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Guidelines on the use of I-Grasp for the authorisation of amendments/extensions to contracts (Per03 forms)
Introduction

It has recently been agreed by SMT to extend the use of the I-Grasp system within the University to requests for extensions or amendments to contracts (previously Per03 forms).  The I-Grasp system allows for electronic authorisation making the process more efficient and in addition allows the HR&OD and Finance departments to ensure all the necessary information is included in the request.

The following guidelines are aimed at assisting departmental managers and administrators in using I-Grasp for the authorisation of Per03s.
Completing the Form
· The details of the amendment or extension to contract should be entered on the same form as recruitment requests (found under ‘Add Position’ in the left hand menu). 
· The details entered onto this form should be the newly proposed details of the role (e.g. the new end date of the contract or new hours or salary).
· All mandatory information will need to be completed, such as location, cost centre etc, even if this is not changing.
· The request type in this occasion should be Amendment to Existing Contract.
· The Advertising Template, Advertising Media and Guardian Job Board Category can be left blank as no recruitment activity will be taking place.
· If the request is for a fixed term period (e.g. an extension to contract or an Additional Responsibility Allowance) the Proposed Start Date and Proposed End Date fields must be used to indicate the appropriate dates for the change.
· It is essential that the Source of Funding, Post Number and Current or Most Recent Postholder fields are completed in order for Finance and HR&OD to authorise the request.
· The Business Case field should be used to confirm the details of the request and any additional information.
· In order to initiate the authorisation process please change the status of the request to ‘Request Approval’ and save the request.

Additional Support and Information

Any additional support with the use of I-Grasp can be obtained from the Human Resources & Organisational Development Department.  If more in depth training is required on the use of the I-Grasp system, please contact Jo Shaw, HR Operations Manager.
