
Leavers Electronic Data Checklist

To be completed by the leaving member of staff and their line manager. Please return the completed form to your Head of Department and a copy to IT Services.

	Leaver’s Name
	Department

	ITS Username
	Email address


Data Handover:
Please ensure that the following are carried out before departure:
- relevant emails are forwarded to colleagues
·  relevant files are moved from your personal filestore to a shared area (with appropriate security restrictions) or to a colleague - including any other electronic resources for which you are responsible (e.g. web pages, mailing lists, wikis)              
Your mailbox will be archived and then deleted when your account is closed (i.e. when you leave the employment of LSHTM).
Authorisation (delete as applicable):
1.
I confirm that all official email and files have been passed to a colleague. I acknowledge that my user account will be disabled and the mailbox and personal filestore will be deleted.  I also confirm that my email account has a vacation message on it to say I have left and to whom LSHTM business email should be sent instead.

or
2.
I confirm I have deleted any personal emails/files and anything that is left in my account/filespace may be used by LSHTM for business purposes.  I also confirm that my email account has a vacation message on it to say I have left and to whom LSHTM business email should be sent instead.
Name of Staff leaver: ______________________   

Signature:________________________                  Date:___________
I acknowledge that the above member of staff no longer requires access to the departmental IT system.
Name of Line Manager: ________________         Signature:__________________
Official Use by IT Services:
Checklist:

	Account Removed By:
	 
	 
	Date:



