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Employment Separation Checklist for the Supervisor
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	Department: 
	Employee Name: 
	Position 1: 
	Position 2: 
	Supervisor Name: 
	First: 
	equipment keys must be returned to the supervisor or herhis designate  Door Keys andor access cards must be returned: Off
	must be destroyed cut up or shredded andT(equipment keys78redded andT(equipment keys78redded andT(equipment keys78redded an6: Off
	the employee provides herhis passcode  If the passcode is not obtained from the employee then contact Telephone: Off
	must ensure that the plan is cancelled  If the employee is in possession of a phone or any related hardware belonging: Off
	decal the supervisor must send an email to notify Parking Services of the employees separation Surrey Campus If the: Off
	and located outside University property eg at the employees residence must be returned to the University If: Off
	ensure that the following contacts are notified of the employee separation: Off
	of work: Off
	Date: 
	Date_2: 
	Text1: 


