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Change of Position Request


	Guidance

	Please submit this form to change the position code of an existing employee outside another process i.e. not affected by any recruitment, transfer to non-advertised post, change of grade or restructure request.
 
Please complete all sections of the form.  

Please submit the completed form through People and Money via a service request using the category 'Amendments to Employee Record'.

Further guidance on positions can be found in the Guide to Job Classifications and Position Management.

If you require this document in an alternative format please contact HR via email HRHelpline@ed.ac.uk.


	Section 1: Employee Details

	Assignment Number(s)

*For bulk changes, please list all of the assignment numbers.
	[bookmark: Text38]     

	Employee Name

*Not required for bulk changes.
	     

	College/Professional Services Group
	[bookmark: Text39]     

	School/Department
	     

	Job Title

*Not required for bulk changes.
	     

	Current position code
	     

	Section 2: Please complete all of the required information.

Please use the new position code to check the following details. To do this, navigate to My Client Groups -> Show More -> Under Workforce Structures, select ‘Positions’ -> search for the relevant position code. Click the name of the position to view more information held on that position.

	New position code
	     

	Department
	     

	Number of weekly hours in position
	     

	Are there valid grades on this position?
	[bookmark: Check1]|_| Yes
[bookmark: Check2]|_| No

	If applicable, has the entry grade been removed?
	|_| Yes
|_| No
|_| Not applicable

	Is there enough FTE?
	|_| Yes
|_| No

	Section 3: School/Department Authorisation 
 
All position change requests will be processed from 1st of the month that they are submitted in. 

	Name
	     

	Job Title
	     

	Date (dd/mm/yyyy)
	[bookmark: Text40]     
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