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GP Off-Boarding Checklist
Practice Name: ___________________________________________
Departing GP Name: _______________________________________
Role Type: ☐ Partner ☐ Assistant ☐ Locum ☐ Registrar
Last Working Day: ______________________
1. Notice and Planning
	Item
	Completed
	Date
	Verified By

	Written notice of resignation/contract end received
	☐
	
	

	Exit planning meeting held with Practice Manager and Lead GP
	☐
	
	

	Final working date confirmed
	☐
	
	

	Handover plan and responsibilities agreed
	☐
	
	

	Patient continuity arrangements discussed
	☐
	
	


2. Clinical Responsibilities
	Item
	Completed
	Date
	Verified By

	Active patient list reviewed and handed over
	☐
	
	

	All open results, referrals, and tasks completed or reassigned
	☐
	
	

	Repeat prescriptions updated or transferred
	☐
	
	

	All clinical notes finalised and signed off
	☐
	
	

	Outstanding correspondence (letters, labs) reviewed and filed
	☐
	
	


3. Return of Property
	Item
	Returned
	Date
	Verified By

	Prescription pads (GMS and private) returned
	☐
	
	

	Keys / fobs / ID badges returned
	☐
	
	

	Smart card / Healthmail token returned
	☐
	
	

	Practice IT equipment (laptop, phone, tablet) returned
	☐
	
	

	Medical equipment issued by practice returned
	☐
	
	

	All confidential paper notes handed back
	☐
	
	


4. IT and Data Security
	Item
	Completed
	Date
	Verified By

	Access to PMS (Socrates / HealthOne / Helix) disabled
	☐
	
	

	Healthmail and practice email access removed
	☐
	
	

	Healthlink / eReferral access disabled
	☐
	
	

	PCRS portal access removed (if applicable)
	☐
	
	

	All shared drive access revoked
	☐
	
	

	GP confirms no patient data retained
	☐
	
	

	Confidentiality and GDPR reaffirmation signed
	☐
	
	


5. HR and Administration
	Item
	Completed
	Date
	Verified By

	Final payroll processed (including leave balance)
	☐
	
	

	Removed from practice insurance policy (if applicable)
	☐
	
	

	Exit interview completed (optional)
	☐
	
	

	Forwarding address and contact details recorded
	☐
	
	

	All practice contact lists updated
	☐
	
	

	PCRS / GMS panel updated (if applicable)
	☐
	
	


6. Communication
	Item
	Completed
	Date
	Verified By

	Internal staff notified of departure
	☐
	
	

	Rota, on-call, and schedules updated
	☐
	
	

	Practice website and signage updated
	☐
	
	

	Patients informed (if applicable)
	☐
	
	


Sign-Off
Departing GP Signature: ___________________________________      Date: ______________________
Practice Manager Signature: _______________________________      Date: ______________________
Notes / Comments:
__________________________________________________________________________
__________________________________________________________________________
__________________________________________________________________________
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