
Separation: Job Abandonment
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Consult with 
HRSTR to confirm 

whether job 
abandonment has 

occurred.

Employee has the right to 
respond within 14 days. 
Is response received? 

NO

In consultation with the 
HRSTR, determine whether 
separation is appropriate. 

Separate?

After the Employee has failed to 
report to work for five 

consecutive workdays,
The HRSTR provides and mails 
written notification signed by the 
supervisor to the employee of 

the intent to separate due to job 
abandonment.

Employee has the right to 
respond within 14 days before 

final separation may occur.

Notify the unit/
division of possible 
job abandonment.

YES

Submit final 
approved time 

record to HRSTR.

Start

Finish

YESNO

Ensure password 
to phone 

extension is reset, 
and remove 

employee’s name 
where applicable.

Revoke Access 
and Authorization, 
and ensure all UC 

property is 
returned.

Return all UC Property 
to your supervisor or 

appropriate office.

Sign and send final time 
record to your 

supervisor.

Employee fails to 
report to work.

Update any Service 
Team internal 

databases, including 
timekeeping systems.

Process PPS 
Activities:  

SEPR OEU 
PAN Review

Prepare and mail 
the employee 

separation 
paperwork, final 
paycheck and 
Termination of 

Benefits Checklist 
with Proof of 

Service Form.

Process final pay:
Audit time 
record(s)
Prepare 
AB2410 & 
supplemental 
AB2410

Records 
Disposition:

Send UI Form to 
Benefits 
Place SEPR 
DCD, IDOC & 
paperwork in 
personnel file
Send NLI Form 
to employment 
(if applicable)

Discuss options for 
Filling a Vacancy with 

supervisor.

Prepare 
separation 
paperwork:
UI Form 
SEPR DCD 

Issue Notice of 
Separation to 

employee.

Issue Notice of 
Final Decision to 

employee.

Issue Notice of 
Final Decision to 

employee.

Help/Forms/Resources

http://shr.ucsc.edu/shr-procedures/process_map/job-abandonment.pdf

If Employee has failed to report 
to work for two consecutive 

days, the HRSTR provides and 
mails written notification signed 

by the supervisor to the 
employee of confirming dates 
of unexcused absences and 
the possibility of separation 
due to Job Abandonment.  

The Supervisor 
determines 

Employee has 
failed to report to 

work.
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