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Separation Checklist for Staff Members

Please Note:

This checklist provides information for Staff Members who are leaving the University.  Staff Members are encouraged to use the checklist to ensure that they have provided all necessary information and returned all University property and resources, which will assist Human Resources to efficiently process final payments.

	Name
	No:          
	  

	School/Work Unit
	Last day at work
	        /          /

	Action
	Notes
	( or ( 

	1
	Provide your Supervisor or Manager with written advice re resignation, retirement etc including effective date, that is, last day worked
	
	

	2
	Discuss with your Supervisor what steps will be taken to hand over your work in progress and deal with any other incomplete workplace matters
	
	

	3
	If you are retiring you will need to make contact with HR’s Superannuation Officer to make your personal arrangements. 

If not retiring, you will receive advice from your fund/s– take the necessary action to keep track of or transfer your Super
	For specific enquiries re Superannuation contact Superannuation Officer Jan Brown on ext 5340
	

	4
	If you are an Academic or university administrator who is retiring you may be interested in the “Retired Academics Database” which provides opportunities to work in developing countries. 

See Retired Academics & University Administrators program website www.acu.ac.uk or request a brochure from HR
	
	

	5
	Library – ensure you have no material on loan and no fines outstanding
	
	

	6
	Facilities and Services – if you have access cards, protective clothing etc return them to your supervisor or the relevant department
	
	

	7
	Finance – if you owe any monies to UWS ensure these are paid or satisfactory arrangements made;  if you have one, return the UWS credit card
	
	

	8
	Technology – your email and intranet access will be terminated effective your last day at work
	
	

	9
	Return your Staff Identification Card to Human Resources via your Supervisor
	
	

	10
	If you have had deductions from your pay to outside organisations notify them of your changed circumstances
	
	

	11
	Make sure Human Resources has your correct contact details; at the end of the financial year they will send taxation documentation 
	
	

	12
	Complete and lodge the Exit Survey, or request Exit Interview with HR of SJU if you wish.   (The link to the Exit Survey is on the Human Resources intranet site.)
	
	

	13
	When you receive your final pay and Statement of Service check that it is correct.  Contact Human Resources to make any adjustments.
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