Separation: Termination of MSP Employees

Help/Forms/Resources

HR Service Team Representative
(HRSTR)

—>

Labor Relations notifies

HRSTR of proposed
termination and will
discuss the timeline for
final paycheck and
separation paperwork.

Prepare separation
paperwork:
3 Ul Form
. SEPR DCD

v

Process PPS Activities:
. SEPR OEU
. PAN Review

A

v

Receive copies of Notice of

Notice of Action, and final
approved time record from

Intent to Terminate and

the supervisor.

Process final pay:
. Audit time
record(s)
3 Process AB2410,
and Supplemental
AB2410

A

Will you meet
with the employee in
person?

YES

Meet with employee on last day of
employment:
. Obtain signatures on
separation paperwork
. Deliver final paycheck and
Termination of Benefits
Checklist.

Prepare and mail the employee
separation paperwork, final
paycheck and Termination of
Benefits Checklist.

Records Disposition:
e Send Ul Form to Benefits
ePlace SEPR DCD, IDOC &
paperwork in personnel file.
eSend NLI Form to
employment (if applicable)
e Update any Service Team
internal databases, including
timekeeping systems.

Vacancy with supervisor.

‘ Discuss options for Filling a

Proceed with

An employee shall receive

return all UC Property.

Performance at least sixty (60) calendar Provide HRSTR with copies of
Management Plan. days notice, counted from Notice of Intent to Terminate, Notice Consider Filling a Vacancy
A the issue date of the of Action letter, ’
) NO Notice of Intent to and final approved time record.
() Notice Terminate.
o Start
= T
% Consult with _ In conjunction with Labor
() Labor Relations Will you gr_ant the Notify your HR Service Team, Relations, consult with
= . " employee notice, or pay )- unit/division, & EH&S Principal Officer regarding
8 Wil i’g;’m?;zgzﬁi with in lieu of notice? (if applicable) of employees last day. what Termination Assistance
S : is available.
S
5 t
S Pay in Lieu | If an employee is to be Following the 8-day notice period,
(92] YES A terminated, the supervisor provide the employee with a written o
v or department head may Notice of Action. RVl fEses el authorlzat_lon,
Issue written Notice of choose to grant pay in Take into consideration the el e 1 U ey s
Intent to Terminate to lieu of advanced written employee’s response to the [EE
the employee. notice of termination. Notice of Intent to Terminate.
Receive written Receive Notice of Action letter from
() Notice of Intent to Terminate supervisor. :
G>J\ from your supervisor. Meet W|t_h your HRSTR to complete
(@) (" Provide your supervisor with final > separation paperwork and pick up
ey time record and disposition of final paycheck and Termination of
= Respond within 8 calendar e-mails and files, update voicemail, Benefits Checklist.
L days from the issue date. close out your workspace and

http://shr.ucsc.edu/shr-procedures/process map/term

msp.pdf
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