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DRAFT Terminating an Assignment – Step-by-Step Guide
Please note this process should be used when the employee has two posts, i.e. a substantive and a bank post. 

Please ensure that Part 1 and Part 2 are completed otherwise the termination will not progress to Payroll. 

PART 1 – Termination

Navigate to NHSS Manager Self Service
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1. Click ‘Termination’
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2. Select employee from hierarchy to whom transaction applies and click ‘Action’
 (
Pink, Colin 
) (
Red, Susan
) (
Red, Susan
) (
Blue, Dan
) (
Brown, Joe
) (
G12345 OFFICE DEPARTMENT (Sub-Dept)
) (
G12345 OFFICE DEPARTMENT (Sub-Dept)
) (
G12345 OFFICE DEPARTMENT (Sub-Dept)
) (
G12345 OFFICE DEPARTMENT (Sub-Dept)
) (
G12345 OFFICE DEPARTMENT (Sub-Dept)
) (
71A4 OFFICE SERVICES 
) (
71A3 OFFICE SERVICES 
) (
71A3 OFFICE SERVICES 
) (
71A2 OFFICE SERVICES 
) (
71A2 OFFICE SERVICES 
) (
10412348
) (
10412367
) (
10412356-2
) (
1041234
) (
10412356
) (
Smith, Robert
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3. Choose appropriate employment
a. If the below warning message displays contact eESS@ggc.scot.nhs.uk as the post you are trying to terminate as set as the ‘primary’ post and this needs to be changed by eESS Support Team before you can progress.  
[image: ]
4. Change Effective Date to the day after the termination date, click ‘Continue’
Type in the effective date or use the calendar function

 (
Susan.Red@ggc.scot.nhs.uk
Sus
) (
Red, Susan
Sus
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5. Scroll down to Assignment Status change (half way down the page) from Active Assignment to Terminate Assignment
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6. Click ‘Next’ (bottom or top right hand)
[image: ]
If a warning message appears, ignore this and click ‘Next’ again

7. Review changes made, identifiable by blue dot, click ‘Submit’
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8. You will then receive a confirmation message that the part 1 transaction has been submitted which will then sent to your line manager for approval. 
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PART 2 – Termination: Assignment 

Navigate to NHSS Manager Self Service
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** Before Proceeding you need to work out undertaken annual leave/public holidays **










1. Click ‘Termination-Assignment’
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2. Select employee from hierarchy to whom transaction applies and click ‘Action’
 (
G12345 OFFICE DEPARTMENT (Sub-Dept)
) (
G12345 OFFICE DEPARTMENT (Sub-Dept)
) (
G12345 OFFICE DEPARTMENT (Sub-Dept)
) (
G12345 OFFICE DEPARTMENT (Sub-Dept)
) (
G12345 OFFICE DEPARTMENT (Sub-Dept)
) (
71A4 OFFICE SERVICES 
) (
71A3 OFFICE SERVICES 
) (
71A3 OFFICE SERVICES 
) (
71A2 OFFICE SERVICES 
) (
71A2 OFFICE SERVICES 
) (
10412348
) (
10412367
) (
10412356-2
) (
10412356
) (
1041234
) (
Blue, Dan
) (
Red, Susan
) (
Pink, 
Coln
 
) (
Red, Susan
) (
Smith, Robert
) (
Brown, Joe
)[image: ]
3. Click ‘Add’
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4. Enter the following information, using the date fields and lookups: 
*Indicates mandatory field 

a. Assignment Number (use Search icon by selecting magnifying glass icon)
[image: ]

New page will appear as pop-up, click ‘Go’

[image: ]

Select correct assignment to be terminated, then select ‘Quick Select’

 (
71A4 OFFICE SERVICES 
) (
71A3 OFFICE SERVICES 
) (
G12345 OFFICE DEPARTMENT (Sub-Dept)
) (
G12345 OFFICE DEPARTMENT (Sub-Dept)
) (
ADMIN SERVICES
123400
) (
ADMIN SERVICES
 123990 
) (
10412356
) (
10412356-2
)[image: ]



b. Payroll Number (Select from LOV (list of values)) 
	 (
10412356
)[image: ]


	
c. Date of Leaving (actual last day, including any outstanding A/L) 

d. *Leaving Reason
Please refer to SOP to ensure correct combination of Leaving Reason and Leaving Destination is used. https://www.eess.nhs.scot/wp-content/uploads/ManagerSelfService/REF228-MSS-Termination-Assignment-v.1.3.pdf

e. *Leaving Destination 
Please refer to SOP to ensure correct combination of Leaving Reason and Leaving Destination is used. https://www.eess.nhs.scot/wp-content/uploads/ManagerSelfService/REF228-MSS-Termination-Assignment-v.1.3.pdf

f. Undertaken annual leave (hours) 
 ** N.B The number of hours owed must be added to the Date Paid To field** for example if the date paid to is 31st August but they employee is owed 15 hours in undertaken annual leave the Date Paid To would change by an additional two days 

f. Overtaken annual leave (hours) 

h. Undertaken public holidays (hours) 
 ** N.B The number of hours owed must be added to the Date Paid To field** for example if the date paid to is 31st August but they employee is owed 15 hours in undertaken annual leave the Date Paid To would change by an additional two days 

i. Overtaken public holidays (hours) 

j. *Date Paid To (normally actual last day) 
** See undertaken annual leave notes below** 

k. *Last Day of Working (normally actual last day) 

l. Payment in lieu of notice (weeks)

m. Moneys to be re-paid £ (e.g. educational sponsorship) 

n. Forwarding Address 

o. Date of Pension Form Issued 
p. Note 

q. Date form sent to SPPA 

Example of Completed Assignment Termination:
 (
G11118X
) (
10412356
)[image: ]

5. Click ‘Apply’, then click ‘Next’

6. Review changes and click ‘Submit’

[image: ]

7. You will then receive a confirmation message that the part 2 transaction has been submitted which will then sent to your line manager for approval. 

[image: ]

8. Click Home
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WARNING: the employee you have selected holds multiple assignments. Please contact Human Resources or your local HR Systems Team so that the employee’s
record can be updated to allow termination. Please click on the Home button to return to the main menu.

| Home |





image5.png
(i) Information

Enter a date on or after the assignment start date (17-08-2009). Note that the last assignment change date is 30-10-2017.

Termination: Effective Date Options
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Termination - Assignment: People in Hierarchy
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Termination - Assignment: Extra Information

[(Cancel | | save For Later | | Back | [ Next

Employee Name  Mcnicol, Carol Ann Organization Email Address ~ CarolAnn.McNicol@qac.scot.nhs.uk
Employee Number 10416660 Business Group NHS Greater Glasgow & Clyde

Manager  Ayling-Whitehouse, n
Click Update or Add to make changes to the sections below. Click Next to continue this action, click Back to return to the previous page, click Cancel to cancel this action, or click Save
for Later to finish this action later.

Assk t Terminati

Add
Last
Date  Day of Moneys to
Undertaken Overtaken Undertaken Overtaken Paid To Working Payment be re-paid £ Date
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Assignment Payrol Date of Leaving Lea leave leave  holidays holidays date of leaving notice educational Forwarding Forn

Select Status Number Number Leaving Reason destir

No
results
found.

tion (hours)  (hours)  (hours)  (hours) service) HMRC) (weeks) sponsorship) Address  Issu

Cancel Save For Later Back Next
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Assignment Termination

Employee Name Mcnicol, Carol Ann
Employee Number 10416660

Manager Ayling-Whitehouse, Gillian
Enter any changes below. Click Ok to continue this action, click Cancel to cancel this action and return to the previous page.

Cancel

= Assignment Number

Payroll Number
= Date of Leaving
= Leaving Reason

= Leaving destination

Undertaken annual leave (hours)

Overtaken annual leave (hours)

Undertaken public holidays (hours)

Overtaken public holidays (hours)

= Date Paid To (last date of service)

= Last Day of Working (date of leaving HMRC)
Payment in lieu of notice (weeks)

Moneys to be re-paid £ (eg. educational sponsorship)
Forwarding Address

Date of Pension Form Issued

Note

Date form sent to SPPA

Organization Email Address ~ CarolAnn. Mclicol@gge.scot.nhs.uk
Business Group NHS Greater Glasgow & Clyde





image14.png
Search and Select: Assignment Number

Cancel | | Select

To find your item, select a filter item in the pulldown list and enter a value in the text feld, then select the "Go" button.

Search By [Assignment Number[V] [ Go
Select Quick Select Assignment Number FromDate  ToDate Organization Post Job
No search conducted.
‘About this Page





image15.png
Search and Select: Assignment Number

Cancel | | Select

To find your item, select a filter item in the pulldown list and enter a value in the text feld, then select the "Go" button.

Search o [Fesgrmert Namser <] | ~

Select Select Number Date Date Organization Post Job.
10416660 06-11- 31-12- [G91741] HR SUPPORT {uMAN 77B7.HUMAN RESOURCES BAND
o| = 2017 4712 *ADVICE UNIT (Sub-  RESOURCES.SG9990217864 7-ADMINISTRATIVE
Dept) 'SERVICES. HUMAN RESOURCES
104166602  14-03- 31-12- [G91741] HR SUPPORT HumMAN 7786.HUMAN RESOURCES BAND
o| = 2019 4712 +ADVICE UNIT (Sub-  RESOURCES.SG9990217838 6-ADMINISTRATIVE
Dept) 'SERVICES.HUMAN RESOURCES
About this Page

Cancel | [ Select





image16.png
Assignment Termination

Employee Name Mcnicol, Carol Ann

Employee Number 10416660

Manager Ayling-Whitehouse, Gillian
Enter any changes below. Click Ok to continue this action, dlick Cancel to cancel this action and return to the previous page.

= Assignment Number
Payroll Number
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= Leaving Reason
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= Date Paid To (last date of service)
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Moneys to be re-paid £ (eg. educational sponsorship)
Forwarding Address

Date of Pension Form Issued

Note

Date form sent to SPPA

Cancel

Apply

10416660-2

@@

Organization Email Address ~CarolAnn.McNicol@gge.scot.nhs.uk
Business Group NHS Greater Glasgow & Clyde

Cancel

Apply
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Assignment Termination

Cancel
Employee Name Mcnicol, Carol Ann Organization Email Address CarolAnn.Mcicol@gge.scot.nhs.uk
Employee Number 10416660 Business Group NHS Greater Glasgow & Clyde

Manager Ayling-Whitehouse, Gillian
Enter any changes below. Click Ok to continue this action, cick Cancel to cancel this action and return to the previous page.
= Assignment Number [10416660-2 Q

Payroll Number [G9297669]v]

* Date of Leaving [14-03-2019 =]

= Leaving Reason [Other’
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Overtaken annual leave (hours)
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= Last Day of Working (date of leaving HMRC) [13-03-2019 [
Payment in lieu of notice (weeks) |

Moneys to be re-paid £ (eg. educational sponsorship)
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Date of Pension Form Issued =]
Note |
Date form sent to SPPA =]

Cancel
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Termination - Assignment: Review

Cancel | [ printable Page | [ Save For Later | [ Back | [ Submit

Employee Name Mcnicol, Carol Ann Organization Email Address ~ Carolann. Mclicol@qge.scot.nhs.uk.
Employee Number 10416660 Business Group NHS Greater Glasgow & Clyde

Manager Ayling-Whitehouse, Gilian
Review your changes and, if needed, attach supporting documents.
@ Indcstes hanged Htams.

| Assignment Termination: This will be sent over the payrollinterface

Assignment Termination

Proposed
Assignment Number 104166602
‘Payroll Number 69297669
Date of Leaving 13-03-2019
Leaving Reason Other
Date Paid To (last date of service) 13-03-2019
Last Day of Working (date of leaving HMRC) 13-03-2019
Leaving destination Other/Declined
Note made permanent in Band 7 post
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