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LEAVERS FORM 

	Name:

	

	Department:


	

	Job Title:


	

	Last day at work:

(Last day physically present)
	

	Last day of employment

(As above unless taking annual leave)
	

	Is this an expiry of a fixed term contract?  
	Yes/No


	PART TIME ONLY: if working pattern is regular, please circle days you work each week, stating the daily hours in the boxes below (not including breaks/lunch):

	      MON    TUE     WED     THU      FRI        SAT    SUN         If hours/working pattern is variable, 

	                                                                                         please tick this box instead: 




	Annual leave days to be paid for (eg where employee is not able to take all remaining holiday entitlement etc prior to leaving).  Attach annual leave form in ALL cases.
	……………………………………………………………………………


	Hours/overtime/days in lieu owed (excluding annual leave) or redundancy pay if applicable
	​


	Main reason For Leaving (please circle one)

	1. Terms & Conditions (including pay)
	2. Relationships with Colleagues
	3. Workload

	4. Physical work environment

	5. Nature of work
	6. Management style (local)

	7. Management style (organisational)
	8. Communication
	9. Working hours

	10. Lack of promotion opportunities
	11. Discrimination or harassment
	12. New post is a career development

	13. Education/training
	14. Poor induction 
	15. Wrong impression of Organisation

	16. Travel problems
	17. Emigration/travel
	18. Pregnancy/child care

	19. Move from area
	20. Health problems
	21. Personal reason

	22. Retirement – would like to join CCCUC Retired Staff Association *
	23. Termination of Contract
	25.  Expiry of Contract

	26.   Deceased
	27.  Retirement – would not like to join CCCUC Retired Staff Association *
	


*If you would like to know more about the Retired Staff Association, please contact the Department of Marketing.

	Next employer:


	………………………………………………………………………………………


	Current/forwarding address:
	……………………………………………………………………………………….


	Signature of employee:


	………………………………….
	Date:
	……………………………………………

	Signature of Head of Dept:


	…………………………………..
	Date:
	……………………………………………

	Authorising payment of hours/days/annual leave owed (if any) and certifying form as correct.  Please forward completed form to the Department of Human Resources and Organisational Development (HR&OD) with the Annual Leave Form and resignation letter attached.


For HR&OD use (HR&OD staff to initial and date each section)

	Resignation letter received:
	

	HR Officer (Employee Relations) to check whether removal expenses need to be re-claimed and arrange payment with employee and Finance
	

	Staff leaving questionnaire sent:


	

	Check – Is it an expiry of a fixed-term contract and if yes, is a redundancy payment due?
	

	Annual leave form received, and days/hours owed checked:
	

	Input by & Date:
	

	Res ID:


	

	Pension forms completed and attached (if applicable)
	

	Copied for Agresso checking:


	

	Acknowledgement letter sent:
	

	Facilities Admin Manager (veronica.cousins) Logistics (debbie.grantham, reception (reception), Simon Reynolds (Telecomms)
	


Computing Services
Please be aware that your computing accounts will be disabled when you leave the University and deleted shortly thereafter.  After you have left it is not possible to give access to your private N: drive to any member of staff with or without the permission of your Head of Department or Dean. 

	It is therefore your responsibility to ensure that any departmental or personal work contained on your N: drive or within your email folders is moved to a suitable location before you leave.



In addition, by signing this leavers form you are agreeing to return, prior to your departure, any computing equipment or software that you may have on loan.

Library Services
Your library account will close on the day of your leaving the University.  By signing this leavers form you are agreeing to return loan items to the library and to settle any outstanding fines prior to your departure.


