Administrator Self Service — End Employment

In the main menu click Administer End Employment (Approval Required).

Administer End Employment (Approval Required)

Supervisor Hierarchy

As with Hours Change and Assignment Change, you will need to find the employee in your
Hierarchy and click Action once you have the correct record.
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End Employment Form

You will see the End Employment form, including some of the current Employment details.


https://elearning.cornwall.nhs.uk/site/kb/category.php?id=131
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Enter the Termination Date and pick the Reason from the drop-down list.

Add any comments required, ensure you add the final annual leave positions, the hours due to be
paid, deducted or all taken / complete.

If you don’t enter, your Approving Manager may return the form to you for correction.
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Detingtion On Laaving NS Ovpanisation Q
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Exit Reference Completed |°m
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Ho resulits found.

Enter their last working day in the organisation, this may be before the termination date if they



have leave to take that last week or the termination date is the weekend.

Enter the Destination on Leaving using the search icon.

Enter the NHS Organisation if required.

When ready click Next.

Change Supervisor

If the Employee leaving is a Supervisor, you can update in this section who the new supervisor will
be.

If you will be recruiting a new supervisor or manager that has not started yet, you will need to add
in an “interim” supervisor to ensure the direct reports have a Supervisor in ESR.
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E¥fection Date 30-Maw- 2023
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Reassign Direct Reports to a New Supervisor

You can assipn all dhrect reports to the same new supervisor or make indrvidual supervisor ssugnments belovw.

* Transfer Date  01-Diec-2023 g
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EMective Trarnfer Datn Dhreet ReperT s Sugsrviior Dhrmet Begort

01-Dec-2023 AdmindZ, Anthry Q Seruce 22 Simen Nursing and Midvalery Registered| Specialist Nurse Practitioner

Click on the search icon.
The search pop up will appear, search for the name of the new supervisor.

Pick and click select.
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You'll see a list below of the direct reports, if happy click the Assign to All button, then click
Next.

End Employment (Approval Required): Change Supervisor [ concet | mack | mew |
Effective Date J0-Novw-2023
Emsioyme Name  Admie22 Aedhony Organsatien 505 Acutn Nurse Management
Ervgleves Mumber 20004948 Organizaticn Email Address.
Job Administrative and Clerical| Clerical Worker Superdizor  Leese22 Vivian
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The next screen is the Property Register — we do not currently use this, click Next.



End Employment (Approval Required): Special Information
[Effective Date 3-MNov- HE3
Empliss Maws  Admin2, Anthedry Organiiation 505 Ao MNuris Mankghment
Employes Mot 20006948 Organi zamaon Email Address
Job  Administratiee and Clerical|Clerical Worker S..pr'\--w Leesedd Vivian
Property Register
Select [tem MName Miagt Mmber End Date
Mo resaits found

Continue next page:

End Employment Review
The final screen will display the details of the end employment you’ve just entered.

Check that you have entered everything correctly — the annual leave position is entered in
comments.
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Effective Date 30-beore-2027
Emploree Hame  Admin22, Asthomy COrgarisation 505 Acube Murse Management
Emgloyes Mumber 20006948 Organization Emad Address
Jeb Adminivtrative s ClericallCleric ol Worker Separviior  Leeled2 Vivian

Review your changes and, if neetded, attach wpporting dosumenty
@

Cusrrant Supervisas Name wit EMective Transfer Date

Senlor22, Simon Mursing and Miduwifery Registened| Soecilist Murss Practitioner Achmind2, Anthony Adminl3. Asthom' g 01-Dec-2023

Termination Details

Termeution Date  30-How-2023

Hegification Daie  18-0ct-2023
Reason Voketary Resignation - Promotion

Comments  Pleae pay 5 howrs annual leave that was not taken before lerdng.

Rehire

Last WorkngDey  30-Now-2023

Dewzinatian On Leaving  HIS Organisation
HHE Organisation 418 Bedfordshire Hospitals MHS Foundation Trust
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Femoval Requested
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Additional Information

Afaciericg

T heip approvers understand the reqUest. you Can SEEach SUpporting documents, svapes, or links to ths acbon.

»  S5HR Payroll Approvals i |

¥ Add Adhoc Approver

Comments to Approver

The bottom of the form will show the Approver and another Comments box.
Add any extra comments for Payroll Approvals if required. Click Submit.
A confirmation message will appear once submitted.

Click Home to go back to the main menu.

= Confirmation

Your charges harse been submitted for approval

When Payroll approve, the change will be updated in ESR.

If you need to check on the progress of your change you can do this Transaction Monitor within



your Administrator Menu.

Administrator
Motifications
All Actions Awaiting Your Attention

Transaction Monitor

Please see the Manager Notifications and Transaction Monitor Guide for how to check
progress.

In some cases, employees will have Multiple Assignment in ESR, such as Kernowflex. ESR will
flag this up if you start an End Employment for an Employee with Multiple Assignments.

Please see our End Employment Multiple Assignments Guide for how to action.
The ESR Hub has short e-learning guides on how to Change Hours in MSS.

How do I process a leaver?

For further support on how to use Administrator Self Service and the Manager Portal, there is
helpful guidance on the ESR Hub:

Home - ESR Hub - NHS Electronic Staff Record

Please contact the ESR Team for support in using Administrator Self Service:
rcht.esrsupportteam @nhs.net

Online URL: https://elearning.cornwall.nhs.uk/site/kb/article.php?id=408
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