Process Overview for Fixed Term Contract Extensions

Process
step Department Department Human Human

School
owner / /School Resources Resources

HR
HR Adviser Assistant
reviews & updates
approves systems
ATA* and issues
contract

Average timescale: 3 weeks

*ATA may need to be reviewed by the ATA group, including the Vice Principal. This group meets weekly.

ATA Department
signatories signatories
added e.g. review &

HoD/S, approve
grant holder ATA

Process ATA raised,
step typically by

description line
manager




