Administrator Self Service — End Employment Multiple
Assignment

Sometimes employees will have multiple Assignments, this may be a Kernowflex post, or they
may have multiple part time roles in different areas of the trust.

Click on the Administer End Employment (Approval Required) as you would for a standard
termination.

Administer End Employment (Approval Required)

If you start a full End Employment for an employee with multiple assignments, Administrator Self
Service will show a warning message.

Multiple Assignments Warning

Effective [hk 10-Oct-2023
Emgloyee Mame  Jimenes01, Monica
Employee Mumber 20007287
lob  Mursing and Midwifery Registered|5taff Murse

This person has multiple assignments, You have selected their primary assignment. By proceeding youw will terminate all assignments for this person

IF yau wish to terminate this assignment only, please contact your HE department who will need to arrange for the Prirmary Assignment to be changed,

If it is the Primary Assignment that you need to end and keep the other Assignment/s open
(such as Kernowflex), you will need to contact the ESR Support Team mailbox for
assistance.

If the Assignment you need to end is not the primary post, you can go over to the “Administer End
Non-Primary Assignment (Approval Required)” option.

Administer End Non-Primary Assignment (Approval Required)

Administer End Non Primary Assignment {Approval Required)

Click on the Administer End Non-Primary Assignment (Approval Required) option in the menu.
If the Assignment is still primary, it will come up with a warning message.


https://elearning.cornwall.nhs.uk/site/kb/category.php?id=131

Invalid Assignment Warning [ ey |

Effective Dute 190ct- 2023

Empliven Ml Likdarll, T Orpesiainen 505 Wand P
Ermgicrpes humber  20D0T48H Organizmion Email Asdres
Job  Mursing and MMadwilery Reghtered] Podenn Supervdnr  Plarager 2. Machelle
Pellytrges

Fiou are alemplng B fermendde 4 pnmary dvufrment - pledse e B Erdl Emploryrnent manu oplion.
Erd Egley el bl uiulily B ended with B dae THhe 105 & T lal wislong iy,

When the Assignment is the non-Primary post, you will see the date tracking screen.
This change is treated like an Assignment change as the employee is staying on their other
Assignment/s.

End Non Primary Assignment (Approval Required): Effective Date Options ot | Coree |
Effective Date 19-0ct-2023
Employes Mame  Leader22, Trevor Organisation 505 Ward 9
Employes Mumber 20007488 Dirganization Email Address
Job :nlumd%ﬁl‘m Registered]Modern Supervizor  Manager22, Michelle
Fliey]

TP Flease ensure the effective date is set to the date on which the new assignment status should take effect. For example, if an Employes is leaving their assignment on the 15th of the month the 1éth should be
enfered, [T it MOT recommended to amend the termination date to accommedate uniaken leave as this is not reflective of an employes®s contractual termination date.
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@ Changes should take effect on the effective date as entered below: 1 2 a '] 5 & 7
Effective Date  19:0ct:2023 i) 8 9 10 12 13 14

) Changes should take sifect as saan as final sppreval is made. =
15 is 7 8 2w M
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Continue

There is some guidance on screen about the effective date for this kind of change.

For example, in these screen shots, the leaving date is the 31st of October, so I have date tracked
to the Ist of November.

This is the effective date to change the assignment from Active to Terminated.




T Pleass ensure the effective date is sot 1o the date on which The new Bssignmeant status should take effect. For example, if an Employes i leaving their 2ssignment on the 15th of the menth the 14th should be
entered. It is NOT recommended to amend the termination date to Accommodate untaken ledve as this is not reflective of anemployes s contractual termination date.

@ Changes should take effect on the effective date as entered below.
Effective Date 01-Nov-2023 m

(O Changes should take effect as soon as final approval is made.

Once you have date tracked correctly, click Continue. You will be taken to an Assignment Change
screen.

The Assignment Status will be pre-populated to show that you are updating the Assignment from
Active to Terminate Process Assignment.

End Non Primary Assignment (Approval Required): Assignment

Effective Date 01-Mov-2023

Employee Mame  Leader22, Trevor Organisation 505 Ward ¢
Employee Mumber 20007488 Job  Mursing and Midwifery
|Maodern Matron

Supervisor  Manager22, Michelle

* Indicates reguired field
Entter or change any details below. Click Submit to continue this action, click Back to return to the previous page, or click Cancel to cancel this action.

Assignment Status
Current Status  Active Assignment
Proposed Status  Terminate Process Assignment
* Change Reason  \figrated Record Default Assignment  ~
Position
Pozition Mame B0106|Matron Band 8a - Ward 9|NCA|Surgery
Job
Job Title  MNursing and Midwifery Registered|Modern Matron
Grade
Grade Mame INH5|XRO8|Review Body Band 8 - Range A
More Details ...
Ceiling Point
Payroll

Payroll Mame 505 MenthlyT0O

All you will need to do here is pick the leaving reason in the Change Reason field.

Pick the Change Reason and then click Next.



* Indicates required field
Enter ar change any details below. Click Submit te eontinue this action, click Back to return to the previous page, or click Cancel to cancel this action.

Assignment Status

Current Status  Active Assignment
Proposed Status  Terminate Process Assignment

* Change Reason  \gluntary Resignation - Prometian w

The final screen is the Review, check you are happy with the changes and the dates.

End Non Primary Assignment (Approval Required): Review

mm

Effective Date 01 -MNow- 2023
Emploves Mame  Leader22, Trevor Organtiation  505Ward 7
Employes Number 20007488 Cirganization Email Address
Jo Nursing and Midwifery Superviser  Manager 22, Michelle
Registered]Modern Matron

Eeview your chinges Snd, if needed, ttach supporting docwments.

@

Assipniment

Current

505 Ward §
Mursing and Midwifery Registered|Modern Matron
ez

B0104{Matron Band 82 - Ward HNCA|Surgery

505 ESRH

HHSXR08| Review Body Band & - Range A

430

1

505 Manithly TOO

Defanilt Home

Terminate Process Assignment g

Voluntary Resignation - Promotion g
0-Ape-2017

1

s

Week

Full Time

Permusnent

o

Additional Information

Attachments

Tohelp Soprovers understand the request, you can Mach supporting doouments, ima@es, or links to this action.

+
Approvers
Deetails Appreseer Stakus Dielete
> SSHRE Payrell Approvals o

Ensure you advise Payroll of any leave to be paid, deducted or all taken / up to date, enter details
in the Comments to Approver section.



Comments to Approver

Trevor is ending his Matron role but staying on the bank. All leave is up to date. |

When ready, click Submit.

You'll see a confirmation message, click home to go back to the main menu.

B Confirmation

Your changes have been submitbed for approval,

Haorme

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.

The ESR Hub has short e-learning guides on how to Change Hours in Administrator Self Service.

How do I end a non-primary assignment?

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



https://my.esr.nhs.uk/dashboard/lrst/MSS32/index.html
https://my.esr.nhs.uk/dashboard/web/esredu/home/-/knowledge_base/esr-education/manager-supervisor-self-servie

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=409
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