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Copies of the policies, procedures and forms can be found at: http://www.keele.ac.uk/hr/
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*Any contractual variation should be recorded on the Contractual
Variation Form (CVF).

*The CVF should be used for:

e-Increase or reduction in contracted hours
s-Acting up allowance

-Extension or transfer to indefinite contract
*-Re-grade

e-Change in job title

e-Change in location

* Reduction in hours, change in location or change in job
title (but not grade) can be signed by signatory 1 only, i.e.
Head of Department.

* For any other variations, signatory's 1-4 are required.

* Once the CVF has been approved by all required
signatory's, the form needs to be sent to the link HR
Advisor.

* HR will write to the member of staff confirming the
change.

* HR will send a copy of the letter to payroll.
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