
Staff Exit Process

Supervisor Training - 2023



Receiving a Notice of Resignation 

When a supervisor receives written notice that an employee is 
retiring or resigning, please forward a copy of the resignation 

letter to HR as soon as possible. 

• Staff without supervisory responsibilities and below the level of director who 
wish to resign should provide written notice to their immediate supervisor no 
later than two weeks (10 working days) prior to the last day of employment, 
excluding Holidays and Personal Leave. 

• Administrators and Staff at or above the level of director or having supervisory 
responsibilities who wish to resign should provide written notice to their 
immediate supervisor no later than one month (20 working days) prior to the last 
day of employment, excluding Holidays and Personal Leave.



Transition of Knowledge 

Information to consider:  

• Useful resources for the position (job manual) 

• List of outstanding tasks

• Locations of records and files 

• List of important contacts 

• Status report of ongoing projects

It is important to try and retain as much positional knowledge as possible. Supervisors 
will want to work with their exiting employee to create a plan to either transition 
positional knowledge to others within the department and/or set up a training plan 
for whomever will be moving into the open position.    



Update Communications 

Supervisors may want their exiting employees 
to set up an auto-reply email message to let 
others know the employee has separated and 
who the next best contact will be.

Exiting employees should also update their 
voicemail message to advise callers of their 
last day and provide an alternate contact to 
call for assistance.  

Supervisors can contact IT to set up a redirect 
of calls and emails to someone else within the 
department, if necessary, until a replacement 
for the position is found.



Supervisor Exit Recommendation 

HR will send the supervisor an Exit 
Recommendation Form. This form provides 
a record of the following information for 
the employee's file:

• Employee’s eligibility for rehire

• Determination of future status 
(continuing in a part-time staff 
position or adjunct role.)

If the employee will be continuing in 
another position or in a part time capacity, 
please submit a Status Change form. 



Staffing Updates 

• Having a vacancy within the  
department is an excellent time for 
supervisors to consider 
restructuring opportunities or 
changes to the job description. 

 

• Before posting an open position, 
supervisors should review the 
current job description to ensure 
the job summary and essential 
functions are still accurate.

• Major changes to the job 
description or department staffing 
levels will need VP/HR approval.  



Posting an Open Position
Even if you have a qualified candidate in mind, 
it is our policy to post all staff positions for a 
minimum of 7 days. 

To post your position, complete a Staff 
Adjustment Request, routing it to your 
VP/Dean and the CFO for approval before 
submitting it to HR along with an updated job 
description. 

This allows all potential candidates an equal 
opportunity to apply for the position, both 
internally and externally. 

By doing this, you also avoid perceived 
discrimination or favoritism by offering the job 
to someone without reviewing all eligible 
applicants. 



HR Exit Interview 
HR will send an email to the exiting employee to 
coordinate an exit interview. An exit survey will 
also be sent for the employee to complete 
ahead of time. 

During the exit interview meeting HR will: 

• Collect any loaned equipment/materials 
that need to be returned to NU. This 
includes the employees NU ID badge, keys, 
credit card(s) and computer equipment.

• Give the employee instructions on how to 
access ADP for up to three years after their 
departure from NU.

• Review dates of the employee’s final 
paycheck and any additional payouts for 
person leave.

• Review benefit information and termination 
dates.



Personal Leave Payouts

• If the employee leaves the University for 
any reason after having worked a total of 
six months or more during his or her 
latest term of employment, the employee 
should be paid for any Personal Leave 
hours accrued but not used. 

• Personal Leave cannot be used as an 
extension of employment. One’s 
termination date should be the last day of 
actively performing work for the 
University. Termination cannot occur on a 
weekend or holiday. 

• Failure to provide timely written notice of resignation may result in the 
loss of accrued Personal Leave.



Benefit Eligible Employees 

Benefit eligible employees will 
receive the following information 
from HR regarding the termination 
of their elected benefits: 

• The date when each benefit will 
terminate.

• Contact information for each 
provider. 

• Instructions about optional ways 
to continue or transition their 
elected benefits.  



Staff Emeritus/a

If your exiting employee is retiring and meets the criteria for staff 
emeritus/a, please consider making a recommendation to your VP for the 
employee to be honored with the staff emeritus/a status.  

Criteria:
• A minimum benefit eligible service of ten years;
• A recognized quality of life and service to the institution and its constituency; and
• Service to the University up to (or almost to) retirement.

Privileges:
• Standing invitation to participate in university social functions;
• Standing invitation to participate in academic functions such as commencement 

or other occasions;
• Employee privileges in the dining hall, the library, passes to athletic events, etc.;
• Retention of their job title with the added word “emeritus/a” and NU email 

address. 



Celebrating a Job Well Done 

Depending on the 
employee's length of 
service with NU, and the 
reason for their departure, 
you may want to host a 
small get together with 
other employees to say 
thank you and wish them 
good luck in their future 
endeavors. 



Questions? Contact Human Resources
Amanda Bowman
Director of Human Resources
amanda.bowman@northwestu.edu 

Rose Bryson 
Senior HR Assistant II
rose.bryson@northwestu.edu

Kelly Ushikubo
HR Assistant I
Kelly.ushikubo@northwestu.edu 

Additional exit information and 
employee/supervisor checklists can 
be found on our Eagle webpage.  
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