
  
 

 
1 

t. 0345 222 1551 f. 01908 410063 e. hello@schoolbusinessservices.co.uk 

www.schoolbusinessservices.co.uk  
Head office: Poole | Suite 22, Discovery Court, Wallisdown Road, BH12 5AG 
Milton Keynes | Unit 211, Milton Keynes Business Centre, Foxhunter Drive, Linford Wood, MK14 6GD 

Registered in England No. 06443524 

 

 

 
 
 
 
 
 
 
 

 

How to add an end date to 
staff contracts in Budgets 
 

 
 

  

mailto:hello@schoolbusinessservices.co.uk


  
 

 
2 

t. 0345 222 1551 f. 01908 410063 e. hello@schoolbusinessservices.co.uk 

www.schoolbusinessservices.co.uk  
Head office: Poole | Suite 22, Discovery Court, Wallisdown Road, BH12 5AG 
Milton Keynes | Unit 211, Milton Keynes Business Centre, Foxhunter Drive, Linford Wood, MK14 6GD 

Registered in England No. 06443524 

 

 

How to add an end date to staff contracts in SBS Budgets 
 
Please note: Making changes to staff contracts will affect all non-fixed budgets. 
 
Start off in Staffing > Staff Contracts, click edit to the right of the contract you wish to apply an end date to (as 
circled in red below). 
 

 
 
On the next screen, simply add a contract end date to the field indicated below. 
 

 
 
Click the green tick in the top right corner to save once you have made your changes. 
 
You can also add in a contract start date in this section also if applicable.  
 
 
Please note: The contract start and end dates will always override any potentially conflicting dates in the Salary 
Details tab. 
 
To clarify, lets say for example in Salary Details you have a member of staff with a scale point start date of 1/9/21, 
but a contract start date of 1/9/22, there would be no budgeted costings until 1/9/22 
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