	Leaver Form
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Please complete this form to notify HR that a staff member is leaving employment with St Mary’s University. Once complete, please submit the form to HR with their resignation letter attached.

	Staff Member Details

	Name
	

	Faculty/Service
	

	Job title
	



	Leaving Information

	Reason for leaving
	

	Last working day
(the last day the staff member will attend work)
	

	[bookmark: _GoBack]Last day of service
(the last day the staff member will be paid)
	



	Line Manager Actions

	Items to collect from the staff member before their last working day:

 ITEMS TO INSTRUCT THE STAFF MEMBER TO DELIVER TO THE SECURITY TEAM ON THEIR LAST WORKING DAY

	1
	University ID card

	2
	University keys (desk, cabinets, office, etc.)

	3
	University IT equipment (e.g. laptop, tablet, mobile phone)

	4
	University issued uniform, clothing, personal protective equipment

	5
	Any other equipment provided by the University

	Items to consider when a staff member is leaving:

	1
	Does the staff member have any study loans to be repaid?

	2
	Does the staff member hold a procurement card?

	3
	Is the staff member listed on any authorised signatory lists or IT systems?

	4
	Are the staff members contact details listed on department websites, structure charts or distribution lists?

	5
	Is access required to the staff member’s email, drives or other accounts after they leave?



	
	Signed
	Dated

	Line Manager 
	
	Click here to enter a date.



Please return completed leaver forms, as soon as it is known a staff member is leaving, along with their                       resignation letter to hrhelpdesk@stmarys.ac.uk, or drop the form into the HR Hub (room C4), or send the form in the internal mail to HR, Regal House (via St Mary’s University Campus Reception).
	Human Resources

	Leave to be paid/deducted
	

	Resignation Letter Received
	

	Resignation Acknowledgement Sent
	

	Payroll Number
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