Leavers Process
 Quick Reference Guide
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1Departments bear the cost of any College property not returned
2 Guidance for recovering CBS/Personal Project Licence

Leaver


Completes leavers form


Returns College property, inc library loans


Departmental Operating Manager


Approves leavers form & ICT Account Extension Request (if applicable)


Administrative Sections


HR Staff Hub


Payroll


Disposes of research materials


Returns ID card


2Returns CBS Personal /Project licence to Dept Administrator


Ensures College property including ID card returned 1


Ensures disposal of research material in hand


Actions updates of calendar, webpages & College directory


Recovers carparking permit if applicable


Recovers College credit card if applicable and returns to Financial Controller


Informs Financial Controller  if  leaver is authorised signatory leaving


Informs Residences Manager if leaver has College flat


Informs EYEC if applicable


Processes final payment/deductions


Issues form P45


Financial Controller


Research Accounts


Informs funding /sponsor/grant giving body


Security


Deactivates ID card & car parking permit if applicable


ICT


Makes necessary email arrangements


Library


Requests outstanding library loan returns


Residences Manager


Arranges flat vacation if applicable


EYEC


Completes fee schedule for return of deposit


College Tutor /Pro Rector (ED)


Arranges Warden replacement


2Recovers CBS/Personal project licence if applicable and takes necessary action 


Completes ICT Account Extension Request (if applicable)


Writes to employee


Notifies Payroll


Updates employee record


Takes necessary action re: authorised signatories & College credit card



























































