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Employment Separation Checklist
Employee Information

Name:       
  Employee ID:       

Title:  
Department/School:       
  Grade:     

Union (if applicable): 
Department HR Representative name and email:       

Date of hire (mm/dd/yyyy):    /    /     
  Last Day of work: (mm/dd/yyyy):    /    /     


Termination Effective Date (mm/dd/yyyy): 
Type of separation:  

 FORMCHECKBOX 
 Resignation  

Involuntary:     FORMCHECKBOX 
Discharge      FORMCHECKBOX 
Release        FORMCHECKBOX 
Job Elimination   FORMCHECKBOX 
Retirement   
Was this termination reviewed and approved by CUHR?        FORMCHECKBOX 
 Yes           FORMCHECKBOX 
 No  (if no, provide reason):  
HR Client Manager name and email: 
Next Steps
 FORMCHECKBOX 
 Process employee termination as soon as possible after being notified or after separation has been communicated to the employee.  
Discharge, Resignation, and Release:
 FORMCHECKBOX 
 Process termination on E-term.  For instructions on how to process terminations via E-Term, go to the HR Manager’s Toolkit.
 FORMCHECKBOX 
 Make sure that you have the employee’s resignation letter or confirmation of employee’s verbal resignation in your department file. 
Job Eliminations and Retirement:
 FORMCHECKBOX 
 Submit a Personal Action Form (PAF) for job eliminations and retirement (required).  For instructions on how to process terminations     via PAF, go to the HR Manager’s Toolkit.

Benefits

 FORMCHECKBOX 
 Advise departing employees to schedule an appointment with the HR Benefits Service Center (212-851-7000) as soon as possible.  
 FORMCHECKBOX 
Provide employee with COBRA information.  (You may obtain this information from your HR Client Manager) 
 FORMCHECKBOX 

Number of unused vacation days:     


 FORMCHECKBOX 

Number of unused personal days:     


 FORMCHECKBOX 

Severance pay:  $      
 (Severance pay must be reviewed and approved by your HR Client Manager prior to communication with the employee.)
Counseling
Consult with your HR Client Manager for any questions or concerns regarding counseling services and resources.

 FORMCHECKBOX 

Provide employee with Employee Assistance Program information.

University Property
 FORMCHECKBOX 

Collect all keys

 FORMCHECKBOX 

Collect CUID (CPMC, HHC, TC)

 FORMCHECKBOX 

Collect manuals, laptops, pagers, cellular phones and other equipment

Access to University Systems
 FORMCHECKBOX 

Deactivate standard system access - Please note that all terminations processed via E-Term or PAF will invalidate the employee’s CUID and access to univeristy systems on the termination date.  
 FORMCHECKBOX 

Deactivate system immediately -  Please note that if the department requires immediate system invalidation prior to the termination effective date, you must refer to the policy and procedures at: http://policylibrary.columbia.edu/system-access-and-privacy-policy 
 FORMCHECKBOX 

Deactivate access to stand-alone department server  - Please note that you must contact your department IT administrator to terminate employee access to department servers.
Other Termination Issues

 FORMCHECKBOX 

Inform employee of Exit Interview option.  If the employee chooses to have an exit interview, please schedule the interview as appropriate.  An exit interview may conducted by the department’s HR representative or the HR Client Manager. 
 FORMCHECKBOX 

Exit Interview information:
a. Interview date:  
b. Interviewer:   
 FORMCHECKBOX 

Give terminated employee Department of Labor Record of Employment form. Obtain employee signature on the tear-off at the bottom of the form and forward to:

Columbia University Human Resources
Employment and HR Client Services
615 West 131st  Street

4th Floor

New York, NY  10027[image: image1.png]
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