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MANAGER EXIT CHECKLIST

	Name of Leaver:
	

	Job Title:
	

	Department:
	

	Name of Manager completing the form:
	


Checklist

	Step
	Action
	Date completed

	1
	Managers need to calculate:
· Last day of employment (refer to contractual requirements)

· Any outstanding leave entitlements.

· Any other outstanding balances
Annual leave calculator can be found at: https://www.cumberland.gov.uk/hr-policies-and-procedures/annual-leave-and-time/taking-annual-leave)

	

	2
	Mangers are required to complete a Leaving / Moving Jobs ticket using the HR, Payroll and Administration Portal (Service Catalog - HR Portal).

It is essential that you complete this as soon as the employee has handed in their notice otherwise over/underpayments of salary may occur.

Managers need to be aware of the needs to inform the HR, Payroll and Administration Team of any retention payments or learner agreements which may have been paid to the employee, as we may need to reclaim some of the money from the employee.
Managers should acknowledge receipt of resignation letters (and attach letter and acknowledgement to Leaving / Moving Jobs ticket).
	

	3
	If the employee is retiring managers must advise them to look at the relevant pension information and complete any of the necessary forms. 

You can access information relating to Pensions on this link: https://www.lppapensions.co.uk/members/ 
Contact the Payroll Team if you require any assistance.
	

	4
	Managers should hold a face to face exit interview with the employee. At this meeting the manager should cover the points set out in the exit interview procedure Leaving employment | Cumberland Council  

Also:

An Employment Exit Questionnaire is available for all employees leaving the organisation

https://forms.office.com/e/Kj44dZTwrP 

An Internal Transfer Exit Questionnaire is available for those staff leaving job roles and moving to other Council departments https://forms.office.com/e/N5UVQqQgkd 

The manager should encourage the employee to complete the Exit Surveys which are available via Microsoft Forms (if the employee is unable to access, please contact resourcing). If the employee prefers to complete the survey at the meeting with the manager, then this is not a problem and the manager should be supportive of this – the employee will also be sent the survey links with their leaving letter (issued by Payroll).
Managers should cover the following points:
a) The employee is aware that if they need to access any previous payslips or P60s they will need to do this through MyHR before their termination date, as following their termination date of employment they will no longer have access to MyHR. 

b) The employee’s home address is up to date as this is where their final payslip will be posted. 

c) The employee knows it is their responsibility, if they are in a Trade Union, to inform them they are leaving the Council.

	

	6
	Managers should ensure that:

The employee’s colleagues/external parties who either work with or have regular contact with the employee are aware that they are leaving and who they will need to contact moving forward.
	


	7
	Collect any Cumberland Council property from the employee on or before their last working day, all property should be return to the relevant teams (laptops and mobile phone must be returned to ICT within 7 days of the employee’s termination date).

It is the employee’s line manager who holds the accountability of making sure all equipment is returned.

Property to be returned may include:

Laptop

Mobile Phone
The Leaver and their Line Manager are responsible for ensuring that any live WhatsApp Groups are unlinked from the phone/WhatsApp App before handing it back to ICT to prevent any security breaches from occurring.
ID Badge

Car parking permit

Fuel/Purchase card

Keys/Fobs 

Other – please state:
Manager Signature: 
By signing this form, the manager confirms that all equipment has been returned.

(If employee requests receipt of equipment returned – please provide written confirmation to the employee via the employee’s preferred contact method).
	


This form should be uploaded to the HR and Payroll Admin Portal for a copy to be saved on the employee’s personal file.

Please contact resourcing@cumberland.gov.uk if you have any queries.
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