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TERMINATION OF EMPLOYMENT
Upon termination of employment (including resignation, lay-off, retirement, dismissal or death of an employee) the following persons and/or units have obligations to ensure that all University property is returned and appropriate termination procedures are followed.  This policy should be initiated no later than two weeks prior to the date the employee will leave campus.  Completion of the Termination of Employment Checklist is a critical step in this process.  Termination procedures are to be used in a consistent manner for all academic and non-academic staff.  Failure to see that all University property is returned will result in the employee’s Department budget bearing the cost of replacing this property.

The Termination of Employment Checklist is located at: 

http://admin.acadiau.ca/human/main_sections/files/FORMS/HumanResourcesForms/Personnel/Termination_Employment_Checklist.doc 

The Closing Out Computer Account form is located at:

http://www.acadiau.ca/cs/CLOSE%20COMPUTER%20ACCOUNT.pdf



1.
Academic Staff
(a) President’s Office

· Acknowledge and accept employee’s resignation/retirement in writing, with copies to the Vice-President (Academic), Dean, and Director/Department Head

· Prepare status form and submit to Payroll including reason for termination and vacation pay, severance, or any other payments required by their collective agreement

· Notify the departments/individuals listed below of the pending termination:

· Safety & Security

· Computing Services (Systems Operator)

· Human Resources Officer – Group Insurances & Pension
· Purchasing Department

· User Support Centre

· Vaughan Memorial Library

· Student Accounts

(b) Director/Department Head

· Contact departments listed in the shaded areas of the Termination of Employment Checklist, as necessary, to verify if the departing employee holds any of the University property specified.  If the employee does not have any property signed out to them in a specific category (i.e., no laptop), initial those categories of the form, then give the Checklist to the employee so that they may contact the remaining departments where property is to be returned, and have the form signed and dated by those departments. 

· Provide the employee with the form to close out their computer account.  The completed form is forwarded to Computing Services.

· Receive the Termination of Employment Checklist once completed by the employee, then forward to the President’s Office.

(c) Terminating Employee

· Inform the President’s Office and your Department of your intent to resign/retire in writing.

· Inform the Payroll Office if there is an immediate change in your mailing address or a change at any time prior to the end of next January, so that final separation papers as well as Income Tax Forms (T4) can be mailed to you.

· Contact the Human Resources Officer (Group Insurance & Pension) to discuss your options, if any, regarding your Acadia Pension Plan contributions and University Group Insurance Plan coverage.

· Contact each department listed in the shaded areas of the Termination of Employment Checklist to provide information and/or return University property as indicated.  Those sections which have been signed off by your Department Head have already been contacted on your behalf.  Forward the completed form to your Department Head.

· Close out your computer account using the appropriate form.

2.
Administrative & Support Staff
(a) Human Resources

· Prepare status form and submit to Payroll including reason for termination, and vacation pay, overtime, severance, or any other payments (such as those required by contract or collective agreement).

· Notify the departments/individuals listed below of the pending termination:

· Safety & Security

· Computing Services (Systems Operator)

· Human Resources Officer – Group Insurances & Pension
· Purchasing Department

· User Support Centre

· Vaughan Memorial Library

· Student Accounts

· Conduct formal exit interview

(b)
Director/Department Head

· Acknowledge and accept employee’s resignation/retirement in writing – a copy of this letter, along with the employee’s original letter of resignation/intent to retire, should be forwarded to Human Resources for inclusion in the employee’s personnel file.

· Contact departments listed in the shaded areas of the Termination of Employment Checklist, as necessary, to verify if the departing employee holds any of the University property specified.  If the employee does not have any property signed out to them in a specific category (i.e., no laptop), initial those categories of the form, then give the Checklist to the employee so that they may contact the remaining departments where property is to be returned, and have the form signed and dated by those departments. 

· Provide the employee with the form to close out their computer account.  The completed form is forwarded to Computing Services.

· Receive the Termination of Employment Checklist once completed by the employee, then forward to Human Resources.

(c)
Terminating Employee
· Inform your Director/Department Head of your intent to resign/retire in writing.

· Inform the Payroll Office if there is an immediate change in your mailing address or a change at any time prior to the end of next January, so that final separation papers as well as Income Tax Forms (T4) can be mailed to you.

· Contact the Human Resources Officer (Group Insurance & Pension) to discuss your options, if any, regarding your Acadia Pension Plan contributions and University Group Insurance Plan coverage.

· Contact each department listed in the shaded areas of the Termination of Employment Checklist to provide information and/or return University property as indicated.  Those sections which have been signed off by your Department Head have already been contacted on your behalf.  Forward the completed form to your Department Head.

· Close out your computer account using the appropriate form.

