Fixed Term Contract to Permanent workflow

.
Rec'd Trigger email - Advise
Projected End Date s FTC to be = E(E“G?Eﬁﬁ rtml
. N
Report ] extended? oy F Manager
—— M i
rogressed automatically
\‘fs i emailed to advise
] CofC has been
= Consult with empoyes 83 Follow Ext approved
= and relevant Service / to FTC
= contacts inc budget Process Mo
holder A
onfirmaficd
received?
CofC completed Ve
e v
k:
§ St e " Approved? Mo Advise Manager why
E Finance hasn't
r approved
n
g
= Ye
g / .
L L
=
T
& Colt: checked Advise Manager why
8 Mo HR hasn't approved
o
2 Approved?
]
w
£
es
£ “
Y
b?: R'link employee Confirmation
& record updated emailed fo
i} employes
§
D
- Process
= the CofC
£
o




The request will originate with a Manager who will:

¢ Receive an automatic email notifying them of the projected end date of a fixed term
contract.

e Consider whether the fixed term contract should be made permanent.

e Ifitis to be extended, follow the extension to fixed term contract/secondment
process.

o Ifitis to be neither made permanent nor extended, then inform the employee
accordingly.

o Ifitis to be made permanent, consult employee and relevant Service contacts,
including budget holder.

e |f the Change of Circumstance is refused within the Service, advise the employee
accordingly.

e |f the Change of Circumstance is approved within the Service, submit a Change of
Circumstance request on MyPKC Staff Portal.

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

o Check the request.

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

o 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:

o Check the request.

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

e |f 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 Circumstances will then be processed by Employee Support to update
status to permanent contract in the employee record in Resourcelink and confirmation
emailed to the employee. The Payroll & Reward Team will then process the approved
Change of Circumstance.


https://www.pkc.gov.uk/media/50730/Extension-to-Fixed-Term-Contract-or-Secondment-process/pdf/Extension_to_Fixed_Term_Contract_or_Secondment_process.pdf?m=638086202386570000
https://www.pkc.gov.uk/media/50730/Extension-to-Fixed-Term-Contract-or-Secondment-process/pdf/Extension_to_Fixed_Term_Contract_or_Secondment_process.pdf?m=638086202386570000

