
Leaving process (with vacancy)

Pre-leaving (dependent on notice period) Pre-appointment Appointment

Hand in 
notice

Maintain 
awareness of 
tasks that can 

only be done by 
you

In post

Assess the impact: 
- Notice period
- Review JD
- Review risks
- Restructure necessary?
- Additional resource needed?
- Recruitment timeframe
- Comms timeline?

Notified of 
recruitment plan 

and acting up 
opportunities

Team

Employee 

leaving

Leadership

All staff

Refer to 
prioritisation 

framework and 
identify key 

responsibilities

Reallocate 
responsibilities 

and assess 
training needs

All staff informed
Students informed

Keep prioritisation 
framework up to 

date

Upload 
advert

Formal 
handover 
meeting 

Handover notes and admin

Exit 
interview

Goodbye 
party

Regular checks 
of team 

wellbeing

Leaves

Recruit

Assess if 
additional 
resource is 

needed Recognise 
staff for 

their work 
(non-

financial/fin
ancial)

Acting up / additional responsibilities

Joins the ICU
New employee



Leaving process (no vacancy)

Pre-leaving

Hand in 
notice

Maintain 
awareness of 
tasks that can 

only be done by 
you

In post

Assess the impact: 
- Notice period
- Review JD
- Review risks
- Restructure necessary?
- Additional resource needed?
- Recruitment timeframe
- Comms timeline?

Notified of 
recruitment plan

Team

Employee 

leaving

Leadership

All staff
All staff informed

Students informed

Keep prioritisation 
framework up to 

date

Upload 
advert

Formal 
handover 
meeting 

Handover notes and admin

Exit 
interview

Goodbye 
party

Leaves

Recruit

Joins the ICU
New employee

Business 
as usual


