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This checklist has been designed to assist the Head of School upon the departure i.e. retirement/resignation of an academic member of staff, to ensure that appropriate actions are taken and potential issues considered, prior to the departure of the staff member.

	Supervision

	1
	Are there any students currently being supervised by the staff member? If yes obtain details of each student and proceed to question 2.
	Yes/No

	2
	Will the students remain enrolled at UNE?  If yes, proceed to question 3.
	Yes/No

	3
	Will the staff member continue to supervise these students? If yes, proceed to question 4.
	Yes/No

	4
	Have arrangements been made for an Honorary/Emeritus or other appointment for the staff member? If yes proceed to question 5.
	Yes/No

	5
	Will the staff member be appointed as a Principal Supervisor of a HDR student? If yes proceed to question 6.
	Yes/No

	6
	Has a Principal Supervisor’s Agreement been completed? If yes, proceed to question 7.
	Yes/No

	7
	Is the staff member currently registered on the UNE Register of Higher Degree Supervisors?  If yes, please update the details of the staff member i.e. change the status details by submission of a revised form. Please proceed to question 8.
	Yes/No

	8
	If the answer to questions 1 and 2 was yes and to question 3 no, an alternative staff member will need to be appointed to supervise those students affected. 
	


	Grants & Scholarships

	9
	Are there any currently active research grants? If yes, proceed to question 10.
	Yes/No

	10
	Are all milestone/final reports and financial reports finalised for current grants?
	Yes/No

	11
	Are there any current HDR students appointed to scholarships attached to current grants. If yes, has appropriate action been taken in relation to continued enrolment and supervision?
	Yes/No


	Marking

	12
	Is there any student work i.e. essays/thesis chapters etc that have been submitted for marking that have not yet been completed?
	Yes/No


	Teaching

	13
	Does the staff member currently have any teaching commitments? If yes, alternative arrangements will need to be put into place.
	Yes/No


	IP/Consultancies

	14
	Are there any intellectual property matters pending or consultancies currently in existence?

If yes, proceed to question 15. 
	Yes/No

	15
	What action has been taken to finalise these matters?
	-


	Unrecorded Publications

	16
	Are there any DEST eligible publications that have not yet been submitted for inclusion in the publications return? If yes, proceed to question 17.
	Yes/No

	17
	What arrangements have been put into place to ensure that verification material is provided to the School in order to claim the publication?
	-



