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	Employee ID


	

	Family Name


	

	Given Names


	

	School/Division/Unit/ Institute
	

	Supervisor’s Name


	

	End Date


	

	Last day in office


	


	NOTIFICATION




Local HR advised.

OHSW team (HR Unit) advised if there is an active worker’s compensation claim.

Local Finance advised. 

VC ‘s office notified if the staff member is retiring (HR to draft letter).
	SYSTEM ACCESS



· ‘Delete Existing Computer Access’ form completed and sent to ISTS. http://w3.unisa.edu.au/ists/new/staff/email/forms/v3s5delete.doc
· Advise the local email list manager to remove staff member from all local email lists.

· Advise local web manager to remove staff member from local internet and intranet web pages.

· Advise local web manager to remove staff member from SharePoint sites.
	FINANCE



· Credit Card - Acquittal of all visa card transactions to date

· Credit Card - University visa card destroyed and Finance Unit advised at ProMaster@unisa.edu.au
· Banking - Notify Treasury Accountant to be removed from any banking signatures

· Banking – NAB Security Token

	ASSETS/SECURITY



*Equipment bought with PD funds is a University asset.
· Room keys signed off and returned to FMU Assist.

· Electronic access cards returned to FMU Assist.

· University assets in possession (return to Supervisor/HR Officer).

· Mobile phone

· PC/Laptop/Ipad

· Other_____________________________________

· Crucial emails are to be filed appropriately.

· Remove personal files from PC.

· Remove personal items from area and fridge.

· All work areas left in a tidy state.

· Keys to filing cabinets, desks, cupboards, etc placed in clearly labelled envelopes on the appropriate furniture.

· Return outstanding resources borrowed from another area.

· Return library books to Library.

· University software existing on private PCs owned or used by staff deleted and copies returned to Supervisor.

· ‘Out of Office Assistant’ message set up on your email.

· Set phone password to a default

· Disposed of or have written approval to hand over to a responsible person all chemicals, samples, waste and equipment. 

· Completed local area exit checklist (e.g. E03-10 Lab Clearance Form) in accordance with local area procedures (if applicable)

I declare I have completed the activities outlined in the Exit Checklist.

Staff Member’s Signature: __________________________
Date:   ________/______/_________
Continuing UniSA contact
If you wish to maintain contact with UniSA (eg receive UniSA news publications, invitation to events) email your contact details to alumni@unisa.edu.au
Supervisor’s Signature: _____________________________
Date:   ________/______/_________

Human Resources
· Completed form to be returned to your local HR Team for inclusion in personal file

EXIT CHECKLIST FOR STAFF LEAVING THE UNIVERSITY


Staff member and supervisor to complete prior to staff member leaving the university	
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