Termination Form

The termination form is completed for employees who have resigned from their post and moving on to a new post with RBWM (Position Leaver) or leaving RBWM completely (Organisation Leaver). 

It is important that this form be completed in full and where there is a resignation that the exact reason should be specified. For further information please refer to the Information Required for all Terminations/Leavers. It is important that the termination form be received in HR by the 4th working day of the month to ensure accurate payments are made.  If you are in doubt or have any questions please ring the HR Business Partner Team. 

To assist you in identifying the exact reason for leaving the following guidance notes are provided. Some reasons do not require any explanation, as they are self-explanatory: 

General

Career Development – Employee has taken up a new position as part of their Career development 

Competition from other employers – Employee has taken up a new post outside of the organisation with another employer. 

Conditions of employment – Unhappy with terms and conditions of employment

Death in Service 

Reason Not Known

Left without Notice -

Nature of Work – Not satisfied with what the job entails

Other Reason - Settlement Agreement – Only to be used when indicated by HR Business Partner Team

Other Reason - Did not start – Employee failed to start contract on specified day

Other reason - Only to be used where no other reason is appropriate 

Pay – Employee dissatisfied with current pay competition elsewhere may be more enticing 

Personal – disability Employee is disabled or has recently become disabled and has decided it is their best interest to resign their position. 

Personal Ill Health – Employee Resigned for ill health reasons

Personal – Further Studies – resigned to take up further education course

Personal – move out of Area – Family has decided to relocate out of area

Personal – not returning from Maternity/Paternity/Adoption Leave – Following an extended period of leave decided not to return

Personal – Work Life Balance 

Transfer - Internal Transfer – Employee has moved to another Unit or Team within RBWM or its Schools

Transfer – Career Progression

TUPE Transfer

Dismissal

Capability – Due to poor performance

Disciplinary – Due to Conduct 

Ill Health

Probation - Due to Poor Performance dismissed during probationary period of employment

Other

End of Contract

Redundancy 

Compulsory no retirement benefits – No pension released

Compulsory retirement benefits – Pension released

Voluntary no retirement benefits – No Pensions released

Voluntary retirement benefits – Pensions released

Retirement – 

Voluntary / Early – there is no default retirement age, so an employee can choose when they wish to retire
Ill Health 

Through the exit interview a more in-depth analysis of the reason for leaving can be explored this information can then be used to review the post before recruiting a replacement. 

	TERMINATION FORM - SCHOOLS

	Organisational Leaver (leaves RBWM LEA)
	 FORMCHECKBOX 

	Position Leaver (only leaves job but still employed by RBWM LEA)
	 FORMCHECKBOX 

	
	


EMPLOYEE DETAILS 

	
	
	
	
	

	Employee ID (for existing staff)
	     
	School
	
	     

 FORMDROPDOWN 


	
	
	
	
	

	First Name
	     
	Surname
	
	     

	
	
	
	
	

	Forwarding Address
	     
	Termination Date
	
	     

	
	
	
	
	


DETAILS OF POSITION TO BE TERMINATED 

	
	
	
	
	
	

	Post / Position No

	     
	
	Position Title 
	     

	
	
	
	
	
	

	Post / Position No

	     
	
	Position Title
	     

	
	
	
	
	
	


PAY INFORMATION

	
	
	
	
	

	Does the employee have a car loan?
	 FORMCHECKBOX 

	
	
	

	
	
	
	
	

	Does the employee have another loan?
	 FORMCHECKBOX 

	Specify
	
	     

	
	
	
	
	

	Are there relocation expenses to be recovered?
	 FORMCHECKBOX 

	Amount
	
	     

	
	
	
	
	

	Is there any annual leave to be paid or deducted?
	 FORMDROPDOWN 

	Amount
	
	 FORMDROPDOWN 


	
	
	
	
	

	Is annual Leave Card Attached?
	 FORMCHECKBOX 

	
	
	

	
	
	
	
	

	Is any other payment due?(e.g. redundancy, pension enhancement)
	 FORMCHECKBOX 

	Specify
	
	     

	
	
	
	
	


OTHER INFORMATION

	
	
	
	
	

	Is the resignation letter attached?
	 FORMCHECKBOX 

	Give reason if not
	
	     

	
	
	
	
	

	Has an exit interview been:           Offered
	 FORMCHECKBOX 

	Arranged
	 FORMCHECKBOX 

	
	Completed
	 FORMCHECKBOX 


	
	
	
	
	
	

	Reason for leaving
	
	
	
	

	General
	 FORMCHECKBOX 

	Specify
	 FORMDROPDOWN 

	
	Retirement
	 FORMCHECKBOX 

	Specify
	 FORMDROPDOWN 


	
	
	
	
	
	
	
	
	

	Dismissal
	 FORMCHECKBOX 

	Specify
	 FORMDROPDOWN 

	
	Redundancy
	 FORMCHECKBOX 

	Specify
	 FORMDROPDOWN 


	
	
	
	
	
	
	
	
	

	Leaver Destination (only complete for organisational leavers)
	

	New Employer Name
	
	     
	
	Employer type
	 FORMDROPDOWN 


	
	
	
	
	
	

	New Employer Address
	
	     
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


SCHOOL CHECKLIST – It is the Schools responsibility to ensure that all property is returned

	
	
	
	
	

	Miscellaneous equipment returned to the School
	 FORMCHECKBOX 

	
	
	

	IT Equipment Returned
	 FORMCHECKBOX 

	
	
	

	
	
	
	
	


	Authorised signatory name  
	     
	Job Title
	     
	

	
	
	
	
	
	

	Signed
	     

	
	Dated
	     
	

	
	
	
	


	Office Use Only

	For completion by HR
	     
	
	
	
	
	
	

	Authorisation to process signature
	     
	
	Date
	     
	Name
	     
	

	For completion by payroll
	
	
	
	
	
	
	

	Input by: signature
	     
	
	
	     
	
	     
	

	Checked by: signature
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