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LEAVER PROCESS CHECKLIST 
As the line manager, you are responsible for carrying out the following checks prior to the employee leaving (Internal and external positions) and for retaining council equipment on the employees last day in post. Please send a copy to HR via email to hrdirect@denbighshire.gov.uk for the personnel file.  
	Full Name:
	

	Termination Date: 
	      /       /      
	Employee No:
	     

	Job Title:
	     

	Section / School:
	     

	Equipment / items to be recovered


	
	Tick
	Date actioned

	HR items - ID Card, Door Fobs, Vectiscard (please return to HR)
	 FORMCHECKBOX 

	     

	Keys / Car Fobs / Radio / Pager / First aid box / Personal alarm
	 FORMCHECKBOX 

	     

	Protective clothing / Uniform / Tools 
	 FORMCHECKBOX 

	     

	Laptop / Mobile phone / Tablet / Camera / ICT equipment
	 FORMCHECKBOX 

	     

	Job related records – e.g. Log books, work notebooks, parking permit
	 FORMCHECKBOX 

	     

	Company credit card (please return to Finance department)
	 FORMCHECKBOX 

	     

	Other:      
	 FORMCHECKBOX 

	     

	Payments and Deductions

	Annual leave  - if not stated on the Leaver form, line manager to calculate and inform payroll before the employee leaves if any leave to be paid/recovered.
	 FORMCHECKBOX 

	     

	Training costs – if the employee has attended a course paid for by DCC, and is leaving employment within the timeframes stated on their Learning Agreement, please inform payroll of the amount to be received. 
	 FORMCHECKBOX 

	     

	Lease car – employee to notify payroll
	 FORMCHECKBOX 

	     

	Tusker salary sacrifice car – employee to notify payroll
	 FORMCHECKBOX 

	     

	Childcare vouchers – employee to notify payroll
	 FORMCHECKBOX 

	     

	Relocation expenses – refer to relocation policy
	 FORMCHECKBOX 

	     

	
	Signed Name
	Date

	Head Teacher / Line Manager 
	     
	     

	HR Direct
	     
	     


Please email this form to hrdirect@denbighshire.gov.uk without delay
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