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END OF EMPLOYMENT CHECKLIST

This checklist is aimed at settling without delay the employment rights of staff leaving the European Institute for Gender Equality and to notify them of certain duties and obligations that need to be fulfilled. After completion, this form should be personally returned before or on the last working day to the HR officer.
	Name & Surname:


	

	Personal Number at EIGE:


	

	Official termination date:


	

	Last working date:


	


	Subject 
	Responsible for action
	Signature and date
	Comments 

	Information on Individual rights/ unemployment benefits provided


	HR
	
	

	Information on Pension rights/severance grant /coverage by JSIS during unemployment  provided


	HR
	
	

	Information about the outstanding debts to be recovered or amounts due to the staff member clarified 

	HR
	
	

	Accreditation card(s),  including those of  family members, if applicable,  returned 

	HR
	
	

	Vanbreda mission  insurance card returned (if applicable)

	HR
	
	

	Leave entitlement clarified/Flexi time  balance not in minus/all sick leaves covered by certified sick leave  (please provide the outstanding annual leave balance)

	Leave manager/
HR
	
	

	Declaration of private calls from office telephone declared
	HR
	
	

	Private e-mail and postal address provided


	HR
	
	

	Office access card & keys returned


	ICT
	
	

	Office Equipment (lap top, mobile phone, any other) returned


	ICT
	
	

	All outstanding missions have been cleared


	Mission initiators
	
	

	Include personal email on EuroGender account  (if applicable)

	EuroGender Administrator
	
	

	Library


	RDC
	
	

	Documentation management – all files subject to the transfer to EIGE’s central archive provided


	Document management team
	
	

	Exit interview held


	Head of unit/Team leader

	
	

	Hand over file prepared and delivered; paper and electronic files handed over


	Head of unit/Team leader
	
	

	Office has been cleared of all personal belongings


	Head of unit/Team leader
	
	


1. E-mail

Please observe the following rules on the email system and take appropriate action in due time before your employment with EIGE comes to a close:

· Relevant professional information should be passed on to colleagues in the Unit in order to enable a smooth handover of outstaying work matters and to support the Institute's knowledge base.

· You are advised to remove any private items from your email or personal folders stored on your computer. 
· You are also advised to announce your departure from EIGE to your regular external e-mail contacts.

· Your email account will be disabled on the day after your EIGE employment ends. From that moment, the email account will no longer be operational via the local network, nor via webmail.

· For a period of one month after disabling your email account, an out of office message will be active indicating that your employment with EIGE has ended and that work related messages should be resent to a substitute email address at EIGE.

· For professional reasons documented with a specific authorisation request, the disabled mailbox of the former EIGE colleague may be accessed by competent ICT staff together with a substitute in the Unit for a period of one month after termination of employment. Afterwards the disabled account and its content will be destroyed from EIGE's email system.
2. Professional discretion
In accordance with Article 16 and 17 of the Staff Regulations, Articles 11 and 81 of the Conditions of Employment of Other Servants of the European Union and the decision of EIGE's Director implementing by analogy the Commission decision on outside activities and assignments (C (2004) 1597) and in particular Article 18, I the undersigned hereby confirm that I shall exercise the greatest discretion with regards to all facts and information which came to my knowledge in the course of, or in connection with the performance of my duties at EIGE. 

I am aware that I continue to be bound by the obligation to refrain from any unauthorised disclosure of information received in the line of duty after the termination of my employment with EIGE, unless that information has already been made public or is accessible to the public.

I am aware that I shall continue to be bound by the duty to behave with integrity and discretion as regards the acceptance of certain appointments or benefits even after my employment with EIGE ends. 

	With my signature I confirm to have read this end of employment checklist i.e. the information on duties and obligations upon departure.

Date:

Name and signature:
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