SEPARATIONS

Separations may be:

· End of funding.

· Resignation

· One year temporary hire.

· Termination

· Notice of Non-reappointment.

For A:Academic, Administrative and  Postdoctoral Scholar the following is needed:

· Separation paf with terms of employment signed by the employee and the dean or vice president of the college.  If the employee is unavailable for signature, state that on the paf and terms of employment.

· The leave record. One year’s worth of leave must be included.  Human  Resources do not need copies of the Leave Request Forms filed out by the employee.

· A letter of resignation.  If a letter is not available, given an explanation on the terms of employment.

· Notice of Non-reappointment.  See the Board of Regents Handbook, Title 2, Chapter 5.9.1, for notification requirements.

For B:Academic, all the above applies except no leave record is required.
For LOA’s or LOB’s, a separation paf with terms of employment are needed only if the employee doesn’t complete the assignment or if the assignment has been cancelled.  No leave record is required. 
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