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Human Resources Toolkit
Resignation

1.0 
Introduction
1.1
This policy is designed to ensure the correct process is followed in the event of an employee tendering their resignation from sportscotland.
2.0 
Scope of Policy 
2.1
This policy applies to all employees of sportscotland to ensure that all know of their responsibilities when leaving the organisation.
3.0 
Guidelines / Procedure
3.1 
These guidelines set out by the procedure are to be followed when an employee voluntarily tenders their resignation.

Tendering a Resignation
3.2 
An employee wishing to leave sportscotland’s employment must tender their resignation, in writing, which can either be an e-mail or in a letter to their Line Manager.  
Notice Period
3.3
Employees in Job Family 1 and 2 are required to give 1 months notice on tendering their resignation.


Employees in Job Family 3 – 7 are required to give 3 months notice on tendering their resignation. 
Processing a Resignation
3.4
On acceptance of the employee’s resignation, the Line Manager will:
· confirm that the appropriate notice period has been given and agree a final date of employment with the employee
· identify with the employee as to whether there is any holiday entitlement outstanding or owing
NB: Holiday Entitlement must be calculated pro-rata to the leaving date.  Advice should be sought from HR before confirming to the employee.  
Agree, where possible, for outstanding holidays to be taken prior to the employee’s last working day.

3.5
Identify the existence of any active learning agreements and check whether the employee owes any monies to sportscotland which should be recovered prior to them leaving.

Notification of a Leaver

3.6
It is crucial that HR receives the Notification of Leavers and Resignation letter immediately as there may be monies owed.  This will also eliminate potential overpayments if payroll deadlines are not met.

It is also crucial the IT receives the Notification of Leavers form to ensure there is no breach of information security.
3.7
The Line Manager must complete the Notification of Leavers Form and submit it to HR Enquiries and IT Helpdesk.  See Appendix 2.

3.8
The Line Manager must also send the resignation letter/e-mail to HR for processing.  

3.9
On receipt of the Notification of Leavers Form and the letter of resignation, HR will:
· ensure the correct information is identified on the Notification of Leaver form

· check that the outstanding / owing holiday entitlement figure is correct with the Line Manager 

· check whether there are any outstanding learning agreements / loan arrangements

· issue the Acknowledgement of Resignation Letter (See Appendix 2)

· update the employee’s record to terminate their employment and mark them as a leaver

· process the employee as a leaver via payroll

3.10
On receipt of the Notification of Leavers Form, IT will:
· ensure the user account is set to disabled at 5pm on the final working day as specified on the leavers form.  Any variation to this must be requested by the Line Manager or HR to the IT Helpdesk.

· set up any relevant forwarding emails
· ensure the line manager has returned the asset checklist and equipment to IT
3.11
The IT Department will arrange for the user mailbox / account to be kept on the system (although hidden from view) for the following periods which are dependent on job family and unless otherwise stated:


Job Family 1 – 4
Retained for 1 month


Job Family 5 – 6
Retained for 3 months


Job Family 7

retained for 6 months

3.12
If the mailbox has to be retained, the Line Manager must indicate on the Notification of Leavers form the person the mailbox has to be forwarded to.  
3.13
If the mailbox is to be deleted immediately, this should be indicated on the Notification of Leavers form.

Recovery of Assets
3.14
The Line Manager must ensure that all IT equipment is returned within 1 week of the leaving date to the ICT Department in Templeton unless otherwise agreed in advance with the ICT Manager.

These assets may include, but are not limited to:
· keys

· IT equipment (including home working equipment)
· mobile phone and/or blackberry
· company vehicles – liaise with finance department

· entry fobs

· ID badges
3.15
Any mobile phones not returned on the day of leaving will have a bar placed on them and will be remotely wiped to ensure compliance with our information security policy.

3.16
The Line Manager will use the Asset Checklist in all cases to ensure and document that all property is returned.  If there is no property to be returned the Line Manager should complete the Asset Checklist indicating this and pass to IT.  See Appendix 4

Retention of Mobile Phone Number
3.17
If a member of staff wishes to keep their current mobile phone, this must be indicated on the form, and a PAC code will be requested and passed to them.

3.18
The Leaver is responsible for ensuring the transfer is made no later than 1 week from their final working date and is responsible for paying any remaining changes for line rental to buy out the contract (unless otherwise agreed with their Line Manager).

Repayment of Outstanding Monies / Loans

3.19
Any employee with outstanding loans, advances of expenses or training costs is required to repay this in full prior to their leaving date.  Where the employee’s contract or prior agreement allows, HR will arrange for deductions from the final payments in settlement and will request a cheque from the employee in respect of any outstanding balance.  
HR will notify the employee of any overpayments/monies owed before the employee leaves sportscotland so that repayment of these monies can be agreed.
3.20
Equipment returned can be reallocated for use by other employees.  Unless equipment is returned, it will continue to be charged to the department’s cost centre.  Line Managers must not agree to allow employees to retain equipment or continue system access beyond their final date of employment.

Exit Interview
3.21
An Exit Interview should be arranged and conducted by the Line Manager, unless there is an underlying issue in which case it should be conducted by a nominated person at the same level of the line manager or a member of the HR team.  

The nominated person will invite the employee to attend an exit interview and will conduct the interview utilising the Exit Interview Questionnaire.  See Appendix 3.

Exit interviews can be conducted either face to face or via telephone, as appropriate.

Giving References

3.22
All requests for references from organisations relating to either existing or past employees must be in writing and directed to HR for processing.  Under no circumstances may a Line Manager complete a reference request due to the potential legal consequences of providing inappropriate information. 
All references are of a standard factual format and will contain the following:

· confirmation that the person was employed by sportscotland

· dates of employment

· confirmation of the person’s job title 

· a brief description of their key duties (as per the job description)

· attendance record

· whether the person resigned from sportscotland or was dismissed

· a reference may also include information from the current PPP form to provide a performance overview.

Personal opinions about an employee’s performance or conduct will not be included.
4.0 
Compliance
4.1
Employees who do not support this policy and procedure may be subject to disciplinary action.

4.2
Compliance with this policy will be monitored by the Senior Management Team.

5.1
Appendix 1 – Notification of Leaver Form 


EMPLOYEE NO:         

	FIRST NAME:

	LAST NAME:
	DEPARTMENT:

	
	
	

	JOB FAMILY:
	

	LAST DAY OF SERVICE (PAYROLL):
	

	LAST WORKING DAY:
	

	OUTSTANDING DAYS HOLIDAY (+/-)  
	

	IF EMPLOYEE IS PART TIME, STATE HOW MANY DAYS PER WEEK ARE WORKED
	

	REASON FOR LEAVING: RESIGNATION (delete as appropriate) 

	 FORMCHECKBOX 

Better Salary

 FORMCHECKBOX 

No Reason Given
 FORMCHECKBOX 

Travel
 FORMCHECKBOX 

Career Change
 FORMCHECKBOX 

Personal Circumstances
 FORMCHECKBOX 

Working Conditions
 FORMCHECKBOX 

Career Development
 FORMCHECKBOX 

Relocation
 FORMCHECKBOX 

Other: __________________

 FORMCHECKBOX 

Full-time Study
 FORMCHECKBOX 

Retirement


	REASON FOR LEAVING: COMPULSORY  (delete as appropriate)

	REASON FOR LEAVING: OTHER (delete as appropriate)

	 FORMCHECKBOX 

Contract Ended

 FORMCHECKBOX 

Ill-Health Retirement
 FORMCHECKBOX 

Settlement Agreement
 FORMCHECKBOX 

Deceased
 FORMCHECKBOX 

Not Returning Post Maternity Leave
 FORMCHECKBOX 

Other: __________________



	In Car Lease Scheme?
	Yes   FORMCHECKBOX 
             No  FORMCHECKBOX 


	Does Email Mailbox Need To Be Retained?
	Yes   FORMCHECKBOX 
             No  FORMCHECKBOX 


	If yes, please specify how many months for?
	1   FORMCHECKBOX 
      3   FORMCHECKBOX 
       6   FORMCHECKBOX 
      Other   FORMCHECKBOX 


	Does Mailbox Need Redirecting? (Please specify)
	Yes   FORMCHECKBOX 
             No  FORMCHECKBOX 

____________________________

	Resignation letter attached? [This must be attached before HR will process the leaver. If the letter is not attached please detail why]
	Yes   FORMCHECKBOX 
             No  FORMCHECKBOX 

If No, ……………………………

	EXIT INTERVIEW SCHEDULED DATE:
	

	AUTHORISATION
	NAME
	SIGNATURE
	DATE

	LINE MANAGER:
	
	
	


	HR USE ONLY:

	LAST DAY OF SERVICE:
	

	ACCRUED A/L CONFIRMED BY HR:
	

	OUTSTANDING DAYS HOLIDAY (+/-)
	

	REDUNDANCY PAYMENT (if applicable)
	

	Any Settlement Agreements?
	Yes   FORMCHECKBOX 
             No  FORMCHECKBOX 


	Any Learning Agreement?
	Yes   FORMCHECKBOX 
             No  FORMCHECKBOX 


	Outstanding Amount (if applicable)
	

	Any Loan Agreement?
	Yes   FORMCHECKBOX 
             No  FORMCHECKBOX 


	Outstanding Amount (if applicable)
	

	GARDEN LEAVE [if applicable]
	Start Date:
	
	End Date:
	


HR Administrator:

R administ5rati
	Received by:
	Date:

	Actioned by:
	Date:


HR Business Partner
	Authorised by:
	Date:


PAYROLL USE ONLY
	AUTHORISED BY
	DATE

	Payroll:
	


5.2 
Appendix 2 - Acknowledgement of Resignation Letter 
Date
Private & Confidential
Name

Address
Dear

Thank you for your letter dated XX confirming your intention to resign from sportscotland’s employment with effect from XX.  I can confirm that the last day of your employment with sportscotland will be XX.
Our records show that you have XX days outstanding holiday entitlement OR our records show that you have overtaken your holiday entitlement by XX days.  We will therefore be deducting XX days from OR paying you for XX days in your last salary payment.

We will forward your P45 to the above address.

Only use this paragraph or part if applicable
We will inform the XX Pension Scheme that you are leaving the organisation. You will receive a letter separately from your Pension Scheme regarding options available to you.  

Please can you ensure that all company property (i.e. computer, mobile phone) is returned to your Line Manager by your leaving date in order that we can release your final pay.  An Asset Checklist will be completed to ensure that all sportscotland’s property has been returned.

Only use this paragraph or part if applicable 
You should liaise with the Finance Department regarding the return of your Lease Car. You should arrange to return your Car on your last working day, in a clean and tidy condition. 
Please ensure that any future references are directed to the HR at the above address.  All replies to references requested will be of a standard an factual format.

May I take this opportunity to thank you on behalf of sportscotland for your past XX years service and to wish you well for the future.

Yours sincerely
HR Team

5.3
Appendix 3 – Exit Interview Questionnaire
Note to interviewer: explain to the leaver why we do exit interviews:

· For the employee to have their say

· Give a positive image of the Organisation to the departing employee

· Communicate any concern or ideas for improvement in the job/team/department/sportscotland or our processes

The Exit Interview should be arranged and conducted by the Line Manager, unless there is an underlying issue in which case it should be conducted by a nominated person at the same level of the line manager or a member of the HR team.  Upon completion the completed form should be sent to HR. 
	Employee Details

	Last Name
	First Name
	Personal Number

	
	
	

	Department
	Date of Resignation
	Leaving Date

	
	
	


	Reasons for Leaving

	Contract Ended

 FORMCHECKBOX 

Family Commitments 

 FORMCHECKBOX 

Career Development

 FORMCHECKBOX 

Career Change

 FORMCHECKBOX 

Lack of Promotion

 FORMCHECKBOX 

Travel

 FORMCHECKBOX 

Not returning post Maternity Leave

 FORMCHECKBOX 

Leaving without Pensions 

 FORMCHECKBOX 

Personality Issues

 FORMCHECKBOX 

Full Time Study

 FORMCHECKBOX 

Better Salary

 FORMCHECKBOX 

Relocation

 FORMCHECKBOX 

Ill Health

 FORMCHECKBOX 

Working Conditions

 FORMCHECKBOX 

Retirement

 FORMCHECKBOX 

Other

 FORMCHECKBOX 

Please Specify: 




What attracted you to sportscotland?
What did you enjoy most about working with sportscotland?

What did you enjoy least about working with sportscotland?
What would you have changed about your job?
Would you apply for a position with sportscotland again?
	Role and Career Development in sportscotland

	

	How does the role you have been doing in sportscotland compare to the expectations set during? 

· The recruitment process 

· By your line manager 

	Please give reasons for your response:



	How would you rate your satisfaction with role at sportscotland?
Extremely Satisfied   FORMCHECKBOX 
  Satisfied    FORMCHECKBOX 
  Adequate   FORMCHECKBOX 
  Unsatisfied   FORMCHECKBOX 
  Extremely Unsatisfied   FORMCHECKBOX 
 

	Please comment on your role in terms of utilising your skills and developing your career?

	Please give reasons for your response:




	How would you rate your career development within role at sportscotland?
                      

Excellent   FORMCHECKBOX 
  Good   FORMCHECKBOX 
  Adequate   FORMCHECKBOX 
  Poor   FORMCHECKBOX 
 Very Poor   FORMCHECKBOX 



	Please comment on the training you have received during your time with sportscotland?

	Please give reasons for your response:


	How would you rate the Training and Development you received


Excellent   FORMCHECKBOX 
  Good   FORMCHECKBOX 
  Adequate   FORMCHECKBOX 
  Poor   FORMCHECKBOX 
 Very Poor   FORMCHECKBOX 



	Organisation

	

	How would you rate sportscotland overall as an organisation to work for?


Excellent   FORMCHECKBOX 
  Good   FORMCHECKBOX 
  Ok   FORMCHECKBOX 
  Poor   FORMCHECKBOX 
 Very Poor   FORMCHECKBOX 


	What are you perceptions of sportscotland?

	Please give reasons for your response:



	Did you understand what the organisational values were and did you agree/disagree with them?

	Please give reasons for your response:




	How would you rate the communication of the Corporate & Business Plans


Excellent   FORMCHECKBOX 
  Good  FORMCHECKBOX 
  Ok  FORMCHECKBOX 
  Poor  FORMCHECKBOX 
 Very Poor  FORMCHECKBOX 
 Not Appropriate to Answer this Question


	Working Environment

	

	Please comment on your working environment at sportscotland in terms of comfort, equipment provided, cleanliness of work space and amenities?

	Please give reasons for your response:



	How would you rate your satisfaction with your working environment


Excellent  FORMCHECKBOX 
  Good   FORMCHECKBOX 
  Ok  FORMCHECKBOX 
  Poor  FORMCHECKBOX 
 Very Poor  FORMCHECKBOX 


	

	Relationships

	

	Please comment on your overall working relationships with colleagues?

	Please give reasons for your response:



	How would you rate your peer group relations


Excellent   FORMCHECKBOX 
  Good   FORMCHECKBOX 
  Ok   FORMCHECKBOX 
  Poor   FORMCHECKBOX 
 Very Poor   FORMCHECKBOX 


	Please comment your overall relationship with your Line Manager?

	Please give reasons for your response:



	How would you rate your relationship with your Manager


Excellent   FORMCHECKBOX 
  Good   FORMCHECKBOX 
  Ok   FORMCHECKBOX 
  Poor   FORMCHECKBOX 
 Very Poor   FORMCHECKBOX 



	Please comment on the effectiveness of your Line Manager?

	Please give reasons for your response:




	Compensation

	

	Please comment on your overall level of remuneration?

	Please give reasons for your response:



	How would you rate your compensation 


Excellent   FORMCHECKBOX 
  Good   FORMCHECKBOX 
  Adequate   FORMCHECKBOX 
  Poor   FORMCHECKBOX 
 Very Poor   FORMCHECKBOX 
 No Comment


	Were you aware of the colleague benefits and initiatives offered by sportscotland such as childcare vouchers, cycle to work scheme?, etc?

	

	How would you rate these benefits/ initiatives?

Excellent   FORMCHECKBOX 
  Good   FORMCHECKBOX 
  Adequate   FORMCHECKBOX 
  Poor   FORMCHECKBOX 
 Very Poor   FORMCHECKBOX 
   N/A – I did not take up any of these schemes

	

	Was there a particular event and/ or reason why you have decided to leave the company? Please comment.  

	

	Any other comments:

	

	New Employer Details

	Are you leaving to work for another company? 

Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 
 

	Name of Employer:
	Job Title & Salary / Package

	
	


	Method of exit interview:
	

	Interviewer’s signature:
	

	Employee signature:
	

	Date:
	

	Is the colleague happy to share comments to Line Manager & Senior Management?
	Yes   FORMCHECKBOX 
  No   FORMCHECKBOX 



5.4
Appendix 4 - Asset Checklist
	Employee Details

	Surname:
	First Name:
	Employee Number:

	
	
	

	Department:
	Leaving Date:
	

	
	
	


	Item:
	Details
	Date Returned:
	Action Taken:

e.g. Returned to IT; Re-Allocated to x

	IT Equipment (Check Asset List with IT Helpdesk)

	Laptop 
	
	
	

	PC/Laptop – remote worker
	
	
	

	Mobile phone / Blackberry
	
	
	

	Other

	
	
	

	Car 

	Lease Car
	
	
	

	Car keys and spares
	
	
	

	Driver’s handbook
	
	
	

	Service record
	
	
	

	Hands-Free Kit
	
	
	

	Other
	
	
	

	Location Specific

	Office / works keys
	
	
	

	Uniform / Protective Clothing
	
	
	

	Name badges
	
	
	

	Business cards
	
	
	

	Other
	
	
	

	Miscellaneous

	Company loan 
	
	
	

	Company credit cards
	
	
	

	Repayment of outstanding training costs
	
	
	


	Name (Line Manager):


	
	Job Title:
	

	Signature:


	
	Date:
	


(To be returned to IT)
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