Process for Resigning, Terminating and Lay-off Employees: 
There are a couple of things that you and your supervisor will need to do in order to complete this process. Review the attached LINKS. RETURN ALL COMPLETED ORIGINALS FORMS TO ME. Especially the personal action form. I will make sure the information is correct and gets to the appropriate departments. The Links listed below are also included in the body of the email. The information listed should be reviewed, discussed and completed by: You and Your Supervisor, I am here to assist.

1. Please update any changes to your time sheet for the months associated with your letter of resignation, termination and or layoff. If you are exempt, on the last day you work enter the appropriate reason in the comments section of your time sheet.  Ex: Resigned 00/00/00, Transferring to 00/00/00 etc. Delete the days you are not here by clicking the delete button. When you are all done don’t forget to click the save button or your sheet will default back to its original state. 
2. If you are taking a position on campus (transfer) please let me know. Your time will still need to be recorded, reviewed and approved to make sure that it is correct for your new department. 
3. If you are not transferring then you could possibly be entitled to a vacation pay out, departments are responsible for exempt personnel payouts.

4. This is very important for determining time. If you work to the 15th of a given month then are entitled to that month’s accrued vacation hours. Sick hours are not payable. 

6. Human Resources and Case Payroll will be responsible for: 

a) Authorizing the preparation and release of the final pay in the form of a *Check*. Your direct deposit will be canceled. *Upon receiving the completed employee checklist*. 

b) The final paycheck will be issued for the next normal pay period. The check will go to HR. Make sure all updates to the HCM have been done as well as any address changes for mailings of the check and the W2: you can also contact HR - 216.368.3270  if additional changes occur. Make copies of any and all of your information for your records. You should have a 90 day window before your records close within HCM.

7. When you work the 1st day of a given month you are entitled to the benefits for that given month. The benefits office (if applicable) will take care of all aspects of terminating your enrollment in the benefits programs or converting benefits based on the nature of your departure. Examples: (termination, retirement, layoff, death, etc.). 
****Supervisors Layoffs due to Funding please contact Employee Relations**** 

This is a special process that needs to be handled in a timely fashion 
Crawford Hall, Room 304, LC7047 - Fax: 216.368.8948 - Email: eerel@case.edu
Carolyn Gerich Washick, Human Resources Interim Director - Phone: 216.368.2458

Pamela Thompson, Human Resources Specialist - Phone: 216.368.4503

Kathryn M Willson, Human Resources Specialist - Phone: 216.368.0195

The Employee Termination Checklist: This form is important to complete because it confirms that you have returned all Case and department property and authorizes HR to release your final *Check*.  Employee(s) are responsible for returning all equipment, P or D-cards – to Admin. Services, work materials, tools, and research notes for reconciling: outstanding expenses, fines and other expenses. Employee(s) are also responsible for returning keys, Id. cards, parking passes etc. The completed Employee Termination Checklist will go to the Records Office, Room 220, Crawford Hall (7047). Please make sure I get a copy for your file. This also helps me if questions arise. Employee(s) will have to go to the lower level of Crawford Hall Access Services office to turn in the items listed on the checklists. Access will sign the list. The employee will then take the signed checklist to HR room 220. There you can let HR know if you want the check mailed or pick-up. Final paychecks are released on the same schedules as your regular pay cycles. Make sure your supervisor signs the checklist and check all boxes. 
This is the current procedure information available. If you need further assistance call or email. Thank you for your cooperation and it has been a pleasure servicing you. 
Congratulations on your New Endeavors!
Termination of Employment Documents 
•Employee Termination Checklist
http://www.case.edu/finadmin/humres/policies/attachments/employment/TerminationChecklist.pdf

•Exit Interview Survey
https://www.surveymonkey.com/r/?sm=51kbg1dhyaPpcy0b%2fxj9aQ%3d%3d

•Personnel Action Form
http://www.case.edu/finadmin/humres/policies/attachments/employment/per_act.pdf
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