
 

 

 

Leaving Hanover (Resignation & Retirement) Procedure  

 

1. Introduction 

In accordance with the Leaving Hanover policy, this procedure provides 
guidance for managers and employees to undertake when an employee 
decides to end the employment relationship with Hanover whether by 
resignation or retirement.  
 
Resignation- Leaving Hanover Procedure should be followed when an 
employee ends their employment contract in writing by considering their 
contractual notice period.  
 
Retirement- Leaving Hanover Procedure should be followed for employees 

who wish to retire with the main difference being that an employee may have 

spent a longer time than their notice period in planning and considering their 

decision. Hanover's Retirement Policy provides details of the best support and 

practical information to enable employees with a smooth transition.    

 

Dismissal, Redundancy & End of Fixed Term Contract- Please refer to 

relevant policy and procedure for details.  

2. Resignation- An employee wishing to resign from Hanover should-  

• Meet, or call, their Line Manager and tell them of their intention to resign. 

• Confirm their resignation in writing to their manager and HR stating the 
date on which they wish their resignation to become effective, 
considering their contractual notice period.  

• Resignations cannot usually be withdrawn however a request to 
withdraw a resignation can exceptionally be considered by the 
employee's manager. 

3. Notice period  

• The notice period required is detailed in the employee's Conditions of 
Service. 

• The notice period will commence on receipt of the resignation letter.  

4. When receiving an employee's intentions to leave Hanover-  



• Managers should arrange to meet with the employee as soon as 
possible to agree on their last day of service and promptly submit the 
Leavers Form on the HR Portal.  

• HR will write to the employee to formally accept their resignation and 
confirm the details including any outstanding annual leave. 

• Managers will agree on the schedule of work and outline any handover 
by the employee's leaving date.  

• Managers should ensure that the employee has returned all Hanover’s 
property. 

• In consultation with Human Resources, managers should ensure 
providing references, upon request to future employers.  

5. Exit Interview  

• When an employee leaves due to reason of resignation, it is 
recommended that feedback on their employment is gained via an Exit 
Interview. The Exit Interview will be carried out by a member of the HR 
Team.  

• The purpose of the interview is to understand why the employee is 
leaving, to seek constructive feedback from their experience with 
Hanover and to seek suggestions for retention of staff in the future.  

• The format for the Exit Interview is based on the online Exit 
Questionnaire issued to the leaving employee following the completion 
of Leaver’s Form in HR the Portal.  

• If the employee does not wish to undertake the Exit Interview when they 
should be offered the opportunity to complete the online Exit 
Questionnaire and submit this to HR.  

6. Annual Leave 

• When an employee leaves part way through a financial year they are 
only entitled to accrue annual leave for the last complete month they 
work i.e., up to the last available working day on their normal working 
pattern.  

• Please refer to Hanover's Annual Leave Policy for calculation details.  

• Where more annual leave has been taken than the employee is entitled 
to, this will be deducted from their final salary.  

• Where there is annual leave outstanding, the employee can be paid for 
this or their last day of service extended beyond their last working day to 
accommodate the annual leave. 

 

 



7. Personal files 

• A copy of any documentation relating to the employee’s employment 
including all termination documentation should be placed onto the 
employee’s personal file. 

• In accordance with GDPR legislation for retention periods, a leaver’s 
personal file should be held securely for 6 years after their leaving date. 

8. Leaving Hanover- Procedure Appendices 

• Appendix 1- Leaving (Resignation and Retirement) Procedure Flow 
Chart 

• Appendix 2- Leaver- Acknowledgement of Resignation or Retirement 
Letter.doc 

• Appendix 3- Exit Interview Questionnaire  
 

9. Related Policies and Procedures 

 
• Retirement Policy  
• Leaving Hanover Policy 

• Values behaviour framework 

• Code of Conduct  
 

Department Business Support and Transformation  

Author HR Business Partner   
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Appendix 1- Leaving (Resignation and Retirement) Procedure Flow Chart 
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Appendix 2- Acknowledgement of Resignation or Retirement Letter 

 

 

 

 
Private & Confidential 

«Title» «First_Name» «Last_Name» 
«Address_Line_1» 

«Address_Line_2» 
«TownCity» 

«Region» 
«Post_Code» 

 
 

13 March 2017 
 

 
Dear (Name) 

 

Acknowledgement of Resignation / Retirement 
Thank you for your letter of date confirming your resignation from your 

post of job title. 
 

I confirm that your last day of employment with Hanover will be DATE 
and your last working day will be DATE.  

 
Your final salary will be paid to you on pay date and will include payment 

in lieu of       days accrued but unused annual leave entitlement. 
Or 

a deduction of confirm number of annual leave days taken in excess of 
entitlement days’ pay in respect of annual leave days taken in excess of 

your leave entitlement). 
 

I can confirm that your P45 will be sent to a personal email address along 

with your final pay slip. I would be grateful if you could confirm your 
personal email address for future correspondence.  

 
All Hanover property should be returned by you no later than your final 

working day   Please note, in the interests of security and protection of 
Hanover’s property, we reserve the right to recover items from you 

should these not be returned as required. 
 

Please ensure the return of the following: 
 



Include/delete the following as applicable 
 

Checklist of equipment return  
 

Keys – including access wipe cards, 
alarm fobs, master keys or any 

other keys for desks, cabinets, etc 

 

ID badge  

IT Equipment – including laptop, 

monitors, mouse, keyboard, etc 

 

Mobile phone – returned with 
charge and PIN access 

 

Finance – return monies due e.g., 
expenses   

 

Car – must be returned in a clean 

and serviceable condition as per 
policy 

 

Any other items – including PPE  

 

Finally, I would like to take this opportunity to thank you for your service 

with the Hanover and to wish you all the best for the future. 
 

Should you have any queries in relation to the above please don’t hesitate 
to contact me. 

 
Yours sincerely 

 
 

 
 

(signatory and title) 
 

 
 



Appendix 3- Exit Interview Questionnaire 
Please note this is a Mircosoft Teams Form which is issued once the manager 
submits a leaver on the HR system  
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