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SAFEGUARDING FIRST




Leaver Name:

______________________________________
User Name:

______________________________________

e-mail address:
______________________________________
	Item / Action required (delete non-applicable items)
	Y
	
	N
	
	N/A

	Swipe / Flexi card returned 
(Card should be forwarded to the Civic Centre Manager room 2.14)
	
	
	
	
	

	Carpark pass returned

(Please return to the Administration Manager in the General Office ASAP)
	
	
	
	
	

	Security pass / fob / door & drawer keys returned

(Delete item not applicable)
	
	
	
	
	

	Identity card / Name badge / Uniform returned

(Delete item not applicable)
	
	
	
	
	

	Mobile phone
(Please return to the Administration Manager in the General Office ASAP)
	
	
	
	
	

	All clerical records retrieved & secured / reallocated

	
	
	
	
	

	All electronic records retrieved & secured / reallocated

	
	
	
	
	

	Redundant records securely deleted / destroyed


	
	
	
	
	

	Business passwords / subscription details obtained


	
	
	
	
	

	Final mileage / expenses / subsistence forms submitted


	
	
	
	
	

	Intranet Directory entry deleted


	
	
	
	
	

	ICT Requirements Identified (See overleaf)


	
	
	
	
	


* Please note that any files on leavers' hard drives will need to be moved to a shared drive or deleted before they leave as hard drives will be securely wiped. Records/files where it is agreed that the service no longer needs, should be deleted. You need to check that employees do not hold any other information or data belonging to the Council on personal computer equipment or USB's. You also need to make sure you have the passwords for any password protected files. Please ensure that employee’s access to the network and any systems is disabled. 
Line Managers are responsible for making sure that the above items are collected from the employee who is leaving on or before their final day of employment and are stored in a secure place. 

Signed __________________________________  Employee

Signed____________________________________ Line Manager

ICT Requirements:


Required Information
	Network Account to be disabled
(insert date)
	

	Managers Name

(for contact purposes)
	

	Service Area 

	

	Other Application User Accounts to be removed

i.e. – Swift / SAP / ICM
	

	Last Working Day

(Date access will be removed)
	

	ICT equipment to be returned

(Laptop – Desktop – USB etc: PLEASE INCLUDE ASSET NO's)
	

	Location of equipment


	

	Confirmation hard drive can be deleted 


	

	Confirmation hard drive has been deleted


	


Optional Information
	Email forwards

(emails will be forwarded to this account for a period of 4 weeks after the last working day)


	

	Person requiring access to leavers Home-Area

(person to be granted access to leavers Home-Area for 4 weeks to check for corporate data)


	

	Telephone Handset to be removed.

(Location and extension number)


	

	Telephone Directory entry to be removed
(Name and extension Number)


	



