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Checklist for Offboarding a Unit Head Separating from the Library
for the AUL

The AUL should use this checklist when you have a unit head who is resigning, retiring, or otherwise separating from the Library (if they are returning to Library faculty and remaining at the institution, please use this offboarding checklist instead). 

Note that many of these items are time-sensitive -- please be proactive working through the checklist. Some items may not apply to your employee’s unique circumstances as they depart the Library. If you have questions, reach out to Library HR for guidance. 

Feedback is welcome and helps us to continue to improve this checklist. Please send any comments about this checklist to libraryhr@library.illinois.edu.

As soon as possible: 

· Ensure that Library HR is informed that the unit head is resigning their appointment and have provided the individual’s post-resignation employment plans/status (e.g., transferring to another campus unit, or fully separating from the Library and campus through retirement or employment elsewhere). 

· HR needs time to plan and update approval permissions for timecards, HRFE transactions, professional development requests, and other important workflows.

· If the employee is transferring to another campus department, Library HR will also need to facilitate the employee’s transfer to retain access to important university resources, benefits, and compensation. 

· If your unit head has a P-Card and/or T-Card, also notify the Business Office by emailing the bhrsc@library.illinois.edu so they can verify if your employee has any transactions in progress.

· Identify an interim or acting unit head (other processes for these types of appointments)
· Who will approve unit purchases
· Who will handle unit-specific endowment/gift funds
· Who will notify departments with whom unit head works directly (typically: subject specialists)

· After an interim or acting unit head is identified, the AUL will coordinate with the appropriate parties (Dean, Assistant Dean for Business & HR, unit head, etc.) to communicate leadership-transition details and points of contact to the unit and the broader Library. Use the LibraryAllEmployee list for Library-wide notification. 

Next steps:
· HR will ask the employee to submit campus-required documentation and the Library’s Offboarding Form (please remind your employee to promptly complete all forms requested by Library HR). 
· Please be aware that as part of submitting the Offboarding Form:

· The employee is instructed to arrange with Library IT to return laptop/computer equipment assigned to them, and to arrange with Facilities to return keys due to separating from the Library.

· Regarding I-Cards:
· Employees who are completely separating from campus are instructed to turn in their I-Card to Library HR in 127 Main 
· Employees who are transferring to another campus department should retain their I-Card
· Retiring employees may trade their I-card for a Retiree I-Card at the Urbana ID Center.

· As part of filling out the Library’s Offboarding Form, the employee is offered boxes and assistance with moving personal items to their car.

· The AUL works with the employee to update permissions for any online tools or services the team or unit will need to maintain after the employee leaves the unit head role and provide any files they have stored on their workstation or Home drive that would be important for the interim or future unit head (or AUL) to have.

Common examples are:
· Accommodation information
· PPP information
· Unit specific webpages, MS Teams spaces & channels, G:drive, Box folders

· Update directories & unit website to reflect interim leadership and points of contact

· Request that the resigning unit head document:
· Status of projects that may need to be handed off
· Performance notes of direct reports for the person who will be doing the next annual reviews
· Any other information that would be helpful for the interim or future unit head

· Verify with your employee that they have no other Library or campus property not covered above by the Offboarding Form. 

Common examples are:
· Any other University equipment (chairs, furniture, computing equipment, etc.)
· P-cards or T-cards (return to the Business Office)
· Nametags
· Library books 
· Electronic or physical files, or other materials, that belong to the Library

· Confirm the employee has entered final sick leave and vacation usage

· Final approval should be submitted by the supervisor. 

· For Faculty, Academic Professional (AP), and Civil Service Professional (CS-P) positions, Library HR needs VSL finalized the week prior to separation. https://my.library.illinois.edu/index.asp 

· If the employee is transferring to another campus department, Library HR will help transfer the employee’s vacation/sick leave balances (not “comp” time) as appropriate to the new department. 

· Before the employee’s last day, the AUL will ensure they’ve update permissions for any online tools or services your team or unit will need to maintain after they leave and provide any files they have stored on their workstation or Home drive. 
Common examples are:
· Box, Google, OneDrive, Kaltura/MediaSpace, Websites (PIE, cPanel, etc.)
· WebTools services (Surveys, Forms, ShortURLs, Email templates) 
· Research resources (Qualtrics, citation managers, data sets, etc.)
· LibGuides and other LibApps services
· Unit social media accounts
· Files stored on H: drive
· Committee folders or tools

· Before the employee’s last day, consider requesting the employee set an Automatic Reply message stating they have left the University Library and the new point of contact for at least a temporary period of time.

· Be aware that Library HR/ODT may reach out to your employee to conduct a voluntary Exit Interview close to their last day and may need to request 30-60 minutes from their normal work duties to participate. If you have questions, please contact Susan Breakenridge. 

· Make sure that you and the employee are aware that any Library swipe access via I-Card will cease working by midnight on the day of separation.

· If your employee was set up for travel, ask them to remove Business Office team members from their delegates in ChromeRiver. Once the employee has notified they are separating, please do not approve additional travel or training requests for them. 

· Remind the employee to move or terminate their parking lot pass, as applicable

· Ensure the employee has cleaned their workspace and removed all personal items.

· Update your unit directory to remove the departing employee. For questions, contact Library IT at help@library.illinois.edu 

· Please be aware that when the employee submits the Offboarding Form, Library IT will remove the employee from Library mailing lists (LibNews, LibFac, LibAP, etc.), typically the next business day after separation. Retirees are allowed to retain their email address and may reach out to Library IT if they would like to be re-added to LibNews. 

For those completely separating from campus: 

· Make sure that you and the employee are aware that the employee’s access to campus networks and IT services (such as Box, email, etc.) will be terminated 30 days after separation. Retirees retain their email and have limited access to Office 365. For questions, see https://answers.uillinois.edu/47708 or direct your employee to contact Technology Services.
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