Offboarding Your Employee
A checklist to offboard a Missouri S&T employee. Please note that some checklist items may not be applicable.
Retain a completed copy of this checklist in a departmental file to aid onboarding processes when a replacement employee is hired.
Employee Information
	Employee Name:
	Click or tap here to enter text.	Job/Working Title:
	Click or tap here to enter text.
	Employee ID:
	12345678	SSO/Username:
	Click or tap here to enter text.
	DeptNode:
	Ex: RCOMPSCI	Department Name:
	Ex: Computer Science
	Last Day:
	Click or tap to enter a date.	Supervises Others:
	Yes ☐  No ☐

	Category:
	Voluntary ☐  Involuntary ☐ Transfer ☐
	Reason for Leaving:
	Return to School
	Reports to:
	Click or tap here to enter text.	Employee is a UM System student:
	Yes ☐  No ☐

	Office Address:
	Click or tap here to enter text.	Telephone No.:
	###-###-####
	FTE:
	Click or tap here to enter text.	

	


Upon Notification of Resignation/Transfer
☐   Review all sections of the checklist to ensure you are prepared.
☐   Obtain a resignation letter with proper notice requirements that includes whether the employee is transferring to another department or separating from the University, the intended last working day and reason for leaving. Adding their last working day onto your calendar is recommended. 
☐ Full-time employee: Send to your HR Partner for processing. 
☐ Part-time employee: Enter termination ePAF and attach resignation letter to form.
☐   Check for any outstanding moving allowance, hiring incentive, or retention offer that may require repayment and promptly contact your HR partner to initiate repayment procedures.
                          ☐   Moving Allowance                ☐   Hiring Incentive                     ☐   Retention Incentive
☐   Discuss and decide on the future of the vacated position.
☐   Obtain approval to repost the position
· If reposting, email hrrecruit@mst.edu for the request. Attach Staff Job Posting Request Form. 
☐ Reclass the position	
· If reclassifying, request a current job description from your HR partner and start a PCQ.
☐ Leave position unfilled (or inactivate it)
· Contact your department’s Business Manager about removing the position.



During the Notice Period
☐   Submit an Offboarding IT ticket as soon as possible. 
· Refer to Additional Resources section for a list of items IT will address
☐   Create a transition plan with the employee.
☐   Confirm and communicate University property the employee must return to the department before their last day:
· Technology: computer/laptop, monitor(s), printer, keyboard, mouse, other technology (iPads, headphones, digital pencils, etc.)
· Security/Access: Miner ID Card, department keys (filing cabinets, desks, etc.), campus keys
· Finance: One Card
· Reconcile transactions or assign a delegate before last day worked
· Supplies: name tag, name plate, business cards, office supplies, uniforms, etc.
☐ Register items the employee would like to purchase via Surplus (refer to Additional Resources): 
List items employee would like to purchase (computer, iPad, headphones, etc.).
☐   Notify internal department contacts about the impending departure via email.  
· Click  here for notification templates.
☐   Notify Library and Parking to ensure unpaid fines are collected. 
· Click here for a notification template.
☐   Remind employee to remove payroll auto-deductions (parking, dining, giving, etc.).
☐   Request employee create an out of office response notifying contacts of their last day and who to contact in their absence.
☐   Encourage the employee to schedule an exit interview with their HR Partner.
☐   Consider organizing a gathering for the employee.
☐   Encourage employee to update their mailing address and personal email in myHR.
On Last Day or Immediately Thereafter
☐   Obtain University property from employee:
	☐ Computer/laptop
☐ Monitor(s)
☐ Printer
☐ Keyboard/mouse
☐ Other technology (iPads, headphones, digital pencils, etc.)
Click or tap here to enter text.
☐ Miner ID Card
☐ Campus keys (employee returns to S&T Access Control Office)
☐ Department keys (filing cabinets, desks, etc.)
☐ One Card
Cancellation date / form ID.
☐ Other (name tag, name plate, business cards, office supplies, uniforms, etc.)
☐   Update and remove employee from all applicable systems and resources:
☐ Department website(s)
☐ Organizational chart(s)
☐ Contact list(s)
☐ Relevant Teams group(s)
☐ Recurring meetings
☐   Recycle business cards.
☐   Notify key external departments and contacts about departure via email. 
· Click here for notification templates.
☐   Review and terminate all access not managed by IT.
· Refer to Operational References section for guidance.
☐   Submit Job Change (DTA/ARP) ePAFs to reassign direct reports (if they are supervisor).
After Resignation/Transfer
☐   Clean the former employee’s work area.
☐   Arrange removal of any remaining personal items.



[bookmark: _Sample_Welcome_Email][bookmark: _Operational_References]Operational References
Department Responsibility: Remove the Following Access If Assigned
Forms:
· Cognos and Workday – Access Removal Form
· PeopleSoft Finance (FSPRD) System – Access Removal Form
· PeopleSoft Human Resources (HRPRD) – Access Removal Form
IT Tickets:
· Perceptive Content – UM System IT ticket
· Search for Perceptive Content > click Perceptive Content > click Assistance
Other: 
Click here for an email template to notify the departments that manage the following list of miscellaneous access that needs to be reviewed:
· JoeSS
· MinerLink
· Slate
· Terminalfour (T4) Site Manager
[bookmark: _Additional_Resources]Additional Resources
· Offboarding Checklist for Success for Employees
· Offboarding Communication Templates for Departments
· Transition Plan Template for Employees and Departments

· Surplus Property policy
· UM Form 27: Property Inventory and Change Report
· UM Form 48: Internal Order Form
· UM Form 31: Electronic Storage Devices and Residual Data Disposal Certificate
· Offboarding IT Ticket items to be addressed:
· Scheduling device (laptops, computers, etc.) pickup for redeployment preparation
· Reviewing any recurring software licenses and confirm whether to cancel or reassign
· Terminating or updating all system access (for transfers and separations)
· Confirming cutoff date for access changes related to transfers
· Reassigning or cancelling telephone number and voicemail
· Removing Y: drive access
· Removing Netgroup access
· Removing user from applicable listservs
· Verifying IT‑assigned equipment for the employee
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