TERMINATION-Casual Labor/Temporary PROCEDURE
1. Receive Termination Form from the department.
2. Send exit letter to employee requesting an exit appointment be set up with HR. 
3. Send exit interview e-mail.
4. Send an e-mail, with name, VSU ID number, department and date of termination to affected departments (Registrar, Technology, Key Shop, IT, ONE Card, Parking, Financial Services) to notify that the employee is terminating.  Each department responds with items or information that is needed from the employee. Response is put in their personnel file.
a) Technology – Inactivates ID card access (contact Aaron Puckett and Craig        Williams)
b) Key Shop – Return any keys that were issued. Key Shop will fax a list of keys issued in their name (contact Mike Jones)
c) IT - Novell account creation and deletions. (Contact Clayton Brady & Greg Henderson)
d) IT – E-mail address - Inactivates access to anything that would allow them to apply for additional funds.  Can only make changes on employee self service HRMS (contact Linnie Kinard)  
e) ONE Card – Turn in VSU ID card - failure to return VSU ID card will result in a charge of $15.00 which will be deducted from the last paycheck (contact Deidra DiPietro, Lisa O’Barr, Selenseia Holmes)
f) Parking – Turn in parking decal and show the amount of any fines.  Forward the e-mail to the employee if any fines exist so they can take care of it before appointment (contact Jill Ferrell, Anthony Bryant)
g) Registrar – Banner (contact Patrick McElwain)
h) Financial Services – (contact Shanika Hezekiah, grants)

5. Pull the terminating employee’s personnel file. Pull I-9 form out of the active I-9 notebook and put it into the inactive I-9 (1year or 3 year) notebook. Make notation on left inside cover of personnel file...”I-9 PULLED”. Pull their picture ID from the PHOTO ID notebook. 
6. Prepare paperwork and leave in their file for completion at exit appointment
a. Georgia Defined Contribution Plan REFUND
b. Exit Interview Questionnaire (fill in ADP id number on back of form)
c. Change of Address form
d. State of Georgia Department of Labor SEPARATION NOTICE (fill out Name, S.S. #, Dates From and To, Reason for Separation (can only use: Terminate, Retire, or Resign), Stamp with Director’s name and put date on form at exit appointment. 

7. Meet with the employee.  At this time the employee will turn in ID, Parking decal and Keys (if applicable). 
8. Have the employee fill out the Georgia Defined Contribution Refund form, a change of address form (if applicable) and complete the exit interview questionnaire (not mandatory).  The questionnaire is sent to Strategic Research & Analysis (contact person is Angela Henderson)
9. Explain to the employee the Separation Notice. 
a. Have the employee sign the separation notice form. Make a copy of the separation notice for their personnel file then fax the copy to TALX Employer Services, Attn: Ms. Shelley Tucker at 1-866-848-0100. Give original to employee. Stamp copy with FAX stamp & date it.
10. Have the employee sign the file copy of the exit letter after everything is complete.
11. Ask employee if they would like a copy of the signed exit letter. Attach key(s) to copy of exit letter and email/call Key Shop to come pick up the key(s). 
12. Put copies of originals in personnel file.
13. Fill out HR Checklist with Name, Social Security number, Effective date, Employee ID number, Action requested, position number, pay group, and include any fines or fees due. 
14. Enter termination information into ADP. Make two copies, send original to Jamae Flint in Payroll, copy in personnel file and copy in ADP log folder.
15. Place date of termination and the letter “T” on the round colored label. (For easy identification that file needs to go in Termination file cabinet. The date helps when we get ready to pull files to put on disk.  
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