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HR Redundancy Leaver Process

This Work Instruction describes the HR Redundancy Leaver Process.

& With all of the data entry screens it is important to press the ENTER key to
move between fields and until all of the fields have been accessed, whether
you need to enter data into them or not.

Entering a Redundancy Leaver on ResourceLink
Personal Details data entry screen

Employment Detail data entry screen

Current Post Holding data entry screen

Red Pay Calculation data entry screen

1
2
3
4
5
6 Temporary Pay Elements data entry screen
7  Holiday Entitlement data entry screen.

8 Asset Management data entry screen

9 Fixed Pay Elements data entry screen

1

0 Standard Letters
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1 Entering a Redundancy Leaver on ResourceLink

| ResourceLink Home Page > HR Tasks

%HR

Pick a menu

i Employee Administration i HE. Tasks
i Database Query Tool

i Employee Reports

| ResourceLink Home Page > HR Tasks > HR Leavers

% HR Tasks

Pick a menu...

Starter/Rejoiner/Visitor [ Yariation to Contract
Create/Maintain Posts

HR. Absence Recording i Lettars

ResourceLink Home Page > HR Tasks > HR Leavers > Redundancy
Leaver Process

E HR Leavers

Pick a task

E,-‘" Leaverf/Undo Leaver E-" Redundancy Leaver
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2 Personal Details data entry screen

ol Task - Redundancy Leaver - Employee Personal Detail = |EI |i|
Session  Edit  View Other  Process  Tools  Display  Help

[sen-DsdsBRA B~ b5 2600600 6

Employee & Wi i L T L

Title Details
Legislation Type
Surname

Title

First Forename
Other Forenames

Prew. Surname
Known 4As
Haonaours
Generation

Personal Details
Gender |F_

Date of Birth 28}08}1954---‘ Age: 55 Years 8 Months

Mat, Ins, Mo, 1729344 Case Mumber |

s Home Address i Cont. Addresses [ Passport/visa ¥ Contact Tel

¥ Email Address ¥ Marital Status g User Fields il Motes

|Enter the person's Surname lcHaMGE | UM | MD5E

2.1 Ensure that the correct employee has been entered by verifying the contact
details within the employee’s Personal Details tab.

2.2 Click on Home Address. i Home Address

2.3 Check details and update where necessary.
of MDOOG4 Maintain Address Details il
Address
Country I United Kingdom
Address F P—
Post Code [5040 74
£ Clear i Wiew Postal
£ auto Complete
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24 Click on Contact Tel and update where necessary.

2.5 Click on Q to move to the Employment Detail tab.

3 Employment Detail data entry screen

ol Task - Redundancy Leaver - Employment Detail ) = |EI |i|
Session  Edit  View Other Process Tools  Display  Help

[een—-DedibeAsE- p9550 200000

El‘l‘lpll:ll’lee Vomd sl R B R 2 r o

Dates
Original Start 28,01 /2002 T I Conversion
current Start 284012002 [SG0O06E _| Conwversion
Termination ]

To Staff
Probation

Additional

Service 8 Years 3 Months 13 Days
Employee Type
Self Service Unit
Willing to Job Share
Motice Period

Mo Of Current Posts

ﬂ Service Breaks jﬂ User Fields @ Motes i Empl. History

| Enter the employee's Original Start Date [2DD [ o | M7

3.1 In the Employment Detail data entry screen, enter the date of the employee’s
last working day in the Termination field.

& Dates MUST be entered in the format ddmmyyyy. For example
16031975 for 16 March 1975.

3.2 Press Enter.

Morthgate HR Client

\lJ) ‘Warning - This Employee has more than one Post which will be closed,
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é If you receive the message above and the employee is a multi post
holder and they are only leaving one of their posts — do not complete

this task, click on OK, exit out of all screens that follow and cancel 6‘
out of the task. Follow work instruction Multi Post Leaver.

of MD4751A /4 Date Change Warning Messa i|

General

The entry in the Termination Date box
will set off the employee termination
procedure on commit from this task

3.3 A warning prompt will appear confirming that the employee termination
procedure has been triggered.

3.4 Click Exit.

3.5 A second Dialogue Box will appear.

of CTDIALOG Dialogue Box x|
General

Re-calculate Holiday Entitlement B Payment 7 (/M

3.6 Click No. Payroll will enter any payments or deductions regarding Holiday
Entitlement.

3.7 Window in to the field next to the Termination date.
Termination | 310502010 | =]

3.8 Click on a reason for leaving from the Dependency Selection.
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ol MD57G3 Dependency Selection il

Description
CBOO1  |Career Break

002 |LG001  End of Fized Term Contract

003 |LGo02  End of FTC - End of Specialist Expertise

004 |LG003  End of FTC - Substantive Post Holder Ret

005 |LG0037  Retirement

006 |LG004 End of FTC - No Longer 3 Business Demand

007 |LGo05  End of FTC - No Further Funding

0028 |LGo06  End of FTC - Completion of Project

009 |LGo07 End of FTC - End of Training period

010 |LG008 Mo Confirmation of Probation

011 |LG009  Death in Service

012 |LG010  Dismissal - Conduct LI

[ Add ] lgelect ] [Delete

3.9 Enter through all the remaining fields on the Employment Detail screen.

ol Task - Redundancy Leaver - Employee Assets Management - |EI |i|
Session  Edit  Wiew Other Process  Tools  Display  Help

e v--Ded[s2BAs 5 -85 2)(000O00 06

Employee a8 0

Type | Feguested | Asset Number | Alloc Date |
KE¥S-4  =|10/05/2010 | =l I

3.10 If the screen above appears, this is a warning that the employee has assets on

their record, click on Exit
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of Task - Redundancy Leaver - Termination Options - |EI |i|
Session  Edit  “iew Process Tools Display Help

|mw-|DEH|BRB|A B -

Termination Options

Ble® 5612000006

General

Fixred P/E Automatically Closed
Wiew Fixed PE Before Update
Wiew Fixed PE After Update
Temp P/E Automatically Closed
Wiew Temp PE Before Update
YWiew Temp PE After Update

Z[=Z)= Z|EA <

Training Automatically Closed
Yiew Training Before Update
YWiew Training After Update

z[=Z)<

Terminate Clocking Details
Set Operator Obsolete

==

||Enter ™" to view fixed pay elements prior to Lpdate lcHANGE MU | D47

3.11 Click Continue Q to move through the Termination Options screen (there is
no need to tab through the screen’s fields).
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ol Task - Redundancy Leaver - Employment Detail = |EI |i|
Session Edit  View Other  Process  Tools  Display  Help

[sen-Dsd s BRAE- 5095522600600 6

Employee " L et b whEieie 2

Dates
Criginal Start SGO0R ~-| Conwersion
Current Start 28/01 2002 [SGO0R _| Conversion
Termination /0542000 [LG13 | Dismissal - Redundancy
To Staff
Probation

additional

Service 8 ¥ears 4 Months 4 Days
Employee Type
Self Service Unit
Willing to Job Share
Motice Period

Mo Of Current Posts

i service Breaks @l User Fields il Motes ¥ Empl. History

|Enter the employee's Original Start Date lADD [ [mum | MD47

3.12 You will be returned to the Employment Detail screen.

3.13 Click on Next g
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4 Current Post Holding data entry screen

4.1 Check the Current Post Holding screen. If you have set up a leaver whose
leaving date was in the past, the employee’s post should have been removed
from this screen. If you have set up a leaver whose leaving date is in the future,
the post (s) will remain until this date has elapsed.

e.g. Leaving date in the past ...

Seql Start Post |M| Grade | Statusl il |DetaiI|Summar\,r

[, m, mih

e.g. Leaving date in the future...

ol Task - Redundancy Leaver - Employee Current Post Details - |EI |i|
Session  Edit  View Process  Tools  Display  Help

[2ev--DediBRAS 5 - BHo¥55 2000006

Employee

Seq Start Grade Status | N | Detail Summar
01/11/20028|DD0O0O0O Y A0E 7 SO0 !

4.2 Click on Next O
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5 Red Pay Calculation data entry screen

You must now work out the Redundancy Payment on the Red Pay
Calculation data entry screen.

ol Task - Redundancy Leaver - Redundancy Pay Calculation ) - |EI |i|
Session  Edit  View Other Process Tools  Display  Help

[mew- Dl sB2RA 5 - b5 20006006

Employee S&afohs  WEE S SHEL s s

General

Fedundancy Date I

Date Of Birth 28/08/1954 original Start Date 2e/01/2002
Morm Retire Date Redundancy Age
Years Service Weekly Pay Rate

Stat Wks Payable Comp Wks Payable
Weeks To NRD Lieu Whks Payahle

Calculated J Payable Cifference

Redundancy Pay (Taxable)
Redundancy Pay (Ex-Tax)
Pay In Lieu

TOTAL Payment

é@ Details

| Enter the employee's date of redundancy [CHAMGE | um | M1z

5.1 Enter the date that the employee is being made redundant in the Redundancy
Date field.

5.2 Press Enter.
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General

Redundancy Date I /0542010

Date Of Birth 28/08/1954 Original Start Date 28/01/2002
Morm Retire Date 05/01/2019 Fedundancy Age 55.09
Years Service g Weekly Pay Rate

Stat Wwks Payable Comp Wks Payahble
Weeks To NRD Lieu Wks Payable

Calculated Payable Difference

Redundancy Pay (Taxable)
Redundancy Pay (Ex-Tax)

Fay In Lieu
TOTAL Payment

:,j Details

5.3  Enter through the Redundancy Pay (Taxable field), Redundancy Pay (Ex-
Tax) field will auto populate with the redundancy amount.

5.4 If the amount is incorrect or different, overtype with the correct amount.

If you are unsure how to work this figure out, then please refer to one of
the Senior Personnel Assistants.

55 Press Enter.

56  Click on Details 2 Petas

ol MD122G4 Update Redundancy Pay Details il
General
Redundancy Pay Period I Pay Redundancy Flag IN_ Pay Lieu Flag IN_

Post Redundancy Amounts to Employee Temp Data: IN_

5.7 In the Redundancy Pay Period field, enter the pay period in which you want
the redundanct payment to be made.

& The Pay Period has to be in the following format:
200709 = December 2007
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If you receive the following message, you have entered the Pay Period in the
wrong format:

Task - Redundancy Leaver il
\i]) Error-There is no record for the period entered
Click on OK and enter it in the correct format.
5.8 Press Enter.
General
Redundancy Pay Period 2007049 Pay Redundancy Flag m Pay Lieu Flag ﬂ
Post Redundancy Amounts to Employee Temp Data: |N_

Q Exit

5.9 Set the Pay Redundancy Flag as Y.
5.10 Set the Pay Lieu Flag as N

5.11 Set the Post Redundancy Amounts to Employee Temp Data flag as Y.

General
Redundancy Pay Period 200709 Pay Redundancy Flag l‘? Pay Lieu Flag ﬂ

Post Redundancy Amounts to Employes Temp Data: H

O Exit

5.12 Press Enter.
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General

Fedundancy Date I 3140572010

Date Of Birth 28/08/1954 Original Start Date 28/01/2002
MNorm Retire Date 06/01/2019 Redundancy Age 55,09
Years Service B Wweekly Pay Rate

Stat Wks Payable Comp Wks Payable
Weeks To NRD Lieu Wks Payable

Calculated Payable Difference

Fedundancy Pay (Tazable}
Fedundancy Pay (Ex-Tax)

Pay In Lieu
TOTAL Payment

i Details

5.13 Click on Next Q
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6 Temporary Pay Elements data entry screen

Use this screen to check that the redundancy amount has pulled
through into the correct pay period

of Task - Redundancy Leaver - Redundancy Pe - 0| x|

Sesgion  Edit Wiew  Help
EEEEEIG Y- Yo

EEREEEEETEITED N EE

Employee SSatShe WS S WHSEL s

Tax Period

Tax Year Tax Period

General W advance

Pay Method I "I Advance Periods

Sick all Period Suspend Adwvance Type

General

Tax Year IED1EI Tax Period I I

Add ] [Change] [ Celete ] [Expand]

il sdvance il currency £5 Arrears £ Celect Period

|| Tax year AOD T MD4E

6.1 Enter the Tax Year in which the redundancy payment is due e.g. 2007
6.2 Press Enter

of MD4BL20A Tax Year And Perio il

General

Tax ¥ear |2IZI1IZI Tax Period | I Pay Type I_;l

6.3 Inthe Tax Period field, enter the tax period the redundanct payment is due e.g
09 = December, 01 = April.

6.4 Press Enter.
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6.5 Leave the Pay Type field as M

6.6 Press Enter.

IRCE A [ 1 1 1 "W Terporary Pay Elmnts

RE{Q[
K o
ENTERPRISE
Empluyee 1848771 : MISS PL PITSTOP

Tax Period
Tax Year 2007 Tax Period

General e Advance

Pay Method I = Advance Periods
Sick all Period [ Suspend [ sdvance Type

Previous

e

1 e
| Screens

2

summary

@’ i Advance "E Currency "E Arrears

Cancel

6.7 Enter through the Pay Method field
6.8 Enter through the Sick All Period field.
6.9 Enter through the Suspend field.

6.10 The redundancy payment will appear automatically in the screen:
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Tax Period
Tax Year 2010 Tax Period

General ) Advance

Pay Method |EIACS "I Advance Periods
Sick All Period [ Suspend [ Advance Type

Elll_

EI' APLOYEE 1901 |Redundancy 5160.00

[ Add ] [Change] [Delete ] [Expand]

il advance @l currency %30 Arrears %3, Select Period

6.11 Check the Amount matches with what was calculated or entered in the
previous screen.

6.12 If there are no other temporary pay elements to add then click on Next 6
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7 Holiday Entitlement data entry screen.

ol Task - Redundancy Leaver - Maintain Employee Holiday Basic Detail : — |EI |i|
Session  Edit  Wiew Process Tools Display Help
[ee v DEdHsB2RASE- b2 ?2]00000 0

Employee & &

EI-!

01/10/2009 31/05/2010 0.00 19.00

[ Add ] [Change] [Delete] [Expand

@ work Pattern

| [Pseido-Sequence Mumber for Index Paging Lookur | [Num | MDaz

71 Make a note of the Start Date, Entitlement and Taken fields for the current
holiday entitlement.

7.2 Delete the_current holiday entitlement row.

7.3 Click on Yes.

74 Click on Add.
7.5 Enter the Start Date, noted in step 7.1 (this will normally be 01.10.XXXX).

7.6 Press Enter.
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7.7 In the End Date field, enter the employee last working day (their leaving
date)

7.8 Press Enter.

7.9 The Entlmnt field will auto calculate the new holiday entitlement for up until
they leave.

7.10 Press Enter.

7.11  In the Extra field, enter the minus figure of how much leave had already
been taken in the current holiday year, e.g. -10.

é If the employee is a My View user, enter through this field and it will
lokk at how much has been Taken on MyView

712 The Remain field will calculate how much entitlement is
remaining/overspent.

oz2/11/2006( 014072007

& If there are any payment of deductions that need to be made relating to
holiday entitlement, these will be entered onto the system by Payroll. Please
email Payroll to inform them.
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8 Asset Management data entry screen

ol Task - Redundancy Leaver - Employee Assets Management ] = |EI |i|
Session  Edit  wiew Ofther Process Tools DCisplay  Help

[eev - Ded ' 2RAs 5= Do 20006006

Employee GG abs W8 8 LS

Seq Requested Asset Mumber Alloc Date Motes
CEYS-A /05/2010 B

Add ] [Change] [Delete ] [Expand

| sequence Number lcHamMGE | [um | [MD5E

8.1 Check the Asset Management screen for any outstanding assets.

8.2 Use the Notes field to record information relating to the return of the
employee’s remaining assets.

of MDOOG1 Maintain Note Detail x|
Line MNotes |
o1 || - |
=
Add ] [Change] [ Celete
Exit

8.3 Click on Next e to move to the Fixed Pay Elements screen.
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9 Fixed Pay Elements data entry screen

ol Task - Redundancy Leaver - Employee Pay Elements - Detail = |EI |i|

Session  Edit  View Ofher Process Tools Display Help
00000

™ w--D@Hd|iBRR|A B -

Employee Sl abe  WEE 08 WS

IIIIIBI-E

[I[II:II:II: (=) 1000 |Basic I:';|r o1/ 10,2 = 6340,50

Add ] [Change] [ Celete ] [Expand

ﬂ_ Currency

| Pseudo-Sequence Number for Index Paging LookuR UM | MD4e

9.1 Ensure that an asterisk appears in the 1000 Pay Element row BESE. This
indicates that there is an end date against the Basic Pay for when the

employee leaves.

& All other Fixed Pay Elements in this screen should also have an BESE
against that Pay Element.

9.2 Click on Save g and Click on Yes
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ol CTCONFRM Confirm Action x|
General

Are wou sure you want to Save?

10 Standard Letters

ol MD10352 Standard Letters Attached to the Task
Description

- end of FTC
002 |REDLEANVE 001 Leawver with Redundancy - FTC

Add ] [Change] [Delete ] [Expand

10.1 Click in the Let Opts field of the letter you want to produce.

10.2 Click on the drop down.

Code

MERGE kanual Immediate printwith manual changes -
MOACT Mo Reqguest Mo action to be taken (no request) ]
FRINT Print Immediate request and print

FROMFT  Prompt Frampt on commit for user action | |
QUEUE Request Request letter anly

SANVE Sawve Sawe the merged letter ]

10.3 Click on MERGE Immediate print with manual changes.
10.4 Click on Exit
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ol DRT125EW Employee Post Holding il

General

Select Employee Post Holding
Seq Post | Start Date | End Date | Occ Type | Main |
001 |EMPLOYEE 28/01/2002 31/05/2010 -
002 |DDO00D3386 28/01/2002 31/10/2008 Y [

oi/11/2o008( 31/05/2010

[ &dd ] [gelect] [Delete

10.5 If there is more than 1 Post Holding ending on the same day, ensure you select
the post for which a letter has not yet been produced.

10.6 Click on Select

of DRTS33EW Complex Post Structure Selection x|

General

Select Post Structure Unit

| Eff Date |

Seq | Hierarchy
013 |HRMAINDT 01/05/2009 -
| HEMAINOS

Add ] lgelect ] [ Delete

10.7 Click on Select
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of DRT150EW Personnel Codeburst il
General
Select Person Codeburst
Post Start Date

HEMAINOT 01/11/2008

002 |HRMAIMNOS 01/11/2008
=l

[ Add ] [gelect] [Delete

10.8 Select the most up to date Hierarchy.
10.9 Click on Select

of MD109G3 Enter Pop Up Field Contents

Enter whether this is a Sch/ Dept/Div
ooz Please insert signatory's name

004 Please enter Ra/Pa's tel number

&dd ] [Change] [Delete

Exit

10.10 Click in the first row and enter the signatory’s job title

10.11 Click in the second row and enter the signatory’s name

10.12 Click in the third row and enter the signatory’s telephone number.

10.13 Click on Exit
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ol MD111U3A - Mail Merge for Word

Mail Merge In Progress

10.14 The letter will generate in Word and can be update where required then
printed.
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