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 Employee Separation Checklist May-23 
  

Use the checklist to make sure everything has been covered off 
when an employee leaves along with reassigning assets, job 
docs, tasks and key roles. 
 
From Administration/Staff open the staff member who is leaving. 
 
From the tabs select Employee Separation Checklist. 

 
 

 

1. Select the Departure Date 
2. Tick off each item as required. 
3. Add any applicable comments. 
4. Type in any comments the staff member would like to make. 
5. Type in Manager’s comments as required. 
6. Attach any relevant documents by clicking +ADD FILE  e.g. resignation letter. 

7. If a hard copy is required click  PRINT. 

8. Click  SAVE. 
 
Below documents are tasks & items allocated to this staff member to reassign or return. 
 

 
 

  

https://safetyminder.com.au/knowledge-base-2/add-documents/
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A. Plant & Equipment  
  

1. Tick the item you wish to reassign. 
 

2. Click REASSIGN. 
For Plant & Equipment select either Staff or Location. 
a. Select the staff member to reassign the item to or, 
b. Select the location it will be stored in. 

c. Click SAVE. 
 
If there are multiple items moving to a new person tick these or click 
SELECT ALL. 

 
 

 

 
 

B. Key Roles  
  

1. Click SELECT ALL to reassign all the items in that section to the 
same person or 

2. Tick the individual roles you want to change. 
3. Click REASSIGN in the pop Up: 

a. Select the Staff to reassign to. 

b. Click SAVE. 
 

 
 

 
 

C. Job Docs  
 

1. Click SELECT ALL to reassign all the items in that section to the 
same person or 

2. Tick the individual roles you want to change. 
3. Click REASSIGN in the pop Up: 

a. Select the Staff to reassign to. 

b. Click SAVE. 
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D. PPE & Clothing Issued 
  

1. Click SELECT ALL to reassign all the items in that 
section to the same person or 

2. Tick the individual items you want to return. 
3. Click RETURN ITEMS in the pop up: 

a. Check the Date, the Reason will automatically 
select Employee Leaving. 

b. Click SAVE. 
 

 

 

 
 

E. Tasks 
  

In the Tasks list you will need to reassign each task individually as the fields are different for each type. 
Clicking Reassign will open each task for you to make the appropriate changes. 
 

Remember to scroll back up and click  SAVE. 
 

 

 
 

F. Document Distribution 
 

This section will remove staff from Document Distribution tasks that they have not yet signed off: 

1. Click on SELECT ALL or 
2. Tick the boxes as required. 
3. Click to remove the staff member from these tasks. 
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