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This accessible policy has been produced to assist the people we support to understand our policy framework within the
context and best practice of inclusive communication. This accessible policy is not a substitute for the full policy
document and therefore staff and managers must make themselves familiar with the full policy document.

The complete policy statement can be found within the When an Employee leaves the Consortium full policy document
available from the Admin Team at the Consortium Office.
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Introduction

Personnel need to be told when someone is leaving
their job in the Consortium

If Personnel are not told there will be problems for the
Consortium and the employee

Employees should write and tell Personnel they are
leaving. They should look at their contract to see how
much notice to give

The Consortium have to tell a person in plenty of time
if they are going to end someone’s job

Details of someone who is leaving

The manager needs to fill in a ‘Leaving Statement’
when someone wants to leave. They should send it
to Personnel

[Appendiv 1: Leaving Statement

ENPLOYEE Py umber

REASCHFCRLEAYIG

DATE LAST WORKED

ATTENCARCE

TMEKEERNG.

SENERALATITUDE

‘Community Lives Consortium is regulated as a Domiciliary Care Agency by the Care and Social Services Inspectorate Wales’

Page 2 of 4

© CLC 2009



This is so that a person’s pay can be sorted out é@

Interviews

These are to get information about why someone is
leaving and see what they think of the Consortium and
how we can make it better

Managers should fill out an ‘Exit Interview Form’

Everything that belongs to the Consortium should be
taken back at this interview

What happens next?

The employee will get their last pay and any other S
money owed to them g
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They will also get their P45

No more money will be put into their pension

ID cards should be taken back to the manager

References

We want these to be up to date and so managers
should fill in a ‘Leaving Statement’ when references
are asked for

=

[Appentis : Leaving Statement

ENPLOYEE

REASCNFORLEAYNG

DATE LASTWORKED

Paynumber
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