Staff Exit Process

Supervisor Training - 2023




Receiving a Notice of Resighation

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.
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Transition of Knowledge

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.

Information to consider:

e Useful resources for the position (job manual)
e List of outstanding tasks
e Locations of records and files {
e List of important contacts

e Status report of ongoing projects
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Update Communications

Bz Outlook

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.
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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.

™ North
oy | \orthwest



Staffing Updates

JOB DESCRIPTION
Title:
Department: m
Reports to: or's Pas tion Title
Supervises. lo, # Empll
Classification: de, indicate whether Exempt or Nonexempt
Last Updated: rt Date

deseribe the penarat st and lovel of wark buing pecformed. They anc ot intanded & be canstrued a1
usies, and skl rquired af persannal 32 classified

POSITION SUMMARY (Write 2 susmary of the job. State whether the posftion is part-time ar fill-tme and mdicats FTE,}
Type in position summary here. ..

ESSENTIAL FUNCTIONS (Tkis section s for functions that e esseatial to the succesafil conspletion of this positicn. 1€
thzse Smctions aree't done, then the job fsn't being done. Please be 23 specific 2: possible abaut the task 2nd the mammer
which it is to be done. Dow't rush through this part of the process. Take e to consicer xactly what this position requiras )

ial Job Fur
Job

this fun
his function]

fumber
fumber T.‘ 0 [P=1
3 Performs other work-related duties as assigned. [5%

QUALIFICATIONS (Describe the education, experience, certifications, knowledze, skills, and abilitizs an amployes will meed |
i order to fulfil the position's essential functions. These should mchuds those mandatary a: well as prefersd )

. Qualification number one.

2. Qualification number two, etc.

3. Demonstrate commitment to mamtammg a safe work environment free of harassment,
violence, and unlawful discrimination.

4. Ability to communicate effectively, get along well with co-workers, and deal effectively

and professionally with colleagues.

‘WorKaNG ENVIRONMENT (The warking conditions described hers 272 reprassmative of those an emplayes snceumers
while performing the essemtial finctions of this job. Fusasonable accommodarions may be mada o enzbla individuals wil
disabilities to perfons the ssamial functions )

vet, extreme cold, and extreme

s of time.
toxic chemicals, and

nt of a computer 2
onal exposure o fumes or

bloodbome pathoger

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.
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Posting an Open Position

Even if you have a qualified candidate in mind,
it is our policy to post all staff positions for a cea Adjustment Reuest
minimum Of 7 days- Priurloadvertisingand,fmhiring,pleaseEump\eteandappmveth{g?n?m

stamp (click here for instructions). Then email it to your Dean or Vice President for their approval. They
will forward it to the CFO [for budget authorization) who will forward it to HR for final approval.

(=]
& Hortinrest

Important: Please email a copy of the job description for this position to Human Resources.
Note: Supervisor must finalize any job description changes with HR befare this position is posted or filed.

To post your position, complete a Staff S
Adjustment Request, routing it to your et —

Supervisor

VP/Dean and the CFO for approval before B e
. . . . . Classification Exempt Non-Exempt y (ending date )
submitting it to HR along with an updated job ratine [ putine L] et s e ek 1 s

‘Working hours for this position are from (indicate am/pm) to {indicate am/pm)

d eSC ri ptio n . Check working days for this position: l:lsun l:l Monl:‘Tue DWed l:IThu l:‘ Fri I:‘sm:

Must be complete for all openings: Please describe the circumstances that created this opening.
(Replacement reasons might be employee resignation, promotion, transfer, etc )

l:‘stzh‘ Increase (New Position) l:lstzh‘ replacement for

This allows all potential candidates an equal

DTempory replacement — Approximate Dates

opportunity to apply for the position, both Cloter
internally and externally. rope

1. Recommending Supervisor/Dean 2. Applicable Vice President

By doing this, you also avoid perceived
discrimination or favoritism by offering the job 3 RO e At e e
to someone without reviewing all eligible _

a p pl ica nts . Compensation Pay Range starts at to a median of §

272003
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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:

e 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.

e Review benefit information and termination
dates.
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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.
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Benefit Eligible Employees

Benefit Eligible Employees

Benefit provider and contact information for exiting employees

|:| Health Benefits [Medical/Dental/Vision):

All health benefits will end on the kast day of the manth of
emplayment. Employess whe kave during the first week
of the month and are enrolled in 2 benefit plan will have
the full month's premium deducted from their final
paychack {first pay period of the exiting manth). This
applies to medical, dental, vision, supplemental plan
coverage, H5A and 403b contributions, as applicatle.

COBRA: Employees that kse health coverage through our
griup glan will be given the aption of tontinuing cove rage
thraugh COBRA. A letter from COBRA Management Services
will e mailed to you explaining your benefit aptions and the
costs of coverage. With COBRA coverage you can remain on
ok existing health plan for up ta 18 manths but are
raspansible for paying the full monthly premium_ Gnes
enrolled through COBRA all benefits will be retraactive to the
day after yaur MU coverage ends.

H3A Accounts: Employees can continue to use all funds
accrued in their HEA account to pay for medical expenses.

i emplyyees are transitioning to another high deductible
hiealth plan and want to roll over their K54 sccount or for
ather guestions about how to use HSA funds, please contact
our H5A provider FURTHER.

FURTHER by HealthEquity
Website: www hellofurther com
Custamer Service: 1.800.850.2148
Group Hame: Northwest University
Group Humber: 009124

FSA Accounts: Ernployess can continue be use FSA
contributians For eligible heslth or dependant care expances
thraughaut the calendar year. Far questions about your
account, please contact our FS4 provider below.

HealthEquity
Wedsite: waww healthequity com/fsa
Custarer Service: 1.877.024 3067

403b Retirement Plans:

Retirement plans with AG Financial can be ralled over
into & future employer's plan, an individual retirement
account {IRA) or kept with AG Financial.

HU will notify AG Finandial that the employee & no
langar amglayed at NU and will na longer be receiving
cantributions from NU. Far questions about
retirement accounts or help with the roll-over process,
please contact AG Financial.

AG Finandial Salutions
Website: www agfinancial ang
Phane: 1.800.831.7526

Ermail: retirement i sgfinancial.arg

KU Cansultant:Tim MeDawell
Fhone: 1.417 3794274
Emnail: tmcdowelli@agfinancial.org

MetLife - Graup Life/ADED and Supplemental Life
Insurance: NU Group Life/AD&D coverage through
BetLife may be converted to an individual whole life
policy within the first 31 days fallowing the date your
B Life Insurance ends [last day of the month of
employment]. Supplemental Life insurance may be
canwerted or ported {continued). Please contact
BetLife directly for assistance or guestions.

Metlife
Group Palicy § 5398625
Custarmer Service: 1.800.638.5433

Calonial Life — Volintary Insurance:

HR will natify Calanial Life that yeu are no langer
emplayed with NU. Please reach eut ta Calanial Life
directly if you wish ta continue any eurrently elected
supplementsl insurance pelicies.

Colonial Like
Webpage: www.coloniallife.com

Aceount Coardinater: Megan Casto
Email: megan casto@ ColoniallifeSales.com

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.
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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;
* Arecognized quality of life and service to the institution and its constituency; and
» Service to the University up to (or almost to) retirement.

Privileges:
e Standing invitation to participate in university social functions;

e 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.
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Celebrating a Job Well Done

bepending on the *YOU WILL BE MISCED
n

r o\
L ]

e

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.
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Questions? Contact Human Resources

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

~ Rose Bryson
y, Senior HR Assistant I
rose.bryson@northwestu.edu

Kelly Ushikubo
— HR Assistant |
Kelly.ushikubo@northwestu.edu

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

s
S Northwest

UNIVERSITY


mailto:amanda.bowman@northwestu.edu
mailto:rose.bryson@northwestu.edu
mailto:Kelly.ushikubo@northwestu.edu

	Slide 1: Staff Exit Process
	Slide 2: Receiving a Notice of Resignation 
	Slide 3: Transition of Knowledge 
	Slide 4: Update Communications 
	Slide 5: Supervisor Exit Recommendation 
	Slide 6: Staffing Updates 
	Slide 7: Posting an Open Position
	Slide 8: HR Exit Interview 
	Slide 9: Personal Leave Payouts
	Slide 10: Benefit Eligible Employees 
	Slide 11: Staff Emeritus/a
	Slide 12: Celebrating a Job Well Done 
	Slide 13: Questions? Contact Human Resources

