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STFC Line Manager Leaver Checklist 
USER GUIDANCE
The Line Manager and Employee must complete the check list together prior to the employee leaving the organisation or moving to another part of UKRI. This checklist is for Line Manager use. 

(1) For STFC Employee’s or those paid directly by STFC

Once completed please submit to the UK SBS using one of the following routes:

1. attach to a Service Request raised via i-support in Self Service
2. email to HR@uksbs.co.uk
3. return to your HR Assistant/Advisor 
The UKSBS will update their records accordingly.
It is important to note that once system access ceases you will no longer be able to view your historic online pay advice statements (pay slips) or P60s. If you wish to retain copies of these, please ensure you make arrangements for this prior to your leaving date. 
(2) For all other leavers not paid directly by STFC (such as some students) 
Once completed please submit to your Group Leader for checking. Note that some sections won’t apply for this category of leaver. The document is provided as a checklist to enable line managers/supervisors to ensure key leaver requirments are met.
(1 & 2) Once complete please pass on a copy of this document to the Departmental Safety Contact (DSC)
	Part 1: Leaver Deatails

	Employee First Name: 
	

	Employee Surname: 
	

	Employee Number:
	

	Transfer or Exit:
	

	Transfer or Exit Date:
	

	If transfer, state new organisation:
	

	Department
	

	Employees forwarding address:


	

	Part 2: Return of STFC Property

	Security Passes
	

	Office Keys (and any other keys if applicable) 
	

	Parking Passes/Permits 
	

	Laptops/Palmtop/Headsets 
	

	Library/Research Council books 
	

	Confidential Information/ Documentation returned or disposed of
	

	Scientific equipment
	

	Laboratory Protective Clothing
(if applicable)
	

	Laboratory Note Books 
	

	All mobile devices and hands-free car kits – ensure that the leaver has removed any connections to STFC resources from their own personal devices e.g. removing STFC email account settings from their phones or tablets
	

	Return GPC card and de-register user
	

	Leisure pass returned (SO only)

	

	Part 3 General actions

	Employee must be removed from SharePoint, any other group networks, and any related content should be moved to another staff member to ensure business continuity. This activity should include the transfer of any generic email folders to another staff member where appropriate
	

	Probation/Appraisal Report up to date
	

	User provisioning actions taken in Oracle 
	

	Assets and Inventories closed 
	

	Travel Claims/Advances submitted/cleared  
	

	Pay Advances (agreement with Payroll)
	

	Ensure FWH balance is Zero or Positive 
	

	Contact your departmental Management Accountant (Finance)  - to ensure that financial records are appropriately amended (e.g. authorisation privileges through the Approvals Management Engine (AME) Tables).
	

	Has Oracle time and labour (OTL) record been completed until last day with STFC?

	

	Part 4 Safety, Health and Environmental actions

	SHE Responsibilities

· Have any assigned SHE responsibilities been reassigned or are they no longer required? Update ‘SHE Directory’ as appropriate/inform appropriate people.
· Does the ‘Leaver’ have any SHE Appointments made to them by letter? If so does the Appointment need reassigning or Deleting? Update ‘SHE Directory’ as appropriate.

· Is the ‘Leaver’ identified as a contact person on any Laboratory Safety Notices? (such as First Aider/MHFA, Laboratory Emergency Contact, Building Warden, Responsible Person for Hazardous Equipment under PUWER etc..) If so the Notice should be updated with the person’s name removed or replaced.

· The ‘Leaver’ must complete any outstanding Safety Actions under their responsibility such as appear on SHE Assure OR these should be transferred/deleted as appropriate.

Risk Assessments - Is the ‘Leaver’ the owner of any Risk Assessments? (these may be on SHE Assure or other SHE Management Systems including local laboratory safety records) If so these should be ‘archived’ or ‘reassigned’ to a new Risk Assessment owner, the new owner MUST also update the Risk Assessment.
	

	Chemicals
Does the ‘Leaver’ have any chemicals/substances in storage on an STFC Site? If so these should be disposed of by the ‘Leaver’ (following the guidance of STFC Safety Code 27 & 31 , if applicable) OR Labelled and transferred to a new designated owner along with any safety information including MSDS.
Has the leaver been using gases? If so have all gas lines been purged with an inert gas and does the system need decommissioning ? Have gas cylinders been returned?
Is any decontamination required of work area/systems/workstations etc.?
	

	High Hazard Equipment 

Does the ‘Leaver’ have unique knowledge of any high hazard plant or equipment? If so the Line Manger should arrange for a specific safety review with the Leaver and other key staff, to ensure key knowledge is appropriately transferred.


	

	Radiation Workers/Radiation Sources:

· Classified Radiation Workers must advise the Dosimetry Office and SHE Group of a forwarding address for the Termination Record to be sent to

· Advice should be sought from Radiation Advisor on the final Dosimetry Badge/device readings submission.

· Any Radiation Sources must be returned to respective site/Department RPS/RPO/RPA

	

	Other notes or comments:

	


	APPROVAL

	Employee Name

	

	Employee Signature
	

	Line Manager Name

	

	Line Manager Signature


	

	Date
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