School of Chemistry
Guidance and Leavers Form
Introduction
In order that the School of Chemistry is able to meet its legal obligations to maintain a safe working environment, and to comply with the requirements of COSHH and other Safety Regulations, it is essential that when Staff / Students/ Visitors etc. leave the Chemistry Building, all substances belonging to the individual are either removed/disposed of, or ownership transferred to another member of the group. It is also most important that laboratory notebooks, etc. are left with your Line Manager/Supervisor.
All items (e.g. experimental samples, chemicals etc.) which are to remain in the Chemistry Building MUST be listed overleaf, together with the name and signature of the person accepting responsibility for this item. ALL material samples from your work are the property of the University and must remain in Chemistry Building. 
If you intend to leave the Chemistry Building, it is important that you speak to your supervisor/line manager as soon as possible; they can help you to determine what samples, information, etc. will need to be left and what can be taken/disposed of.
When you leave the Chemistry, it is important that:
· Your lab and office/write up areas are left empty and as free from hazard and risk as is reasonably practicable, and are fit for occupation by another person.
· All unwanted equipment, chemicals etc. have been correctly disposed of. This can be arranged at no cost to the group via the Health and Safety Office.
· All equipment, chemicals etc. that are still required have been correctly identified and ownership transferred to your supervisor/line manager or other group member.
· All records/data/remaining paperwork has been suitably stored or archived.
Given the risks posed by a lack of a proper exit process, we are making the process mandatory. We are sure that you will understand why this is necessary and we would be most grateful for your help in implementing the process. The checklist is not exhaustive and if there are specific additional issues that need to be addressed in your area then you may wish to add them to the document. 
It is recognised that not all sections of this form will be relevant however, completion and submission is mandatory. Where a section is not relevant, please indicate in the box provided and move on to the next point.
The form should be filled in correctly, signed by yourself and supervisor/line manager and a copy left with the H&S office G.029D.
Thank you in advance for your help with this.

H&S Team
Appendix 3 – Exit Checklist
	Name
	

	Position
	

	Faculty/School
	

	Name (of supervisor/line manager)
	

	Lab/office/write up area(s) being vacated
	

	Date of completion
	



	Forwarding/contact address



	

	Contact phone number

	

	Contact email address

	



Generic Details
	Type of information
	Applicable (Yes/No )
	Kept by University (Yes/No)
	Destroyed (Yes/No)
	Outcome (i.e. method of disposal / name of person with responsibility)

	All keys / swipe cards returned to Supervisor/line manager or human resources
	
	
	
	

	Any University equipment returned to line manager (e.g. laptops, home PCs, data sticks, mobile phones)
	
	
	
	

	Storage areas, such as filing cabinets/ lockers etc. and desks should be cleared and cleaned
	
	
	
	

	Any University credit cards returned and direct debits/standing orders on them cancelled
	
	
	
	

	University library books / other resources have been returned to the correct department
	
	
	
	

	Any file or device passwords passed on (but you must not share your University account password)
	
	
	
	

	Relevant departments notified of staff leaving to remove access to systems (e.g. Oracle Financials, IT)
	
	
	
	



Paper / Electronic Data
	Type of information
	Applicable (Yes/No )
	Kept by University (Yes/No)
	Destroyed (Yes/No)
	Outcome (i.e. method of disposal / name of person with responsibility)

	Personal Data (e.g. accident books, job applications, patient identifiable data, student records, wages or salary information)
	
	
	
	

	Sensitive Data (e.g. anything that contains a person’s racial or ethnic origin, political opinions, religious belief, health details, sexual life, criminal offences)
	
	
	
	

	Research data (e.g. any outputs of research undertaken, and data in external repositories/websites etc. It is important that such outputs are made known and responsibility passed on to a UoM member of staff in order to comply with UoM and funding bodies’ policies)
	
	
	
	

	Information which may breach commercial confidentiality, copyright or prejudice outcomes (e.g. details of ongoing investigations, research or funding applications, unpublished research material)
	
	
	
	

	Information which may increase risk to University assets or jeopardize H&S/security arrangements (e.g. audits reports, detailed building plans, minutes of meetings discussing sensitive matters, password information)
	
	
	
	

	Email: Important emails must be saved to an appropriately secure network folder or forwarded to your line manager (You should set an out of office message indicating who should be contacted in your absence)
	
	
	
	

	Experimental data/records: including lab books
	
	
	
	

	Shared Drives: All relevant data on shared drives must be moved to an appropriately secure network folder which is accessible by your line manager/supervisor
	
	
	
	

	P Drive: Any  data in emails, on p drives, PCs or other University-owned storage devices which relates to your private (non-University) use must be deleted
	
	
	
	



Hazardous Substances / Research Materials
	
	Applicable (Yes/No )
	Kept by University (Yes/No)
	Destroyed (Yes/No)
	Outcome (i.e. method of disposal / name of person with responsibility / where it is stored / expiry dates / date it may be disposed of)

	All substances hazardous to health that have been acquired or generated in connection to the project (if passing on should be clearly labelled and easily identified)
	
	
	
	

	All laboratory benches and shelves should be cleared and cleaned/ Glassware left in an empty clean and dry state
	
	
	
	

	All radioactive substances used in the project
	
	
	
	

	Any fume cupboard used should be emptied and cleaned
	
	
	
	

	Laboratory notebooks and reference to other information sources e.g. instruction manuals for equipment passed on
	
	
	
	

	All fridges / freezers / cabinets / shelves / personal workspace have been cleared and cleaned/decontaminated
	
	
	
	




Research Projects, Awards and Costs
	
	Applicable (Yes/No )
	Notes

	All final grant reports have been submitted to funding body (or timescales for doing so have been agreed with line manager)

	
	

	A data management plan has been updated and either finalised or ownership transferred to a UoM member of staff

	
	

	Have appropriate arrangements been made for the continuation of research projects and/or the supervision of students?

	
	




Declaration (by Staff/Student/Visitor leaving the Chemistry Building)
I confirm that all aspects of this form have been completed truthfully and accurately. I also confirm that I will not remove any item of University property or intellectual property without authorised consent.
Signed	_______________________________		Print Name_________________________

Declaration (by Supervisor/line manager)
I confirm that all aspects of this form have been completed truthfully and accurately. I accept responsibility for the outcomes assigned to myself and to check that all other outcomes are completed.
[bookmark: _GoBack]Signed    _______________________________	Print Name _________________________
Details of items remaining in the Chemistry Building
All materials from your project are University property and must remain in the Chemistry Building and be covered below.
	Description of Item
	Name of person accepting responsibility 
	Signature of person accepting responsibility
	Date material can be disposed off

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	
	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	

	
	
	

	
	
	
	


	
	
	
	


	
	
	
	




Details of information stored on computer(s)
	Computer System Identifier.  (or indicate media, eg USB drive(s))
	Account Name
(if applicable)
	File Refs.
	Faculty Contact Name (relates to data only stored centrally)
	Date information can be deleted.

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	



