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Competence Initiative Regrading Request
· This form must be completed by the line manager and authorised by the Head of Service prior to submitting to Personnel Services – personnel@southlanarkshire.gov.uk.  Please contact Personnel Services if you require assistance in completing this form.
· This form should be used for movement out-with normal incremental progression, i.e. change in duties/tasks but in line with the matrix of tasks and competence progression documents
· Notification of the outcome of this request should be sent to the employee by Personnel Services and a copy of the form retained in the employee’s personal file.
	Employee Name:
	
	Name of Job Family:
	

	Designation:
	
	Current SCP:
	

	Resource/Service:
	
	Current Grade and Level:
	

	Employee Ref No:
	
	
	

	(i)
	Does employee currently meet all their key work objectives?  

(Please attach copy of most recent PDR)
	Yes (  No (

	(ii)
	Outline the justification for the re-grade (e.g. business need to undertake higher graded tasks related to key work objectives already set)


	Provide details of the employee’s duties/tasks and evidence of their competence.

	SCP / Grade

	Duties/task(s)
	Evidence
	% of time

	
	
	
	

	
	
	
	

	
	
	
	

	**REFER TO CI MANAGERS HANDBOOK FOR GUIDANCE

	(iii)
	Proposed SCP:


Proposed grade/level: 

Proposed effective date: 
 (Justification may be required)

	(iv)
	Requested by:
Line Manager:
       Date: 

	Approval

Reviewing Manager: ………………….………………………………………………
Date: ……………………………………..

Authorisation (Head of Service): …………………………………………………..
Date: ……………………………………..

Personnel Services Received: …………………………………………………….
Date: ……………………………………..
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