[image: Image result for university of parkside wisconsin logo]	

[bookmark: _GoBack]DEPARTURE CHECKLIST

	Employee Name
	
	Last Date
	

	Employee Position
	
	Department
	

	Supervisor
	
	Administrative Support
	



Instructions: This checklist is provided to assist human resources and supervisors in ensuring the departure of the employee is handled smoothly.  Make a copy for yourself and for the employee.  Take time to review with the employee.   Submit final checklist to HR at hr@uwp.edu.

	Supervisor
	Who is Responsible

	· If applicable, please request resignation letter.
· Notify HR at hr@uwp.edu or Ext 2204.
· Supervisor must complete a Departure Form on BP Logix.  Click on the link Departure Form
· In the event of sudden departure, Supervisor will take items to the Police Department. 
· The Police Department will keep items in their department for one week otherwise, have employee contact the Police Department to schedule a time when they will pick up their items at Ext. 2455.
· Collect all keys from the employee.  
· Collect ID badge.
· Collect Corporate Card and/or P-Card and ensure that final expense report has been submitted. 
· Notify managers and team members of the departure.
· Update Organizational Chart.
· If departing employee is a Supervisor or Manager, please submit Employee Payroll Change Form on BP Logix, updating ‘Reports to’ and Time and Labor Approver for all impacted employees.  Click on the link Employee Payroll Change Form

	Supervisor/ADA/Support Person


	Human Resources
	Who is Responsible

	· HR Benefits Specialist will meet with employee to discuss final benefits.
· Prior to leaving, ask employee to make any updates to their contact information on My UW Portal > Personal Information, such as phone numbers, email address, home address.  Click on the link My UW Portal
· Specialist will notify all necessary parties including CTS, Campus Police, Finance, and HR.
· A formal exit Interview is conducted if the employee request one.  Otherwise, exit interview survey is emailed to employee. 
· HR Front Desk
· Remove employee Personnel file to Terminated files.
· Contact Supervisor for updates to T&L Approvers (if appropriate).

	Human Resources
hr@uwp.edu
Ext 2204



	Human Resources (continued)
	Who is Responsible

	· Recruitment Coordinator
· Contact Department/Division to discuss open position/recruitment.
· WC Coordinator
· If active claim, notify UW System, Office of Risk Management of departure.

	
Human Resources hr@uwp.edu
Ext 2204
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