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	THE UNIVERSITY OF BRITISH COLUMBIA

- FACULTY & STAFF DEPARTURE CHECK FORM (page 1) -

	

	INSTRUCTIONS


	· THIS FORM IS FOR INTERNAL USE (You do not have to forward this form to Faculty Relations, HR or to Payroll).
· This form is designed to assist managers and administrators when an employee is laid off, terminated, permanently transferred to another department, retiring or resigning.
· The form is locked, but not password protected and  can be modified to meet your requirements or used as is.

	EMPLOYEE INFORMATION


	EMPLOYEE NAME
	EMPLOYEE ID
	JOB TITLE

	
	
	

	DEPARTMENT
	FACULTY

	
	

	REASON FOR DEPARTURE
	NOTICE GIVEN IN DAYS
	IF TRANSFERRING, INDICATE THE NEW DEPARTMENT

	
	
	

	CHECK LIST

	CHECK ITEMS
	YES
	N/A

	If it is a resignation, retirement or a transfer, the letter of resignation or retirement has been received.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Applies to staff only: Vacation and banked overtime hours to date have been calculated.  For transfers, sick time hours to date have also been calculated.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Initiate a Transfer & Severance Notice (Consult with Human Resources or Faculty Relations as necessary).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	All signing authority has been cancelled (e.g. financial accounts, Bookstore accounts, purchasing, etc.).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	All University property has been returned as necessary.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Building keys and cards have been returned and access codes have been voided.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· All desk and cabinet keys have been returned.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· University equipment at home (e.g. computer, modem, printer, software, etc.) has been returned.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Office equipment (e.g. cell phone, palm pilot, binders, files, supplies, textbooks, etc.) has been returned.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Research data (e.g. files, surveys, data, etc.) has been returned.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Any goods purchased with the Professional Development Reimbursement fund (PDR fund) have been returned.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Work tools, equipment, uniforms and protective gear have been returned.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· ID Card, name tags, etc. have been returned.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Inform the employee to return the parking pass (Contact Parking & Access Control Office).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· Inform the employee to cancel the Transit pass (Contact TREK Transportation Office.  E-mail: trek@ubc.ca / Phone: 827-8735 / Website: www.trek.ubc.ca)
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	· University credit cards have been settled and cancelled.
	 FORMCHECKBOX 

	 FORMCHECKBOX 
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	THE UNIVERSITY OF BRITISH COLUMBIA

- FACULTY & STAFF DEPARTURE CHECK FORM (page 2) -


	CHECK ITEMS – CONTINUED
	YES
	N/A

	If currently using the Housing Assistance Program, contact Treasury to arrange repayment of any outstanding loans.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Outstanding travel, telephone or other expenses as well as petty cash and any outstanding advances have been settled.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Voice mail password has been changed to a general password.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Outstanding payroll deductions have been settled.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Disposition of any chemical, radioactive substances or hazardous materials has been accounted for (Consult with Health, Safety & Environment).
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Library accounts have been cleared if necessary.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Exit interview
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Other – please specify: 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Other – please specify: 
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	CHECK LIST FOR COMPUTER NETWORK ACCESS

	CHECK ITEMS
	YES
	N/A

	All computer network access (ID and password, etc.) has been discontinued if necessary.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	LAN
	 FORMCHECKBOX 

	CWL if necessary
	 FORMCHECKBOX 


	SIS
	 FORMCHECKBOX 

	Oracle, Unix or NT
	 FORMCHECKBOX 


	Admissions System
	 FORMCHECKBOX 

	Exchange E-mail
	 FORMCHECKBOX 


	FMS
	 FORMCHECKBOX 

	Interchange E-mail
	 FORMCHECKBOX 


	HRMS (Use the form at www.hr.ubc.ca/forms)
	 FORMCHECKBOX 

	Other
	 FORMCHECKBOX 
  Please specify: 

	ISIS (Sessional Information System)
	 FORMCHECKBOX 

	Other
	 FORMCHECKBOX 
  Please specify: 

	Files have been transferred to an existing backup person.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	Screen saver password has been changed or deleted.
	 FORMCHECKBOX 

	 FORMCHECKBOX 


	SIGNATURES



	EMPLOYEE SIGNATURE
	DATE (yyyymmdd)

	
	

	DEPARTMENT SIGNATURE
	DATE (yyyymmdd)
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