
Headcount Controls Panel – Workflow 

Route 1 - New posts, repurposed budget, extension to fixed-term contract, increase / 

decrease in FTE, contractor/consultant, casual staff (additional to staff budget), agency temp 

(additional to staff budget) 

 

 

Route 2 - Direct replacement (no change to post), casual staff and agency temp within staff 

budget 

 

Approved HCC - 31/03/2021 

1. Line Manager 
completes Headcount 
Control Business Case

2. Dean or Director / Head 
of Service provides 

comment and 
recommendation

3. SLT Sponsor provides 
recomendation

4. Form submitted to  
Headcountcontrols

@stmarys.ac.uk 

Thursday 12pm

5. HR Business Partner 
provides comment

6. Finance Business 
Partner confirms costing 

and budget

7. HR Director provides 
comment and 

recommendation

8. Headcount Control 
Panel approves or rejects 

case

Wednesday following 
week

9. HR communicate 
outcome to Faculty / 

Institute / Service

1. Line Manager 
completes Headcount 
Control Business Case

2. Dean or Director / 
Head of Service 

provides comment and 
recommendation

3. SLT Sponsor provides 
recomendation

4. Form submitted to  
Headcountcontrols

@stmarys.ac.uk 

Thursday 12pm

5. HR Business Partner 
provides comment & 

approval

6. Finance Business 
Partner confirms 
costing, budget & 

approval

9. HR communicate 
outcome to Faculty / 

Institute / Service


