INSTRUCTIONS

SOUTHERN ILLINOIS UNIVERSITY EDWARDSVILLE

EMPLOYMENT TERMINATION FORM

This form is to be used to officially terminate the employment of a member of the University community (faculty, professional staff, civil service or graduate assistant) from all University accounts.  

Civil Service employees are asked to sign the Termination Form in the Office of Human Resources.  An appointment to obtain insurance and retirement information may also be made to accommodate the employee at the time he or she arrives in Human Resources to sign the termination form
DATE OF SEPARATION:  In addition to the effective date, please indicate the closing hour of the last day of employment.  Please circle "c.o.b." (close of business) if 4:30p.m. is entered as the closing hour for the employee's last workday.  If a time other than 4:30p.m. is entered, please circle "a.m." or "p.m.", whichever is appropriate.

If the employee is to be paid a full day's salary for the final workday, please check accordingly.  If the employee is to be paid for less than a full day's salary, please enter the number of hours for which the employee is to be paid.

PAYMENT FROM MULTIPLE ACOUNTS:  If the employee is paid from more than one account for the regular appointment, or if paid from one account and also has a line appointment in a different account, all fiscal officers must sign to indicate acceptance.

PAYMENT OF VACATION/SICK LEAVE ACCRUALS:  

Faculty/Professional Staff:  The annual report form of these unused days must be submitted to the benefits section of the Office of Human Resources to authorize payment of any eligible unused vacation or unused sick leave days upon termination of employment.

Civil Service Employees:  A Payroll/Personnel Reporting Form must be submitted to the Office of Human Resources.  Complete Termination Section (E) to authorize payment of eligible unused vacation and/or sick leave.

All Employees:  Payment of accrued leave may occur on a separate check from the final paycheck.  If the payment cannot be included with the final regular paycheck, payment will be made with the next payroll cycle.

TO GRANT EMERITA/EMERITUS STATUS:  A Job Change Request Form would accompany the separation form for any person who is being granted Emerita/Emeritus status with the University.
