



Departure Checklist for Supervisors


	
	
	Ensure staff member returns all University property (swipe card, Staff ID card, purchasing card, keys, mobile phone, computing equipment, etc) to the relevant administrative contact before close of business on their last day of work. If the staff member is working remotely, make arrangements with them to return the items.


	
	
	Staff member to complete all pending approvals and worklist items, if applicable.


	
	
	Confirm staff member’s Leave Request History accurately reflects all leave taken and that they have actioned any applications which have been saved. Please note, all submitted applications require approval before their last day.


	
	
	Have a discussion with the staff member about handover of any ongoing work and whether any procedure material needs updating. 


	
	
	If staff member supervises other employees, advise Human Resources of new supervisor and ensure relevant employees have been advised of new supervisor.


	
	
	Advise your Finance Business Partner that this staff member is leaving the University.


	
	
	Ensure credit/purchasing card or cash advance recipients complete their acquittal prior to departure.


	
	
	Update ownership of any mail accounts/calendars and remove staff member’s name from the asset register.


	
	
	Ensure all additional system access has been deactivated.


	
	
	Advise relevant stakeholders both internal and external to the University and update with new staff contact, if applicable. 


	
	
	If the staff member is the holder of a blue card, ensure they have advised the Department of Justice and Attorney-General of the change to their employment status. If not, the employer’s form to de-link is available here.


	
	
	(Academic staff) If staff member is engaged in any commercialisation activities, intellectual property matters, or an inventor of a patent managed or licensed by Griffith, ensure they have contacted Griffith Enterprise to finalise any outstanding matters.


	
	
	(Academic staff) Ensure staff member provides course materials to academic supervisor.


	
	
	(Building/Floor Warden / First Aid Officer) Ensure staff member’s responsibilities have been allocated to another member of staff.
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