	
	Notification of Termination/
 Ensure form is correctly completed and submitted to hrchanges@westlothian.gov.uk  by the cut-off dates published on My Toolkit.  
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Employee
	Title
	Forename
	Surname
	Personal Ref/Payroll No.

	
	
	
	





Post to be terminated
(each post to be terminated must be on a separate form, including supply posts)
	Post Title
	Locations

	
	






	Date of leaving:
	Click or tap to enter a date.

If the employee has worked the full hours on the week of leaving, the leaving date should be the Sunday




	Reason for Termination:
	Choose an item.






Termination Payments
	Redundancy 
	Amount Due £
	Other reason specify:
	



	Payment in lieu of notice (weeks):
	



	Annual leave hours due to be paid:
(NOT for sessional workers or teachers)
	
	

	In Term annual leave hours to be paid 
(sessional workers – non-teaching)
	
	



	Annual leave hours to be deducted
	

	In Term annual leave to be deducted 
	
	(sessional workers – non-teaching)

	Other deduction & reason
	
	
	






Authorised by:
	PRINT Name:
	
	Position:
	

	Signed:
	
	Date:
	


	
	Keep a COPY for your records
	Termination November 2025
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