UCD HR, University College Dublin.

Employee Resignation Notification Form


To be completed by Head of School/Unit:

	Employee's Name:
	

	Personnel No:
	

	School/Unit:
	

	Job Title:
	

	Nature of position:


	Permanent    (      Part-Time     (  (please tick  relevant boxes)

Temporary    (      Full-Time      (


	*Date of last day at work              /            /

*This is the last date of payment by UCD and includes any annual leave taken during the notice period              



	Annual leave outstanding for which payment is due (if applicable)


	           ____________________

	**If Employee is resigning within 3 years of commencement of employment in UCD, please indicate if relocation expenses were paid:


	        Yes______  No________

	Signature of Head of School/Unit:      ______________________  Date_______________


Please return this Resignation Notification Form and employee’s resignation letter to HR Operations, UCD Human Resources, Roebuck Offices, Belfield at least 3 weeks prior to the resignation date.  
Please note as outlined in the UCD HR Resignation Policy:
· Employees who required a Hosting Agreement as part of their employment in UCD must return the original to Resourcing, UCD Human Resources prior to their last day of work. 

· Employees who required a Work Permit or Green Card must return the original to the Department of Enterprise Trade and Innovation.

· **Any employee who received relocation expenses and is resigning within 3 years of taking up duty, is required to refund to the University, the relevant amount as outlined in the Relocation policy.  The policy is available on the HR website at www.ucd.ie/hr/policies.
· All employees leaving the University will be contacted by the Pensions Office with regard to their leaving pension options via email. Employees should update their forwarding personal email addresses on their Infohub profile or send this information to hrhelpdesk@ucd.ie 
