












Schools who do not buy back both HR from NCC and Payroll from EMSS should liaise directly with their payroll provider to get posts created or amended on the payroll system. Please see relevant guidance on the “Job Evaluation in detail” page

How to create or amend a post on Oracle�(Only for schools who buy back both HR from NCC and Payroll from EMSS)





Please note – where a post has been regraded, it will still be necessary to create a new post (position) on Oracle as amendments to grade cannot be made to existing post records on Oracle.








The JE team will email a final copy of the JD/PS to the Head Teacher/Manager complete with JE reference and post (position) number


The �HYPERLINK "http://gossweb.nottinghamcity.gov.uk/nccextranet/index.aspx?articleid=15018"�recruitment process� can now commence





Confirmation of the post creation/amendment will be sent to the Head Teacher/Manager by EMSS or the JE team





The JE Team will verify that approval has been given and will instruct EMSS to create a new post on the Oracle payroll system





The Head Teacher/Manager emails the PAF and a copy of the Governor’s approval minutes (where available) to:


� HYPERLINK "mailto:job.evaluation@nottinghamcity.gov.uk" �job.evaluation@nottinghamcity.gov.uk�








Once approval is granted, the Head Teacher/Manager should complete the blank fields of the PAF they received from the JE team, ensuring for regrades that the “affected colleagues” section is completed





Once a grade has been confirmed by the Job Evaluation (JE) team via a Position Creation/Amendment Form (PAF), 


Governor’s approval should be sought








