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1. Introduction

The following guide provides information to the Headteacher, Office
Manager/Administrator or delegated person to ensure they are familiar with
the process of completing a Leaver Form. When the form has been
completed at school level it workflows to Payroll.
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Where the Resource is not able to complete the form, or it is not appropriate
for the Resource to complete (for example ill health/retirement), the school
administrator can complete it on their behalf.

Payroll Deadlines — please check when these are for the month you are
checking your tasks to ensure they are submitted in time for Payroll to
action, normally the 3™ of each month for schools.

These steps show how to complete a leaver once the Resource has
completed the leaver form.

Navigating Business World

Please refer to the ‘Business World HR How To — Navigate’ for additional tips
for manoeuvring Business World.

The Tab key

Please ensure that you are familiar with the tab key.

Use the TAB button on your keypad, to move from one field to the next to
work through the form.

Also become familiar with the scroll bars to move the screen up and down or
left to right.

To complete a LEAVER FORM - SCHOOL
ADMINISTRATOR/HEADTEACHER

STEP 1
Check your task bar and you will see in this example there are 3 tasks:

Click on the task bar:

Shropshire Counc SC O vB8 Search (Alt+g)

Select Line Manager Approval LVNO (Leaver form):
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W ~ O ~ Shropshire Council ~ 1 SColiiiiiidgy © A v E) ™5 | Search(Alt+q)

x
Your tasks (7 Group by ¥ g [

Line Manager Approval Attrvalue: LVNCO10000514 Co: SC Provisional...
Missing goods received Co: SC TransMNo: 3038456

Supplier Documentation Reguired SupplD: 1012256 Supplier group: G...

Go to Task management

Alternatively, if you have lots of tasks, click on Go to Task Management to see all
your tasks sorted into areas for you.

Click on the leaver form you wish to authorise, and it will appear in the screen shot
below:

= Taskmanagement x

[©]
Search for tasks Q ¢
Alltasks
Client Process name Workflow step  Task data Due or
Today sC Purchase Invo..  Missing goods Qi
sC Suppliers Supplier Docu . L
I sc Leaver Notific..

Line Manager. Attrvalue LVNO10000514, Co: SC, Provisional Leave Date Fx: 31/12/20

Overdue

Group by

[ [ o]

Leaver Notification
Form

Purchase Invoices

Suppliers
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iZ  Taskmanagement x
2 :
Search for tasks Ql ¢ Al
a orm approval '
g | Teskdescration
8 X —
Z | Ciient: SC, Workflow step: Missing goods % Leaver Notification Form
E

received, Process name: Purchase Invoices,
Co: SC, TransNo: 3038456 Form ID*

. LVNO10000514
Client: SC, Workflow step: Supplier
LVNO10000514

Documentation Required, Process name: e

Suppliers, SuppID: o:
GS, Supplier name: Leaver Notification (do not put personal info in this title)

Form owner

Client: SC, Workflow step: Line Manager CE— —
L ]

Approval, Process name: Leaver Notification
Form, Attr.value: LVNO10000514, Co: SC,
Provisional Leave Date Fx: 31/12/2019,

% Worldlow log (row 1)

21/08/2019 17:07EENENEAANED - Distributed

eaver Notification | Confirmed Leave Details

Task complete ‘ Cancel Request ‘H Clear ‘H Log book H Export ‘

|
Al Ny [ gy [ r—" I

The first section will auto populate the following information:

Form approval

# Leaver Notification Form

Form ID*

LVNO10000514

LVNC10000514

Form description *

Leaver Notification (do not put personal info in this title)

Form owner

The Workflow Log — this tool will update information regarding when the form was
created and if you need to reject it for any reason - please enter your comment that
will be workflowed back to the Resource.

# Workflow log (row 1)

21/08/2019 17:0 i - Distributed

(Enter a comment)

STEP 2

The leaver notification box holds information about the Resource — please check the
following fields to check that they are correct:

Name - correct name of Resource. Press SPACE BAR for drop down list of
Resources in your establishment.
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Line Manager — this will populate for you.

Position — check that the position the Resource has selected to resign from is
correct. If the Resource holds more than one position, check the comments
box to view which positions are relevant. You may need to check with them
and can log your comment in the Workflow log as per screen shot above.

At present an administrator can only view the positions the Resources hold
within the school establishment. If the Resource has other positions across
the Council the administrator will be unable to view them to notify Payroll
accordingly. Please confirm with the Resource at the time of notification of
them leaving, what other positions they hold and if they are leaving them too.

Cost Centre — this box will populate with the school name.

Date Raised — is the date the leaver form was created (this field is auto
populated by Business World).

Start Date - (Auto populated to the date 1/4/2019 when Business World went
live).

Provisional Leave Date — the date the Resource intends to leave your
establishment.

Leaving Reason — check this is correct, if not correct, you can comment in
the Workflow log.

Leaving Destination — this is completed by the Resource, if not correct
please amend.

Leaving the Organisation/Position — check that the correct option has been
selected as if leaving the organisation is selected they will be issued a P45.

[C21g <~ NN

Leaver Notification = Confirmed Leave Details n

Leaver Notification

Name * Line Manager Position*

o v |- | | ... | |P NN
- a— Farest School Assistant
Cost Centre Date Raised Start Date
G - Frimary School aen 21/08/2019 01/04/2019
-_—n

Provisional Leave Date* Leaving Reason Leaving Destination

31/12/2019 Career Advance aes Mot known

10 7

Leaving the: *

QOrganisation - all positions you hold -

Comments

STEP 3

The Resource must be made aware that their details must be current as the P45
and last payslip will be sent via the post to the address saved on Business World.
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Please remind the Resource that they need to print off their payslips and P60 as they
won’t have access to Business World once they leave their position within the
Council.

Address Warning

I your current address is not up to date, please update this information in self-service

Please select the Confirmed Leave Details Tab:

Leaver Notification  Confirmed Leave Details

Confirmed Leave Details

Last Day of Service Last Working Day Leaving Reason
28/08/2019 = =]

Holiday Balance Agreed Holiday (Hours) Paid/Unpaid?
0.00 -

Use the calendar to select the last day of service and refer to the terms and
conditions below.

STEP 4

Payment on Leaving

The following arrangements which have been agreed with the Trade Union (Unison)
will apply to a part-year employee on leaving a post:

Leave Pay to
End of Autumn Term — 31 December
End of Spring Term ——— 30 April (or up to and including the day

prior to the beginning of the Summer
Term if this is earlier)

End of Summer Term
Those that start 1 January — 31 July

Those that start 1 September ———» Those who have worked a full academic

year or more who would receive payment
up until 31 August

Business World HR Form Guide — Leaver Form — Administrator/Headteacher. September 2019



Please do not print as this version is likely to change (September 2019, version 1)

Last working Day — this is the day that they last worked (end of term date for
summer e.g. 19" July).

For those that are part-time and have completed all their contracted hours for the
week — pay to the Sunday or end of term.

Leaver Notification ~ Confirmed Leave Details

Confirmed Leave Details
Last Day of Service Last Working Day Leaving Reason
28/08/2019 B

Holiday Balance Agreed Holiday (Hours) Paid/Unpaid?
0.00 -

Leaving Reason — confirm the leaving reason — this is important as the details are
used for the School Work Force Census.

Leaver Notification ~ Confirmed Leave Details

Confirmed Leave Details

Last Day of Service Last Working Day Leaving Reason

31/08/2019 19/07/2019 Career Advance
Career Advance 10

Holiday Balance Agreed Holiday (Hours) Career Break 20 ~

0.00 Career Change 30
Compromise Agresment CA
Desth in Service Dis
Did not take up employment 40
Dismissal D
Dismissal Under Probation Dup
Dissatisfied with Career Prospects 50
Dissatisfied with Working Conditions 860
Duplicate Employee Number 70
End of Fixed Term less than 2 years 80
End of Fixed Term more than 2 years 20
Family Break 100
Further Education ii0
Gross Misconduct GM
| Cancel Request ‘ ‘ ‘ Clear ‘ ‘ | Log book | | Export ‘ Left Aftsr Maternity/ Adoption MA v

Moved Abroad 120

Holiday Balance Agreed - this may apply if your Resource has a 52.14 week
contract.

Holiday (Hours) - this may apply if your Resource has a 52.14 week contract.
Paid/Unpaid — this may apply if your Resource has a 52.14 week contract.
STEP 5

Once you are happy that everything is correct, click TASK COMPLETE and the form
will be workflowed to the leaver team to action the form.

Task complete Cancel Reguest Clear Log book Export

If you have a query and need further clarification from your Resource, click the
CANCEL REQUEST and it will be workflowed back to the Resource to check and
amend the form. You will have left any comments in the Workflow log for the
Resource to check and action.
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If you CANCEL REQUEST, then it will reject, and the Resource will need to resubmit
the form.

Task complete ﬁancel Reqg ueh Clear Log book Export

~—

This message will appear once the form has been either approved or rejected and
moved from your task bar:

@ Success

The item is successfully processed. There are no more items to process.

Your task has now been sent to Payroll for authorisation and your task has been
deleted from your task bar.

Shropshire Council scl 1 4 Search (Ali+q)

STEP 6
Form Rejected from Payroll as Incorrect

Please check your Workflow information as shown below - this section details the
reasons why the form has been rejected by Payroll.

The form will need to be updated with the relevant amendments and resubmitted to
Payroll.

Please Do Not Resubmit Form Without Reading the Information/Comments
Box first.
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2 Workflow log (row 1)

02/09/2019 10:21 Sandr= (DG - F-submit

21/08/2019 09:54 Jane (@ - F:-iccted - "Sandra can you please remove leave reason - compromise agreement”
12/08/2019 14:37 Sandra - Resubmit
09/08/201909:42 Jane ) - Rejected - "a compromise agreement is only done when someone leaves. Please alter leave reason - an end dat

on post

26/07/2019 08:17 Methods QA e

|[E"te-'a comment)

Administrator completing a leaver form on behalf of Resource
STEP 1
Select Forms.

Choose Leaver Notification Form and click to open the option.

= Leaver Notification Form x

lenu

New Starter (SC) Organisation and Position (SC)

Your employment . _ .
EJ New Starter Form & New Position Form

Position Change Form

l

T Request Form

El

Forms o .
& Induction Form &) Right to Recruit Form
El Probation Form Bl Position Grade Evaluation (Employee
Time and expenses
El Position Grade Evaluation (Manager)
Personnel Contractual Changes (SC) Leaver (SC)
B El Exit Questionnaire Form
Procurement o o
(zn] Bl Leaver Checkiist Form
B El Leaver Notification Form
Customers and sales
El Exit Interview
Planner Performance (SC) Finance

This will open the Form.
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= Leaver Notification Form x

mE

Leaver Notification Form

# Leaver Notification Form

Form ID*
TNEW] =

Form description*
Leaver Notification (do not put personal info in this title)

Form owner

-

Leaver Notification | Confirmed Leave Details
Leaver Notification
Name* Line Manager Position *
S aE——— = Date Raised Start Date
S G Adran AR
- o
e )

- CT—— dratft

These fields below will auto populate:

Leaver Notification Form

# Leaver Notification Form

Form ID *
[NEW]
[NEW]

Form description ™

Leaver Notification {do not put personal info in this title)

Form owner

Name - press SPACEBAR to select name of Resource.
Line manager — this will populate.

Position — press SPACEBAR to select the position Resource is leaving if they hold
more than one position.

If the Resource is leaving one position select that position, if they are leaving more
than one position select one of the positions they are leaving.

The Resource may hold other positions in the Council that are not school based, if

the Resource is remaining in these, please indicate this in the additional information
section.

If the Resource is leaving all positions within the Council, please confirm the Position
IDs in the Comments box. At present you will not be able to view these, so please
check with your Resource.

Cost Centre — this will populate.
Date Raised — this will populate to the date the form is being completed.

Start Date — this will be populated to 1/4/2019 — don’t worry if this isn’t your start
date this is the day Business World was created.
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Leaver Notification

Line Manager Position*

Name*

- v ||| — |~
. -——

Cost Centre Date Raised 1 P14324 Forest School Assistant
Q- Frimary School 21/08/2019 P14328 Lunchtime Supervisory Assistant
— A d hool Casual

P14322 Teaching Assistant L1
Provisional Leave Date * Leaving Reason Leaving vesunauon

]

Provisional Leave Date — use the calendar to choose the intended date the
Resource will leave the position.

Leaver Notification

Name* Line Manager Paosition*

-— v .| E— L - ..
S T ———
Caost Centre Date Raised Start Date
rimary School 21/08/2019 01/04/2019
[

Provisional Leave Date* Leaving Reason Leaving Destination

Leaving the:*

Comments

Please refer to the following information:
Support Staff

In the event of your post being terminated you would be entitled to receive the
greater of your statutory or contractual entitlement indicated above.

Unless otherwise agreed, the period of notice you must give to the Authority
to terminate your employment is determined by the grading of your post and
will normally be:

Those posts up to and including Grade 8 1 Month
Those graded Grade 9 & Grade 10 to PO8 inclusive 2 Months
Those graded PO9 and above 3 Months

Payment on Leaving

The following arrangements which have been agreed with the Trade Union (Unison)
will apply to a part-year employee on leaving a post:

Leave Pay to
End of Autumn Term — 31 December
End of Spring Term —— 30 April (or up to and including the day

prior to the beginning of the Summer
Term if this is earlier)
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End of Summer Term
Those that start 1 January — 31 July

Those that start 1 September ——» Those who have worked a full academic

year or more who would receive payment
up until 31 August

Last working Day — this is the day that they last worked (end of term date for
summer e.g. 19" July).

For those that are part-time and completed all their contracted hours for the week —
pay to the Sunday or end of term.

Teachers — Written Statement of Particulars.

Leaving Reason — press SPACEBAR and select the reason as to why the Resource
is leaving:

Leaver Notification Form x

=]
- v .| ... | [rE— v ..
[ J Forest Schaal Assistant
Caost Centre Date Raised Start Date
GENNEY iy School 21/08/2018 01/04/2019
-—
Provisional Leave Date * Leaving Reason Leaving Destination
31/12/2019 g Career Advance
Career Advance 10
Leaving the: * Career Break 20 ~
- Career Change 30
Compromise Agreement CA
Comments Death in Service DIs
Did not take up employment 40
Dismissal D
Dismissal Under Probation pup
Dissatisfied with Career Prospects. 50
Dissatisfied with Working Conditions 60
. Duplicate Employee Number 70
Address Warnin,
2 End of Fixed Term less than 2 years 80
End of Fixed Term more than 2 years 90
Warning Family Break 100
If your current address is not up to date, please update this information in s¢ Further Education 110
Gross Misconduct GM
Left After Maternity/Adoption MA V]
Moved Abroad 120

Leaving Destination — press SPACEBAR and select the option that you require.
You can scroll down the list. This will inform the Work Force Census for schools.

Business World HR Form Guide — Leaver Form — Administrator/Headteacher. September 2019
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Leaving Destination
Adult Care Sector - LA -

Adult Care Sector - LA

Adult Care Sector - Private or Voluntary

Childrens Sector - LA

Childrens Sector - Private or Voluntary

Education post outside UK

Health Sector

Independent School

Move to another LA - Other {Including Central Staff)
Mowve to another LA - Primary School

Mowve to another LA - Secondary School

Mon -education employment - other employ

Mon Education employment - self employment
Mon-Education employment - public sector

Mot in regular employment

Mot known

Remaining in Same LA - Other (Including Central Staff)
Remaining in Same LA - Primary School

Remaining in Same LA - Secondary School

SCROLL BAR

Leaving the Organisation — select this option if the Resource is totally leaving the
Authority in all positions. The employment record will be closed down.

Leaving the Positions named only — choose this option if the Resource is only
leaving one position and remaining in others (i.e. Forest School leaver — remaining
as Lunchtime Supervisory Assistant, Casual and Teaching Assistant Level 1).

Leaving the: =

QOrganisation - all positions you hold
Position named only - and you hold another

Please add any additional information here (type in the job title and position ID
Number for each position the Resource is leaving) (i.e. which school is the Resource
moving to and the position with start date, if known).

Comments

Business World HR Form Guide — Leaver Form — Administrator/Headteacher. September 2019
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Address Warning

Warning
If your current address is not up to date, please update this information in self-service

Ask your Resource to check that their address is correct — guide them to these
screens on Business World.

To update your address please refer to the next two screen shots:

Menu

. Start pages Your employment

Your employment |:)|' Expenses % Organisation Chart

% Line Manager Structure

' Absences

Forms % Financial Approval Hierarchy

& communities
Time and expenses

Y our employment Your development
Procurement

¥ Personnel information % Course catalogue

W Activate your substitutes E] Required courses

Customers and sales
& Evaluation form

E

) Competences
Information pages

Q Competence information

Common Your activities

Check your address is correct. If not, please refer to section 4.2 which shows you
how to update it in the Guidance for Schools — found on the Schools Learning
Gateway.

| Print preview H| Submit form H Save as draft || Export |

SUBMIT FORM, this will workflow to your manager to review and approve. [f you
are not ready, SAVE AS DRAFT to retrieve later.

4. Headteacher Approval

If the Leaver Form has been completed by an Office Manager/Administrator,
once the form is submitted it will workflow to the Headteacher for approval.

The Headteacher will be alerted that a task is waiting. This example shows
that 5 tasks are awaiting action by the Headteacher:

5'3:3-5: a8 Search [Alt+q)
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Click on the number highlighted in red. Then click ‘Go to Task Management':

Select Line Manager Approval LVNO (Leaver
W - 9 v Shropshire Council ~v 4 SCofihiigy v A

"™y | Search (Ali+qg)

Your tasks (7 Group by ¥

[~
p—

Line Manager Approval Attrvalue: LVNO10000514 Co: 5C Provisicnal...
Missing goods received Co: SC TransMNo: 3038456

Supplier Documentation Reguired SupplD: 1012256 Supplier group: G...

Go to Task management

Alternatively, if you have lots of tasks, click on Go to Task Management to see all
your tasks sorted into areas for you.

A new window will open. On the left-hand side, the tasks can be grouped by Step or
Process. Click Process:

f2  Taskmanagement X

[©
Search for tlsks Q [

Alltasks

Today

Tomorrow te Fx: 31/12/2019, Name Fx: 203937

Overdue

Group by

[ s | Praaes |
Leaver Notification

Purchase Invoices

Suppliers

Click on the leaver form you wish to authorise, and it will appear in the screen shot
below:

Business World HR Form Guide — Leaver Form — Administrator/Headteacher. September 2019
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2 Taskmanagement x

Search for tasks aQl ¢ [
!

orm approval
Task description

Client: SC, Workflow step: Missing goods % Leaver Notification Form
received, Process name: Purchase Invoices,
Co: 5C, TransNo: 3038456 Form ID*

LVNO10000514

All tasksm

Client: SC, Workflow step: Supplier

N LVNO10000514
Documentation Required, Process name:

Form
Leaw

Suppliers, Supp! foup:
GS, Supplier nam: ation (do not put personal info in this title)
Form owner

Client: SC, Workflow step: Line Manager CE— —
L ]

Approval, Process name: Leaver Notification
Form, Attr.value: LVNO10000514, Co: SC,

Provisic 12/2019,
Name FJ

% Worldlow log (row 1)

21708/2019 17:02NSARN - Distributed

eaver Notification | Confirmed Leave Details

Task complete ‘ Cancel Request ‘H Clear ‘H Log book H Export ‘

|
Al Ny [ gy [ r—" I

Then Click in the first form and review the details.
Use the scroll bars to move across and down the page.

e If all the details are correct, the form can be approved (TASK
COMPLETE).

If all the details are correct, click ‘Approve’.

e If the form is incorrect or has missing details it should be rejected
(CANCEL REQUEST).

In this example the form should be rejected as there are several omissions, as
shown below:

o Incorrect date of leaving
o Leaving the wrong position

5.0 Additional Information

Once the Leaver has been actioned by HR the Administrator will receive an
alert asking to complete The Leavers Checklist. This form is not mandatory,
however it would be helpful as a guide for schools to go through them when a
Resource resigns.

The forms are found in Business World.

Once the Leaver has been actioned by HR the Resource will receive an alert
asking them to complete The Leavers Questionnaire. The Resource will only
need to complete this if they have resigned from your Establishment.
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