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	Separating employee information

	Employee Name: 
	
	Job Title:
	

	Department/School:
	
	Effective date of separation:
	

	Employee ID:
	
	Last day worked:
	



	Department CHECKLIST

	To Do In Advance Of Separation Date:
	Notes:

	|_|
	Obtain notification of resignation, if applicable
	· File resignation document in department employee file and verify last day worked

	|_|
	Send separating checklist to employee
	· Include any specific tasks as needed.
The Employee Separation Checklist can be accessed on the HR website.

	|_|
	Submit PASS Transaction into PeopleSoft
	· Submit personnel action (PASS Transaction) into HCM PeopleSoft with appropriate termination code and date, after receipt of resignation documentation. Include information about direct transfer to another state agency, if appropriate.

	|_|
	Collect UTHealth assets and confirm contact information
	· Shred badge, collect keys and check-in all UTHealth issued property (keys, tools, computer, laptop, phone, USB, wireless devices, etc.) 
· Ask employee to update contact information in Self Service.

	|_|
	Collect or confirm the destruction of any PHI in the employee’s possession
	· Ask employee to confirm that there is no protected health information at home, in a car, in a bag, on a computer or otherwise in the employee’s possession.  

	|_|
	Cancel Access
	· To cancel Physical Access to buildings:  For immediate removal of physical access, contact badgeaccess@uth.tmc.edu or 713-792-8690
· To cancel UTHealth system access, for immediate access removal, email idm@uth.tmc.edu
*Note that all access that requires UTHealth Credentials automatically cancels on effective date based on personnel action in People Soft (Long Distance Codes, Email, Webmail, PeopleSoft, etc). 
*If you require immediate cancellation of Long Distance Codes, submit the following form: https://inside.uth.edu/cts/telecommunications/forms.htm
· To cancel department based systems: notify department administrator
· To cancel Copy Codes: contact Printing and Media Services at 713-500-4888 
· To cancel Corporate Travel Card: contact Auxiliary Enterprises, University Travel: https://inside.uth.edu/travel/contact-us.htm (Either collect and return the card to them or provide the name of the cardholder and separation date)

	|_|
	Update Department Contacts
	· Internal org charts, webpage, telephone directories, mailboxes, internal mailing lists, etc.

	|_|
	Time and Labor
	· Ensure final submission of timesheet

	|_|
	Perform to Achieve (P2A)
	· Finalize any outstanding personnel records for closure (PIP, WR, Appraisals, etc.) 
Contact Employee Relations with any questions at 713-500-3180

	|_|
	Update PeopleSoft for affected employees
	· If the terminating employee is a supervisor or timekeeper, process PASS Transactions to change reporting relationships of employees to updated supervisors and/or timekeepers 

	|_|
	Exit Interview
	· Direct classified and A&P employee to Employee Relations for questions regarding exit interview requests 
· Direct faculty for questions regarding exit  interview requests to the faculty affairs office at your school
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