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	· Please complete this form to notify HR of any changes to an employee’s circumstances at work. 

· A SAF must be raised for responsibility / acting-up allowances, extensions, increases in hours as these have staff costing implications.  SAF indicates that a SAF is required for this change.

· Please return the completed form to your relevant HR Adviser to action.

	Full Name:


	
	Employee No:
	

	Department:
	
	SAF No: (If cost implications, as detailed above)
	

	Effective Date:
	
	End Date: (if applicable)
	

	· Please tick the relevant box/es from the below options & outline the change in detail in the open text box. 

· Please read the guidance document on pg. 2, for a detailed explanation of what information HR require in order to process each of the below changes. 

· If ANY of the information required to process this change (as outline in the guidance document) is missing, HR will contact the department for more information and this will delay the process. 


	Increase in Hours (explicitly detail new work pattern below – see guidance document) SAF
	 FORMCHECKBOX 

	Decrease in Hours (explicitly detail new work pattern below – see guidance document)
	 FORMCHECKBOX 


	Change of Work Pattern (explicitly detail new work pattern below – see guidance document)
	 FORMCHECKBOX 

	Flexible Working Request - hours & or work pattern (explicitly detail new work pattern below – see guidance document)
	 FORMCHECKBOX 


	Extension of Contract  (detail clear reason for extension – see guidance document) SAF 
	 FORMCHECKBOX 

	Fixed-term made Permanent SAF
	 FORMCHECKBOX 


	Responsibility Allowance (if completing  a percentage of a higher graded role  - see guidance document) SAF
	 FORMCHECKBOX 

	Acting up Allowance (If completing 100% of a higher graded role – see guidance document) SAF
	 FORMCHECKBOX 


	Internal Secondment (see guidance document) SAF
	 FORMCHECKBOX 

	End of Academic Induction Period 
	 FORMCHECKBOX 


	Change of Job Title (ensure change has been confirmed with the HRCP for Pay & Reward)
	 FORMCHECKBOX 

	Change of Line Manager

	 FORMCHECKBOX 


	Change of Subject Group Leader (see guidance document) 
	 FORMCHECKBOX 

	Change of Subject Group (see guidance document)
	 FORMCHECKBOX 


	Individual Cost Centre Change (if costs are split between cost centres, detail below - see guidance document)
	 FORMCHECKBOX 

	Change of Campus / Room / Tel No. (detail any changes below)
	 FORMCHECKBOX 
 FORMCHECKBOX 


	

	Authorised Signatures (When the change has a budgetary impact it is understood that by signing this form the budget holder confirms there is budget available for the duration of the change.  NB Where changes are made between cost centres held by different budget holders BOTH signatures are required for approval)
___________________________________   ____________________________________
1st Signature                                                          2nd Signature

______________________________________   _________________________________________

Signatory’s printed name  and date                        Signatory’s printed name and date 


Employment Details Change Form Guidance Document – (Information HR Require) 
Please use the below guidance to complete the Employment Details Change Form correctly and thoroughly. If any of the required information is missing from the form, HR will be unable to process the change until they are able to confirm the missing details with the department which will delay the process. 

SAF number – a SAF must be raised for all contract changes that have increased staff cost implications.
1. Increase in Hours /  Decrease in Hours / Change of Work Pattern / Flexible Working Request 

· Work Pattern – HR require a detailed explanation of a staff members new work pattern to process any changes that affects it. The detail must include the hours and days the staff member will be working, excluding unpaid lunch breaks (if working over 6 hours in a day).  Please utilise the below chart in these instances - if this is helpful.

	New Work Pattern
	Morning

Start (xx:xx)
	Morning

Finish (xx:xx)
	Afternoon

Start (xx:xx)
	Afternoon

Finish (xx:xx)

	Mon
	     
	     
	     
	     

	Tues
	     
	     
	     
	     

	Wed
	     
	     
	     
	     

	Thurs
	     
	     
	     
	     

	Fri
	     
	     
	     
	     

	Sat
	     
	     
	     
	     

	Sun
	     
	     
	     
	     


· Flexible Working Request – to action this change, an Employment Details Change Form must be should be sent to HR along with a completed and authorised Flexible Working Application Form. 
2. Individual Cost Centre Change

· The Employment Details Change Form can only be used to change an individual’s cost centre.

· Is there are a number of cost centre changes in a department, please complete a Salary Charges Notification Form  detailing all the cost centre changes and send this directly to Payroll to action. 

· Detail the new cost centre in the free text box on the form and detail any split cost centre, including what percentage should be costed to each cost centre. 

3. Contract Extension 

· Please detail clear reason/s for the extension i.e. linked to a pot of funding (provide details of that pot, i.e. name of external funding provider) OR linked to the completion of a set project (provide details of that project, i.e. name of project).

4. Responsibility Allowance 
· A responsibility allowance should be used when an employee will be completing a percentage of a higher graded role for a short period of time (minimum 4 weeks and maximum 6 months – please read the Acting-up and Additional Responsibility Allowance Policy). 

· Please detail employees current grade, the grade they will be completing additional responsibilities for and what percentage they will be completing (i.e. 20%, 50%) so HR can calculate their additional monthly payments for this period.

5. Acting-Up Allowance 
· An acting-up allowance should be used when an employee will be completing 100% of higher graded role for a short period of time (minimum 4 weeks and maximum 6 months – please read the Acting-up and Additional Responsibility Allowance Policy). 

· Please detail employees’ current grade and the grade they will be acting up to.

· An individual can act-up to a role on a part-time basis, e.g. act-up for 1 day a week if there is a requirement
6. Internal Secondment 

· Please detail all elements of employment that will change for the period of the secondment, including (if applicable) role title, salary, department, cost centre, line manager. 

· Please read the Secondment Policy.
7. Change of Subject Group Leader

· Please send two forms. One to appoint the new SGL and one to remove the previous SGL’s responsibilities and title so HR can update the system to ensure that they are no longer a SGL and that individuals within their subject group can be re-allocated to the new SGL. Ensure you detail all those who are in the subject group so HR can change their line manager.  
8. Change of Subject Group
· Please detail the name of the new subject group including the new Subject Group Leader, this may also include a new cost centre.
