Submitting a Change Request


1. A requirement to amend a colleague's employment conditions is identified such as change of hours or working pattern.

Advice sought from People Team if required. 

2. Colleague and Manager discuss the change

3. Manager raises a change request on People First

Login to People First > Key Actions > Business Requests > Change Employee Conditions
Complete each field and add supporting documentation as required.

4. The change request is reviewed through the necessary approval route before final action from the People Team.

5. Employee receives notification via People First and email. Updated contract/contract amendment is issued and available for review and acknowledgment.

The change becomes effective on the agreed date

