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Background  
  

  

An employee can now log onto mySelf and request to resign from a position they occupy.  

The following process described should not be used for employees who are transferring from one 

position to another. This is still actioned by the Employee Service Centre. Also, please do not use this 

process for retirals or redundancies.  

For an employee to notify they wish to resign, they do this in the Employment tab in mySelf under 

‘View Profile’. From there they navigate to the ‘Employment’ section and choose the applicable job 

within my employment as shown below:   

 

 

The employee then scrolls down to Resignation notification and completes the following information:  
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NB: An employee cannot submit a resignation statement with a retrospective date.  

The employee clicks Save, after then a cooling-off period is initiated where they have up to 48 hours to 

delete the request if they change their mind.  

After this period, if the employee chooses not to delete the request, the manager will receive a 

notification advising to meet the employee to discuss further and to update leaver information on 

myTeam.  

If, after the 48 hour period the employee still wishes to cancel the request, a meeting should be arranged 

to discuss this.  

You will receive the following email:  
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You can action this by logging into myTeam, as per the myTeam link in the above screenshot in your 

emails.  

Please note, the following process is only available when iTrent is opened. Open and closed dates 

can be found here. If you are concerned an employee will be overpaid due to their resignation date, 

please contact the ESC People Help Desk: - 

For staff live on myNL Portal - Please raise a People Helpdesk General Enquiry request form.  

For staff not yet live - Please email ESC-HelpDeskTeam@northlan.gov.uk 

 

  
  

 

 

 

 

 

 

  

https://mynl.co.uk/wpfd_file/payrun-schedules-20-21-myself-myteam/
https://mynl.co.uk/wpfd_file/payrun-schedules-20-21-myself-myteam/
https://nlcsnowprod.service-now.com/esc?id=sc_cat_item&sys_id=ba1353bb1b5bad10512b21f6b04bcb52
mailto:ESC-HelpDeskTeam@northlan.gov.uk
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1 Logging In  
  

  

Log into myTeam using your username (employee number) and password:  

https://ce0076li.webitrent.com/ce0076li_web/  

 
    

All relevant areas for these processes can be found within the Leavers section as indicated above.  

  

2 Processing a Leaver  
  

  

2.1 Check the resignation details  
  

On the menu of the home screen select Leavers then choose 

1. View/Cancel Employee’s Resignation Request.  

  

 
  

  

  

https://ce0076li.webitrent.com/ce0076li_web/
https://ce0076li.webitrent.com/ce0076li_web/
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You should then select the employee who has submitted the resignation, from the left-hand side of the 

screen.   

  

NB: If you have received the resignation request email from another reporting manager who is not 

authorised to process leavers, you can search for the employee by typing an asterisk in the field where 

you would search for an employee by their name or employee number.  

  

 

  

You can click on this for further information which will show the last working date (leaving date) and 

reason for leaving.  

  

   

The manager should check if enough notice has been given and that the correct last working day has 

been entered. For more details click here which will take you to Leaver FAQ’s within myNL.  

NB: The system does not accept resignations in the past. Also, if the employee has future dated 

absences beyond the leaving date, you will be prompted to reconfirm the leaving date entered. Once 

the above steps are complete, an email notification will then be sent to the relevant HR Operations 

Team and Business Partners, informing them of the changes made.  

  
  
  
  
  
  
  
  
  

https://mynl.co.uk/knowledge-base/leavers/
https://mynl.co.uk/knowledge-base/leavers/
https://mynl.co.uk/knowledge-base/leavers/
https://mynl.co.uk/knowledge-base/leavers/
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2.2 Terminate an employee’s job/position (i.e. not leaving council)  
 

When satisfied that you wish to proceed you should go back to the Leavers tab and choose 2. Option A 

– Terminate an employee’s job/position (i.e. not leaving council)  

 
    

Select the employee from the list at the left-hand side (you can also search for them).  

You will then be prompted to choose the Effective Date (this is normally today’s date):  

  

The Occupancy Details screen will now be visible  

 
  

  

  

If you receive the message proceed to Section 3 of this guide regarding annual leave.  

  
  
  
  

Add the ‘ expected occ upancy   

end date ’   

Select the ‘ expected   

occupancy end reason ’ from   

the   drop - down   list.   

Tick   the   box -   ‘ End   Occupancy’   
  
  
  

  
You should also confirm the   

information on the left   

regarding   annual   leave.   

Tick the box to confirm that   

you have  completed/sent the   

ICT   Leavers   checklist.   

Select   SAVE.   
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However, if this is the employee’s only position within NLC you will receive an error message:  

  

 

This means you then have to proceed to 2. Option B – Select this option to make an employee a full leaver 

from the council.  

NB: If the employee is being processed as a leaver and is currently off work due to sickness absence, 

you must ensure you input the end date of the sickness absence. Please refer to Section 4 in this 

booklet for further guidance. video  

2.3 Terminating an employee from NLC:  
  

The following step MUST only be used when an employee is leaving NLC. If the employee has any 

additional positions within another department in the same service this process will terminate that 

position also, and a P45 will be become live on the employee’s mySelf account for a period of 3 

months from their leaving date.  

Therefore, if you are the manager of all positions that the employee is resigning from you can use 

this process to terminate the employee’s employment.  

On the Home Screen menu, choose Leavers.  

   

  

Select 2. Option B – Select this option to make an employee a full leaver  from the council  
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Select the employee who has resigned from the left-hand side.  

You will then see the Leaver information screen as shown below.  

Enter the ‘leaving date’ the employee will 

be leaving NLC.  

Enter the ‘reason for leaving’ from the drop 

down list.  

Select the ‘STSS leaver reason’ (Teachers 

only).  

Input the name of the new employer, if 

known.  

Complete the additional information 

regarding annual leave as shown here.  

Tick the box to confirm that you have 

completed/sent the ICT Leavers checklist.  

Select SAVE.  

  

When you enter the leaving date you will see an alert flash up about future absences. This will 

include any non-working periods, public/bank holidays or personal holidays already pre entered.  

  

 

This warning message does not prevent you from processing the leaver.  

  

  
2.4 For employees who have multiple positions within different services:  

  

If you are terminating an employee and receive the following message, you will be unable to 

proceed.  

  

 

This means that the employee has an additional position/positions elsewhere in NLC in another 

service that you will not have access to.  

You should then revert to Option A – End an employee’s position.  
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2.5 Reporting Manager  
  

If you are prompted to update the reporting manager of the position which is becoming vacant, then 

please choose from one of the following options from the Reporting line action drop-down menu:  

  

 
  

Please note: these two fields only appear when you input the Leaving date.  

After all applicable fields are completed, click .  

3 Annual Leave  
 

3.1 Checking Employee’s Annual Leave for outstanding holidays  
 

After an employee submits their resignation statement, as a manager you must ensure checks are 

taken to ascertain any outstanding holidays. It should be encouraged that remaining annual leave is 

taken prior to leaving. If this is not taken, annual leave will be paid in the employee’s final pay. To view 

an employee’s Holiday entitlement summary, complete the following steps:  

On the myTeam home screen, in the menu at the right hand-side, choose Leavers:  
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Then click on 3. View Employee’s Remaining Annual Lve Entitlement – (NB: select correct job).  

 

  

 

Please note: An adjusted Holiday entitlement will update on iTrent after you have processed the 

leaver and clicked Save.  

 

To view the any remaining annual leave, look at the Entitlement for period, ensuring you select the 

correct job if the employee has more than one that you have access to view:  
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3.2 Updating Annual Leave Outcome on Occupancy Details Screen  
   

Once a manager has confirmed what the outcome will be with any remaining annual leave prior to the 

leaving date, the last three fields as shown below on the Occupancy Details screen must be completed. 

This information is crucial for updating the HR Operations Team.  

  

Please tick to confirm you have discussed the 

employee’s remaining annual leave  

Please confirm that the employee will use 

their remaining annual leave before leaving 

by selecting Yes or No from the drop down 

list.  

Please tick to confirm you authorise the 

employee to be paid any remaining holidays, 

prior to leaving.  

  

  

   

Q. What happens if an employee has taken more annual leave than they are entitled to, at the date 

of leaving?  

A. The relevant HR Operations Team will make a deduction in the final salary. If the full amount is not 

able to be recouped, a letter will be sent to the employee from the relevant HR Operations Team, 

followed by an invoice with instruction and contact details for the Debtors department. This will allow 

the employee to discuss a repayment plan.  

 

3.3 Personal Bonds Check  
 

If an employee has a personal bond and is leaving NLC, it is important that the details are accurate 

and that the system is updated to show whether this personal bond has to be reclaimed or not. To do 

this, complete the following steps:  

Click on ‘Personal Bonds Check’ when in the employees’ record.  
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4 Employees who are Leaving but are currently off due to Sickness 

Absence  
  

It is important that the sickness absence is ended at the same time that the Leaver is being processed. 

This is to ensure that all management absence reports are accurate. To do this, complete the following 

steps:  

Go to People and search for the employee:  

  

  

Click on the Employee Sickness Absence tab and then on View Sickness absence details:  

 
  

  

Select the appropriate current sickness absence from the left-hand side of the page. Choose the  

Tick the box shown   

here if the personal   

bond has not to be   

reclaimed.   

  

  
Then,   select   save.   
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Absence end date either by typing in the date (DDMMYY) or by selecting the  icon (this date would 
be the last working day).  

  

  

Please note: if the employee has been off for a period of 65 working days or more cumulatively, an 

abatement calculation will be carried out by the relevant HR Operations Team.  

  

5 Employee Wishes to Cancel Resignation after Cooling Off Period 

Has Expired  
  

  

A Cooling off Period (COP) is a specific period of time allowing employees to edit their details or 

cancel their resignation within mySelf before it gets submitted onto their line manager.  

During this period, the employee has the option to withdraw their resignation by going back into the  

Resignation notification section and selecting   

Managers are not notified until after 48 hours have expired from the point in time where an 

employee has submitted the resignation request on mySelf.  

After the COP has ended, the employee’s request cannot be amended on mySelf. The area will be shaded out:  

  

  

  

  

  

  

However, the employee still has the option to cancel the resignation only by liaising with their  

line manager who can cancel the resignation on their behalf by using myTeam.  

This can be done by following the subsequent steps. On 

the Home Screen menu, choose Leavers:  

  

  
  
  
  

Click   
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Choose 1. View/Cancel Employee’s Resignation Request:  

  

  

 

  

 

  

  
  

  

  

  

  
  

  

3) Click on the date the resignation statement was submitted.  

  

Complete   the   following   steps:   

1)   Choose   the   relevant   employee   

2)   Choose   the   relevant   position   

NB:  If the employee has more than one job with the same job title,   

hover over the resignation details to ensure the last working day   

matches the date you have in the email you received. For further   

support,   there   is   also   the   ‘contracted   hours’   and   ‘work   pattern’   for   the   

job   to   check. Please   refer   to   the   screenshot   above.   
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Tick Cancel resignation and 

input the reason:  

Finally, click Save. The 

employee will then receive an 

email notification confirming 

the resignation statement 

has been cancelled.  

  

  

  

  

NB: Important – the employee or manager needs to cancel each position on an individual basis, if 

required. Therefore, repeat the above process for each position if applicable.  

  

 The employee’s resignation information will have disappeared and will now amend:  

Before  After  

  

 

  

If you are unable to cancel the resignation, please email details to ESC- 

workforcesystemsadminteam@northlan.gov.uk.  

  

NB: If, as a manager, you have processed the leaver and the employee has advised that they now 

wish to cancel; at this stage, please urgently contact one of the following email addresses providing 

details of the employee’s reference number and the position name/number in question:  

People Operations Team: (All Services) ESCPeopleOperations@northlan.gov.uk  

 

 

6 Exit Questionnaire  
  

  

Within 14 days of the employee’s last working day, an exit questionnaire will be attached to the 

employee’s mySelf account. An Exit Questionnaire is a survey issued to individuals leaving the 

organisation to gather thoughts on their experience gained.  
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7 Returning Employee ID Badges/Fobs/Equipment  
  

Please refer to the ICT checklist on myNL and complete all relevant sections, as applicable.  

  

8 Further Advice  
  

  

For further assistance, please contact the below teams/email addresses:  

 

People Helpdesk Team: 

For staff live on myNL Portal - Please raise a People Helpdesk General Enquiry request form.  

For staff not yet live - Please email ESC-HelpDeskTeam@northlan.gov.uk 

People Operations Team: 

For staff live on myNL Portal, please raise a People Operations General Enquiry request form.  

For staff not yet live on myNL Portal, please email ESCPeopleOperations@northlan.gov.uk 

  

Workforce Systems Admin Team: 

For staff live on myNL Portal, please raise a Workforce System Admin Contact Form request form.  

For staff not yet live on myNL Portal, please email ESC-
workforcesystemsadminteam@northlan.gov.uk 

 

Click on myNL to view the Manager Leaver information.  

 

  

  
[END OF GUIDANCE DOCUMENT]  
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