Leavers Checklist
To be completed by the line manager 
	Action
	Completed

	Forward resignation letter to HR, if not done already
	

	Ensure the amount of holidays taken has been confirmed with HR in order to finalise leaving payments 
	

	Clarify any activities that will need to be completed or handed over during the notice period (include any intellectual property)
	

	Ensure any electronic files stored on their personal drive are handed over or deleted. Please see the data retention guidelines when staff leave
	

	Ensure any email files are deleted/filed/forwarded and an out of office message is raised. 
	

	Ask that the employee notifies any regular correspondents that they are leaving and future BSU contact details
	

	Ensure their name is removed from any publications/website or associated documents
	

	Clarify what BSU equipment they have and the return arrangements 
· mobile phone and charger  Y/N

· laptop                                  Y/N

· Vasco key                            Y/N
· library card                          Y/N

· stationery card                    Y/N

· parking permit                     Y/N
· keys                                     Y/N

· clothing/PPE                       Y/N
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