

	Cumbria County Council										


[image: Bubbles]

HR Guidance





Termination of Employment Checklist








	



Introduction

This checklist offers guidance through the various steps they must follow once an employee has submitted their notice terminating their contract of employment with Cumbria County Council.

This checklist is only relevant where an employee is leaving Cumbria County Council and should not be followed for employees are transferring to another team.

Checklist

	Step
	Action
	Date completed

	1
	Managers need to calculate 
· Last day of employment (refer to contractual requirements)
· Any outstanding leave entitlements.
· Any other outstanding balances
	

	2
	Mangers are required to complete a ‘Termination of Employment Form’ using the Service Centre Portal.

It is essential that you complete the form as soon as the employee has handed in their notice otherwise over/underpayments of salary may occur.

Managers need to be aware of the needs to inform the Service Centre of any retention payments or learner agreements which may have been paid to the employee, as we may need to reclaim some of the money from the employee
	

	3
	If the employee is retiring managers must advise them to look at the relevant pension’s information and complete any of the necessary forms. 

You can access information relating to Pensions on InTouch here.
	

	4
	The manager should hold a face to face exit interview with the employee. At this meeting the manager should cover the points set out in the exit interview procedure. 

It is important to note that the employee will be requested to complete an online survey as part of the leaving process. The link for the survey is https://www.surveymonkey.co.uk/r/FS8PG9S.

If the employee prefers to complete the survey at the meeting with the manager, then this is not a problem and the manager should be supportive of this.
   
a) The employee is aware that if they need to access any previous payslips or P60s they will need to do this through MyHR before their termination date, as following their termination date of employment they will no longer have access to MyHR. 
b) The employee’s home address is up to date as this is where their final payslip will be posted. 
c) The employee knows it is their responsibility, if they are in a Trade Union, to inform them they are leaving Cumbria County Council.

	

	6
	The manager needs to ensure that:

d) The employee’s colleagues/external parties who either work with or have regular contact with the employee are aware that they are leaving and who they will need to contact moving forward.
e) (Managers within CF&RS) employees are offered the opportunity to meet with a member of the STL (Strategic Leadership Team). 
f) Managers within CFRS need to ensure that employees are aware of the Retirement, re engagement and abatement - Fire Service  policy and give a copy to the employee. 
g) The employee has received their leaver letter, which includes; 
· confirmation of last day of leave, 
· confirmation of any outstanding leave, 
· a reminder to return CCC property,
· a link to the exit interview survey.
· https://www.surveymonkey.co.uk/r/FS8PG9S

Leaver letter template




	

	
7
	Collect any Cumbria County Council property from the employee on or before their last working day, all property should be return to the relevant teams (laptops and mobile phone must be returned to ICT within 7 days of the employees termination date).

It is the employee’s line manager who holds the accountability of making sure all equipment is returned.

Property to be returned may include:
Laptop
Mobile Phone
ID Badge
Car parking permit
Fuel/Purchase card
Keys/Fobs 
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Cumbria County Council  	
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Name

Address line 1

Address line 2

City

County

Postcode



Date (use format 13 December 2011)

Your reference: Reference  Our reference: Reference



Private & Confidential 



Recorded Delivery



Dear Name 



As agreed, your final date of employment with Cumbria County Council will be <Termination Date>.



You will receive your final payment from Cumbria County Council on the <Final Pay Date>, this will include your final salary as well as any outstanding annual leave. 



I can confirm that you currently have X days/hours annual remaining up until <Termination date>, you have X days/hours booked and will receive paymant for the remaining days/hours.



We ask that on your last day in the office, you return all property that belongs to Cumbria County Council. Items that can be returned to your manager include:

Delate/add as appropriate

· ICT equipment – Laptop, Mobile Phone etc.

· Keys or fobs;

· Credit or fuel cards

· any other property belonging to the company



As discussed at your exit interview, can you please complete the the survey at the following website https://www.surveymonkey.co.uk/r/FS8PG9S. 



The information that we gather from you as when you leave the authority helps us to identify any changes in policy and practice that could be made to improve the Council as an employer. The information that you provide will remain confidential in line with the General Data Protection Regulations (GDPR) and the data that we collate will only ever be reported anonymously.



For employees of CFRS: Please see attached a copy of the Retirement, Reengagement and Abatement policy for your information.



I would like to thank you for your service with Cumbria County Council… manager to add wording thanking employee for their time in the team etc.



Yours sincerely





<Manager Signature>



<Manager Name>

<Manager Job Title>
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