July 2012
Procedure for leaving the Department 
(When grants terminate and personnel leave)
One month before leaving the Department, staff should ensure that the following items have been fully covered / discussed with the PI for the group in question.

All laboratory workbooks, electronic data files and correspondence to and from the lab need to be handed/transferred to the PI in an organised and complete and final state (i.e. all experiments written up fully, all books signed off by the PI or senior postdoc, electronic backups of all data, inventory of where to find the data etc so the PI can find the information they require at a later date).  This is a legal requirement from sponsors. Furthermore in the eventuality of an audit the lab-books and data need to be clearly organised and comprehensively catalogued with the data in a neat and presentable format that can be easily found.

	Check List
	Initials of PI 

	Clearance of data and files/folders off the computers (personal computer, AVA, PWF and any equipment such as the FACS machine electronically backed up,
	

	(CD’s, portable hard drives, memory sticks etc) including an inventory of what is actually stored on these items and where. Advice is available from the computer section if required.


	

	Laurence Tiley, BSO, informed of departure 
	

	Clearance, redistribution or comprehensive cataloguing of laboratory items in the following areas …
	

	Cold room
	

	-20˚C room
	

	-80 Freezers (samples to be kept labelled appropriately)
	

	Under-the-bench fridges
	

	Under-the-bench freezers
	

	Cupboards
	

	Drawers
	

	Clearance of items in any office space used
	

	Tidying up of desk space, archiving of data from PC and other electronic devices
	

	Discard old items of paperwork 
	

	Return door keys to the PI, Paul Grainge or Betty Rayner
	

	Return University access card to Julie Ingham or Betty Rayner
	

	Return filing cabinet/freezer or access keys to the PI
	

	Empty contents of any locker & return key to the PI, or senior postdoc
	

	Put all lab coats in the wash
	

	Ensure the PI knows where everything is left!
	

	Hand any useful items onto other members of the group (or other members of the Department if more appropriate)
	

	Return any Gilson pipettes / Multi-channel pipettes to the PI or senior postdoc for recalibration and redistribution within the group
	

	Completion of any on-going written work such as the writing of a paper or review
	

	Contact details for the PI if any queries arise

Address or telephone number(s) ……




All items cleared above, signed by PI …………………………………………... 
Date …………............

Signed by member of staff leaving …………………………………………….... Date …………………

Return completed form to Betty Rayner
