
 

PM 50 

 

How to...amend a fixed term contract or make a fixed term employee 

permanent 

 

 

 

OFFICIAL  

Purpose: 

This guide will show you how to amend a fixed term contract for an employee or, make them 

permanent in the same position within People Manager in Your HR. 

 

Notes: 

The Expected occupancy end date (i.e. fixed term contract end date) does not automatically end 

the contract and make the employee a leaver.  This date is only an ‘expected’ end date and will 

be used to generate an email reminder to the reporting manager 30 days before the expected 

occupancy end date so the appropriate action can be taken i.e. to extend the contract for a 

further period or to make the employee a leaver. 

  

 
 

Logging in to Your HR: 

To log into Your HR, please refer to the How to...Log in to Your HR Guide (ESS 1). After login 

you will be presented with the People Manager Homepage 

 
 

Amending fixed term contracts 

 

● Click on Your People in the menu  

 

 
 

● Click on the required employee from your list of direct reports which will be presented on 

the dark pane on the left-hand side of the screen: 
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● Click Process Chains and then Amend Fixed Term Contracts 

 

 

• If the employee has more than one position, click on the relevant position from the left-

hand side:  

 

 

 
Selecting An Effective Date 

 

● An effective date box will be displayed.  The effective date can be changed to retrieve 

data from a specified point in time, including future dated changes.  If making a change 

to the ensure you set this to the effective date of the change 

 

 

● Amend the date to the date of the change to their contract and click on OK.  The 

effective date will always be shown in the top left of the screen as well as against 

the screen name: 
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Step 1 of the Amend Fixed Term Contracts process chain is displayed  

 

The Hours and Basis screen is displayed: 

 

 
 

● Red stars next to the field title indicate mandatory fields that must be completed. 

 

● Fields ending with a black/white cloud are inherited fields which means they are 

information that has been set at a higher point in the structure i.e. at the Unit or Post 

level 

 

● Fields ending with a white cloud with a line through it  are inherited fields which 

have been broken which means they have either been overwritten e.g. default working 

hours for 37 hours have been changed to 25 hours because the employee is working 

part and not full time 
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● If any of the information needs amending as part of the extension of the fixed term 

contract or, from fixed term to permanent e.g. hours then amend these now.  Note:  

remember to amend the working pattern if the hours change 

 

● Click on the Save button.  The following message will be displayed under the employees 

name 

 
  

● Click on the right arrow  to move to the next step of the process chain 

 
Step 2 of the process chain is displayed 

 

• The Effective date box is displayed.  This should still be set to the effective date of the 

change.  Click on OK 

 

 

● The Occupancy Details screen is displayed: 
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● Occupancy start date is the employee’s start date in the position 

 

● Occupancy type is set to one of the following by the HR Service Centre.  Do not amend 

this 

 
 

● To amend the fixed term contract end date and/or reason, amend the Expected 

occupancy end date and/or Expected occupancy end reason 

 

• If you are making a fixed term employee permanent, then the contents of the Expected 

occupancy end date and/or Expected occupancy end reason fields need to be 

deleted.  Note:  you must amend the ‘Expected occupancy end reason’ first by selecting 

the blank option (which appears at the top of the list) as shown below: 

 
 

This will then allow you to delete the Expected occupancy end date 

 

● When required changes have been made then click Save  

 

  

● Click on the right arrow  to move to the next step of the process chain 

 
Step 3 of the process chain is displayed 

 

● The Position Details screen is displayed: 
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● If the position was also set up with an expected position end reason and end date (e.g. for a 

time limited period to cover a vacancy, then the Expected position end date and/or 

reason also need to be reviewed and updated in line with any changes to the employee’s 

fixed term contract or removed if it is becoming permanent 

 

 

● When required changes have been made then click Save.   

● Click on the right arrow  to move to the next step of the process chain 

 

● The following message is displayed.  Click on Cancel 
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Important Notes: 

 

• If transferring a fixed term employee to a permanent contract in the same position and 

any other contractual details need to be updated as a result of this change i.e. working 

patterns, scp etc. then you must follow the appropriate guidance for making the 

necessary changes. 

 

 
 

Notifications 

● Your employee will receive a system notification email when you update their Expected 

occupancy end date and/or reason. 

● As a manager, you will receive a system notification email 30 days before the Expected 

occupancy end date and you are required to review the fixed term contract and take the 

appropriate action i.e. extend it for a further period or make the employee a leaver.   

 

 
 

Returning to People Manager Homepage 

 

● Click the Logo in the top left hand corner of the screen  

 

● If you would like to stay in this employee’s record to view other information, click on the 

employee’s name. 

 

 
 

For further information or support please refer to Your HR on the Intranet or please raise a 

request through the HR Service Desk or phone on 01926 738444 
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