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	[bookmark: _Hlk216094398]Section 1: To be completed by the Line Manager/School/Department/Institute

	Employee Name
	

	Employee number
	

	School/Dept/Inst.
	

	Post title 
	

	Last day of service (i.e. termination date)
	

	Last working day 
(if different from termination date)
	

	Employee home address for correspondence (e.g. for P45 and final payslip)
	

	Employee personal email address for correspondence
	




	Amount of outstanding untaken leave to be paid on termination 
(if applicable)
	     
	Amount of overspent leave to be deducted on termination (if applicable)
	     

	Budget code to which outstanding leave can be charged (if different to current budget/cost code)
	

	Does the employee currently have a Season Ticket or Cycling Loan?
	|_| Yes |_| No 


	If yes, then please provide details.
	

	Is a Visa fee reimbursement clawback due for this employee? 
	|_| Yes |_| No 


	If yes, please indicate the amount due
	
	If yes, please provide Budget Code this should be costed to. (if different to current budget/cost code)
	

	Have you ensured that all confidential access to systems and materials has been/will be rescinded by the leaver’s last working day?
	|_| Yes 


	Reason for leaving (Tick appropriate box)

	|_|  Resignation 	|_|  End of temporary contract	|_|  Retirement on pension
	|_|  Early retirement 	|_|  End of fixed-term contract (go to section 2	|_|  Dismissed
	|_|  Voluntary redundancy	|_|  Compulsory redundancy	|_|  Unsatisfactory probation
	|_|  Death in service	|_|  Other reason	|_|  Ill-health retirement

	Additional Comments:
	


If the reason for leaving is ‘End of fixed term contract’ above then, please complete Section 2 below. Otherwise, move on to Section 3.
	Section: 2 Complete for End of Fixed Term Contracts ONLY

	The reason(s) why the appointment is not to be extended is/are:
|_|	Insufficient funding is available for the post.
|_|	The overall financial situation requires the post’s deletion.
|_|	The post is no longer needed.
|_|	The duties carried out by the postholder are no longer needed. 
|_|	The nature and character of the post have changed.
|_|	The post and funding are to continue, but the post is one to which Queen Mary has opted to appoint after open competition.
|_|	The post and funding are continuing, but the employee’s performance does not warrant an extension to the appointment. (HR advice must be sought before ticking this box)
|_|	The employee has formally resigned. (Please attach copy of resignation letter)

	For staff with continuous service of one year or more:
Please confirm the provisions of the Code of Practice on Reviewing Fixed-term Contracts have been completed (including, if needs be, an appeal stage) and the employee has been informed of the outcome.

|_| Yes |_| No

	If no, please provide details
	     


	For staff with continuous service of two years or more:
Typically, employees with two years or more continuous service are entitled in law to a redundancy payment.  If you are aware of any reason why this shouldn’t be the case, please provide details in the box below.

	Reason for not paying redundancy
	     


	In case of a redundancy payment, please 
provide budget code (if different to current budget/cost code):
	     

	Redundancy amount (for HR to complete)
	





	Section 3 – HESA Reportable Data

	Activity and Location after Leaving (Please note: This section is mandatory as it is required for HESA purposes)

		|_|	Working in a Higher Education Institute
	|_|	Working in another education institute   
	|_|	Working in a research institute (private)  
	|_|	Working in a research institute (public)   
 |_| NHS/Gen medical/Gen dental practice  
	(01)
(02)
(03)
(04)
(05)
 
	 |_|  Working in another public sector org     	|_|	Working in the voluntary sector            
	|_| Working in the private sector               
 |_| 	Self-employed
	|_|	Registered as a student
	|_|	Retired
 |_|	Not in regular employment
	|_|	Not known
	(06) 
(07) 
(08)
(09)
(10)
(11)
(12)
(90)

	 |_|	England  
	|_|	Wales   
	|_|	Scotland  
	|_|	Northern Ireland
 	|_|	UK (not otherwise stated)
	(1)
(2)
(3)
(4)
(5)
	 |_|	Other EU 
	|_|	non-EU  
	|_|	Not known
	|_|	Information refused
	(6)
(7)
(8)
(9)



	Signatures

	Line Manager:
	Date:

	Employee:
	Date:
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