[image: image1.png]MANCHESTER




Staff Leaving Procedures
Applicable for staff who are leaving the Library
This form is to be completed by line managers on receipt of a member of staff’s notification that they have secured a new role elsewhere within the University.
Name of staff member:  _______________________________ FILLIN  \d  \* MERGEFORMAT 
Official leaving date from the Library _______________  FILLIN  \d  \* MERGEFORMAT Last day of work in the Library  FILLIN  \d  \* MERGEFORMAT  ________________                   

1.
On receipt of notification that a member of your team has secured a new role elsewhere within 

the University, discuss with your department head and then agree a leaving/starting date with their new line manager, inform UML HR:  uml.hr@manchester.ac.uk
2. 
Inform their new line manager how much annual leave has been taken during the current leave year and how much is remaining (staff who have secured a new role elsewhere within the University normally carry forward any outstanding annual leave into their new role).  

3.
On their last working day please ensure that the following items are return to you: 

i) Name badge/ lanyard (return to the Library Office)
ii) Branded clothing (return to the Library Office)

iii) All keys to offices, lockers, filing cabinets, library vehicle, external store keys etc. 

iv) IT equipment (apart from specialist items bought for the individual) must be returned to Library IT Support to be reimaged/reset before being transferred (where required) to the new member of staff employed in that role. This includes laptops, iPads/tablets and mobile phones
v) All Library property

vi) Ensure that all confidential information is stored securely or confidentially shredded depending on the retention schedule 

4.
Inform the following staff of the leaver’s official leaving date, or contact Ivanti: 



i) Ivanti: Raise a ticket via the Support Centre  requesting Analyst access to Ivanti is removed if applicable.

ii) Alma: Raise a ticket via the Support Centre requesting access to Alma is removed if applicable.

iii) Digital Marketing Team: CMS access removed if applicable. 

iv) LibAnswers, including Library Chat: Email Natalie Patton or Paul Ralphs requesting removal of access to LibAnswers if applicable.

v) Shared email accounts and shared areas of the S drive:  contact Library IT Support via the Support Centre to request the removal of their details from library shared email accounts and shared areas of the S drive

vi) SMF Membership: contact the Library Office if staff need to be removed from the SMF list
vii) LibraryConnect:  Raise a ticket via the Support Centre  to request removal from LibraryConnect
viii) Role specific email lists: contact the list administrator if they are a member of any role specific email list (library or elsewhere) 
ix) Swipe card access to a specific room: Email John Ashton requesting that swipe card access to a specific area is removed from their card 

x) CRM: Raise a ticket via the Support Centre  requesting the person’s access to CRM (Microsoft Dynamics) is removed if applicable.

5.
Inform Library IT Support via the Support Centre if someone leaves their role and who will be their replacement if applicable

6.
Remind the leaver to remove all personal property from the premises. 

Name of line manager: _______________________________________________________________

Signature of line manager: ___________________________________Date_____________________

Please return the completed form to uml.hr@manchester.ac.uk









































