
Sequence of Actions to take when varying a contract or hiring someone with a 
Tenancy Agreement 

 
These tips are designed to remind you of the order of actions you will need to take in 
order to set up a tenancy agreement or adjust rent via the IBC Portal. Click here for 
Guidance on staff housing  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Complete Starter Form using work 
instructions 
http://www3.hants.gov.uk/occ/portal-
help/school-services/schools-staffing-
forms/manage-starters.htm 
NOTE: It is sometimes best to wait until the next 
day to submit the starter form and please ensure 
you are in IE 11 as this form does not work in 
Chrome. 

Change the employee’s contract and rent 
using Request Employee Record Change 

 HR folder 
 Organisation 

 Request Employee Record 
Change 

Select each change required such as 
change in hours and recurring payments 
and enter the new data,  
NB: The wef date should be the 1

st
 of the month 

prior to the month of the contract change, as rent 
is taken in advance. 

Check forms list to ensure form has 
been submitted. After the hourly 
upload note down the personnel 
number and issue employee with 
guidance on how to register with ESS 
Lite 
http://schools.oxfordshire.gov.uk/cms/
content/employee-self-service 
 

Go to Forms list and check the transaction 
has completed after the hourly upload 

Is the person new or changing their contract? 
 
NEW            CONTRACT CHANGE 

Complete an IBC Request form selecting 
 Employment Contract 
 Content Enquiry 

Request address is included in contract 
variation letter. Quote Person’s name, 
Personnel number and full address and 
postcode of property to be occupied 
 

Create a suitable Position 
 Schools Folder 

 Staffing 
 Organisation 

Wait for hourly upload. Obtain Position 
Number from Forms List (Staffing tile) 

Contact Julia Morrish to inform her of the 
changes you plan to make to the tenant’s 
contract. She will provide you with a 
recalculated rent amount 

NB: Any change that constitutes a new contract of 
employment/variation letter e.g. hours change, 
salary change, will trigger a new contract that should 
include residential wording and full address and 
postcode, which will need to be signed by tenant 
and returned to Julia Morrish, for a new tenancy 
agreement to be issued. 

Contact Julia Morrish to inform 
her that you will have a new 
tenant. Ask her to calculate 
the first month’s rent and the 
recurring rent 

http://schools.oxfordshire.gov.uk/cms/node/350
http://www3.hants.gov.uk/occ/portal-help/school-services/schools-staffing-forms/manage-starters.htm
http://www3.hants.gov.uk/occ/portal-help/school-services/schools-staffing-forms/manage-starters.htm
http://www3.hants.gov.uk/occ/portal-help/school-services/schools-staffing-forms/manage-starters.htm
http://schools.oxfordshire.gov.uk/cms/content/employee-self-service
http://schools.oxfordshire.gov.uk/cms/content/employee-self-service


 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Instructions on how to set up payments and deductions can be found here 
http://www3.hants.gov.uk/occ/portal-help/school-services/schools-staffing-forms/ibc-
help-schools-requestemployeerecordchange.htm#step-2 
Please note that Rent is a deduction from salary (not an addition to salary) 
 
To set up the first month’s rent deduction 
NB: Rent is paid in advance, so in month 1 the employee must pay the current 
month’s rent plus a month in advance 

 HR Folder 
 Request Employee Record Change 
 Create a recurring payment  

Use the cost centre provided to you by Property 
Wef date is the date in the first month of occupancy 
The end date is the last day of the same month 
The amount is the amount due for the current month plus one month in advance. 
Julia Morrish will calculate the amount you should enter. 
Submit an IBC Enquiry to request this payment is coded to the SIO advised. 

Complete an IBC Request form 
selecting 

 Employment Contract 
 Content Enquiry 

Request address is included in 
contract. Quote Person’s name, 
Personnel number and full address and 
postcode of property to be occupied 
and that the SIO code is set up 

Send signed copy of contract to Julia 
Morrish, who arranges for the tenancy 
agreement to be drawn NB: This can 
take up to 3 weeks 

Set up the recurring rent payments 
going forward using the amount, Cost 
Centre advised by Julia Morrish 

 HR Folder 
 Request Employee Record Change 
 Set up recurring payment/deduction 

See guidance below 
 
 
 

Set up the first rent payment using the 
amount, Cost Centre code advised by 
Julia Morrish 

 HR Folder 
 Request Employee Record Change 
 Set up recurring payment/deduction 

See guidance below 

http://www3.hants.gov.uk/occ/portal-help/school-services/schools-staffing-forms/ibc-help-schools-requestemployeerecordchange.htm#step-2
http://www3.hants.gov.uk/occ/portal-help/school-services/schools-staffing-forms/ibc-help-schools-requestemployeerecordchange.htm#step-2


 
To set up the on-going monthly rent deductions 

 HR Folder 
 Request Employee Record Change 
 Amend an existing payment/deduction 

Use the cost centre provided to you by Property 
Wef date is the start of the second month of occupancy and the end date is 
31.12.9999 
Submit an IBC Enquiry to request this payment is coded to the SIO advised. 
 
To vary a rent deduction due to a contract change, a pay award or to change 
the cost centre the rent goes to 

 HR Folder 
 Request Employee Record Change 
 Amend an existing payment/deduction 

Use the cost centre provided to you by Property 
Wef date is the 1st of the month before the contract variation started as rent is paid a 
month in advance 
 
To stop rent for period of time 

 HR Folder 
 Request Employee Record Change 
 Amend existing payment/deduction 

End the rent from the last day of the month of the most recent payment 
Then restart the rent by setting up the next recurring payment from the new start 
date wef the 1st of the month the rent is due again. 
 
Eg. No rent to be paid in August and September as the tenant has made 
improvements to the property 
Step 1 – Amend existing rent to end on 31st July 
Step 2 – set up new recurring payment from 1st October 


