Employment: Terminate HR Consultants
Employee

TERMINATE EMPLOYEE

ALL EXITING EMPLOYEES (FULL-TIME AND PART-TIME) MUST SUBMIT A WRITTEN
LETTER (OR EMAIL) OF RESIGNATION TO THEIR SUPERVISOR AND HUMAN
RESOURCES INDICATING THE LAST DAY WORKED AND REASON FOR LEAVING.

The manager will initiate the termination in Workday and attach the resignation notice to the
termination.
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Terminated Employees Eligible for Benefits
Recruiting 0 Repart
View warkers that have been terminated but are still eligible for benefits based on eligibility rules.
Staffing 0 Enables you to close the enrollment event, and evaluate if their benefits need to be extended so you
can begin the COBRA process. Required prompt: View s of Optional prompt: none

= More Categories ) Terminated Employees with Benefits
Repart
View workers who have been terminated but are still enralled in their current benefit elections.
Enables you to evaluate whether their benefits need to be extended so you can bagin the COBRA
process, or should he terminated. Required prompt: View as of Optional prompt: none

Type Terminate Employee in the Search Bar and Select

Your screens and processes may vary
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Terminate Employee

Employee *

Cancel

Type Employee’s name and select OK

REASON

HR Consultants

a. Primary Reason, select Involuntary or Voluntary, select most accurate reason from the list.

Terminate Employee P-10001944 Tutor Science Den (Part-time) @8  Namrata Pandey &8

Reason

Primary Reason *

X Voluntary > Resignation [ = ]

Secondary Reasons

| 2

Details

( Save for Later ) ( Cancel )
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DETAILS

Termination Date: Last date of work. If Adjunct position, the date has to be last day of the
month.

Last Day of Work: It will populate based on Termination Date.

Pay Through Date: It will populate based on Termination Date.

Details

Termination Date *

MM/DD/YYYY [

Last Day of Work *

MM/DD/YYYY [5]

Pay Through Date *

MM/DD/YYYY [

Resignation Date

MM/DD/YYYY [

Regrettable

( Save for Later ) ( Cancel )

REGRETABLE

Select Yes or No. Depending on the situation of the staff, student or faculty.

Regrettable
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ELIGIBILITY

Select YES or No. Depending if the employee gave two week’s notice.

Eligibility

Yes
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ATTACHMENTS

Attach resignation letter or email from employee. Click Submit.

‘/7\‘ enter your comment

-

Attachments

Drop files here

Select files

O Save for Later ) ( Cancel )
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	TERMINATE EMPLOYEE
	All exiting employees (full-time and part-time) must submit a written letter (or email) of resignation to their supervisor and Human Resources indicating the last day worked and reason for leaving.


