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College of Medicine and Public Health
Local Offboarding - Supervisor and Departing Staff Checklist


This checklist supports departing staff members and supervisors in managing the offboarding process within the College of Medicine and Public Health (CMPH). It outlines key activities that may need to be completed before, during and after a staff member's departure to support an effective transition, business continuity and compliance with University requirements. Not all items will apply to every departure.

It should be used in conjunction with Workday processes as required.The [add new offboarding webpage link] provides university-wide information and guidance to support offboarding.

Supervisors have an important role in offboarding departing staff. If you need more support, contact your People and Culture Business Partner.

	Employee name
	Click or tap here to enter text.
	Position
	Click or tap here to enter text.	FAN
	Click or tap here to enter text.
	Supervisor
	Click or tap here to enter text.	End Date
	Click or tap to enter a date.


	SECTION 1 – ACTION FOR EMPLOYEE

	Two weeks prior to departure

	Advice of Resignation

	☐	Provide resignation letter to supervisor

	☐	Provide final timesheet to supervisor (if applicable)

	☐	Submit final leave requests (if relevant)

	☐	Initiate resignation as per Workday instructions

	☐	Exit discussion with supervisor/P&C and/or online exit survey via Workday (link is automatically sent)

	Digital Presence

	☐	Share University-related data and files with Supervisor

	☐	Set up an ‘Out of Office’ email message (include an alternative contact email)

	☐	Share ownership of SharePoint or Teams sites (where you are a sole owner)

	☐	Remove personal files from laptop

	Finalising Work & Handover

	☐	Archive materials appropriately (refer to the University’s archives and records management protocols)

	☐	Finalise any accounts under your management in the Finance system

	☐	If an ‘asset’ on the Fixed Asset Register identifies you as the ‘custodian’ please provide a new staff member to be nominated as the custodian.

	☐	Complete the WHS Exit Checklist (some sections may be not applicable)

	☐	Advise your WHS Officer if you are a First Aid Officer or Fire-Warden

	☐	Advise Equal Opportunity if you are a Contact Officer

	☐	Resign from committee membership/s (if applicable)

	Academic Staff Only

	☐	Contact the Grants and Tenders team to finalise Research Grant & Contract matters

	☐	Contact the Office of Graduate Research to finalise HDR Supervision matters

	☐	Ensure Category 1 grant data is stored according to contractual requirements
(more information on the research storage services site)

	☐	Submit a ServiceOne to add the Dean of Research and your supervisor as an owner for your R-Drive data

	☐	List of open finance projects and balances to supervisor

	Final working day

	Ensure all University property is returned to you supervisor, which may include:

	☐	Staff ID card

	☐	Corporate Credit Card (code any outstanding transactions if applicable)

	☐	Laptop/tablet - Asset number

	☐	Mobile phone - security password:                                 & number:

	☐	Equipment/resources purchased with consulting funds

	☐	Office, room and cabinet keys (label, place in envelope)

	☐	Tidy work area and submit a cleaning request via ServiceOne (if required)

	Before you leave the university, please take all your personal belongings and materials with you. If any equipment or materials are left behind, they will be disposed of.

	Employee Declaration

	☐	I confirm that all activities have been completed as indicated on this checklist.

	Employee Signature:
	Click or tap here to enter text.	Date:Click or tap to enter a date.



	SECTION 2 – ACTION FOR SUPERVISOR

	Task
	Date completed 

	☐	Send copy of resignation advice to P&C (if applicable)
	

	☐	Exit interview discussion (if agreed by employee)
	

	☐	Cancel staff member’s corporate credit card and destroy the card
	

	☐	Approve final timesheet (if applicable)
	

	☐	Allocate any outstanding work, including project work and staff supervision
	

	☐	Communicate news of departure to appropriate staff & stakeholders (ensure staff member is aware when the news is being shared)
	

	☐	Discuss with supervisor or Dean (People & Resources) when appropriate on suitable supervisee changes
	

	☐	Determine recruitment needs and discuss with College P&C team (or close position)
	

	☐	Determine building access needs and remove any unnecessary access via Service One
	

	☐	The College Operations team will contact the departing staff member (copying the supervisor) to arrange the return of University ICT equipment. Ensure all equipment is returned in accordance with the instructions provided
	

	☐	Request the removal of access to multiple IT Systems via a ServiceOne request (as applicable)
	

	☐	Submit resignation / cease fixed-term contract in Workday as applicable
	

	☐	Refer to the Workday ‘Offboarding Procedure for Termination’ instructions email and ensure all tasks are complete
	

	☐	Destroy staff ID card
	

	Supervisor Declaration
	

	☐	I confirm that all applicable actions listed in section 1 have been completed by the departing staff member and all activities have been completed as indicated on this checklist.
	

	Supervisor Signature:
	Click or tap here to enter text.	Date:Click or tap to enter a date.



Please finalise this checklist within 2 weeks of the staff member’s departure date and return it to Operations via cmph.operations@flinders.edu.au 
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