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HR Form 017d
	
	June 2010
(Rev 05/15)

	
	MOD Position Management Amendment Form
	

	
	
	


Please write in BLACK ink in BLOCK CAPITAL LETTERS inside the boxes.  * Mandatory Fields – must be completed
	*Section 1 – Originator Details

	Initials
	    
	Surname
	       
	Title
	     
	

	

	Address
	     
	Forename(s)
	     
	

	

	
	     
	Contact Number
	     
	

	

	Postcode
	     
	Staff Number
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	


	Please ensure all mandatory fields are completed.

This form should only be completed in conjunction with Position Management Policy and Process and the attached guidance notes.

	If multiple amendments are required please use the MOD Position Management Bulk Upload Spreadsheet.

	Warning: If the required fields are not completed there may be a delay in this form being processed.


	*Section 2 – Mandatory Fields

	Post (Position) Number to be amended
	 
	 
	 
	 
	 
	 
	 
	 
	

	

	Current employee in position 

(if filled)
	Initials
	    
	Surname
	       
	

	

	Effective Date (date position amendment is to be active from)
	 
	 
	 
	 
	 
	 
	 
	 
	

	


	Section 3 – Fields Requiring Amendment (You only need to complete those fields that require a change)

	Position and Budget Status (select one)

	Approved Fully Funded
	 FORMCHECKBOX 

	Approved Funded At Risk
	 FORMCHECKBOX 

	

	Frozen Fully Funded
	 FORMCHECKBOX 

	Frozen Funding Removed
	 FORMCHECKBOX 

	

	TLB
 (Business Unit)
	     
	Job Code
	     
	

	

	Permanent/Temporary
	 FORMDROPDOWN 

	Full / Part Time
	 FORMDROPDOWN 

	

	

	Post Title (Max 30 Characters)
	     
	Short Description
(Max 10 characters)
	     
	

	Detailed Post Description (only if required)

	
	     
	

	

	Grade Information: (complete one)

	

	Civilian Grade (e.g. Band D)
	     
	

	     

	Military Rank (e.g. Capt)
	     
	

	

	UIN (Department)
	 
	 
	 
	 
	 
	 
	Location
	     
	

	

	Post (Position) Reports To 
	 
	 
	 
	 
	 
	 
	 
	 
	

	

	For an additional check to ensure Data Protection is followed please provide the name and/or staff/service number of the ‘Reports To’ (Line Manager) post holder below.



	Surname
	     
	Forename(s)
	     
	Title
	     
	

	

	Staff/Service Number
	 
	 
	 
	 
	 
	 
	 
	 
	 
	 
	

	

	Job Sharing Permitted
	 FORMCHECKBOX 

	If Job Sharing permitted, maximum headcount
	     
	

	Standard Hours
	     
	(Weekly Net conditioned Working (Attendance) Hours)

	

	Mon
	     
	Tues
	     
	Wed
	     
	Thu
	     
	Fri
	     
	Sat
	     
	Sun
	     
	

	

	*Security Clearance Level

(select one)
	Baseline Standard Only
	 FORMCHECKBOX 

	Counter Terrorist Check
	 FORMCHECKBOX 

	

	
	Security Check
	 FORMCHECKBOX 

	Developing Vetting
	 FORMCHECKBOX 

	

	Criminal Records Bureau (CRB) Check required - if yes please complete position type and disclosure below

	CRB check required England & Wales
	No
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	

	Position Type
	Regulated
	 FORMCHECKBOX 

	Non-Regulated
	 FORMCHECKBOX 

	

	
	Care
	 FORMCHECKBOX 

	
	
	

	Disclosure Required
	Enhanced
	 FORMCHECKBOX 

	Enhanced with barred list check
	 FORMCHECKBOX 

	

	CRB check required Northern Ireland
	No
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	

	Position Type
	Regulated
	 FORMCHECKBOX 

	Non-Regulated
	 FORMCHECKBOX 

	

	
	Care
	 FORMCHECKBOX 

	
	
	

	Disclosure Required
	Standard
	 FORMCHECKBOX 

	Enhanced
	 FORMCHECKBOX 

	

	CRB check required Scotland
	No
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	

	Position Type
	Regulated
	 FORMCHECKBOX 

	Non-Regulated
	 FORMCHECKBOX 

	

	
	Care
	 FORMCHECKBOX 

	
	
	

	Disclosure Required
	Standard
	 FORMCHECKBOX 

	Enhanced
	 FORMCHECKBOX 

	

	Crisis Management Post
	No
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	

	Reserved Post
	No
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	

	If yes, Staff / Service Number (B2 grade or above)
	 
	 
	 
	 
	 
	 
	 
	 
	

	Business Continuity Role
	No
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	

	If yes, select one
	BC BU Level Planner
	 FORMCHECKBOX 

	BC Site Planner
	 FORMCHECKBOX 

	

	
	BC TLB Focal Point
	 FORMCHECKBOX 

	Business Recovery Team
	 FORMCHECKBOX 

	

	Welfare Service Role
	No
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	

	If yes, select one
	Advisor
	 FORMCHECKBOX 

	DBS Civilian Personnel EWS
	 FORMCHECKBOX 

	

	Business Critical
	No
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	

	If yes, select one
	*Red
	 FORMCHECKBOX 

	Red
	 FORMCHECKBOX 

	Amber
	 FORMCHECKBOX 

	Green
	 FORMCHECKBOX 

	Grey
	 FORMCHECKBOX 


	MOD Guard Service
	No
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	
	

	Uniformed Position
	No
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	

	Change Programme
	No
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	

	Please detail the appropriate change programme from the HRMS Data: Grades, Locations and Departments Lists, Change Programmes and Post Tag Values found on the Defence Intranet, in the box below.  See guidance notes.


	
	     
	

	

	Lifed Post End Date
	 
	 
	 
	 
	 
	 
	 
	 
	       Remove Lifed Post End Date     FORMCHECKBOX 


	

	Standard Occupational Classification

(Posts based in Northern Ireland Locations only) 
	No
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	

	If yes, select one
	Manager and Senior Officials
	 FORMCHECKBOX 

	Professionals
	 FORMCHECKBOX 

	

	
	Associate Professional and Tech
	 FORMCHECKBOX 

	Admin and Secretarial
	 FORMCHECKBOX 

	

	
	Skilled Trades
	 FORMCHECKBOX 

	Personal Service
	 FORMCHECKBOX 

	

	
	Sales & Customer Services
	 FORMCHECKBOX 

	Elementary
	 FORMCHECKBOX 

	

	
	Process, Plant and Machine Ops
	 FORMCHECKBOX 

	
	
	

	Additional Job Codes
	Job Codes
	     
	
	     
	
	     
	

	Add     FORMCHECKBOX 

	/ Remove
	 FORMCHECKBOX 

	Add    
	 FORMCHECKBOX 

	  / Remove   FORMCHECKBOX 

	Add    FORMCHECKBOX 
        
	/ Remove
	 FORMCHECKBOX 

	

	Position Tag Information
	Position Tag
	     
	
	     
	
	     
	

	Add     FORMCHECKBOX 

	/ Remove
	 FORMCHECKBOX 

	Add    
	 FORMCHECKBOX 

	  / Remove   FORMCHECKBOX 

	Add    FORMCHECKBOX 
        
	/ Remove
	 FORMCHECKBOX 

	

	Health Assessment / Surveillance
	No
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	If yes, complete the field(s) below

	
	
	Add
	 FORMCHECKBOX 

	Remove
	 FORMCHECKBOX 


	
	
	
	

	
	     
	Add
	 FORMCHECKBOX 

	Remove
	 FORMCHECKBOX 


	
	
	
	

	
	     
	Add
	 FORMCHECKBOX 

	Remove
	 FORMCHECKBOX 


	
	
	
	

	
	     
	Add
	 FORMCHECKBOX 

	Remove
	 FORMCHECKBOX 


	

	Land Command Use Only

	Add 

SLIM PID
	     
	Add SLIM Establishment Number
	     
	


	

	Remove SLIM PID
	     
	Remove SLIM Establishment Number
	     
	

	


	Section 4 – Access to HRMS Greater than Self Service

	If you require the incumbent(s) of this position to have access to HRMS greater than Self Service you should contact TLB Security Manager listed in the MOD Directory of HRMS Security Managers that can be accessed using the following path: People Services > Position Management > Managing Post and Post Holders > Related Items.

If you are changing the role of this position, as required by the Data Protection Act 1998, you must ensure that any unnecessary access greater than Self Service is removed from your post or posts.



	*Section 5 – Declaration 

	 FORMCHECKBOX 
     I have obtained the approval of my Line and Budget Managers to amend this post if additional costs have been incurred e.g. Increase in hours, change of grade etc.

 FORMCHECKBOX 
     I have consulted with trade unions (if required).


	By signing this form I declare that the information contained in this form is correct.  I understand that the Grade Code and Standard Hours impact on the employees pay and have provided the correct information.  I understand that deliberate submission of false information is a serious offence and can lead to dismissal and/or prosecution. Unsigned forms will not be accepted.


	Signature
	     
	Date
	 
	 
	 
	 
	 
	 
	 
	 
	

	


	Section 6 – What to do next


	Submit this form to the DBS via Contact Us as an attachment, selecting the following Service: Position Management Changes > Amend a Position.

Only if you do not have online access, submit pages 1, 2 & 3 of the form by post to: Defence Business Services, Scanning Hub, PO Box 38, Cheadle Hulme, SK8 7NU.  (Do not use staples/ attach further information in any other way).


	PLEASE NOTE FAXED COPIES OF THIS FORM WILL NOT BE ACCEPTED.

	Thank you
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	In accordance with the Data Protection Act 1998, the Ministry of Defence will collect, use, protect and retain the information on this form for the purpose of exercising or performing rights and obligations in connection with employment including the production of management information, which will be collected centrally.  If you have any concerns you should advise the DBS.


	

	
	
	


	Guidance

	The following guidance should help you complete the MOD Position Amendment Form.  Please read the notes carefully before completion.


	*Section 1 – Originator Details

	These are the details of the person who requested the change and who stated that they had the appropriate approval. The individual requesting Position Management action must have an HRMS record.


	Initials
	Enter the initials of your forename(s).

	Surname
	Enter your surname.

	Title
	Enter your title i.e. Mr, Mrs, Miss, Ms, etc…

	Address
	Enter your preferred contact address.

	Postcode
	Enter your postcode.

	Forename(s)
	Enter your forename(s).

	Contact Number
	Enter your contact telephone number.

	Staff Number
	Enter your staff / service number (employee ID).

	*Section 2 – Mandatory Fields

	Post (Position) Number to be amended


	Enter the post (position number of the post you want to amend).

	Current employee in position 

(if filled)
	If the position is filled enter the employee initials and surname for DBS to check that position / incumbent is the correct one to be amended.


	Effective Date
	Enter the date. (This is the date the update is to be effective from). If amending the position for recruitment action the effective date must be prior to submitting the Job Requisition to DBS.


	Section 3 – Fields Requiring Amendment – You only need to complete those fields that require a change

	Position and Budget Status (select one)
	Select the appropriate position status for the post you wish to amend. If you require further guidance on Position Status please refer to Policy, Rules & Guidance: Managing Information about Posts and Post Holders.

	TLB (Business Unit)
	Enter the appropriate TLB (Business Unit).

	Job Code
	Enter the Job Code most relevant to the post you are creating. The list of Job Codes can be found on People Services > Position Management > Managing Post and Post Holders > Related Items > HRMS Data: Job Families, Job Codes and Typical Posts.



	Permanent / Temporary 
	Enter the appropriate value. These fields should show whether the post is temporary.



	Full / Part Time
	Enter the appropriate value. These fields should show whether the post is a full or part time post.



	Post Title
	You must enter the post title (maximum 30 characters), which should be informative, while trying not to use abbreviations, which may be confusing to those outside your department. The titles must conform to the local TLB formats eg DE&S have a set format for titles.

	Short Description
	Shortened title of the post (maximum 10 characters).

	Detailed Post Description
	If required, a detailed description of the post can be provided here. 


	UIN (Department)
	Unit Identity Number that identifies the organisations to which the post is to be assigned. The list of HRMS Departments (UINs) can be found on People Services > Position Management > Managing Post and Post Holders > Related Items > HRMS Data: Grades, Locations and Departments Lists, Change Programmes and Post Tag Values.




	Location
	The description of the site at which the post is based. For example; Minerva House, Abbey Wood, Main Building, HMNB Portsmouth. The list of Locations can be found on People Services > Position Management > Managing Post and Post Holders > Related Items HRMS Data: Job Families, Job Codes and Typical Posts. If the relevant location does not appear on the HRMS Data list a new location record will be required. Please complete HR Form 157: (MOD HRMS) New Location Request. 



	Post (Position) ‘Reports To’
	The number of the Post (HRMS position number) to which the new post reports in the organisational hierarchy.If you do not know the position number, you can enter the name and staff/service number of the ‘Reports To’ post holder in the fields provided on the form. A Post will not be created without the ‘Reports To’ section completed.



	Surname, Forename(s), Title or Staff / Service Number
	For an additional check to ensure Data Protection is followed please provide the Surname, Forname(s), Title or Staff / Service Number of the ‘Reports To’ (Line Manager).



	Job Share Permitted
	If the post is a Job Share, the maximum headcount must be included.

	Standard Hours
	The weekly net conditioned working (attendance) hours for the post. You will also need to complete the hours worked in the ‘Mon – Sun’ fields. 

	
	Examples: 

	
	For 37 hours over 5 days you would enter 7.40 into each weekday field.

	
	For 15 hours over 2 days you would enter 7.50 into the 2 weekday fields that the post holder will work.

	
	The hours will form the basis of an employees pay when they are posted to this position so it is essential that the information is correct. This is completed in decimal time. 

	
	If the future incumbent’s hours are being amended to suit the post a HR Form 080 must be completed.



	Security Clearance Level
	The Security Clearance Level applicable to the post that the person selected to fill the post must be cleared to. 


	Criminal Record Bureau Clearance Required

	Select ‘Yes’ only when the post holder (incumbent) of the post must have Criminal Records Bureau Clearance.


	Postion Type
	For positions requiring Criminal Record Bureau clearance select the type of position (Regulated, Care or Non-Regulated) as defined by DIN2007DIN01-22 dated August 2007 


	Disclosure Required
	For positions requiring Criminal Record Bureau clearance select the level of Disclosure required (Standard or Enhanced) as defined in DIN2007DIN01-22 dated August 2007.


	Crisis Management Post
	Select ‘Yes’ only when the post must be filled in times of crisis such as transistion to war (TTW) or war (W).

	Reserved Post
	Select ‘Yes’ when the post must be filled by a UK National only.

	Reserved Authorising ID
	Staff/Service number of the person authorising the post as a reserved post. Must be B2 grade equivalent or higher.

	Business Continuity Role
	Select ‘Yes’ only if the post is designated as having a Business Continuity Role.

	Welfare Service Role
	Select ‘Yes’ only if the post is designated as having a Welfare Service Role.

	Business Criticality
	Select ‘Yes’ if the post is Business Critical – i.e. following a disruptive incident, the timescale in which each post would need to be recovered and producing outputs. Post Business Criticality is not a reflection of the importance of the person (their rank or grade) in the post, but the importance of the post in delivering the critical outputs/activities of the organisation.

	
	Red (within 1 – 3 days) = Posts required to be back in operation in the first few days.

	
	Amber (within 4 – 7 days) = Posts that deliver activities or outputs which cannot be 

                                                  delayed for more than a week.

	
	Green (within 8 – 21 days) = Posts that deliver activities or outputs which can be

                                                   delayed for a few weeks, but no more.

	
	Grey ( Day 22 and beyond) = Posts that deliver activities or outputs which are not so

                                                sensitive to time delay or are not critical outputs.

	
	Further guidance can be found in JSP503 (MOD Business Continuity Management) Chapter 3.

	MOD Guard Service
	Select ‘Yes’ only if the post holder must be a member of the MOD Guard Service.

	Uniformed Position
	Select ‘Yes’ only if the post requires the incumbent to wear a uniform. If the MOD Guard Service check box has been slected, then the Uniformed Position box should also be ticked. The Uniformed Position indicator identifies posts where the incumbent has to wear a uniform and make an additional 2% WPS Pensions contribution. This requirement is not related to eligibility to uniform allowances.


	Change Programme
	Select ‘Yes’ if the post is part of the MOD’s ongoing Change Programmes. If ‘Yes’ enter the approriate change Programme from the HRMS Data: Grades, Locations and Departments Lists, Change Programmes and Post Tag Values list provided on the Defence Intranet. This can be found on the People Services Website using the path People Services > Position Management > Managing Post and Post Holders > Related Items..

	
	For further guidance on the Change Programme, please refer to Position Management Policy and Process.



	Lifed Post End Date
	To be entered where the post has only been approved for the finite period. If the post Lifed end date is to be removed from the position please tick the remove box.


	Standard Occupational Classification
	A SOC is to be selected only when the post is to be filled by a Civilian employee and based in Northern Ireland irrespective of the TLB to which the post belongs.



	Additional Job Codes
	Additional Job codes are not mandatory but can be selected where the role of the position is not fully/properly defined by a single Job Code. A maximum of three additonal Job Codes can be selected but a code should never be used more than once nor should the primary Job Code be selected as an additonal Job code. Enter the additonal Job Codes most relevant to the post you are creating/amending from the HRMS Data: Job Families, Job Codes and Typical Posts list provided on the Defence Intranet.  This can be found on the People Services Website using the path People Services > Position Management > Managing Post and Post Holders > Related Items.



	Add/Remove
	Select relevant box.

	Position Tag Information
	Position Tags are not mandatory but can be selected to group together certain positions for example Professional Posts, Opportunity Posts and DSTL Posts. If required enter the appropriate Position Tag from the HRMS Data: Grades, Locations and Departments Lists, Change Programmes and Post Tag Values list provided on the Defence Intranet. This can be found on the People Services Website using the path People Services > Position Management > Managing Post and Post Holders > Related Items.



	Add/Remove
	Select relevant box.

	Health Assessment / Surveillance
	Only choose the Health Assessment / Surveillance options that are relevant for the post and then use the checkbox select whether to add or remove.  The information required for the individual is input on HRMS > Manager Self Service > Job and Personal Information > Position and Incumbent Information > Health Assessment / Surveillance.  You can choose more than one option e.g. ‘Working in Confined Spaces’ and ‘Diving Medicals’, the options available for a position are as follows:

· Night workers medicals 
· Ionising Radiation medicals 
· Asbestos medicals 
· Hand Arm Vibration medicals 
· Whole Body Vibration medicals 
· Vocational driving medical 
· Driving medical 
· Rail workers medicals 
· Diving medicals 
· Working in confined spaces 
· Handling fuels/lubricants 

· Fork lift truck medicals 
· Exposure to substances hazardous to health 
· Audiometric testing Eyesight testing (excluding DSE) 
· Medicals MDP/NISG staff 

· Medicals for Fire Service 

· Medicals for Defence Courier 

· SIOs PAT assessment 

· Food handling 
· Respiratory surveillance 

· Working at height

· Marine Medical

· CBRN Assessment



	Add SLIM PID
	Land Command use only – enter the SLIM PID to be added.

	Add SLIM Establishment Number
	Land Command use only – enter the SLIM establishment number to be added.

	Remove SLIM PID
	Land Command use only – enter the SLIM PID to be removed.

	Remove SLIM Establishment Number


	Land Command use only – enter the SLIM establishment number to be removed.

	*Section 5 – Declaration

	I have obtained the approval of my Line and Budget Managers to 

amend this post if additional costs have been incurred e.g. Increase in hours, change of grade etc.


	You must complete the mandatory declaration fields. See Position Management Policy and Process for guidance on declarations.


	Signature
	This declaration needs to be completed by the ‘Originator’ (as explained in the 

guidance at Section 1). 

This is your declaration to confirm that the information you are providing is accurate.

Unsigned forms will not be accepted.


	
	If submitting forms via e-mail a physical signature is not required, you should type your name in the signature block.



�
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