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Annex 2 
 

Public Services Commission (‘PSC’) 
 

New terms for New Starters and Promotions 
 

Proposed Job Assimilation and Verification Process 
 

 
1. Introduction 

 
1.1 This document sets out the process for assimilation and verification of posts on 

to new pay scales under the New Terms for New Starters arrangements from 1st 
April 2016. This applies to new staff employed, or existing staff promoted, under 
Civil Service, Manual & Craft Workers terms and conditions or in employment 
groups which are directly analogous to Civil Service or Manual & Craft Workers 
pay scales after 1st April 2016.     
 

1.2 Jobs will be reviewed as they become vacant, and if a formal job evaluation is 
deemed necessary this will be carried out before the post is advertised.  

  
2. Assimilation Process 

 
2.1 From 1st April 2016, all existing Civil Service and Manual & Craft Worker pay 

scales will become ‘obsolete’.  Existing post holders will be protected on their 
existing pay scales and terms and conditions of service.  However, each grade 
will be notionally ‘assimilated’ over to the new pay scales for the purposes of 
recruitment or promotion after 1st April 2016.     

 
2.2 Prior to roles being advertised they will normally be ‘assimilated’ to the new pay 

scales using the illustrative scales published. However, in some cases it may be 
determined that it is more appropriate to assimilate the role to a different pay 
band, for reasons such as market rates or job weight. This might be at the 
request of OHR, management or unions.   
 

2.3 Prospect and Unite representatives will be notified by OHR of all PSC posts to be 
advertised and provided with information about the post, proposed grade and 
pay band and will have the opportunity to comment on the proposed grade and 
pay band. Any requests for clarification will be discussed and alternative 
assimilation options may be proposed. If comments are not received within 48 
hours of notification then the post will be advertised as planned. If during the 
initial 48 hour window, a union raises any concerns regarding the assimilation of 
a post, advertisement will be deferred pending resolution of the matter. 

 
2.4 In cases where agreement cannot be reached between OHR, management and 

unions, the final decision on assimilation will rest with the PSC.  
 

3. Verification Programme 
 
3.1 However, posts assimilated on to the new pay scales may still be subject to a 

verification programme to ensure that the weighting for the role is correct. The 
verification programme will be undertaken in partnership with the unions, with 
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external support where appropriate, and will be completed in a staged 
programme by 31st March 2018. Grade descriptors will be used to match roles to 
grades with the use of a full role analysis process reserved for those instances 
where there is some doubt about the grade or role. In some instances an 
additional benchmarking exercise may be undertaken, with external support 
where appropriate, to ensure that the pay is appropriate for the role. 

 
3.2 In addition to civil service posts, a process will be undertaken to draw up grade 

descriptors and design the element of the Job Evaluation system (JEGS) in 
relation to Manual and Craft Workers. Until the introduction of JEGS for manual 
and craft workers, any formal job evaluations required, will be conducted using 
the existing grading scheme for Manual and Craft Workers. 

 
3.3 The verification process will be undertaken by a verification panel and will be 

carried out as a staged programme, to ensure that groups of grades and ‘stand-
alone’ roles are assessed as being correctly weighted, following assimilation on 
1st April 2016.  The panel will comprise a trained representative from the Office 
of Human Resources and a trained Union representative. A Manager from the 
area concerned can attend, in an advisory capacity only, to provide further detail 
if required.   

 
3.4 Priority for verification will be given to roles occupied by the greatest number of 

role holders, as these roles are likely to become vacant more frequently. The 
programme will look at groups within ‘job families’ so that verification takes 
account of the impact of promotion.  E.g. Prison Officers as a job family. 

 
3.5 All roles submitted for verification must have an up to date job description that 

fully and accurately reflects the duties and responsibilities of the role. Job 
descriptions submitted for verification must be agreed between the role holder/s 
and management. 

 
3.6 Verification will not be carried out on every single role, as this is not necessary 

where individuals within a grade/area carry out similar duties. In such instances, 
verification will be carried out for the ‘group’.  

 
3.7 Verification will comprise two elements: a job evaluation review and a validation 

of pay, to ensure that this is still appropriate for the role, and is not adversely 
impacted by normal promotion to and from grade. 

 
3.8 Once a role at a given grade has been verified, it should not be subject to a job 

evaluation review again unless the duties or responsibilities of the role 
substantially change in a way that might affect the grade of the role. A log 
detailing verified posts will be maintained by the Office of Human Resources. 

 
3.9 Pending verification, unverified roles will be assimilated to grades in accordance 

with the assimilation process described above.  If following verification, the 
grade and/or salary increases, the role holder will be entitled to back pay from 
the 1st April 2016 or from the commencement date in post if this is later.  If the 
grade and/or salary are verified at a lower level, the individual will be entitled to 
pay protection in line with section 3.14 of the New Starters and Promotions 
Agreement or for staff in post prior to the 1st April 2016, as stated in their 
current terms and conditions. 
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 Verification Appeal process 
 
3.10 If an individual or staff group is dissatisfied with the outcome of the verification 

process with regard to the assessed ‘weight’ of the job, they will be able to seek 
an appeal.   An appeal should be made no later than one calendar month after 
the notification of the outcome of the verification outlining the reasons why a 
review of the job weight is considered appropriate.   A verification appeal panel 
comprising representatives not involved in the initial verification process decision 
will consider the appeal within one calendar month, and their decision will be 
final. 

 
3.11 In cases where agreement cannot be reached between OHR, management and 

unions, the final decision on assimilation will rest with the PSC. 
 
3.12 If an individual or staff group is dissatisfied with the pay element for the verified 

role, rather than the weight of the job, the details should be forwarded to the 
Executive Director, Office of Human Resources, who will arrange for a market 
rating benchmark review to be carried out. The outcome of the market rating 
review will be final. 

 
 
 
 

 


