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Right to Review 
 
If you are unhappy with our response, you can ask us to review our handling of your request. 
Further information on the review process can be found in the attached sheet. 
 
 
Yours sincerely 

 

 
Information Management 
Loch Lomond and the Trossachs National Park Authority 
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Review Procedure 
If you are dissatisfied with this decision, or the way in which the Authority has dealt with your 
request, you are entitled to require the Authority to review its decision.  Please note that in 
order for a review to take place you are required to: 

• Send your request for review in writing, setting out in full the reasons why you are 
requesting a review. 

• Submit your review request within 40 working days of either the date on which you 
received a response from the Authority or the date by which you should have received 
a response under the terms of the Freedom of Information (Scotland) Act 2002, 
whichever is the later. 

• address your review request to: 
 

Information Manager 
Loch Lomond & The Trossachs National Park Authority 
National Park Headquarters 
Carrochan 
Carrochan Road 
Balloch  
G83 8EG 
E-mail: info@lochlomond-trossachs.org 
 

The review will be handled by staff who were not involved in the original decision.  You will 
receive notice of the result of your review within 20 working days.   
If you are not satisfied with the response to your request for review, you can contact the 
Scottish Information Commissioner, the independent body which oversees the Freedom of 
Information (Scotland) Act 2002, at: 
 
Scottish Information Commissioner  
Kinburn Castle  
Doubledykes Road  
St Andrews  
Fife  
KY16 9DS  
Tel: 01334 464610  
Website: www.itspublicknowledge.info  
E-mail: enquiries@itspublicknowledge.info 
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1. Introduction  
  
1.1 This document sets out our procedure on job evaluation which is the way of 

determining the value of a job in relation to other jobs within the Park Authority. 
 

1.2 This procedure applies to all posts below the level of Chief Executive.  
 
1.3 As we have the same pay and grading structure as the Cairngorms National Park 

Authority this is a joint policy. 
 

 
2. Grading Policy – the approach to new posts 

 
2.1 The grade for a post is based on the roles, responsibilities, skills and qualifications 

required of the job, as determined by managers within the relevant organisation and 
set out in an agreed job description. 
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2.2 It is the responsibility of appropriate managers in both National Park Authorities to 
draw up, and seek agreement to, a business case for the establishment of a new 
post.  The Executive/Senior Management Team of the relevant National Park 
Authority will consider such business cases in determining whether the post is 
approved. 

 
2.3 Creation of an acceptable job description, in standard format, will be led by the 

appropriate manager with support as necessary from the Human Resources (HR) 
team.   

 
2.4 The HR team will coordinate the evaluation of the post to determine its grade, using 

the procedure set out below. 
 
2.5 The Executive/Senior Management Team may then make a decision on the 

economy, efficiency and effectiveness of the proposed role, in light of the 
determined grade of the post. 

 
2.6 The policy expectation is that, following recruitment to new posts, staff will be 

appointed at the minimum point of the agreed salary band for the post.  In the case 
of an internal promotion 1, the starting salary within the agreed salary band should 
ensure an increase of 5% over the successful candidate’s previous salary. 

 
3. Regrading Policy - the approach to changes in role and job description 

 
3.1 A post will be regraded, and salary of a post-holder amended accordingly, where 

agreed changes to a job description and the associated responsibilities of a post are 
such that the job evaluation of the post indicates that the appropriate salary falls 
within a different salary band from that which applied prior to the change being 
made. 

 
3.2 Prior to undertaking a regrading procedure, the same process as that for 

establishing a new post should be followed.  In line with points 2.2 to 2.5, where 
significant potential changes to a job description are identified, relevant managers 
should prepare a business case to be submitted to the appropriate Executive/Senior 
Management Team for consideration.   

 
3.3 Where the job evaluation indicates a higher salary band is appropriate, the post 

holder will be placed on the minimum point of the revised salary band for the post, 
subject to para 2.6.  The next potential progression from the minimum point, subject 
to performance and reward policies, will be from 1 April following the agreed date of 
regrading, or 1 October following the date of regrading if the period to 1 April is less 
than 6 months. 

 
3.4 Where the job evaluation indicates a lower salary band is appropriate, the post-

holder’s recognised salary will be set at the highest point of the lower band.  Current 

 
1 An internal promotion represents a case where a candidate successfully secures a post graded at a band higher that 
their existing salary band when applying for the post. 
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salary will be conserved (i.e. marked time will apply) until either the highest point of 
the lower salary band exceeds the post-holders salary, or two years from the date of 
regrading have elapsed.  Should the two year rule apply, salary will be reduced to 
the recognised salary - i.e. the highest salary point in the lower band on the second 
anniversary of the date of the evaluation. 

 
3.5 In cases to which point 3.4 applies, any Performance Related Pay (PRP) awards 

will be limited to non-consolidated components, which will be assessed at the 
recognised salary point for the post rather than current conserved salary. 

 
4. Rationale for Regrading Policy 

 
4.1 The Regrading Policy is intended to reflect significant, ongoing changes to job 

content and job responsibilities in salary amendments. 
 
4.2 The proposed retention of a salary structure incorporating relatively wide bands 

rather than a system of narrow bands or spot salaries is intended to reflect that staff 
will develop into posts, and develop those posts, over time.  They are also intended 
to reflect the circumstances of the Authority, where the organisation’s role and 
therefore those of its staff, are likely to change over time.  Salary progression within 
these bands, subject to performance assessment, will reflect smaller scale changes 
to posts and responsibilities, whether arising from requests from line managers or 
identified and developed by the post holders themselves. Changes in job content 
and responsibility will also often be made as part of agreed means to retain interest 
and motivation through job enrichment and staff development.  These changes 
need not always be reflected in a regrading and higher salary. 

 
4.3 It is appropriate that significant changes are recognised through a regrading, while 

smaller scale changes and performance will continue to be recognised financially 
through existing pay and PRP mechanisms. 

 
 

5. Procedure 
 

5.1 Any grading request should be made on the basis of a new job description.   
 
5.2 The new or revised job description should be put forward to HR with a request that 

the revised post be considered for grading together with, as appropriate: 
  

• an analysis of changes made to the original job description 
• a background explanation of the role to be undertaken by the post holder; and,  
• reason for changes in individual, team, organisational or partnership 

responsibilities giving rise to the proposed new role or changes in existing role. 
 
5.3 Revised job descriptions will typically be agreed and forwarded to HR by the 

appropriate manager.  Where agreement cannot be reached on a job description 
between a member of staff and their manager, reference should be made to the 
Authority’s Grievance Procedure. 
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5.4 The HR Manager will convene an evaluation panel to consider the submission.  This 

panel will typically comprise of the HR Manager, Corporate Services Director, and 
another Director or Senior Manager. Panel members can be from either Park 
Authorities 

 
5.5 Where the post is within Corporate Services and the Director of Corporate Services 

is therefore putting forward the proposal, the HR Manager will bring another Director 
or Senior Manager from another service/directorate onto the panel. 

 
5.6 The panel will undertake a job evaluation scoring based on the required duties set 

out in the proposed job description in order to determine the appropriate salary band 
for the post.  The job evaluation will be undertaken on the basis of the Authority’s 
adopted factor profile, see Appendix A. 

 
5.7 Following the panel’s determination, alterations will be made to salary in line with 

point 2.6 for recruitment to a new post or points 3.3 to 3.5 for a regraded post.  The 
HR Manager will inform staff of the decision. 

 
5.8 Job evaluation factor scores will be made available to all post-holders.   

 
 
 

6. Appeals Process 
 
6.1 Should a member of staff wish to appeal the grade awarded for their post under this 

policy and procedure, they should notify HR, stating the factor scores they wish to 
appeal and giving brief reasons of their basis of appeal for each factor score 
contested. 

 
6.2 The appeal will be considered by a panel comprising of at least 2 senior 

managers/Directors not involved in the original evaluation and can be from either 
Park Authority.  The appeal process will be supported by HR.  

 
6.3 The member of staff making the appeal or, should they wish, an appointed union or 

staff representative, may state the basis of appeal. 
 
6.5 The HR Manager will support this process, maintaining appropriate records of the 

appeal hearing and of decisions taken, and communicating those decisions to 
parties involved in the case. 

 
6.6 There is no further right of appeal. 
 

 
7. Policy Review  

 
This Policy will be reviewed on a regular basis by HR to make sure that its aims are being 
achieved. 
















