LEAVERS RESIGNATION FLOWCHART

Contract appears on LO form server








Line manager confirms details with HR Advisor. Resignation letter arrives in HR office. HR Advisor informed of receipt.





HR starts processes. These are:


1) HR Admin team to send standard letter, copying line mgr, to acknowledge resignation, confirm end date and chase/confirm annual leave details.


2) HR Advisor sends exit interview form to employee and invites to discuss leave reasons (Exit interview form includes leave destination for HESA stats)


3) HR Inform Payroll via SLC including leave and end date.


4) HR inform IT and an account expire is requested.


5) HR update Northgate with end date and leave reason.


6) All information is scanned to the personal INVU file

















HR and Line Manager / Head of School or Dept discuss resignation and recruitment of replacement and position cover where required




















Line Manager completes leaver’s checklist





P45 and final pay issued by Payroll 























Employee serves notice period.











Individual confirms resignation in writing and informs Line Manager



























































Employee leaves BSU


























