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 Manager’s Checklist for Departing Employees
	Employee Name:
	

	Position:
	

	Department:
	

	Union Affiliation: 
	

	Type of Appointment:
	

	Direct Manager’s Name/Position:
	

	Last Day of Work:      
	        dd   /    mm     /   yyyy


This checklist is designed to assist with your employee’s departure process. There may be additional items specific to your department that are not addressed below. Prior to separation from the University, please ensure the following items are completed / returned from the above employee:

· Inform employee to contact Human Resources if they require an accessible version of a document/publication.
· Notify humanresources@trentu.ca, payroll@trentu.ca, and cbrook@trentu.ca of departure. (Inform of last working day and any vacation days not used to date)
· Send original letter of resignation to Payroll - BH 123
· Notify keys@trentu.ca the date building access is to be cancelled
· Update voicemail and email reply and/or change passwords to generic

· Notify IT to cancel login accounts and remove access to shared drives: http://www.trentu.ca/it/ 

· Collect all University equipment/property (i.e. cell phone, laptop, pager, business cards, etc.)
· Collect and return all keys to your Departmental designated key authority
· Collect departmental credit cards (VISA, AMEX)
· Collect uniforms according to Department Policy
· Notify Purchasing Office to cancel credit card / remove signing authority

· Update department website / phone lists / distribution lists

· Inform employee to return parking pass to the Parking & Access Control Office 

· Inform employee they are responsible for updating Payroll of new address (for tax purposes)
· Request employee completes the Equity Exit Survey http://www.trentu.ca/ohrea/equity/exit.php  

· Advise employee to fill out the departing employee exit survey. We welcome any feedback on the survey tool as well. If they would like to share additional information and wish to participate in an exit interview, please advise them to contact humanresources@trentu.ca.
· Other: ____________________________________________________________________

Security Certificate








I certify that all Trent University proprietary information has been returned to the University.

Employee Signature:     ____________________
Date Completed:  ____________________

Manager’s Signature:   ____________________     Date Completed:   ____________________

If employee is not available to sign form, add “Unavailable for Signature” and explain why. 

Please send this form to the Department of Human Resources when complete.


Manager’s Review for Departing Employees

To be filled out by Manager and placed on personnel file in Human Resources. This page does not 
have to be shown to the employee. 
	Employee Name:
	

	Position:
	

	Department:
	

	Direct Manager’s Name/Position:
	

	Last Day of Work:      
	        dd   /    mm     /   yyyy 


1. Written confirmation of resignation is mandatory. Was this received and sent to Payroll? 

Yes_____
No_____
2. Why did the employee say they were leaving?

3. Would you recommend re-hiring this employee? 
Yes_____
No_____

Please provide rationale:
Manager’s Signature: _____________________
Date Completed: _____________________
