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	Employee ID
	
	
	
	
	
	
	
	

	
	Work Group
	
	Appointment ID
	

	
	

	
	Department/College
	
	Section
	

	
	

	
	Title (Miss/Mrs/Ms/Mr/Dr)
	

	
	Forename (s)
	
	Known as
	

	
	Surname
	

	
	

	
	Job Title
	


	Job title 

Appointment ID

Date effective from

Last Working Day

Reason for leaving

Resignation

Retirement

Redundancy

Other *
*If other, please specify
Is post going to be replaced?
Yes / No / To Be Confirmed
Organisation Role Fields to be removed  
E-recruitment
Core Expenses
Core Time
Training & Development
Organisation Role Fields to be replaced by   
Name

Employee ID

Please confirm the information requested in relation to outstanding holiday entitlement.

Note:

· Staff should be encouraged to take any outstanding holiday before they leave.

· Payment for outstanding holiday entitlement is made in exceptional circumstances where University business prevents them from being taken.

· Annual leave for Grades 1-6 staff = 27 days + 4 customary days & 8 public holidays

· Annual leave for Grades 7+ = 30 days + 4 customary days & 8 public holidays

· Please contact your HR representative for part time staff

Holiday to be paid

(exceptional circumstance - accrued holiday which individual has not been able to take)
Specify total number of days for full time staff or hours for part time staff

Holiday to be deducted

(usual University policy to seek to re-claim any holiday taken in excess of accrued entitlement) 
Specify total number of days for full time staff or hours for part time staff

Any additional comments



	In order that we can respond and acknowledge the resignation quickly Human Resources need to pass all the relevant information to the Payroll and Pensions Office within the required deadlines in order to avoid overpayment/underpayment of salary.  

Please check this information as a matter of urgency and return the completed form duly signed to your contact in Human Resources no later than the 10th of the month.
Authorised signatory

	Name
	
	Position
	

	Signature
	
	Date
	

	

	Employee Signature
	
	Date
	


	
	Employee ID
	
	
	
	
	
	
	
	

	
	Work Group
	
	Appointment ID
	

	
	

	
	Department/College
	
	Section
	

	
	

	
	Title (Miss/Mrs/Ms/Mr/Dr)
	

	
	Forename (s)
	
	Known as
	

	
	Surname
	

	
	

	
	Job Title
	


The University is obliged to comply with HESA* requirements for leaving data, therefore, please supply the following information.
	Location on leaving (please tick one)


	
	England
	
	

	
	Wales
	
	

	
	Scotland
	
	

	
	Northern Ireland
	
	

	
	UK (not otherwise specified)
	
	

	
	Other EU country
	
	

	
	Non-EU country
	
	

	
	Not known
	
	


	Activity on leaving (please tick one)


	
	Working in a higher education institution
	
	

	
	Working in another education institution
	
	

	
	Working in a research institute (private)
	
	

	
	Working in a research institute (public)
	
	

	
	NHS/General medical practice/General dental practice
	
	

	
	Working in another public sector organisation
	
	

	
	Working in the voluntary sector
	
	

	
	Working in the private sector
	
	

	
	Self-employed
Registered as a student
	
	

	
	Retired
	
	

	
	Not in regular employment
	
	

	
	Not known
	
	


It is important for the University to be able to contact you in the case of queries, therefore, could you please supply your new contact address.
	New Home Address 

(if applicable)

	


Please return the completed form to Human Resources, University of Durham, Rowan House, Mountjoy Centre, Stockton Road, Durham DH1 3LE

*HESA is the Higher Education Statistics Agency.  Further information on this government department can be found at www.hesa.ac.uk
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