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Appendix C 
City College Peterborough 

Process for application to change career grade 

Eligibility to change career grade identified through 
supervision/Appraisal for Performance and Development/ 

achievement of qualification 

Worker seeks advice from line manager on eligibility 
and relevant evidence 

Worker submits to line manager written application for progression, 
including brief statement of how they meet the criteria 

 and including relevant evidence 

Line manager checks application for sufficient, relevant and valid evidence. 

If further evidence required/any issues identified, line manager 
informs worker within 2 weeks of application and offers 

further support/advice as appropriate 
(time scale can be extended by mutual agreement  

e.g. to accommodate annual leave or sickness absence) 

Once application has line manager approval, 
line manager forwards application on to  

Head of Service and agrees date for 
application to go to SMT for consideration 

within 2 weeks 

SMT assesses application and evidence submitted against  
career grade criteria 

Line manager informs worker of outcome within 2 working days of decision 

If application agreed,  
line manager completes appropriate HR/payroll 
forms for any salary increase to be implemented 

from the following month 

If application not agreed, line manager gives 
worker guidance on evidence/action required. 

Worker submits revised or new application 
according to above process 
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Any appeal regarding the outcome of the application should be made  
in writing to the Head of Service within 2 weeks of receipt of decision 
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