
PD33 Grading Request Form


Use this form to create a new role or to change the content of an existing role. To create a new generic role or to clone an existing role, use the Grading Request Form (Clone/Generic).
· Part 1 contains administrative details.
· Part 2 provides an overview of the main duties and requirements of the role. This should be sent to applicants with the further particulars when the position is next advertised.
· Part 3 contains additional details needed for grading.
· Part 4 contains space for the agreements.

Guidance notes are available at http://www.admin.cam.ac.uk/cam-only/offices/hr/forms/chrispd33/. Training is available for those routinely involved in writing CHRIS/PD33s. For more information, please see the ‘Writing a PD33’ section on the Grading and Reward Website.
Before starting this form please ensure you have the latest version of the PD33 form which can be downloaded from http://www.admin.cam.ac.uk/cam-only/offices/hr/forms/chrispd33/.
PART 1 – Grading and Categorisation

To be completed by the Institution
Section A – Role Details

	Sections 2, 3 and 5  apply to existing roles only
Please see page 3 of the “how to write a PD33" guidance notes if you are unsure which option to select.

Regradings of filled posts require approval from the School Office prior to receipt by Grading and Reward.
	1. Faculty / Department

2. Role Code Number 

3. Current grade 

4. Grade sought

5. Current position title 

6. Proposed position title

7. Preferred official title

8. Reason for profile

Please tick below
Role  Code Number
A

Advice (no scoring – also select one of C - H)

B

Temporary cover (enter the Role Code Number of the role being covered to the right)
C

New post – unique
D
New post – near clone (enter the Role Code Number used as the basis for this PD33 to the right)
E
Regrading request – filled post (rolling regrade)
F

Regrading request – filled post (re-organisation)
G

Regrading request – vacant post
H

Updating

I

Align content to an existing role
(Enter the Role Code Number of the existing PD33 to the right - also select one of E,F,G or H)
9. Effective date
10. Is this request part of a larger re-organisation?
Yes/ No

11. Basis

Assistant

Academic related - Established – permanent

Academic related - Established – one tenure 

Academic related - Unestablished




Section B – Details of current occupant(s) 
Include details of all positions affected by this change which have the same Role Code Number, whether filled or vacant. Please note that multiple positions may have the same Role Code Number. See the Guidance Notes for how to search in CHRIS using the Role Code Number.

	Position reference number
	Give the name of current role holder(s), who will be employed as at the date in section 9, or state Vacant

	Date appointed to position 

(at current grade)

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	


(Insert additional rows as required)
Section C – Additional administrative information
	Screening checks required

All applicants are legally required to demonstrate the right to work/permission to work in the UK. The requirement for any higher level pre-employment checks is dependent on the role. The box below indicates the checks that are necessary for this particular role and whether or not it is essential for these checks to be completed before an employee starts work in this role. 
Please see the Screening Policy and the Identifying required screening checks section of the Recruitment Guidance for further details on eligibility for checks and whether they should be treated as essential before start.
To ensure that no assumptions are made please mark an 'X' under one column in each row.
Yes – essential before start

Yes – not essential before start

No

Right to work in UK

X

Basic disclosure

DBS - standard
DBS - enhanced only
DBS - enhanced with children’s barred list 
DBS  - enhanced with adults’ barred list 
DBS - enhanced with children and adults’ barred lists 
Health

Security

NHS Honorary Contract Required




	Line manager’s position reference number
	
	
	
	
	
	
	
	

	OR 

Line manager’s name 
	


Now complete parts 2 and 3
PaRT 2 – Role Description

This part of the form should be sent to future applicants for this role along with the further particulars. A template for producing further particulars is available on the Human Resources Division website at http://www.admin.cam.ac.uk/cam-only/offices/hr/employment/particulars/
For occupied positions this should be completed by the line manager / role holder. In other cases it should be completed by or on behalf of the head of institution.

	Faculty / Department
	
	Role Code Number (Existing roles only)
	

	Position title
	
	Date of this revision (dd/mm/yyyy)
	


	Dimensions of the role



	Organisation chart




	Role Purpose




	Main Responsibilities

Key duties and responsibilities

% time spent/ frequency

1

Insert heading against a number for each duty completed
2

3

4

5

6

7

8

 


	Person profile

Essential knowledge, skills and experience required for role

Education & qualifications

Specialist knowledge & skills

Interpersonal & communication skills

Relevant experience

Additional requirements




PART 3 – Additional Grading Information

To be completed by the person who completed part 2.
This part of the form contains additional information needed to grade the role. It is not to be sent to any future applicants for this job. It will be made available to future employees holding this position.
Section D – Supervision and Management of Staff

	This section requires information about the supervisory/ management responsibility the role may have for staff or others whose work the role may be responsible for. See also guidance notes section D.
	12. Does the role involve the management or supervision of staff?
Yes/ No
13. If Yes, provide an overview of the management/supervisory responsibilities involved.



Section E – Key Contacts

	This section requires information about the key roles or groups and organisations/institutions with whom the role-holder has contact on a regular or periodic basis both within and outside the University. See also guidance notes section E.

	14. Key contact(s)

Purpose of contact

Frequency of contact




Section F – Service Delivery

	This section requires an explanation of how the role holder provides help and assistance and a high standard of service to students, visitors, members of staff and other institution users. See also guidance notes section F.

	15. Service Delivery




Section G – Decision Making

	This section required typical examples of decisions that the role holder is involved in and covers the impact of those decisions within the institution and externally. See also guidance notes section G.

	16. Decisions taken by the role-holder without reference to others

17. Decisions taken by the role-holder in collaboration with others

18. Decisions taken by others following advice or input from the role-holder




Section H – Problem Solving

	This section requires typical examples of problems that the role holder is expected to resolve. See also guidance notes section H.

	19. Problem Solving



Section I – Work Environment

	This section covers the impact the working environment has on the role holder and the requirement to respond to and control that environment safely. See also guidance notes section I.

	20. Work Environment



Section J – Teaching / Training

	This question relates to the training of people who may be within or outside the immediate work team. See also guidance notes section J.

	21. Team Development
22. Teaching & Learning Support



Section K – Other information

	Any further information which is important in understanding the role may be added here.

	23. Other information



Part 4 – Agreements
Parts 2 and 3 seen and agreed as accurate by role holder(s)
Signed





Name



 
Date



Signed





Name



 
Date




Signed





Name



 
Date



Signed





Name



 
Date



Signed





Name



 
Date



Document seen and agreed as accurate by line manager / supervisor

Signed







Name







Position







Date






Document seen and agreed as accurate by head of Institution or nominee

Signed







Name







Position







Date






If this request is to regrade a filled post, after completing and reaching agreement on parts 2 and 3, forward the form to the relevant School Office or equivalent for sign-off below. The School Office should forward the completed form to Grading and Reward.  

If the form is being completed for any other reason, after completion of the relevant parts of the form, send it directly to Grading and Reward.

Request approved for submission by the appropriate authority (regrading requests for filled posts only). 
Signed







Name







Position







Date
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