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	LEAVER’S CHECKLIST

	The leaver’s checklist should be completed for all employees who leave the Company and a copy placed on the employee’s personal file.

	Employee Details

	
	

	
Full Name
	

	
Position
	
	Date of Termination
	

	
Start Date
	
	Length of Service
	

	
	

	
	

	
	Comments / Confirmation

	General:
	

	1. Reason for termination 
	

	2. Date of termination 
		

	3. (if resignation) Resignation letter attached 
	

	4. (if dismissal from Company) letter confirming termination attached 
	

	5. (if dismissal) has employee raised an appeal 
	

	6. (if dismissal) was advice taken prior to dismissal
	

	7. Payrol informed of leaver
	

	8. Exit interview completed with employee or
	
	

	9. Exit interview questionnaire sent to employee / returned
	
	

	10. Final documents filed in personnel file (including and absence record for reference purposes)
	
	

	11. Collect keys, property returned, security pass etc
	
	

	12. Inform IT, change passwords 
	
	

	13. Remove from telephone list, structure
	
	

	
	
	

	Payroll & Other Payments and Related
	
	

	1. P45 issued
	
	

	2. Final payments made (see below)
	
	

	3. Check for any deductions due (e.g. training, float etc)
	
	

	4. Season ticket loan or other loans
	
	

	5. Notify benefits providers of leaver (pension, health care)
	
	

	
	

	Final Payments:

	

	Final Payments Due (paid to what date?)
	

	Commission / bonus etc due
	

	Deductions (e.g. float)
	

	Other
	

	
	
	

	Holiday Entitlement Due or Owed:

	

	Total Entitlement per annum

	

	This years up to date of termination

	

	Holiday taken this year

	

	Balance due / owed

	

	
	
	

	Signed  

	
Signature
	
	
Name
	

	
	
	
Date	
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