




Resignation Checklist 

	Employee Name
	Resignation Date


 
	Considerations

	1. Discuss the situation with the employee and, if appropriate, assess whether there is some action you can take to prevent the resignation, e.g. monetary incentives or flexible working hours.
	

	1. If there are identifiable alternatives to the employee’s resignation which the business can accommodate, confirm any altered conditions in writing, noting other contractual conditions remain unchanged. Alternatively, prepare an up-to-date contract which includes the new conditions of employment.
	

	1. If there are no identifiable alternatives to the employee’s resignation, obtain the employee’s written confirmation of resignation. If written confirmation is not supplied, write to the employee confirming your receipt of their resignation and your acceptance of it.
	

	1. Consult your business' termination/resignation policy.
	

	1. Confirm with the employee the precise date their resignation will take effect, taking account of the period of notice the employee is required to provide. If you intend to provide the employee with a payment in lieu of notice, make arrangements with payroll and confirm this in writing with the employee.
	

	1. Notify other parties affected by the resignation, (e.g. the employee’s superannuation fund, workers’ compensation and other insurers (where relevant), other employees, payroll department, key customers etc.).
	

	1. If appropriate, discuss with the employee about the terms of the announcement to other staff concerning their departure.
	

	1. Calculate the employee’s pay-out entitlements as at the date the termination of the employee's employment will take effect and prepare a detailed statement of entitlements to issue to the employee.
	

	1. Re-check that the quantum outlined in the statement of termination entitlements is correct before providing it to the employee.
	

	1. Arrange the return of any property of the employer which is in the employee's custody, possession or control (e.g. company vehicle, mobile phone, laptop, business cards, office keys, security passes etc.). Refer to the Property Return Checklist.
	

	1. Prepare and issue a statement of service, if the employee has requested one.
	

	1. Prepare and issue a written reference only if it is appropriate. Note that there is no obligation to provide a written reference if the employee requests one.
	

	1. Update the employee’s employment records to record all details of the employee’s termination of employment.
	

	1. Issue a Group Certificate to the relevant employee within the required time period, after the employee’s employment ceases.
	

	1. Issue a Separation Certificate to the employee if requested by the employee or Centrelink.
	

	1. Ensure the employee completes all relevant paperwork to resign from any offices held with the employer.
	

	1. Advise IT and building security to de-activate all security passes, email accounts and any other relevant security measures.
	

	1. Update the employer’s phone list.
	

	1. Finalise final superannuation contributions within the required time period.
	

	1. Ensure the employee prepares a memo outlining work not completed up to termination.
	

	1. Allocate future appointments from the resigning employee’s diary to another employee.
	

	1. Have the resigning employee complete an exit interview questionnaire.
	

	1. Issue a final payslip.
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RESIGNATION CHECKLIS

An overview

This Resignation Checklist Template is useful in ensuring the terms of termination payments, employers
should check that they have not over-calculated the entitlements owed before presenting such
information to resigning employees. In some circumstances, employers may be bound to pay the
additional amounts detailed in any termination summary, despite the fact a miscalculation has occurred.
Likewise, if an employer has under-calculated the entitlements owed, it may be in breach of a relevant
industrial instrument or applicable legislation, which may lead to a financial penalty, damages and/or
interest on the unpaid entitlements, being imposed.

How to use the template

1.Read the template and make sure it is appropriate for your organisation/business and the intended
purpose.

2. The sections highlighted in yellow [in brackets] are designed to prompt you to insert relevant
information, particular to your organisation and its culture. Review these sections, insert your
information and delete the highlighted text and square brackets.

3.Review and proofread the document.

4.Implement the final document according to your internal processes, ensuring you communicate
effectively with your staff about its existence.

Disclaimer

This document has been created to provide a broad overview of typical matters and has not been tailored to reflect your
individual requirements. It is a template only and provides suggested inclusions based on contemporary best practice.

This template is provided as a guide only, without Classic Recruitment and Human Resources assuming responsibility at
law or a duty of care. Organisations are encouraged to obtain advice from an appropriate source upon completion of a
final draft of the document.

This template is copyright. Apart from organisations paying the required fee and any use permitted under the Copyright
Act 1968, no part may be reproduced by any process, nor may any other exclusive right be exercised, without the
permission of Classic Recruitment & Human Resources, Toowoomba Queensland, 2020.

Classic Recruitment and Human Resources is not responsible for how this template is edited. For advice regarding this
template and how to ensure it meeting your specific requirements, please contact us for a tailored quotation.





