Human Resources Form
                         Title:   Notice of Leaving Employment Form                                     Version: June 2016
                                                                           (Appendix 1: HR19 Staff Leaving Employment Policy)

NOTICE OF LEAVING EMPLOYMENT
Complete this form and send to the Human Resources Department as soon as possible but no later than two weeks prior to the ‘last day of work’ 
SURNAME:
...............................................................



FIRST NAMES:
...............................................................

POSITION HELD:
...............................................................

DEPARTMENT/PPG:
...............................................................

LAST DAY OF WORK:
...............................................................

REASON FOR LEAVING (PLEASE TICK)

Resignation


Redundancy


Retirement

End of Contract


Deceased


Dismissal

FORWARDING ADDRESS:
...............................................................


...............................................................

SIGNATURE OF EMPLOYEE:
...............................................................

DATE:
...............................................................
DEPARTMENT HEAD TO COMPLETE
ACCEPTED BY:
...............................................................




(Print Name)

SIGNATURE:
...............................................................

ACADEMIC STAFF
Please forward your ‘Tutor Record Card’ completed by your Head of Practice Pathway or Manager to the Payroll Department at least one week before your last day of work.

ALL OTHER STAFF
Please forward your timesheet completed up to and including your last day of work signed by your Head of Practice Pathway or Manager to the Payroll Department at least one week before your last day of work.
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