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· This form must be submitted as authorisation of all changes to employment terms and conditions.  This may include an extension/reduction of working hours, extension of a fixed term contract, preceptorship increase, acting up request or flexible working arrangement such as retire and return.   In cases of promotion, if the awarding salary is outside of agenda for change principles (ie more than one spinal point promotion) a variation form must be completed and accompany this form.
· The Service Manager must obtain full authorisation before making a verbal or written commitment to any staff member. Authorisation for any changes will include the budget holder, the appropriate Director of Service and financial approval.  
· The manager should ensure that the budget code is fully completed on the form before sending to finance for approval. 
· The Employee Services team will confirm any changes in writing at the time of processing the change to the employee.  

· All changes will be actioned by the next payroll deadline (usually the 5th of the month) however changes may take up to eight weeks to be paid.

· Once the Change of Employment Circumstances Form is fully completed, return all documents in one email to the appropriate team members as mentioned below.  Authorisation may be submitted by electronic signature or printed hard copy and scanned as a PDF document prior to submission via email.  
· Forms should be emailed to the generic email nelcsu.payroll@nhs.net.
· Below is the table of Human Resource Employee Services points of contact and areas of responsibility.  Please contact the relevant member of staff below for queries and general assistance:-
	HR Co-ordinator
Tel:  0203 688 1110

nelcsu.payroll@nhs.net

	HR Co-ordinator
Tel: 0203 688 1195

nelcsu.payroll@nhs.net

	HR Co-ordinator
Tel: 0203 688 1266
nelcsu.payroll@nhs.net


	Barnet, Enfield and Haringey, Camden and Islington CCGs
	Waltham Forest, Newham, Tower Hamlets and BHR CCGs
	Basildon & Brentwood, Castle Point & Rochford, Southend and Thurrock CCGs


Payroll Services contact details are as follows:
Whittington Health Payroll Services
338-346 Goswell Rd

London 
EC1V 7LQ

Contact Telephone Number: 020 3316 1339 / 1353 /1144

Email - whh-tr.WhittHealthClientPayroll@nhs.net

This form must be used for authorisation of all employment changes and should be submitted to the relevant HR Administrator once full authorisation has been given.  All changes will be confirmed in writing.  Authorisation may be submitted by electronic signature or printed hard copy.  

	SECTION 1: CURRENT DETAILS 

	CCG: (tick appropriate CCG that the change refers to)
	 FORMCHECKBOX 
 Haringey                      FORMCHECKBOX 
 Tower Hamlets                          FORMCHECKBOX 
 Basildon & Brentwood
 FORMCHECKBOX 
 Islington                       FORMCHECKBOX 
 Waltham Forest                        FORMCHECKBOX 
 Castle Point & Rochford
 FORMCHECKBOX 
 Camden                       FORMCHECKBOX 
 Newham                                    FORMCHECKBOX 
 Southend
 FORMCHECKBOX 
 Enfield                          FORMCHECKBOX 
 Redbridge                                 FORMCHECKBOX 
 Thurrock
 FORMCHECKBOX 
 Barnet                          FORMCHECKBOX 
 Barking and Dagenham
                                           FORMCHECKBOX 
 Havering

 

	Name of Staff Member:
	
	Assignment No:
	

	Job Title:
	 
	Position No:
	

	Workbase/Location:
	

	Department
	 
	Budget Code:
	

	Band/scale:
	
	Hours per week:
	

	Contract Type:
	 FORMCHECKBOX 
 Permanent  FORMCHECKBOX 
 Fixed Term  FORMCHECKBOX 
 Secondment   FORMCHECKBOX 
 Term Time  

	Important Notice:  If the staff member holds a Certificate of Sponsorship or Work Permit the HR Co-ordinator must be consulted before any changes may be made to the employment status.

	Any other information relevant to the post: - I


	SECTION 2:  PROPOSED/NEW DETAILS (to be fully completed)

	Type of Change:
	 FORMCHECKBOX 
 Hours   FORMCHECKBOX 
 Extension to a fixed term contract 

 FORMCHECKBOX 
 Position/Incremental Change  FORMCHECKBOX 
 Acting Up  

 FORMCHECKBOX 
 Other ie flexible working arrangement 

	Effective date of change 

DD/MM/YYY:
	
	End Date

DD/MM/YYY:
	

	Job Title (if changing):
	

	If fixed term or temporary extension, please give reason:
	

	Please use this box to explain the reason for this change (inline with Agenda for Change terms and conditions):  
If there is a change in post and requires a new position please use this box to highlight the change in spine point, incremental date, payslip delivery, or any other pay related changes that are pertinent to the employee’s assignment. 

	

	Section 3:  AUTHORISATION (ALL POSITIONS)

	Line Manager:
Signature/Print Name:
	                                                     Date: 

	Director:
Signature/Print Name:
	                                                    Date: 

	Financial Accountant:
Signature/Print Name: 
	                                                   Date: 

	Section 4:  FINANCE ADMINISTRATION (must be completed by the Service Manager)

	Financial Code(s)

	

	Finance Code Description

(if not known, ask your finance contact to confirm)


	

	Subjective Code
	

	Section 5:  WORKFORCE/ESR ADMINISTRATION

	Position No:
	

	HR Workforce
Information:
	Close   FORMCHECKBOX 
     Freeze  FORMCHECKBOX 
      Date:

Remain Open   FORMCHECKBOX 


	Section 6:  HR & PAYROLL ADMINISTRATION

	Human Resources 
Sign and print name
	

	Payroll 
Sign and print name
	


Please email this form to nelcsu.payroll@nhs.net
Only fully completed forms will be processed – incomplete forms will be returned to the sender for completion.
This form should be fully completed and sent to the payroll inbox by 5th of each month to ensure that the change is processed by payroll that month.  Any changes received after this date will be processed the following month. 
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