Leeds University Union
	Staff changes form
Only sections which are changing need to be completed. If you have any queries, please contact the HR Administrator.
	Employee Profile

	Employee’s Name:
	[bookmark: Text50][bookmark: Text51]          
	Line Manager’s Name:
	          

	
	
	
	

	Classification Changes

	Type of Change
	
	

	New role
	|_|
	Job Title:
	|_|
	Salary:
	|_|
	Working hours:
	|_|
	Working pattern:
	|_|

	Other (please state)

	|_|
	____________
	
	
	
	
	
	
	

	Old Information
	New Information

	Title:
	          
	Title:
	         

	Dept:
	          
	Dept:
	          

	Shift:
	          
	Shift:
	          

	Salary:
	          
	Salary:
	         

	Status:
	          
	Status:
	         

	Working hours:
	          
	Working hours:
	          

	Working pattern:
	          
	Working pattern:
	          

	
	
	
	

	Effective date
	
	Review date
	

	End date
	
	
	

	
Other changes:
                                             









	Additional Compensation/Benefits Information

	Are these changes subject to job evaluation?	
	

	Has the job description been submitted for job evaluation?	
	

	HR use only:
	

	Date job Evaluation completed
	

	Grade outcome
	

	Please list any additional changes in salary or benefits:
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	Please list any other changes not listed above:
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	Verification of Changes

	Proposed By:
(Manager)
	

	Signature
	
	Date

	
	

	Authorised By:
(Director)
	

	Signature
	
	Date



Please return to Helen Stewart, HR Administrator
