Managers Checklist for Employees Leaving

	1 Check if your employee has any of the following items and ensure that they are returned to you before they leave:

· ID Pass

· Clothing

· Keys

· Any other items belonging to Coventry City Council including mobile phones, laptop, Blackberry etc. 
	

	2 The employees e-mail account and any other application access should be deleted by completing the relevant on-line forms on the intranet in the ICT service requests area






	

	3 Does the employee hold a duty car park pass?  This should be surrendered and returned to CVOne
	

	4 Has the employee claimed all of their outstanding expenses?  If not these should be claimed and authorised by the manager prior to the date of leaving 
	

	5 Is the employee due any termination payments e.g. pay in lieu, redundancy pay – ensure Employment Services are notified on leaver form
	

	6 Holiday entitlement – has the employee over/undertaken their leave - ensure Employment Services are notified on leaver form
	

	7 If the employee is casual accrued holiday should be claimed and authorised via self service prior to the date of leaving
	

	8 Does the employee have any outstanding overtime to be claimed?  If so this should be claimed and authorised via self service prior to the date of leaving
	

	9 When an employee gives you their resignation, or their employment with the Council ends for another reason, you must ask them if they would like a Leavers Interview or would like to complete a Leavers Questionnaire. You can get a copy of the Leavers Questionnaire from the HR Section on the Intranet
	

	10 Ensure a leaver form is either completed via self service or sent to payroll.forms@coventry.gov.uk Completed leaver forms need to be received by the deadline for all paperwork to be with Employment Services in the month your employee is leaving.  Late leaver forms received after this date by Employment Services could lead to the employee being overpaid
	

	11 Check employee's address held is correct, for their P45 to be sent to
	

	12 For employees in receipt of on-line payslips their final payslip will be a paper payslip which will be sent to your workplace as employee self service will not be available after the date of leaving
	


