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. 
People and Culture 
RESIGNATION / RETIREMENT FORM

(TO BE ATTACHED TO LETTER OF RESIGNATION / RETIREMENT)

Information on Leaving Employment can be found on the People and Culture website at https://www.qub.ac.uk/directorates/HumanResources/managers/leaving-the-university/. We would be grateful if you could complete the exit questionnaire before you leave. We are keen to hear your views about the University and your role. This will help us to understand why you are leaving and to identify any improvements we could make for the future.
	SECTION 1 – TO BE COMPLETED BY POST HOLDER

	NAME:
	
	STAFF NUMBER:
	
	

	

	SCHOOL/DIRECTORATE:
	
	

	

	JOB TITLE:
	
	

	

	ANNUAL LEAVE – The full balance of pro-rated annual leave should be taken prior to leaving the University.  If you are not able to do so please discuss and agree with your Head of School/Director.


	NUMBER OF DAYS ANNUAL LEAVE UNUSED (pro-rated based on last day of service):
	
	

	

	Do you wish to be paid for this Annual Leave in your final salary?
	☐ Yes       ☐ No 

	Or

	Do you wish to take this Annual Leave prior to your leaving date?
	☐ Yes       ☐ No

	

	LAST WORKING DAY:

(if taking Annual Leave prior to leaving date)
	
	

	

	LAST DAY OF SERVICE:

(ie. your last day of employment, including Annual Leave, Bank Holidays Closure Days if applicable) 
	
	

	

	REASON FOR LEAVING – Please tick box below:

	

	
	☐ New Job
	☐ Retirement
	☐ Going to study

	
	☐ Other please state:
	
	

	
	

	NEW EMPLOYER AND ADDRESS
	
	

	
	

	

	Please ensure you print off required payslips and/or P60 from QOL prior to leaving Queen’s.



	SIGNATURE: 
	
	DATE:
	
	

	

	SECTION 2 – To be completed by Line Manager prior to returning to hrhub@qub.ac.uk

	ANNUAL LEAVE APPROVED AS DETAILED IN SECTION 1:
	☐ Yes       ☐ No

	

	IS THIS PERSON TO BE REPLACED?
	☐ Yes       ☐ No

	If yes, please arrange for an EPAF to be raised.

	

	IF NO, IS THE POST TO BE DELETED FROM YOUR ESTABLISHMENT?
(subject to Head of School/Director approval)
	☐ Yes       ☐ No

	
	

	IS THIS PERSON A UKVI SPONSORED EMPLOYEE?

(if yes please provide HR with a forwarding address)
	☐ Yes       ☐ No

	

	SIGNATURE: 
	
	DATE:
	
	

	
	

	Academic Staff – Forward this completed form and resignation/retirement letter to the Vice-Chancellor,HR Business Partner and hrhub@qub.ac.uk 
All other Staff – Forward this completed form and resignation/retirement letter to hrhub@qub.ac.uk 
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