











How to get an additional payment evaluated


(for temporary additional duties)





Head Teacher/Manager amends the employee’s existing 


�HYPERLINK "http://gossweb.nottinghamcity.gov.uk/nccextranet/CHttpHandler.ashx?id=25979&p=0"�job description (JD) and person specification (PS)� to reflect changes to the post, tracking changes where possible











Head Teacher/Manager completes �HYPERLINK "http://gossweb.nottinghamcity.gov.uk/nccextranet/CHttpHandler.ashx?id=29330&p=0"�JEQ�





Head Teacher/Manager emails new JD/PS and JEQ, along with a structure chart where one is available, to the Job Evaluation (JE) team � HYPERLINK "mailto:job.evaluation@nottinghamcity.gov.uk" �job.evaluation@nottinghamcity.gov.uk� 








The JE team will evaluate the additional payment and confirm the grade back to the Head Teacher/Manager via a Position Creation/Amendment Form (PAF)








The Head Teacher/Manager will liaise directly with their payroll provider to get the amendments made to the post holder’s pay record (this applies whether your payroll is with EMSS or another provider)














