LEAVERS CHECKLIST



	Name:
	


	Job Title:
	


	Start date: 
	Leaving date: 




	Checklist

	Date
	Initials

	Resignation letter received

	
	

	Resignation letter acknowledged by Line Manager

	
	

	Annual leave calculated to date of leaving: 
	Annual leave taken:
	Or to be paid in final salary:
	
	

	Exit Interview and checklist for leaver sent to Leaver

	
	

	For information email Line Manager to confirm Exit Interview sent with checklist for leaver 
	
	

	Line Manager - On last day:
1. Ensure that any important documents, emails or calendar events are saved or transferred over to an appropriate colleague.
2. Ensure Identity Badge, access key and any equipment, are handed into you before your member of staff leaves.

	
	

	Finance – Redundancy Calculator
	
	

	
	
	

	Close HR File and complete Appointment checklist


	
	



