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Managing Starters & Leavers 

 Manage new starters and track mandatory employment checks 
more easily and effectively 

 Create a professional, positive first impression for new starters 

 Ensure probationary periods are managed effectively 

 Capture key leaver information and track staff turnover 

Effective management of new 
starters is vital. Not only are the 
first few weeks vital in shaping a 
new employee’s career with 
your organisation, you also 
need to ensure that you’re 
carrying out all of the key 
checks and training required by 
law. 

Our Managing Starters & 
Leavers module helps ensure 
that new starters are managed 
into the business in a 
professional and effective way, 
that all relevant checks are 
carried out and that you capture 
vital information on new 
employees and leavers. 

Key Features 

 New employee can be added 

and their details entered into 
the system by line managers 
and/ or HR users (depending 
on client-defined permission 
levels) 

 All information entered (e.g. an 

address for a letter) is 
automatically captured in the 
employee database, meaning 
any piece of information only 
ever needs to be entered 
once. 

employee, ensuring that vital 
information (e.g. reason for 
leaving) is always captured. 

 Staff Turnover Reports can be 

produced by department, 
enabling trends to be tracked 
and problem areas identified. 

 Senior managers and HR 

users can quickly and easily 
view details on new starters 
and recent leavers within their 
organisation. 

 Client-defined New Employee 

Checklists are automatically 
created for each employee, 
ensuring that all relevant 
employment checks and 
induction processes are 
completed. Managers will 
automatically be prompted to 
complete outstanding tasks. 

 Managers have easy access to 

any information they need to 
manage a new starter into the 
business effectively – whether 
it’s a form, a company briefing 
or training materials. 

 Once the employee has 

started, Probationary Periods 
are tracked in the system and 
managers are automatically 
sent reminders to carry out 
Probationary Reviews prior to 
the end of the Period. 

 Offer letters and Probation 

Outcome letters (Pass, Fail or 
Extend) can be produced 
easily based on client-defined 
t e m p l a t e s  a n d  a r e 
automatically stored on the 
employee's record. 

 Managers are automatically 

requested to complete a 
Leaver Form for each 



 

 

Screenshot from the Starters & Leavers Module 

About Youmanage® 
Youmanage is a comprehensive 
online toolkit giving people 
managers and HR departments 
all of the processes, employee 
information and guidance they 
need in a single system. 

Devised to improve the efficiency 
and performance of managers 
and HR professionals, the 
Youmanage system incorporates 
a suite of modules which cover 
every aspect  of  people 
management – from job profile to 
exit interview. All modules are 
underpinned by a single 
employee database, enabling 
clients to take a more joined-up 

and integrated approach to 
managing their employees. 

A unique aspect of the service is 
the way it walks managers 
through step-by-step processes 
for common management tasks - 
from preparing for an interview, 
to handling a disciplinary 
situation in a way that complies 
with the law, to dealing with high 
absenteeism levels. 

Managers are also presented 
with relevant guidance and 
information at each step of the 
way. The system incorporates 
training materials, a complete 

range of standard HR letters and 
forms, guidance notes, and other 
useful tools. It can be tailored to 
reflect the branding, policies and 
processes of each client. 

The package is delivered online 
and allows managers to access 
comprehensive information about 
each of their employees from 
anywhere – with a few mouse 
clicks. 

For more information about 
Youmanage HR’s people 
management solutions visit 
www.youmanageHR.com. 


