome will be communicated by the AfC Job Evaluation team to the 
employee and their line manager. 

 
d. There will only be one appeal stage; if the outcome remains unchanged and 

the employee continues to be dissatisfied, they should discuss this with their 
line manager who may then seek further advice from their divisional HR team. 

 
 

* * * * * * 
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HR30 Appendix 3 
 
Declaration Form 

 
This form must be completed by the employee and manager who are requesting the revised JD and PS be 
submitted for evaluation and signed by the line manager and the Service Head/Group Manager/Director (as 
appropriate) to confirm that it accurately reflects the duties being undertaken/to be undertaken. 

 
Current Post Details 
 
Current Post Title  
Job Description Number  
Current Band  

 
Updated Post Details 
 
Updated Post Title  
Date additional duties/ 
responsibilities undertaken 

 

 
Employee Details (complete a separate form for each employee affected by the revised JD). 
 
Name  

Assignment Number  
 
You must include the following documents: 
• Original job description with changes clearly highlighted or tracked. 
• Original person Specification with changes clearly highlighted or tracked. 
• New job description and person specification on Trust Template. 
• Organisation chart showing the job(s) in the structure. 
 
DECLARATION 
 
The above information and attached documents accurately reflect the requirements of the role. 
 
Signed (Employee)   Print Name         Date                       Job Title       Department 
     

 
Signed (Manager)   Print Name         Date                      Job Title        Department 
     

        
Signed (Head of Service/Group Manager/Director; as applicable)    

    Print Name         Date                     Job Title       Department 
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