Process for Line Managers requesting:
· new posts
· refills
· maternity leave cover
· contract extensions
· increase in employee contracted hours
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Action by admin team
Action by line manager or PI

Process for Line Managers requesting:

· decrease in employee contracted hours





· funding changes for existing posts (with not contractual change)





Action by admin team
Action by line manager or PI

Line manager completes 'Permission to Recruit or Amend Contract' form (no need for sign off section) and sends to hr@phc.ox.ac.uk AND post-award@phc.ox.ac.uk


HR team action contract change and Grants team update forecasts






Line manager contacts post-award@phc.ox.ac.uk with details of the new FTE % coding breakdown and date of the required change


Grants team update forecasts






Line manager completes 'Permission to Recruit or Amend Contract' form and sends to post-award@phc.ox.ac.uk


Grants team confirm budget availability and seek PI approval (copy to the line manager)


HR team co-ordinate recruitment process with line manager


Grants team send approved form to hr@phc.ox.ac.uk (copy to the line manager), requesting recruitment or amendment












