
Payroll – Staff Terminations - Aneurin Bevan University Health BoardPayroll – Staff Terminations - Aneurin Bevan University Health Board

EmployeeEmployeeManagerManagerEmployeeEmployee PayrollPayroll

Start

End

Confirm 

Cost Centre is correct 

against authorised 

signature?

Process 

termination
Yes

Terminating all 

assignments?

Terminating part of 

employees record (i.e. 

Employee wants to 

remain on bank)

Action termination via Managers 

Self Service  
Yes

No

Complete Staff Termination 

Form with the details of the 

employees termination, 

including details of the post 

they want to remain active

Complete Staff Termination 

Form with the details of the 

employees termination, 

including details of the post 

they want to remain active

Termination form 

received via Action 

Point

Action Point 

message sent to 

manager to advise 

of issue

Review and amend 

termination form

Process all outstanding 

Annual or Overtaken 

leave

Run a weekly leavers report to 

identify all terminated posts 

actioned by Managers Self 

Service

Final payslip is 

received at home 

address

*Access ESR to 

download 

payslips 

* Employee to download 
payslips prior to termination 
as ESR record will be closed.

Email completed termination 

form to: 

Email completed termination 

form to: 

No

Terminate employees 

substantiative post on 

Electronic Staff Record (ESR)

Contact PayrollContact Payroll

No

Complete staff termination 

form

Payroll/Staff Termination Form - 2013.docx
Payroll/Staff Termination Form - 2013.docx
mailto:payroll.services2@wales.nhs.uk
mailto:payroll.services2@wales.nhs.uk
Payroll.services2@Wales.nhs.uk
Payroll.services2@Wales.nhs.uk

	Payroll Queries.vsdx
	Staff Termination Process - AB


