
Salaried Recruitment (new and replacement) and Contract Variations: Process Workflows 
Professional Services and Junior Research and Teaching Posts*
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Contract Variation Request:*All Professional Service Staff; Research Assistants; Teaching Fellows; Research Officers; LSE Fellows

Create ‘New’ or 
‘Replacement  

Vacancy’ 
workflow  

HR review documents 
(5 WD – HERA

1WD -  All other 
recruitment)

Auto email 
notification 
received to 

confirm 
vacancy is live

Shortlisting 
completed 
using the e-
Recruitment 

system

Verbal offer 
to successful 

candidate

Complete 2nd 
fund check 
workflow

HR reviews 
offer (2WD)

Appointment letter 
issued (3WD)
Inclusive of:
- Offer Letter

- Terms and Conditions of 
Employment

- IT Terms of Use Policy

Complete offer 
checklist and email 

HR.Admin@lse.ac.uk 
to confirm 
completion

Conduct reference check via 
e-Recruitment system
 (any issues contact HR 

Partner)

Contract Variation:
- Change in FTE/Working Hours
- Secondment Extension
- Fixed Term Contract/Fixed Funding Contract to Permanent
- Unpaid Leave
- Responsibility Allowance
- Honoraria / Salary Supplements
- Fixed Term Contract/Fixed Funding Contract (extension)
(Does not include existing employee changing Post.  That must go 
through New Post or Replacement Post workflow as appropriate i.e. 
secondments.)

Complete 
Contract 

Variation form 
and email to 

FP&A Manager

Contract 
variation 

letter issued 
(10WD)

Copy of 
contract 
variation 

letter 
received

Login to  e-
Recruitment  

System

In compliance with the School’s Financial Regulations, no employment contract, or 
other employment commitment, should be issued without following the above 
process correctly.  Any individuals working without an approved fund check in place is 
in breach of the School’s Financial Regulations. Breaches in Financial Regulations are 
reviewed by the Finance Director and reported to Audit Committee. 

New starters are required to bring in their proof of eligibility to work to HR 
prior to commencing employment or on the morning of their first day of 
employment. An individual should not undertake any work until their Right 
To Work check is completed. If they do not bring in their documents they 
will be unable to commence employment. In accordance with Home Office 
guidelines, the School may be unable to pay an individual for any work 
undertaken before a satisfactory Right To Work check (in line with the 
School policy) is completed or, in cases where the documents presented do 
not meet current Home Office guidelines.  This affects all individuals who 
undertake work for the School in any capacity including new starters, 
students and casual staff.

New Post workflow 
 New Post approved by Annual Monitoring
 New Post due to funding
 New Post due to approved restructure

Inclusive of recruitment process through recruiters

Replacing existing Post workflow 
 Direct replacement (due to resignation)
 Secondment
 Maternity / Paternity / Parental Leave cover
 Existing employee changing role

Inclusive of recruitment process through recruiters

Applicable to New Starters only (not previously employed at 
the School)

Manual Process

Standard workflow

Start - Select appropriate workflow

Standard workflow step

Payroll notified
Payroll 
notified

HR publishes 
vacancy
 (2WD)

Conduct 
interviews

Reject unsuccessful 
candidates through 

e-Recruitment 
system

Candidate 
accepts offer & 
completes on-
boarding forms

Comes to HR on or 
before first day of 
employment by no 
later than 9.30am 

for RTW check

Complete RTW 
check

Commences 
work under 

varied 
contract

Commences 
work – 

Candidate Day 
1 

FP&A fund check 
approved? 

(3WD)

YES

Documents 
approved?

YES

NO

Schedule interviews & 
reject unsuccessful 

candidates through e-
Recruitment system

Salary check 
approved?

FP&A fund check 
approved? 

(3WD)

YES

YES

Auto email 
notification 
received to 

confirm 
approval

Complete vacancy 
approval forms uploading 

the appropriate 
documents for 

advertising

FP&A fund check 
approved? 

(3WD)

YES

HR receive copy 
of funding 

approval and 
contract 

variation form

Receives a letter 
confirming the change 
with Line Manager / 

DM CC’d as 
appropriate

NO

WD         Working Days

This icon is hyperlinked and upon clicking, you will be directed 
to the appropriate guidance page

Auto email 
notification 
received to 

confirm 
vacancy closed

Move 
Candidate to 

‘initiate 
offer’ stage

RTW       Right to Work

Select job type

Key Contacts:

 HR Adviser: Advertising and Recruitment Advice
 HR Administrator: e-Recruitment System Advice
 FP&A Manager: Funding queries 

Start

End

Start

End

NO

NO

Contract variation requests:

 Requests without a form will not be accepted or processed.
 A completed and approved form must be received by your HR Administrator 

(HR.Admin@lse.ac.uk) by no later than the communicated payroll deadline for 
payment to be processed.  

https://info.lse.ac.uk/staff/divisions/Human-Resources/The-Recruitment-Toolkit/Using-the-online-recruitment-system
https://info.lse.ac.uk/staff/divisions/Human-Resources/The-Recruitment-Toolkit/Using-the-online-recruitment-system
https://info.lse.ac.uk/staff/divisions/Human-Resources/The-Recruitment-Toolkit/Using-the-online-recruitment-system
https://auth.lse.ac.uk/auth/login?service=https%3A%2F%2Fgate.library.lse.ac.uk%2Fidp%2FAuthn%2FRemoteUser
https://info.lse.ac.uk/staff/divisions/Human-Resources/The-Recruitment-Toolkit/Using-the-online-recruitment-system
https://info.lse.ac.uk/staff/divisions/Human-Resources/Immigration/Compliance
https://info.lse.ac.uk/staff/divisions/Human-Resources/The-Recruitment-Toolkit/Using-the-online-recruitment-system
https://info.lse.ac.uk/staff/divisions/Human-Resources/The-Recruitment-Toolkit/Using-the-online-recruitment-system
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