
ISSUE A DISPENSATION

	· Once all checks/confirmations have been received, prepare the Dispensation notice and covering letter on SEES.  Print 2 copies of each letter.

· At this point you must return to ECS.

· Pass Dispensation folder to HO to sign both copies of the Dispensation Notice.

· Sign covering letter.

· When letter returned, update ECS.

· In notes on ECS select Dispensations, record any pertinent note applicable to the application, record the items included under “non-standard” and if scale rates have been included.

· Access Employer Business Service (EBS)


	
	· EIM 30085

· Select employer, click related, select Dispensations

Highlight the items requested,

Select update > accept.

(ECSM 45220)

· Select issue (ECSM 45310)

Click on issue manual print

· Interim Single Sign On

Double click CSP

Double Click EBS

· Highlight amend employer summary, enter reference.

· Select view, employer notes

Enter date dispensation issued, date effective from and EST who dealt with request. Click OK.

· Finally note issue on and any local recording system

· Registered File in accordance with Information Zone: Managing your Information and Records 




