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Schools OBO - Leavers Form 

 
In this step by step guide, you will learn how to: 
  

• Complete the Leavers Schools E-Form 

 

 

(1) Click on the E-Forms tab. 

 

(2) Click on the Leavers Form tile to access the Leavers E-Form. 
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Your details will display in the Header section as the initiator of the E-Form. 

  
(3) Click on   to scroll down. 

 

(4) Click on   to select the name of the employee leaving. 
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(5) In this example, we will select Davis Sara.  

 

(6) Click on   to scroll down. 
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Before you can proceed, you need to confirm the employee's details. 
 

  
(7) Click on Confirm Employee Details. 

 

(8) Click on OK to continue. 
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Next you need to specify a leaving date and reason for leaving. 
Note the leaving date can be in the past. 

  
(9) Click on the Calendar icon in the Leaving date field. 

 

 

You should consider the term dates when making an employee a leaver; for example the leaving date may be set at 
the end of a term rather than the end of the month. 

  
(10) Select the employee's leaving date. 
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(11) Click on  to display a list of reasons for leaving. 

 

(12) Click on   to scroll down the list. 
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(13) Select a reason for leaving from the list. 

 

(14) Click on   to scroll down. 



Schools OBO - Leavers Form 

Gloucestershire County Council     9     2025-03-26 

 

 

 
You now need to specify whether the employee is leaving to go to another authority/organisation where they will 
have continuous service.  
  
Note if you answer Yes to a question, more questions may need answering.  
 

  
(15) Click on  . 

 

(16) In this example, we will answer Yes. 
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(17) Click on  . 

 

(18) In this example, we will answer Yes.  
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(19) Click on  . 

 

(20) In this example, we will select F041 Clearwater C/E Primary Academy. 
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(21) Click on   to scoll down. 

 

 

You can add comments for internal-use only. 

  
(22) Click in the Comments box. 
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(23) Enter your comment for internal use. 

 

(24) Click on Add Comment to save your comment. 



Schools OBO - Leavers Form 

Gloucestershire County Council     14     2025-03-26 

 

(25) Click on   to scroll down. 

 

(26) Tick this checkbox if you wish for a notification email to be sent to the approver notifying them the E-
Form has been submitted for their approval. 
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(27) Click on Submit to submit the Leavers E-Form to your approver. 
  
Alternatively, you can cancel, delete or save the E-Form as a draft. 

 

(28) Click on Yes to submit the E-Form for approval. 
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(29) Click on  . 

 

 

You have successfully completed a Leavers Schools E-Form. 

 


