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Employee Changes (Teaching)

Each change requires different sections of the form to be completed. See the below flowcharts for further detail

Increase/Decrease in
Employees Hours*

(Section 1)

Employee's Current
Details

(Section 2)

Post / Position to be
created

(Section 3c)
Change in Hours Section

(Section 4)
Additional Payments
(if applicable)

(Section 10)
New Work Pattern Details

*If this change is as a result of Flexible Working, please ensure ALL Flexible Working Paperwork is attached.

Transfer to New Position

(Section 1)
Employee's Current Details

(Section 2)
Post / Position to be created

(Section 3a)
Transfer Section

(Section 4)
Additional Payments
(if applicable)

(Section 6)

Reporting Manager Information

(Section 10)
New Work Pattern Details

Change of Work Pattern
/| Rota

(Section 1)

Employee's Current
Details

(Section 4)
Additional Payments
(if applicable)

(Section 10)
New Work Pattern Details

Revert to Substantive Post

(Section 1)

Employee's Current
Details

(Section 3e)
Revert to Substantive Post

(Section 4)
Additional Payments
(if applicable)

(Section 6)

Reporting Manager
Information

(Section 10)
New Work Pattern Details
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Salary Change

(Section 1)

Employee's Current
Details

(Section 3d)
Salary Change Section

(Section 4)
Additional Payments
(if applicable)

Cost Centre Change

(Section 1)
Employee's Current Details

(Section 3b)
Cost Centre Section

Reporting Manager
Change

(Section 1)

Employee's Current
Details

(Section 6)

Reporting Manager
Information
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Resignation from the
Council

(Section 1)
Employee's Current Details

(Section 5)
Termination Reason

(Section 6)

Reporting Manager
Information

Terminations

Retiral

(Section 1)
Employee's Current Details

(Section 5)
Termination Reason

(Section 6)

Reporting Manager
Information

End of Temporary
Contract

(Section 1)
Employee's Current Details

(Section 5)
Termination Reason

(Section 6)

Reporting Manager
Information

Dismissal

(Section 1)
Employee's Current Details

(Section 5)
Termination Reason

(Section 6)
Reporting Manager Information

(Section 8)
HR BP / ER ONLY
Pay in Lieu of Notice
Pension Forms Completed

V1 —January 2020



mployee
ervice Centre

E
Lt §

Redundancy

(Section 1)
Employee's Current Details

(Section 5)
Termination Reason

(Section 6)
Reporting Manager Information

(Section 8)

HR BP / ER ONLY
Pay in Lieu of Notice
Redundancy Payment
CAY Payment
Pension Forms Completed

Death in Service

(Section 1)
Employee's Current Details

(Section 5)
Termination Reason

(Section 6)
Reporting Manager Information
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