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Appendix 1 – Off-boarding Checklist




	Off-boarding Checklist
Line Manager Name:
Leaver Name:

	Sr
	Managers Checklist - Duties for Leaver
	Relevant Department / Contact
	Signed (Line Manager)

	1.
	Acknowledge receipt of resignation and confirm leaving date and send to HR

Issue Acceptance of Resignation letter (as applicable)
	Line Manager


HR
	

	2.
	Asset Management

Laptop returned (If applicable)
Work Phone returned (If applicable)
Property form below to be completed.
	Office Manager

Line Manager / Office Manager
	

	
	ID Badge returned
	Line Manager
	

	
	Key/gate fob retuned
	Office Manager
	

	
	Other work equipment collected throughout employment (including equipment’s issued to meet reasonable adjustments) to be returned.
	Line Manager
	

	3.
	Prepare Handover note and provide to manager
	Staff Member/Line Manager
	

	4.
	Update Internal System

Ensure leaver form on Marvel has been processed. 
Ensure access is revoked for department links, L drive, relevant mailboxes. NHS email released from CRGPA.
	

Line Manager/CWPT IT

	

	
	Forward emails and contacts. 
Set up forwarding emails, add out of office and transfer ownership of relevant contacts and documents if relevant.
	Staff member/Line Manager


	

	
	Liaise with departments to ensure appropriate access to Datix, Policy stat and Practice Index has been revoked
	
Governance
	

	
	Liaise with departments to ensure appropriate access to the Xon Phone system have been revoked
	Office Manager
	

	
	HR process as a leaver on HR system, Payroll and arrange exit interview/share link
	HR
	

	
	Communicate to Occupational Health (to hold back any in-process / scheduled vaccines etc.) if applicable
	HR
	

	4.
	Notify External Contacts at Point of Resignation
Notify relevant contacts, contract holders, of employee departure and provide alternate points of contact if necessary. 
Inform governance of nominated lead to update internal documents
	

Line Manager
	

	5.
	Bid farewell to ensure a pleasant exit experience. 
	Line Manager
	






RETURNING COMPANY PROPERTY

1. Employee Information
Full Name	________________________________
Department	________________________________
Job Title	________________________________
Manager/Supervisor	________________________________
Last Working Day (if applicable)	____ / ____ / ______

2. Reason for Return (Check one)
☐ Termination
☐ Resignation
☐ Role Change
☐ Equipment Replacement/Upgrade
☐ Other: ________________________

3. List of Returned Equipment
	Item Description e.g. laptop, phone, key
	Serial / Asset Number 
(if applicable)
	Condition 

	Accessories Included 
e.g. charger, case, bag

	
	
	
	



	
	
	
	



	
	
	
	



	
	
	
	



	
	
	
	



	


	
	
	

	


	
	
	


							
4. Return Date
Date Returned: ____ / ____ / ______


5. Return Received By
Name	________________________________
Department	________________________________
Signature	________________________________
Date	____ / ____ / ______

6. Employee Acknowledgment

I confirm that I have returned all listed company property and understand that failure to return items may result in financial deductions or legal action.

Employee Signature: _________________________
Date: ____ / ____ / ______

7. Notes / Exceptions

On completion, pleasure ensure this form is returned to HR.
Please ensure that all equipment has been returned to equipment holder i.e. Office Manager/Practice Manager.   
















Appendix 2 – Acceptance of Resignation Letter Template [Adaptable]





[Date]


HR/Initials


Private and Confidential

Employee Name
Sent via email [email address here]

Dear Employee Name,

Re: Resignation Acceptance

This letter is to acknowledge and confirm the receipt of your letter of resignation, received on [Date], from your position as [Position]. Whilst I am naturally disappointed with your decision to resign, I am writing to confirm acceptance of your resignation. 

In line with the Company policies and your notice of resignation, your last day of employment with CRGPA will be [Date].

Unless stated otherwise all formal contracts and agreements will cease on the last day of employment.

Please return all company property on or before your last day of work including keys, laptop, company-issued mobile phone, ID badge, parking pass and any other company-owned property.

Your final salary will reflect any other payments or deductions owed. Please feel free to reach out to Human Resources on 02477710980 should you have any questions or need additional information.

Thank you for your work here and we wish you all the best in your future endeavors.

Yours sincerely,

Name (HR Personnel)
Position
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