
Manager 
raises 
staffing 
request

Authorisation 
ticket created 
in Zendesk

UEB / 
L2 approval 

based on 
dept

if a
CASO department

if an
academic dept

Authorisation 
request sent 

to CFOO

if CFOO or 
VC's department

Authorisation 
received?

Authorisation 
request sent 

to DVC

if Strategic 
Planning

Authorisation 
process 
complete

Yes

All L1 
approvals 
received?

Level 1 authorisations
Sent in parallel

Level 2 authorisations
Sent only if all L1 
approvals are received
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Authorisation 
request sent to 

HR
HR Operations 

team

Approval indicates 
role is within policy

Authorisation 
request sent to 

Finance
Faculty Finance 
account as in ZD

Approval indicates 
agreement that the 
role is in the latest 

UEB approved 
forecast.

Approval 
request sent to 

HoD
HoD or nominee as 

recorded in ZD

Approval indicates 
the role is 
essential, 

recruitment is 
necessary, and 
opportunities to 
cover without 

backfill have been 
considered 

Authorisation 
request sent to 

RGC
RGC contact(s) as 
named by manager

Approval indicates 
agreement that the 

role is in budget.

Approval 
request sent to 

Director of 
Faculty Ops

Approval indicates 
the role is 
essential, 

recruitment is 
necessary, and 
opportunities to 
cover without 

backfill have been 
considered 

R* or GR*
workorders

involved

Support 
role in academic 

dept?Yes No other 
workorders

involved

Yes

Request 
is only for a 
workorder

change

No

Yes

Authorisation 
request sent 

to CASO

Authorisation 
request sent 

to dean

Authorisation 
request sent 

to CFOO

if YCL

Request
only uses R* 
or GR* work 

orders

L2 approval 
not needed

Yes

No

Request 
is only for a 
reduction
 in hours

Yes

No

Exceptions to this process
For high volume / high turnover roles (such as 
cleaners or some YCL roles), staffing changes 
may be processed by another route.

FILTER
Request 

is NOT only for 
a workorder

change

ALL requests will go to Finance or RGC (or both) 
depending on the type of workorder being used

Requests which are purely for a change of 
workorder only require Finance and/or RGC 

approval and are not sent to HR, HoDs or DFOs.
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