Appendix 1

Termination of Service Checklist – Death in Service

	Surname:
	Forename:

	Employee Ref Number:
	Cluster/Function:

	Leave Date:
	Line Manager:


	Responsibility of Line Manager/Chief Officer to action bullet points below
	Tick

	· If line manager is notified first, offer verbal condolence to the caller (who may or may not be next of kin) and advise that they will be in contact with the next of kin at the appropriate time (usually within next few days).  Contact details of next of kin should be obtained at this time where possible.
	

	· Line Manager should advise Chief Officer to inform relevant employees of the death including providing details of employee counselling service and the Council Chaplain for support if required.
	

	· Line Manager should contact the HR Service Centre asap to verbally advise of the death to allow initial contact to be made with Payroll and Pensions sections.
	

	· Letter of condolence should be prepared by Chief Officer (or nominee) and sent out under the Director’s name (within 1 to 2 days following notification of death).  This should include contact details of the deceased employee’s line manager.
	

	· Line Manager to telephone next of kin to express sympathy, offer support and discuss administrative arrangements.  Enquire about date of funeral and whether it would be appropriate for Council representative to attend.
	

	· Contact IT Helpdesk/’Service Now’ to remove all computer access. 
	

	· Contact ID Badge office to cancel fob access/remove contact details from the Intranet (Employee Finder).
	

	· Send this completed checklist to HR Service Centre.
	

	· Act as point of contact for return of Council equipment e.g. ID Badge, fob, keys, uniform, IT equipment (laptop, mobile, memory stick or if Teleworker – home based equipment returned/lines ceased etc.).
	


	HR Service Centre/Payroll
	Date

	Annual Leave calculation made in terms of abatement (if applicable) and pro-rata entitlement.
	

	Advise Trade Union Convenor (if known Union member) – employee name and date of death only.
	

	Letter to next of kin detailing final salary etc prepared and sent by Payroll. Also, confirmation of personal belongings and the return of Council equipment e.g. ID Badge, fob, keys, uniform, IT equipment (laptop, mobile, memory stick etc. to line manager).
	

	Essential Car User Termination Form completed, if applicable.
	

	Receipt and destruction of ID badge, and Fob returned to Facilities.
	

	Check for long service award eligibility and process
	


Overpayment considerations:
Annual leave (including abatement if applicable, pro-rata entitlement), flexi time balance, 

T & S claim not yet submitted etc.), relocation or training expenses to be reclaimed – to be calculated and discussion required with Payroll and Chief Officer.
Notes for Completion

Line manager should complete employee details, tick actions completed under Line Manager responsibility section before forwarding to:

HR Service Centre

Aberdeen City Council
Customer

Customer Experience

4th Floor Marischal College

Aberdeen

AB10 1AB


Including copy of the letter of condolence and where known, next of kin details.

