When an employee leaves

When an employee stops working for you, you must inform LCiL in writing when you send in his/her final timesheet for processing.


You must state clearly on the final timesheet:

· if you are paying him/her for any holidays due 

· making any payment in lieu of notice 

· give the date he/she left your employment

When LCiL prepare the final payroll for that employee we will send you the payslip, Payments Summary and a P45 which should be passed on to your employee.  He/she will need the P45 to give to his/her next employer or to claim benefits.

