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Operational Staff Leavers Form – Line Managers Guidance Notes
General Principles

· This form should be completed for all operational employees including casual workers. 

· Please ensure that this form is completed as soon as you are made aware that an employee is leaving their post.  

· Once complete, please forward the form electronically to the following contacts:

1) PAYROLL (finance.payroll@keele.ac.uk)

2) HR – please see relevant contact below: 
Catering and Retail, Conferencing and Events and CBE Office (a.elikowski@keele.ac.uk) 
Accommodation Services (c.h.norris@keele.ac.uk) 
Nursery (m.alder@keele.ac.uk) 
Estates and Development (g.farr@keele.ac.uk) 
3) CBE IT (commercial.ithelpdesk@keele.ac.uk) 
Section 1 

Leaving date: Must be the last day of employment, not the last day that the member of staff is physically planned to be in work. 

Casual member of staff: Please indicate here if the individual is leaving their casual contract. 
Individual has two contracts: Please indicate if the employee has two contracts, one of which is to remain live. This will avoid an individual being removed from the system entirely.
Section 2 

Reason for leaving:  If an individual is leaving because they’ve either retired or resigned, please ensure that a copy of their notice is sent at the earliest opportunity to your Link HR Administrator. 
Section 3

Activity and Location on Leaving: It is a requirement for HESA that the University collects this data and therefore you should liaise with the individual to ensure that this information is accurate. 

Section 4

Annual leave: Every effort should be made to ensure that individuals have taken any outstanding annual leave upon their leaving date. In the exceptional circumstance that this has not been possible please specify the hours/ days annual leave to be paid and the reason why. 
Section 5 

Certificate of Sponsorship: To ensure compliance with UK Border Agency requirements, please indicate if the member of staff was employed under a Certificate of Sponsorship. 
Section 6 

Recovery of monies owed to the University: It may be possible that upon their leaving date, the individual owes the University money. Please ensure that details of outstanding expenses or monies (i.e. where the employee has taken too much annual leave) are detailed within this section.  Upon receipt of this information, details of the money owed will be sent to the employee in writing along with instructions regarding how this can be repaid. 
Section 7 

Recovery of University property: This section is used as a prompt to ensure that any University property is recovered before the employee leaves. 

Section 8 

To be completed by the Line Manager: Where the form is completed electronically, this should include an electronic signature. Where this is not possible, the form must be sent to the relevant parties from the Line Managers e-mail account. 
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