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LEAVER INFORMATION SHEET

Certain information is required to be able to process an employee’s resignation.  Please complete this form and attach it to any resignations that are forwarded to the HR Directorate as soon as the resignation is received within the Faculty/Directorate.

Employee Name: ……………………………………………………………………………………..…………….
Employee Number: p00………………………..…..

Faculty/Directorate: …………………………………………………………………………..……………………

Last Working Day: ……………………………………………………..………………….….……………………
Last Day of Service – This will be different from the person’s last working day if they are using up outstanding annual leave before leaving.

………………………………………………………………………………………………………………………….

Outstanding annual leave: …………………………………………………….…………………………..……..
Actual Hours Worked in Last Month of Service – Only to be completed for staff who are part-time or work condensed hours and whose last day of service is not the last day of the month.  N.B. This figure should include any annual leave taken in the last month of service.  Once given, this figure cannot be adjusted.  
………………………………………………………………………………………………………………………….

Leaving destination 

HESA, the Higher Education Statistics Agency, require information on the leaving destination.  Please could you indicate the destination on the list below:

	01
	Another HEI in the UK
	10
	Health service in an overseas country

	02
	HEI in an overseas country
	11
	Other public sector in UK

	03
	Other educational institution in the UK
	12
	Private industry/commerce in UK

	04
	Other educational institution in an overseas country
	13
	Self-employed in UK

	05
	Research Institution in the UK
	14
	Other employment in UK

	06
	Research Institution overseas
	15
	Other employment in an overseas country

	07
	Student in UK
	21
	Not in regular employment

	08
	Student in an overseas country
	22
	Retirement

	09
	NHS/General medical or general dental practice in UK
	
	


Line Manager Signature:……………………………………………………………………………..……………...

