Leaving Selkirk
Retiring? A Selkirk College retirement checklist
If you’ve decided to retire from Selkirk ... congratulations on starting this new chapter in life. This retirement checklist will help you remember all the details involved in transitioning through this journey.
1. Give adequate notice that you are leaving Selkirk.
2. Contact the Pension Corporation to request a retirement package.
3. Take care of any outstanding benefit claims and familiarize yourself with what happens to your benefit when you leave the College.
4. Take into account your unused vacation (this will have to be exhausted prior to retirement).
5. Return your keys.
6. Return any College property in your possession.
7. Ensure that all Selkirk credit cards are returned and outstanding balances are accounted for.
8. Ensure that Selkirk has your current home address for your T4 slip and any other paperwork.
Resigning? A Selkirk College resignation checklist
If you’ve decided to move on from Selkirk and pursue other opportunities, this resignation checklist will help you remember all the details involved in ending your time at Selkirk.
1. Give adequate notice that you are leaving Selkirk (see below).
2. Take care of any outstanding benefit claims (if applicable) and familiarize yourself with what happens to your benefit when you leave the College.
3. Look into your options with the Pension Plan – either College Pension Plan or Municipal Pension Plan. Depending on your length of service – options vary.
4. Take into account your unused vacation.
5. Return your keys.
6. Return any College property in your possession.
7. Contact payroll department to issue ROE upon completion.
8. Ensure that all Selkirk credit cards are returned and outstanding balances are accounted for.
9. Ensure that Selkirk has your current home address for your T4 slip and any other paperwork.

When ending your time at Selkirk, you are required to give your employer notice of departure. The length of the notice time varies according to your employment group. 
· PPWC
· BCGEU
· SCFA
· Exempt/Senior Management
Unused Vacation
If you have accumulated vacation time left over when you leave Selkirk, you’ll be paid out for it on your last paycheque. 
Government Pensions
The Canadian federal government administers two income security programs (Canada Pension Plan – CPP and Old Age Security – OAS) that provide financial assistance directly to individuals. Full details of these programs can be found on the Human Resources and Skills Development Canada (HRSDC) website.
By accessing the HRSDC website you can check your statement of contributions and the estimated benefit you will receive apply online for benefits or find information on how to contact the government about your benefits.
