
College of Liberal Arts and Sciences
CLAS Staff Exit Checklist
[bookmark: _Toc81246688]CLAS is committed to ensuring a smooth and seamless transition in the event of a staff departure. Please follow the steps outlined below.
If the departure is involuntary, or if the employee is at P&S pay level 9 or above and is a member of the CLAS senior leadership team, please contact your Senior HR Director before proceeding.
Department Responsibilities
[bookmark: _Toc81246689]Resignation Notice
· Accept a signed resignation letter or email from the employee. Forward the signed resignation/email to your HR rep. This process is the same for a retirement. 
Termination Transaction
· Submit a transaction request to the CLAS Transaction Hub unless the employee is transferring within the University. In the latter case, the new department handles the transfer. 
Return of University Property
· Collect all university-owned items (laptops, keys, ID cards, etc.) This includes all equipment that has been taken home as part of a hybrid/remote arrangement as well. 
Procurement Card
· If applicable, retrieve the employee’s procurement card, cut it in half, and return it via campus mail to Procurement Card Team, Plaza Centre One, Room 202.
· Email protrav@uiowa.edu to request cancellation of the card.
Access Revocation
· Revoke the employee’s access to departmental systems and buildings, including Teams sites and shared email accounts. Determine if workflow paths need to be updated or temporarily reassigned and notify Kelly Kauffman of any required changes as far in advance as possible. Refer to the ITS policy for staff leaving the University. 
Departmental Information Update
· Update the employee’s information on websites, organizational charts, directories, and other departmental materials.
Project Handover
· Ensure the transition of all active projects and responsibilities to appropriate staff.
· Make use of existing departmental or university mechanisms to support effective knowledge transfer.
Final Time Record
· Ensure the employee submits their final time record on their last working day, ensuring timely payout of any vacation balances.
· Note: The employee’s last day must be a day worked.
Workspace Cleanup
· The departing employee should clean their workspace and remove all personal items.
HR Responsibilities
Benefits Information
· Direct the employee to University Benefits for any applicable benefits information. 
Supervisory Updates
· Update supervisory assignments in Position Management, collaborating with the Department Administrator or Principal Investigator to reassign supervisory responsibilities.
Driver’s License Review System (DLRS)
· Manually remove the employee from the approved drivers list in DLRS.
FSDS Notification
· Notify FSDS if the employee has an active FMLA or ADA case.
Exit Interview
· HR Coordinator will contact the employee to offer the option for an in-person interview or a digital exit survey.
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