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ESS - Resignation QRG

How to process your resignation within Employee Self-Service (ESS).
1. Within the home page, click on View Profile.

2. Within your profile, click on the Employment tab, which can be located on the top bar. 
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3. Click on your current position details, within My Employment. 
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4. Scroll down the page until you locate the resignation notification section.  

5. Enter the date, which will be your last working day, which should be inclusive of your notice period and any authorised holiday booked. 

6. You will then need to write your resignation letter, within the resignation statement box available. 

7. Once you have saved the detail, you can no longer amend, and the boxes will appear in grey.

8. When you are confident with the details recorded, click save. 
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9. Your manager will receive an email confirming your intention to resignation. 

10. Your manager will discuss your resignation with you, where they will explore alternative options for you to consider before continuing with your resignation. 

11. If you decide to withdraw your resignation, this will be cancelled by your manager.

12. When the resignation has been cancelled, the details will be removed from the resignation notification section within your Employee Self Service.
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13. If the resignation still stands, there is no further action required by yourself.
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Resignation notification

Last working day

20/04/2023

Resignation statement

Unfortunately | need to resign due to family commitments, which means | am moving away
from the area. | have included 4 weeks notice as per my contract.
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My employment

Period of employment Position Department

290ct 2016 - present Customer Service Assistant 077 Moges Mead, The Crundles
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