	PRIVATE & CONFIDENTIAL - STAFF LEAVER FORM

	To be completed, signed and returned to Human Resources – Operations Department by the 15th of each month.  Please note that any delay in returning this form may delay your P45 and pension arrangements.

RVC issued Research Laboratory note books to be returned to the Research Office Archive facility administrator
IT accounts will be closed down one month after the termination date, if for any reason an account needs to be retained for longer please contact your line manager and request an email to be sent to Farukh Zeeshan, fzeeshan@rvc.ac.uk

	Personal Details

	Surname/title:
	First name(s): 

	Department:
	Campus:

	Payroll reference number (on payslip):

	Forwarding address for P45/pension:

	

	Leaving Details

	Last working date:
	Employment end date:

	Holiday Details

	Holiday Entitlement (inclusive of holiday brought forward from previous year)
	

	Holidays sold to the College during current leave year
	

	Holidays taken during current leave year
	

	Remainder for payment upon leaving (Finance to calculate)
	

	Destination on Leaving (It is essential that this section is completed)

	Other HEI in UK: (name)...............................
	
	HEI in an overseas country: (name)……………
	

	Other education institution in UK: (name)……………………
	
	Other education institution in an overseas country: (name)………………………
	

	Research institution in UK: (name)……………..
	
	Research institution overseas: (name)………….
	

	Student in UK
	
	Student in an overseas country  
	

	NHS/General medical or general dental practice in UK
	
	Health service in an overseas country
	

	Other public  sector in UK   
	
	Private industry/commerce in UK    
	

	Self employed in UK
	
	Other employment in UK
	

	Other employment in an overseas country
	
	Not in regular employment
	

	Retirement
	
	Death
	

	Not known
	
	

	Signatures

	Signature of Leaver:  …………………………………………………………..Date:  ………………………..


	I confirm that the details given above are correct and hereby authorise the payment of any annual leave not taken before the end date (as indicated above) – once authorised, please forward to HR.

Signature of Manager:   ……………………………………….…….……..     Date: ………………………..

Signature of Head of Department: ……………………………………….     Date: ………………………..

	For HR Use Only 

	Reason for leaving code: ……….
HR authorisation:                               ………………………………..       Date:  …………………….


