
M
an

ag
er

Manager identifies
requirement for

THDP/AP and carries
out fair selection

process

Consult with relevant
Service contacts inc

budget holder
Manager

automatically emailed
to advise C of C has

been approved

Confirmation
received?

C of C Form
completed

Request is
not processed

No

Yes

Se
rv

ic
e'

s 
Fi

na
nc

e 
Te

am

C of C Form
checked Approved? Advise Manager why

Fin hasn't approved
No

H
R

 S
er

vi
ce

s 
Te

am C of C Form checked

Approved?

Advise Manager why
HR hasn't approvedNo

Em
p 

Su
pp

or
t

R'link employee
record updated

Confirmation
emailed to

employee with
THDP/AP info

Sy
st

em
s

Process
the C of C

Pa
yr

ol
l &

 R
ew

ar
d

Process
the C of C

Yes

Yes

Temporary Higher Duty Payment/
Acting Payment workflow



The request will originate with a manager who will: 

 Identify that temporary higher duty payment/acting payment may be appropriate. 

 Consult relevant Service contacts, including budget holder. 

 If the Change of Circumstance is refused within the Service, there are no further 
steps. 

 If the Change of Circumstance is approved within the Service, complete and submit a 
Change of Circumstance request on MyPKC Staff Portal after carrying out a fair 
selection process. 

The Change of Circumstance request will then be submitted to the Service Finance Team 
who will: 

 Check the request. 

 If the Change of Circumstance is not approved, they will advise the manager of the 
reasons. 

 If the Change of Circumstance is approved, they will authorise the request on 
MyPKC Staff Portal and the manager will be informed of this. 

The Change of Circumstance request will then be submitted to HR who will: 

 Check the request. 

 If the Change of Circumstance is not approved, they will advise the manager of the 
reasons. 

 If the Change of Circumstance is approved, they will authorise the request on 
MyPKC Staff Portal and the manager will be informed of this. 

Approved Change of Circumstance will then be processed by Employee Support by updating 
the employee record in Resourcelink and confirmation sent to the employee. The Systems 
Team and the Payroll & Reward Team will then process the approved Change of 
Circumstance. 



 
   
     
       
         
         
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
             
             
          
        
         
           
        
         
           
             
             
          
        
         
           
             
             
          
        
         
           
             
          
        
         
           
             
             
          
        
         
           
        
         
           
             
             
             
               
               
            
          
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
             
             
          
        
         
           
             
             
          
        
         
           
             
          
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
             
             
          
        
         
           
             
          
        
         
           
             
             
             
               
               
            
          
        
         
           
        
         
           
        
         
           
        
         
           
             
             
          
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
             
             
          
        
         
           
             
             
             
               
               
            
          
        
         
           
             
             
          
        
         
           
             
             
          
        
         
           
             
             
          
        
         
           
             
          
        
         
           
             
             
          
        
         
           
             
          
        
         
           
             
             
          
        
         
           
        
      
    
  


