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LEAVER FORM
To ensure correct payment, all necessary information must be received as soon as possible, but at the latest by the 1st of the month.  Where documentation is received after this date, it is possible that changes will take effect in the following calendar month. However, HR will make every effort to complete changes for the same calendar month. 
Please refer to the Leaver Process Checklist which must be completed before the employee’s last day

	Personal Details

	Full Name:
	 FORMDROPDOWN 
 
	Employee No:
	     

	Termination Date: 
	      /       /      
	Section / School:
	     

	Job Title:
	     

	Relevant letter attached
	 FORMCHECKBOX 


	Employee’s personal email address:
	     

	Reason For Leaving


	Resignation 

Attach resignation letter                 
	 FORMCHECKBOX 

	End of Fixed Term contract
	 FORMCHECKBOX 


	Retirement  

Normal Retirement Age, no cost to the authority / no actuarial reduction Attach figures     
	 FORMCHECKBOX 

	Dismissal – Conduct 

Attach details
	 FORMCHECKBOX 


	Age Retirement (Age over 55) 

Actuarily reduced pension  – no cost to the council / no employer consent required 
	 FORMCHECKBOX 

	Dismissal – Sickness Absence
	 FORMCHECKBOX 


	Retirement – Early

Employer Consent – cost to the council Attach figures/details
	 FORMCHECKBOX 

	Death in Service
	 FORMCHECKBOX 


	Voluntary Redundancy 

Attach figures / details
	 FORMCHECKBOX 

	Redundancy 

Attach figures /  details
	 FORMCHECKBOX 


	If redundancy, does employee have two or more years continuous service? 
	 FORMDROPDOWN 

Redundancy payment will be applicable

	Transfer to another Local Authority/Public Authority (please state)      
	 FORMCHECKBOX 

	Transfer to another DCC Department
	 FORMCHECKBOX 


	Other (please state)      
	 FORMCHECKBOX 

	TUPE Transfer
	 FORMCHECKBOX 


	
	
	
	

	Important – Information for the section on Payments & Deductions

HR will need to know the employee’s leaving date before annual leave can be calculated. Please call the HR Helpdesk (x6200) for further instructions before completing the next section. 

All figures should be in decimal hours e.g. 7 hours 24 minutes = 7.4
You will be asked to provide the agreed leaving date and any further changes in contract hours before that date.

	Payments and Deductions
Failure to fully complete this section may result in an overpayment being made to the employee.   

	A)  Annual leave carried over from previous leave year
	     

	B)  Annual leave/BH entitlement as provided by the HR Helpdesk
	     

	C)  Annual leave/BH leave already taken
	     

	D)  Annual leave/BH leave planned
	     

	Remaining leave entitlement (A + B – C – D)

(A minus figure will result in a recovery of annual leave paid)
	     

	ANY further changes to the leaving date, contract hours or sections C and D will change the amount to be paid. It is the manager’s responsibility to contact the Payroll department if the remaining leave figure changes and avoid over/under payment.

	Relocation expenses to be recovered?
	 FORMDROPDOWN 
  If yes, please state amount          £     

	Training cost to be recovered?  
	 FORMDROPDOWN 
  If yes, please state amount          £     

	Payment in lieu of notice?          
	 FORMDROPDOWN 
  If yes, duration in weeks (max 12)      

	Visiontime user?                          
	 FORMDROPDOWN 
  If yes, employee will be removed from system on termination date.  Employee to be notified to reduce any credit balance prior to leaving as flexitime hours will not be recompensed.  

	Does the employee manage or supervise any staff?
	 FORMDROPDOWN 
   If yes; 

Name of staff employee currently manages/supervises:      
Name of person above staff will now report to :      

	Any other relevant details (e.g. Name of HR support – Redundancy / Dismissal):

     


	Head Teacher / Line Manager’s Declaration

Email signatures are acceptable if sent from the approver’s mailbox. Emails sent on behalf of approver will not be accepted.
Please refer to the Leaver Process Checklist which must be completed before the employee’s last day

	I have completed this form fully and understand that failure to do so will result in the form being returned and the details not being processed.
	 FORMCHECKBOX 


	I have ensured that all relevant documentation is attached where possible.  
	 FORMCHECKBOX 


	Will this position be recruited to once the employee has left?
	 FORMDROPDOWN 


	Please note - If you wish to keep this employee on supply, then you must complete a new Appointment Form.

	
	Signed / Printed Name
	Date

	Head Teacher / Line Manager 
	     
	     

	HR Staff: I have checked the iTrent structure for any reporting changes   FORMCHECKBOX 

	     
	     


Please email this form to hrdirect@denbighshire.gov.uk without delay
Mae'r ddogfen hon ar gael yn Gymraeg. This document is available in Welsh.
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