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Name of Process:
	Separation Process


Department:
	RLC Human Resources


Process Owner(s):
	RLC Human Resources


Process Mapping Steward (Work group member overseeing mapping):
	Kim Bishop


Process Documentation Team Member(s):
	Pat Bollin, Bill Dial, Kim Bishop, Debra Lockhart


Description of Process:
	Process to follow at the time an employee departs Richland College


Anticipated Implementation Date:
	Immediately 


Process Steps & Narrative:
Step 1:   For RESIGNATION, TRANSFER or RETIREMENT, the employee will submit a signed and dated letter to the immediate supervisor, indicating in the letter the employees last working day on campus. 
Step 2:   Supervisor delivers the letter to the Human Resources (HR) Assistant Director in the HR office.
Step 3:   The HR Assistant Director notifies Payroll and Benefits, then prepares a Property Clearance Form and exit packet. (see exit scenarios to decide which packet to provide the employee)
Step 4:   Employee receives the exit packet with applicable forms from HR
Step 5:   On the last working day, the employee submits the completed Property Clearance Form, leave forms, timesheets and any other applicable forms to HR
Step 6:   HR Assistant Director verifies that all necessary paperwork is completed, discusses insurance, retirement information, payroll and/or employment issues and forms with employee
Step 7:   Employee meets with immediate supervisor for final checkout prior to leaving campus
Step 8:   For RESIGNATION FOR FULL TIME CONTRACTUAL EMPLOYEES, the employee will submit a resignation letter to the division supervisor. The Supervisor indicates "approved" with their signature and delivers the original to Human Resources Assistant Director
Step 9:   The EMPLOYEE receives a termination/clearance packet from HR then schedules an appointment with the HR Director for termination clearance
Step 10: HR prepares form for President's review and Board approval
Step 11: HR insures submission of resignation to Board of Trustees
Step 12: HR notifies payroll and Benefits Coordinator of termination
Step 13: On last day of employment, the employee clears items in Property Clearance section and meets with HR Director (may also meet with HR Assistant Director for benefits) to insure completion of all necessary forms and obtain instructions for final paycheck
Assessment: (Describe any needed updates, changes, corrections, or additions identified during the mapping process that were discovered in the initial process map. Use these notes to update later (corrected) versions of the process map.)

     
