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EXIT CHECKLIST FOR STAFF LEAVING THE UNIVERSITY

Instructions:

1. Staff member: Please complete and return to your Supervisor on your final day.

2. Supervisors please complete the checklist, attach any supporting information and return to your HR Officer.

3. Please return this form to your local HR Coordinator/Officer for inclusion in personal file
Staff Member’s Name: _____________________________

School/Unit/Institute: ______________________________

Supervisors Name: ________________________________



Completed by Supervisor:

(
HR Officer and Payroll advised of employee’s final day.

(
Occupational Health and Safety team (HR Unit, City East) advised if there is an active worker’s compensation claim.

(
Notify the Vice Chancellor's office if the staff member is retiring or leaving due to serious ill health (HR to draft letter).

System Access

Completed by the departing staff member:

List your University’s system access to be removed from system records:

Log-on ID _____________________

(
University Network (ISTS)

(
myUniSA Staff Section (ISTS)

(
Empower HR (ISTS/HR)

(
Finance 1 (Finance)

(
Student (ISTS)

(
Medici Access (SAS)

· Other – please list __________________________

· Other – please list __________________________

Completed by HR Officer/Supervisor:

(
‘Delete Existing Email Access’ form completed and send to ITS. (http://www.unisa.edu.au/ists/staff/applicationforms/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.
· Contact (email) Telephone Help Desk to remove name from telephone directory.
Finance
Completed by Supervisor:

(
Staff member is a Cost Centre Manager.

(
Staff member is involved in a Project.

Cost Centre/Project Handed Over to: ____________________

(
University Visa credit card(s) returned to Finance Unit.

Visa card No ___________________________________


(
Acquittal of all Visa card transactions to date.

(
Outstanding accounts paid (eg. personal calls on mobile phones).

Assets/Security

  *Equipment bought with PD funds is a University asset.
Completed by the departing staff member:

(
Room keys signed off and returned to Security.

(
Electronic access cards returned to Security.

(
Advise Local Campus Services of office location and reserved parking location you are vacating, if necessary
(
Electronic mail messages deleted except where content is crucial to University work, in which case they should be forwarded to Supervisor.

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

(
Telephone charge card(s) returned to ITS.

Telephone charge card no ____________________


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

· Mobile Phone. Mobile No: _________________


· PC (from home). UniSA No: ________________


· Laptop. UniSA No: _______________________


· Other: _________________________________


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

(
Returned Library books to the Library.

(
Returned Staff Library cards to Library.

(
Photocopier cards returned to Supervisor.

(
Remove personal files stored on PC.

(
Remove personal items from your area and fridge.

(
Office left in a tidy state, with material accumulated during employment checked, disposed of if not required by the University and passed on to Supervisor where appropriate.

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

· Return outstanding resources borrowed from another area.

(
Change Voicemail message on your phone.

(
Change Voicemail password on your phone to “000000” or give password to Supervisor.

· Schedule exit interview with appropriate Supervisor or Manager, if required.

· Forwarding address provided to HR Officer and Payroll.

I will cease employment with the University of South Australia on _______/________/_________ and I declare that I have completed the activities outlined in the Exit Checklist.  

Employee’s Signature______________________________
Date ________/______/_________

I certify that the above items have been completed and the staff member has returned all University equipment and security items.





Supervisor’s Signature _____________________________

Date ________/______/_________
----------(------------------------------------------------------------------------------------------------------------------------------------------------------------------------
Continuing UniSA contact:
Please complete the following section and forward it to UniSA Alumni and Development Office, University of South Australia, GPO Box 2471, ADELAIDE, SA 5001 if you wish maintain contact with UniSA eg. receive UniSA News publication  and invitations to events:

Name:__________________________________ Email Address:__________________________________________________
Home Address:_________________________________________ Suburb:______________________ Post Code:__________

Date of Birth:_____/_____/______ Years of Service:________ Position Held:________________________________________
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