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Ensure form is correctly completed and submitted in Word format to
HRchanges@westlothian.gov.uk

Employee Details:
	Name
	
	Payroll/Employee No
	

	Current Post Title
	
	Current Place of Work
	

	New Reporting Manager
	
	Position reference for New Reporting Manger*
	J

	*If you are the line manager you can find your position number by logging in to MyHR, selecting Employment from the menu at the top of the screen and clicking the tile for your current position. If one of your direct reports is the line manager you can find their position number by logging into People Manager in iTrent, selecting the employee and clicking on the position title in the Employment tile at the top right of the front screen.  Position numbers will always start with a J



Type of Change and Details:
	Type of contractual change 1
	Choose an item.

	Type of contractual change 2
	Choose an item.

	
	Current
	New 

	Hours per week
	
	

	Weeks per year 
	
	

	Workplace
	
	

	Post Title/Job Title*
	
	

	Status
	
	

	Salary Band
	
	

	Salary Point
	
	



* If moving posts, is the vacant post to remain on structure or be removed?  If removed, contact myhr@westlothian.gov.uk to request a post deletion.

Work Pattern:

	It is essential that the table below is completed for all changes in working hours or working pattern (except for sessional staff, teachers and staff in residential settings in Social Policy).  
Please only complete the number of weeks the working pattern rotates over

		Working Pattern Start Date
	
	Please note the hours and decimals per day in each column

	Working Pattern Week ie 1
	
	

	Working Pattern start day ie Mon
	
	

	
	Mon
	Tues
	Wed
	Thurs
	Fri
	Sat
	Sun
	Total

	Week 1
	
	
	
	
	
	
	
	

	Week 2
	
	
	
	
	
	
	
	

	Week 3
	
	
	
	
	
	
	
	

	Week 4
	
	
	
	
	
	
	
	

	Week 5
	
	
	
	
	
	
	
	

	Week 6
	
	
	
	
	
	
	
	





Regulatory Body Requirements:

If the employee is moving to a new position, please confirm if they will require any of the following:
	PVG
	Choose an item.

	SSSC
	Choose an item.



Qualifications

If the employee is moving to a new position, do they require a qualification to support this post? 
	Choose an item.
	Choose an item.




Elements (Allowances etc):

	Additional Duties Payment %
	Choose an item.

	Development/Network Allowance – (Teaching Only)
	Choose an item.
	Shift Allowance
	Choose an item.
	Weekend Enhancement (hours/week)
	

	Contractual Overtime (hours/week)
	

	Conserved Salary (Org Change)
	

	Ending Allowance
	Choose an item.	Choose an item.



Effective Dates of Change:
This section must be completed where applicable for all changes
	Start Date of Change
	Click or tap to enter a date.
	Expected End Date of Change/Allowance (if applicable)
	Click or tap to enter a date.
	Reason for Fixed term contract (if applicable)
	Choose an item.

	Is this a permanent change? (should not be used for fixed term post)
	Choose an item.

	If this is a permanent change, please give the reason 
(e.g., medical redeployment, change of location) 
	

	HR Use only (if required for new post)
	J


Authorised by:
	Name:
	

	Post Title:
	
	Date:
	Click or tap to enter a date.
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