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Change of Term Form

Please read before completing this form: 
1. This form is to be completed by the Line Manager to document all change of terms.
2. The completed form should be sent to HR at crgpa.hr@nhs.net. 
3. Any changes to rates of pay / hours worked, will be checked by Finance before approval. 
4. All changes must be received by HR by the 10th working day of the month (or if 10th day falls on a weekend, the day before the weekend) to enable it to be processed for payroll in the same month the form is submitted. Forms received after the 10th of the month will be processed in the following month’s payroll.
Part 1 : Contractual Changes (Completed by Line Manager)
Only enter the changes to the existing terms:
	Employee Name:
	

	Job title:
	

	Weekly hours:
(e.g. Increased by 4 hours from 32 hours to 36 hours per week)
	

	Work Pattern:
(e.g Monday 9-5, tues OFF, weds 8-3)
	

	Line Manager:
(Change of line manager from NAME to NAME)
	

	Dept / Service:
(e.g services)
	

	Salary / Hourly Rate:
(e.g £9.79 per hour increased to £10 per hour)
	

	Contract Terms:
(e.g. from substantive to bank, etc.)
	

	Changes effective From:
(Enter date)
	

	Any other changes:
	

	Line Manager Signature:
	

	Date:
	

	Next Step:
	Forward to crgpa.hr@nhs.net. 

Please note – any changes to rates of pay and change in hours will be forwarded by HR to Finance (CFO) for approval before processing.




Contractual Changes – Part 2
(To be completed by Chief Finance Officer if Part 1 includes salary change)

	CFO Signature:
	

	Date:
	



Contractual Changes – Part 3
HR Process Compliance Checklist (To be completed by HR)

	Employment ID:
	
	
Title:
	

	
Forename:
	
	
Surname:
	

	Contact Number
	
	Email Address
	



	REASON FOR CHANGE
(e.g. post re-evaluation, internal recruitment, flexible working request, etc.):
	Please Tick to confirm

	Formal Change of Terms letter sent to employee:
	

	New contract of employment sent to employee (if applicable):
	

	Cezanne HR Updated:
	



	Payroll Update Spreadsheet populated:
	





	HR Signature
	
	Date
	

	Payroll Signature
	
	Date
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