6/30/2026
Checklist for Offboarding a Unit Head Who is Returning to Library Faculty
for the AUL

The AUL should use this checklist when you have a unit head who is resigning their appointment but remaining in the Library or have not had their administrative appointment renewed (if they are fully separating from the Library, please use this offboarding checklist instead). 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 or have not had their administrative appointment renewed and will be return to being Library faculty. 

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

· Note: The employee will likely need to move from the ‘unit head’ office. Assistance with moving can be done through Library Facilities.

· Ensure that the Library Business Office as well as the Advancement Office is aware the employee is resigning their appointment and their endowment and gift fund assignments will need to change along with fund approvers. Additionally, file access will likely need to change. 

· AUL will ensure that the Dean’s Office staff is aware and they will update meeting invitations and other lists (e.g., LLG, etc.)

· Identify an interim or acting unit head 
· Who will approve unit purchases
· Who will handle unit specific endowment/gift funds
· Who will notify departments with whom the unit head works directly (typically: subject specialists)
 
· After an interim or acting unit head is identified, coordinate with the appropriate parties (Dean, Assistant Dean for Business & HR, unit head, etc.) to create appointment letter, 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:
· 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 and channels, G:drive, Box folders
· Update directories

· 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  
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