Change of Line Manager workflow

Requirement identified Consult with relevant Advise employee
for Change of Line Service contacts inc that CofC will not Manager
Manager budget holder be progressed < automatically
emailed to advise
@ CofC has been
> approved
s No
=
onfirmation A
received?
Yes
CofC completed
£
3
=
[ fC check .
g CofC checked Approved? Advise Manager why
g Finance hasn't
i approved
©
8
E Yes
[
(/2]
3
2 / Confirmation
i R/link updated > emailed to
= / employee




The request will originate with a manager who will:

e |dentify the requirements for a change in line manager.

e Consultrelevant Service contacts, including budget holder.

e Ifthe Change of Circumstance is refused within the Service, no further steps.

e [fthe 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:

e Checktherequest.

e [fthe Change of Circumstance is not approved, they will advise the manager of
the reasons.

e Ifthe 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 MyView by updating the
employee record in Resourcelink and confirmation emailed to the employee.




 
   
     
       
         
         
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
             
             
          
        
         
           
        
         
           
             
             
          
        
         
           
             
             
          
        
         
           
             
          
        
         
           
             
             
          
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
        
         
           
             
             
          
        
         
           
             
             
          
        
         
           
             
          
        
         
           
        
         
           
        
         
           
             
             
          
        
         
           
             
             
             
               
               
            
          
        
         
           
             
             
          
        
         
           
             
          
        
         
           
        
         
           
        
         
           
             
             
          
        
         
           
             
             
          
        
      
    
  


