
 
Employment Variation Form Guidance 

It is important all EVF forms are completed correctly to enable the HRSS team to process the 
change on Open HR. It’s vital that we all work together to maintain the establishment and 
terms and conditions data and issue the correct information to the colleague confirming the 
change to them. 

We expect all fields to be completed prior to the EVF being sent to HRSS for processing and 
the following prompts below can assist you to ensure all the mandatory fields are completed. 
Your form may be rejected if the below criteria is not met, and a new one will need to 
be submitted. 

HRSS will reject the case if the following is missing: 

• Payroll number 
• Unique Role ID 
• Effective date of change 
• Reason for change 
• Function 
• Sub function 
• Role profile 
• Department code 
• Cost type 
• Benefits outside of those approved for career band 
• Missing approvals 

 



 

 

 

 

 

Payroll number is 
required to check 

we have the 
correct colleague 

(we do have 
duplicate payroll 

numbers and many 
colleagues with the 

same names) The Unique role number is 
required to enable us to 

maintain the new 
establishment (org 

structure) 
Reason for 
change is 

required for 
authorisation, 
audit and to 
ensure the 

correct 
documentation is 

issued  

Department 
code is 

required to 
ensure the 

salary is 
charged to 
the correct 
department 

 

The effective date 
(and end date if app 

e.g. FTC, secondment) 
is required to ensure 
the colleague is paid 
correctly and for the 

right period. 

 

The cost type 
or 

‘categorisation’ 
is needed to 
also support 
the new org 

structure. (e.g. 
‘M&S, Direct, 

Indirect’) 

Role profile is 
required to ensure 
this is an approved 
role within the new 

structure 

The Function/ Sub 
function is required 

to enable us to 
maintain the new 

organisation 
structure 

 



 

 
 

The EVF must contain the necessary approval (as per 
guidelines) or the ATR number before the HRSS team can 

process any changes. 

The benefits should be aligned to 
the relevant career band 


