Termination Checklist

Supervisor

Name: ________________________
 Last Work Date: ____________


Supervisor Checklist
	(
	
	Comments

	(
	Notified by employee of last day 
	

	(
	Notify HR & VP of respective department. Resignation letter should go to HR for the personnel file.
	

	(
	In discussion with employee, notify staff of employee’s departure
	

	(
	Email auto responder: Notify HR to set up, including: email and/or phone number for EMU business, how long the auto responder should be visible.
	

	(
	Email delegation: Employee must send email to helpdesk to delegate their email access to another employee
	

	(
	Email/electronic access will end after last workday (staff), + 90 days faculty. Notify helpdesk if (and what) electronic access should end earlier (ie. Department drive, printing, etc.)
	

	(
	Meet with employee to review work that needs completion
	

	(
	Employee enters unpaid credit card information into Concur
	

	(
	Take employee’s name off any materials (HR will take care of the directory)
	

	(
	Review the job description to make sure it is accurate and up to date
	

	(
	Send job requisition and job description (with signatures) to HR if position will be refilled.
	


POLICY REGARDING PTO AND VACATION 

 In the event of notice of termination, vacation cannot be taken during the last 2 weeks of employment. Vacation will not be paid out in the event of termination. All paid leave balances will then be set to 0. Paid time off will not be paid out upon termination.
