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This work instruction was last updated: 29 April 2010

Extension to Contract Process

This Work Instruction describes the Extension of Fixed Term Contracts Process.

Enter an Extension to an Employee’s Fixed Term Contract
Employee Contract Details data entry screen.

Employee Current Post Holding data entry screen.
Employee Work Permit data entry screen

Post Holding Costing data entry screen

Employee Holiday Entitlement data entry screen.
Standard Letters

~N o oA 0N B
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1

Enter an Extension to an Employee’s Fixed Term Contract

| ResourceLink HR Home Page > HR Tasks |

E&HR

Pick a menu

HE Tasks

i Employee Administration

i Employee Reports i Database Query Tool

\ ResourceLink HR Home Page > HR Tasks > Variation to Contract

Pick a menu...

Starter/Rejoiner/\isitor i Yariation to Contract

HE Leawvers i Create/Maintain Posts

HR Absence Recording
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ResourceLink HR Home Page > HR Tasks > Variation to Contract >
Extension to Contract

E& Yariation to Contract

Pick a task

Extension to Contract " Wariation to Hours

Transfers " Promotion/Regrading

Probation ~ Acting Up/Secondment

Lump Sum Payment ' Casual/FTC ta Permanent
Z2/additional Increments - 7 Unpaid |

Change of Cost Centre E-" Change of Location
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Employee Cther Mumbers Structure Saved List Employment
Match {¥ Ewart = Partial

Employee Number I

Surname Initials
Sex |_ Mat. Ins, Ma.
Current Employee F 4s at Date 29/04/2010

Previous Surnarne

Known As

Add ] [ Search

Title  |Emp MNumber |Mational ID Murnber Start Date| For

Exit ] [ Save List

|J|Enter an Employves Mumber

1.1 In the Employee field enter the employees UPI (Unique Personal Identifier)

1.2 Click on Select
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of, Task - Extension to Contract - Employee Personal Detail - |EI|5|
Session  Edit  Wiew Other Process Tools Display  Help
blor®e 2000006

me v~ D% 22 Aa B -

Employee oo iase wrise

Title Details
Legislation Type
Surname

Title

First Forename

Other Forenames

Prew. Surname

Known As

Honours

Generation

Personal Details
Gender |F_

Date of Birth 31,’08!19?9---' Age: 30 Years 7 Months

Mat. Ins. Ma. 0730100 Case Mumber |

s Home Address  yf Cont, Addresses [ Passport/visa ¥ Contact Tel

¥ Email Address il Marital Status  y User Fields i motes

||Enter the person's Surname

1.3 Click on Screens @
x|

Screen Screen Mame Status

MOS5553

Fersonal Details

002 |MD4757 Employee Post Holding History

002 |MD4751 Employment Detail

004 |MD47571 Employee Contract Details

Q0% |MD475 1B Employee Current Post Holding

006 |MDEESTY Employee Wark Permits

Q07 |MD47523 Employee Post Holding Costing

008 |MOBe255 Employee Holiday Entitlement

002 \MDazs1 Employee Absence Details

010 |LUVDFLT Employee Fixed Pay Element Sum
[

[ Add ] [ﬁelect ] [Delete ]
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1.4 Click on Employee Contract Details.

15 You will move directly to that screen.
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2 Employee Contract Details data entry screen.

The completion of this screen ensures that the University complies with
Employment Legislation by identifying the number and reason of
extensions to fixed term contracts.

of Task - Extension to Contract - Maintain Employee Contract Detail o ]

Session Edit MWiew Process  Tools  Display  Help
o952 00000

™ w-DEH i 2RA B -

Employee - -n:

General
Contract Type

Seq | Contract Mo| Start Date End Date Contract Type |Po...| UDFs

|[contract Type

2.1 Press Enter to pass the Contract Type field.
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of Task - Extension to Contract - Maintain Employee Contract Detail - |EI|5|

Session  Edit  Miew Process Tools  Display  Help
5555200000

||« D BE A J|E -

Employee -:- -

General
Contract Type

Seq | Contract Mo| Start Date End Date Contract Type [Fo...| UDF= Motes
] 11/05/2009 FTCOTA e (- B

Add ] [Change] [Delete

J|Pseud0—Sequence Mumber For Index Paging

The number of rows you see in this screen will depend on how many FTC
posts an employee has and how many times these contracts have been
extended already.

& If this person has an A and a B post, please ensure you amend the FTC
row for the correct one.

2.2 Click on Change to end date the existing line before you add a
New row.

=10l %]

Session  Edit View Process Tools  Display  Help
e w-DSH +BRA S| -

Employee -:: -

Bo®®2(000 00

General

Contract Type

Seq | Contract Mo Start Date End Date Contract Type [Po...| LDFs

|0 1000952 11/05/20049 10/08/2010|FTCO1A B
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2.3

2.4

2.5

On the existing row click in the End Date field and enter the end date of this
FTC.

Press Enter.

Click on Add [_#dd_],

Employee -:. n:

General

Contract Type

Contract NDI Start Date J End Date I Contract Type JF‘D...‘ UDFSJ

o 11/05/2009 10/08/2010 FTCM A Y Y M

2.8

2.9

2.10

. | o s s -

A new contract number will be generated in the next row.

Click in the Start Date field and enter the same start date as the previous
row for that post (e.g. if you are extending the FTC on post A, ensure the
new line has the same start date as the original FTC row for post A).

Press Enter

Always leave the End Date field blank for the latest row and then press
Enter.

& Projected end dates for the FTC are entered on Current Post
Holding screen only.

Window into the Contract Type field.
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x
Shart Desc
FTCO14 FTCO1ROSTA
002 |[FTCO1B FTCO1PCSTE
003 |FTCOL1C FTCO1ROSTC
004 |FTCO1D FTCO1PCSTD
005 |FTCOZA FTCOZROSTA
006 |FTCOZE FTCOZPOSTE
007 |FTCOZC FTCOZROSTC
008 |FTCOZD FTCOZPOSTD
002 |FTCO3A FTCOZROSTA
010 |FTCO3E FTCO3PCOSTE
011 |FTCO3C FTCOZROSTC
012 |FTCO3D FTCOIROSTD hd
[ Add ] [ﬁelect ] [Delete ]

2.11  If the previous row for this post was FTC1A, select FTC2A. If the previous
row for this post was FTC1B (B indicating this is a second FTC post the
employee holds), select FTC2B.

2.12  Click on the correct contract type in the list.

2.13 Press Enter.

2.14  Click on the UDFs field and window in.
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ol MD0O0G32 Simple User Defined Field Data x|

2.15

ol MD37G4A Marrative Table Search

Field Label

Field Contents

Reason for FTC

Redeployment Request

Redeployment Success

Reason for end FTC

Click on the drop down in the FTC Extension Reason field.

Search

Marr Code I

x|

Squ Code | Desc

Long Description

2.16

Press Enter through the Narr Code.
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of MD37G4A Marrative Table Search |

Search

Marr Code I

Descriptian

CRO01  [SPEC/ExP Specialist Expertise/R
002 |ORO0Z2 STAFFABRS Staff sbhsence Where Return to Post

ecent Experience

003 |ORO03 SECOMD Secondment/Career Development

004 |ORDO4  SPEC PRAC Specialist Practitioners

005 |OROOS DEMAND Business/Student Demand Uncertain

006 |OROOE  FUNDING Funding Mot to be Renewed/Mo New Funding

[ Add ] [ﬁelect] [Delete

2.17  Click on the Long Description of the reason for the extension.

oL MDDOG3Z Simple User Defined Field Data

Field Label Field Contents

Reason for FTC Staff absence Where R
Redeployment Request

Redeployment Success

Reason for end FTC

2.18 Click on Exit.
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Employee .. «_

General

Contract Type I I

Seq | Contract Mo | Start Date End Date Cantract Type |Po...
01009952 110572009 10/08/2010|FTCO1A i
002 |01013714 11082010

2.19 Press Enter.

2.20 Click on Screens @

ll off CTTASKYW Yiew Current Screens in Task El

| Seqg Screen Screen Mame Status

i Personal Details
1| 002 |MD4757 Employee Post Holding History
(| 003 |MD47S51 Employment Cetail
004 MD47571 Employee Contract Details <
005 [MD47S1B Employee Current Post Holding
006 |MDEESTY Employee Wark Permits
007 [MD47S23 Employee Post Holding Costing
008 |MDB25E Employee Holiday Entitlement
009 (MD82s1 Employee Absence Details
010 JUWDFLT Employee Fized Pay Element Sum
[
[ Add ] [ﬁelect ] [Delete ]

2.21  Click on Employee Current Post Holding.

2.22  You will move directly to that screen.
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3 Employee Current Post Holding data entry screen.

o Task - Extension to Contract - Employee Current Post Details - |EI|5|
Session  Edit  Wiew Process Tools Display  Help
5925200006

EEEEEE IR YN EE

Employee .:_ 6.

Seq Grade Status M| Detail Surmrmar

¥ |GRADE 4 psoos NEvE | B

[ Add ] [Change] [Delete ] [Expand

ﬂ, Post Linking

J|Pseudn—5&quence tumber For Index Paging

é If the employee has more than 1 post, (particularly in they have 2 FTC
posts) make sure you are working on the correct post. Click on Summary

B

to check. ~ T st g
3.1 Click in the Detail field for the post (row) you wish to extend the employees

contract on.
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x
Detail
Post WROB006693  Research Fellow - MERIS
Joh ERE4+ Education Research & Enterprise 4+
Employee Grade
Post Grade GRADE 4 Level 4

General Conditions Misc Grade Contract

Start 11/05/2000 EEMON ~] Mew Appointment

End | | =l
Service In Post 11 Months 19 Days
Projected End 10/08/2010
Post Main Flag F Suspended I_
Exc. from attracting Ee's Costs I_
ﬁﬂ T/S Template ﬂ Perf Management il User Fields ﬂ Hotes
ﬂ Salary Planning

3.2 Click on the Contract tab.

x
Detail
Post WROG006693  Research Fellow - MERIS
Job ERE4+ Education Research & Enterprise 4+
Employee Grade
Post Grade GRADE 4 Level 4

General Conditions Misc Grade Contract

Redeployment Reason "I

Projected End Date 10082010
Contract Mumber 01009952 ~-| Fixed Term Contract - 1st Ext - Post A
HES4 Indicator fr

Qﬂ T/5 Template ﬂ Perf Management i User Fields ﬂ Motes

Qﬂ Salary Planning

3.3 Window in to the Contract Number field.
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3.4
3.5
3.6
3.7

3.8

Seq] Contract No I Start Date I End Date Contract Type
01/01/2007  01/08/2007 FTCO1A

002 (01000054 01/01/2007 FTCO2A

Click on the new Contract Type you have just added (e.g. FTC02A)
Press Enter. This will update the description next to the field.
Click in the Projected End Date field.

In the Projected End Date field, enter the new projected end date for the
revised fixed term contract.

& This is the only place where the projected end date of the FTC is entered.

Press Enter.

f General \f Conditions \f risc \f Grade \f Contract \

Redeployment Reason =
Projected End Date 01/08/2008

Contract Mumber 01000054 ~-| Fizxed Term Contract - 2nd Ext - Post A

HESA Indicatar ]

3.9

3.10 Click on Screens @

Click on Exit.
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ol CTTASKYW Y¥iew Current Screens in Task x|

Screen Mame Status

Personal Details '
002 |MD47S7 Employee Post Holding History
003 |MO4751 Employment Detail
004 |MD47571 Employee Contract Details <
Oo05 [MO47S1B Employee Current Post Holding i
006 |MDEESTO Employee Work Permits
007 |MO47523 Employee Post Holding Costing
002 |MDe255 Employee Holiday Entitlement
009 |Moaz2s51 Employee Absence Details
010 JUNVDFLT Ermployee Fixed Pay Element Sum

=

[ Add ] [ Select ] [ Delete
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4 Employee Work Permit data entry screen

You will only enter information in to this screen if the employee work
permit data has changed.

o Task - Extension to Contract - Employee Work Permits - |EI|5|

Session  Edit  Wiew Process  Tools  Display  Help
[een-DEd i BEAsE- Do 2000000

Employee . o:

Seq | Area Proof of ID Registerad WP Yalid Fram WP Yalid To Extended To

Add ] [Change] [ Celete ] [Expand

|J|Ready

Background Information:

It is imperative that these details are entered correctly so that information is picked up by
the Work Permit/Visa report. Failure to do so could see the University employing an
illegal worker and therefore incurring substantial fines. If there are any questions on the
matter please discuss with your Senior HR Assistant.

The abbreviations that must be used in all instances to record this information are;

e An employee with a Work Permit (WP)

e An employee who has a work permit through their partner/spouse (Work
Permit Dependant - WPD)

¢ An employee with a Visa (V) or Student Visa (SV) — this could be
through a number of routes.

¢ An employee who had Indefinite Leave to Remain (ILTR)

e An employee who is classed as a Highly Skilled Migrant Worker
(HSMW)
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¢ An employee with either the Workers’ Registration Scheme or Accession
State Worker Registration Scheme (WR)

¢ International Graduates (IG)

For example, use of these abbreviations would be WP123454, SV243578 etc. If you
have instances where there are permission types not covered please discuss with one of
the Senior HR Assistants.

Please note that any one employed on a Work Permit must also have the right to
work in the UK and therefore two rows must be entered — one with the WP number
and dates and one with the LTR number and dates. In some instances there can
be different end dates on these documents and therefore both must be entered to
ensure that the employee is working legally. The table below sets out the number
of rows required against each permission type.

Permission to

Documentation

No of rows to be

Restriction on

Work in UK Required Used on Working in the
Resourcelink post for which
details obtained

Work Permit WP PLUS LTR/Visa 2 None in post obtained for

Work Permit Dependent LTR/Visa 1 On basis spouse Work
Permit — therefore if this
ends permission
withdrawn

Visa Visa Stamp 1/2 (plus WP if applicable)

Student Visa Student Visa Stamp 1 20 hours per week during
term time — this should be
included in contract

Worker Registration WR 1 None

Scheme (from Accession

states)

Highly Skilled Migrant HMSW 1 None

Worker

International Graduates IG 1 None

Indefinite Leave to ILTR 1 row for this but please None

Remain

note that if this is issued
after someone has started
with the University a new
row MUST be added with
this detail i.e. do not just
add this to an existing
row.
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In instances where someone comes back to the University or works in a new post and
the details on the previous post need to be maintained, please can you add a HP to the
details relevant to their previous post —i.e. HP WP1231516171781 or HP
LTR132526262524.

If someone is granted citizenship please add a CZ as a prefix.
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The table below sets out how an entry should be made against each individual
permission type:

Field Work Work Student | Idefinite Highly Workers International
Permit Permit Visa/ Leave to Skilled Registration | Graduates
Dependant | Visa Remain Migrant | Scheme
Worker
Proof of ID Enter the | Enter the Enter the | Enter the Enter the | Enter the date | Enter the date
date the date the date the date the date the the proof of ID | the proof of ID
proof of proof of ID proof of proof of ID proof of was given was given
ID was was given ID was was given ID was
given given given
WP Valid Enter the | Enter the Enter the | Enter the Enter the | Enter the date | Enter the date
From date this date this is date this date this is date this this is valid this is valid
is valid valid from is valid valid from is valid from from
from from from
WP Valid To | Enter the | Enter the Enter the | Enter Enter the | Enter the date | Enter the date
date this date this is date this 01.01.2020 | date this this is valid to this is valid to
is valid to | valid to is valid to is valid to
Extended Only Only enter Only Leave Only Only enter Leave blank
To enter date when enter blank enter date when the
date the Valid To | date date Valid To has
when the | date has when the when the | been
Valid To been Valid To Valid To extended
date has extended date has has been
been been extended
extended extended
Work Enter Ref | Enter Ref Enter Ref | Enter Ref Enter Ref | Enter Ref No. Enter Ref No.
Permit/Visa | No. for No. for WPD | No. for V No. For No. for for WR for IG
No.* WP or SV ILTR HSMW
Home Enter Y Enter YorN | EnterY Enter Y or Enter Y Enter Y or N Enter Y or N
Office orN or N N orN
Letter
Issued
Indefinite Enter N Enter N Enter N Enter Y Enter N Enter N Enter N
Leave to
Remain
Date Leave Leave Blank | Leave Enter Date Leave Leave Blank Leave Blank
Obtained Blank Blank ILTR was Blank
granted

Entering Both Work Permit & Visa Information:

Separate rows will need to be entered on ResourceLink for the Work Permit
Information and Visa Information if the type of permission to work in the UK warrants
such permissions. Please refer to the table above to ensure that the correct number
of rows of information is completed.

Click on Q to move to the next data entry screen.
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5 Post Holding Costing data entry screen

You will only complete this screen if the Post Holding Costing
information already contained has changed.

=101 x|

Session  Edit  Miew Process Tools Display  Help

[eev- DSt 2RA. B 55552600600 E

General
Post
Start Date

Start Date End Date Detail

JlPress WINDOW o select required Post

51 Window into the Post field.
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of MD48G17 Employee's Post Selection ﬂ

Shart Desc Start Date End Date Main Flag
P 11/05/2009 d

WROSOOE +

Add ] [gelect ] [ Delete

5.2 Click on the post.

Genaral

Post ro6u0 |

Start Date End Date

Start Date End Date Detail

5.3 Press Enter.

General

Post WF’;DEDDI i I Research Fellow - MERIS

Start Date 11/05/2009 End Date

Start Date End Date Datail
11/05/2009 o]

5.4 In the End Date field enter the date of the day before the change to Post
Holding Costing is set to take place.

55 Click on Add

5.6 In the Start Date field enter the date of when the change to Post Holding
Costing is set to commence.

57 Press Enter.
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5.8 Leave the End Date field blank, Enter through.
x|
Se Cost Centre Ee's 9% Er's %
[
Add ] [Change] [Delete ] [Expand
. add
5.9 Click on Add
5.10 Enter the Cost Centre number (Sub Project Code- starts with 5 )that this
post is to be paid from. Press Enter.
5.11 Inthe Ee’s field enter the percentage that this post is to be paid from this
cost centre e.g. 100
5.12 Inthe Er’s field enter the percentage that this post is to be paid from this
cost centre e.g. 100
5.13  Press Enter.
5.14  If the post is to be paid from more than 1 cost centre, add another row of
information.
& Please ensure that the Ee’s Column adds up to 100%
& Please ensure that the Er's Column adds up to 100%.
5.15 Click on Exit .
5.16  Press Enter.
5.17 Click on g to move to the next data entry screen.
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6 Employee Holiday Entitlement data entry screen.

of Task - Extension ko Contract - Maintain Employee Holiday Basic Detail 10| =l

Session  Edit  Wiew Process Tools Display  Help

| v |DEH i BR|A & B -

0.00
DDE|11!EIS!2IJDQ EDIEIEI,EEEIDEI

Add ] [Change] [ Delete ] [Expand

@ work Pattern

J|Pseudo-53quence Mumber For Index Paging

6.1 The current leave year row will have the end of the person’s FTC date in the
End date column — this needs changing now.

6.2 Ignore previous year’s leave entitlement rows but make a note of the details
of any holiday entitlement that has already been taken against the current
leave year’s entitlement row.

6.3 Highlight the current leave entitlement row and click on delete.

_o Delete

6.4

Task - Extension to Cont x|

["-n.‘ &RE ¥OU SURE?
L
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6.5

6.6

Click on Yes.

Click on Add.

of Task - Extension to Contract - Maintain Employee Holiday Basic Detail 10| x|

Session Edit  Wiew Process  Tools  Display  Help

[Pen - Dl sheA. D 59550 2OQAO000O

[ add ] [Change] [Delete ] [Expand

@ work Pattern

6.7

6.8

6.9
6.10

6.11

[lRon ThAY ¥FAR START DATF

In the Start Date field enter either the date they originally started their fixed
term contract (if the date falls within the current leave year), otherwise use
the start date of the current leave year (1* October).

In the End Date field enter the new End Date of the fixed term contract (if
this date falls within the current leave year), otherwise use the end date of
the current leave year (30" September).

Press Enter to calculate Entimnt.
Press Enter.

If this person has a Work Permit and this information requites updating, click
on the Employee Work Permit tab (next to Holiday Entitlement). Add a new
row if the information has changed.
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7 Standard Letters
|
Seq Letter ] Ver] Description ] Let Opts ICDpies‘
OOL|&CAP_EXT 001 ACAP Extension Letter NOACT 1 =
002 [ExTH -loo1 | Extension of contract oACT IR R
003 [EXTHWR 001 Extension to contract with [Code
. . == hanual Immediate printwith manual changes
0o4
JRETIREXT 001 [Retirement extension MOACT  MNoReqguest MNoactionto betaken (no request)
FRINT Print Immediate request and print
FROMFT  Frompt Frampt on commit for user action
QUEUE  Reguest Request letter anly
SAVE Save Save the merged leter
[ |
Add ] [Change] [ Delete ] [Expand

7.1 Click in the Let Opts field of the standard letter you want to produce

7.2 Click on the drop down and select MERGE — Immediate print with manual
changes.

7.3 Click on Exit. A series of pop-up windows will appear, where
you will need to select on the relevant information that should be pulled
through to the contract.

7.4 If you are asked to select a version of the HR Main hierarchy always, select
the most recent version.

7.5 If the person has more than one post, ensure that you select the correct post
relevant to this contract.

", DRT125EW Employee Post Holding
General
Select Employee Post Halding
Start Date End Date Oco Type G E
7.6 If (as shown above) any of the pop-up windows only have one row of data,

simply click on Select.
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" DRT567EW Employee Job Title Selection X
General
Select Employee Job Title
Seq‘ Start Date J End Date J Code J Descriptian I
7.7 If (as shown above) any of the pop-up windows do not show any rows of

data, simply click on Exit.

7.8 Once you have progressed through all of the pop-up windows, the
employee’s letter should generate in Word at which point you will be able to
check and amend it (if necessary).

& Please ensure you delete the highlighted sections in the contract where
appropriate to the individual employee.

& Please only click on the Print button if you have one of the following HR
printers set as your default printer:

PROO1
PR002
PROO06
PR0O68

Attempting to print a standard letter (contract) on any other printer will not
only result in failure, but will also cause problems for other users.
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