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SEPARATION CHECKLIST

As Human Resource Administrators inevitably you face the task of handling voluntary and involuntary separations from the University.  Below is a checklist to follow for this process.
	Task


	 Completed

	Contact the Department’s HRA and HRS contact person prior to communicating an involuntary separation to an affected employee.  Human Resource Services (HRS) will collaborate with you to determine the best course of action, communication/exit strategies, and next steps to ensure compliance with applicable law and University policy.


	

	Complete a draft Layoff Justification Form for any layoff and submit it to the Department’s HRS contact person.


	

	Prepare a termination letter for each involuntary separation.  The letter should briefly explain the reason for the separation such as layoff or job performance and provide basic benefits information.  The affected employee should receive the letter at the meeting to communicate the decision.


	

	Prepare a Notice of Termination/Layoff Form.  The form should be completed fully with special attention to the last day worked, effective date of the termination, details of termination, and termination code.  You should consider this form a legal document; thus, it is important for the information to be complete and accurate.  


	

	Confirm a voluntary resignation in writing especially when the resignation is received verbally.


	

	Terminate email and other systems access and collect University property such as ID and credit cards, confidential information, cell phone, lap top, etc.
	

	Forward termination and resignation letters and Notices of Termination/Layoff to HRS Records within 24 hours of the termination to ensure that payroll, systems’ access, and benefits administration are handled in a timely and accurate manner.


	

	
	


You may contact HRS and the University’s Personnel Policies (http://hrservices.uchicago.edu/fpg/policies/index.shtml) for more specific and strategic guidance.







