OFFBOARDING CHECKLIST FOR MANAGERS

The purpose of this document is to guide department managers and supervisors with direct reports on
the steps and processes necessary to properly terminate and offboard an employee from UAMS.

Yoluntary Terminations:

[ If the notice was received electronically in Workday, follow the prompts in the business process.
Complete the following “Terminate Employee” action in Workday. - OR - If the notice was provided verbally
or written outside of Workday, complete the “Terminate Employee” action in Workday and attach the notice
received, along with the manager’s acceptance, to the business process.

[J Collect any UAMS property from the employee including, but not limited to, ID badges, keys, equipment,
etc.

[J Follow the procedures outlined for the Employee Separation System.
e The employee clearance process must be completed in its entirety, prior to employee receiving
terminal payout check. Employee Separation Clearance Form

Involuntary Terminations:

[J Complete the “Recommending Termination” disciplinary action in Workday and attach supporting
documentation. See Discipline — Required Supportive Documentation handout for more details.

(1 Once the disciplinary action has been approved by Employee Relations, meet with the employee to
inform them of the termination.

[J Collect any UAMS property from the employee including, but not limited to, ID badges, keys, equipment,
etc.

e Ifbadge not collected, you must complete the form to revoke access on Institutional Support
Services site.

[ Complete the “Terminate Employee” action in Workday and select the appropriate termination reason.
See Workday Tip Sheets for more details.

[J Follow the procedures outlined for the Employee Separation System.
o The employee clearance process must be completed in its entirety, prior to employee receiving

terminal payout check. Employee Separation Clearance Form

*NOTE: “Terminate Employee” actions in Workday and employee Clearance Forms must be completed within 5
business days and 30 calendar days, respectively, following the employee’s termination date. In accordance with
Administrative Guide 4.5.16, “Employee Separation Policy,” department managers, supervisors, or designees are
responsible for the timely completion of these actions/forms. If the deadlines are not met, the Separation Clearance
Audit form must be completed and returned to the sender within 5 days of receipt. Violation of the Employee
Separation Policy will result in disciplinary action in accordance with Administrative Guide Policy 4.4.02 Employee
Discipline Policy.

For more information, not provided above, please review the following trainings/QRGs in Workday
Learning. Additional resources are available on the Employee Relations webpage.

e Separations Training & QRG

e Disciplinary Actions Training & QRG

e Performance Improvement Plans (PIPs) Training & QRG

e Offboarding Expectations for Supervisors Training and Knowledge Article

POLICIES:
e Board Policy 405.6 -- Termination and Eligibility for Rehire
e Admin. Guide 4.5.16, “Employee Separation”
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http://internalapps.uams.edu/EmployeeSeparation/
https://inside.uams.edu/human-resources/wp-content/uploads/sites/50/2022/07/Discipline-Required-Supportive-Documentation-FINAL-July-2022-Rev.pdf
https://uams.webtma.com/?tkn=k2T0y2XBcF8qI0qvugaegOsG6r_r_QLy1rofWww2bkR2yIbuxVjH5QpMv2xRnjc0ZMDX5kcTyF5NZqJ5Rncr70iIW9UT2RP8TAMgeXJeFRMjfauAQQYNunbbhDgx0TcO0rhZd5kuQqP4yEzVSoT3Ga74onu6wcevDJXIIpcMBrVsagrvB8AmdhXr6xiF3uTwGjy8D2LwAqjvbAHjpthRSIChHcawnLv46I3Nn6prgR48q5GTJK3ohIg6wisFajoPXKCJVpKmeoVma1nydAHqew
https://uams.webtma.com/?tkn=k2T0y2XBcF8qI0qvugaegOsG6r_r_QLy1rofWww2bkR2yIbuxVjH5QpMv2xRnjc0ZMDX5kcTyF5NZqJ5Rncr70iIW9UT2RP8TAMgeXJeFRMjfauAQQYNunbbhDgx0TcO0rhZd5kuQqP4yEzVSoT3Ga74onu6wcevDJXIIpcMBrVsagrvB8AmdhXr6xiF3uTwGjy8D2LwAqjvbAHjpthRSIChHcawnLv46I3Nn6prgR48q5GTJK3ohIg6wisFajoPXKCJVpKmeoVma1nydAHqew
https://hr.uams.edu/employee-relations/employee-relations-information/#Employee-Separation
http://internalapps.uams.edu/EmployeeSeparation/
https://wd5.myworkday.com/uasys/learning
https://wd5.myworkday.com/uasys/learning
https://hr.uams.edu/employee-relations/
https://wd5.myworkday.com/uasys/learning/course/3937a8d14d2d10177047fa2e76ea0000?record=76f169a3e8f41019aa3bae3c5d4d0000&type=9882927d138b100019b928e75843018d
https://wd5.myworkday.com/uasys/learning/course/3937a8d14d2d10177030dcdc4fe60000?record=76f169a3e8f41019aa5b541968740000&type=9882927d138b100019b928e75843018d
https://wd5.myworkday.com/uasys/learning/course/fe969d42f71510177015d5650b1b0000?record=76f169a3e8f41019aa712f4397ee0000&type=9882927d138b100019b928e75843018d
https://wd5.myworkday.com/uasys/learning/course/76f169a3e8f4101860039784f11d0000?record=245fcbd84056101d9b5c0660f9490000&type=9882927d138b100019b928e75843018d
https://inside.uams.edu/human-resources/wp-content/uploads/sites/50/2022/08/Knowledge-Article-Offboarding-Expectations_FINAL-August-2022.pdf
https://inside.uams.edu/human-resources/wp-content/uploads/sites/50/2022/03/Termination-and-Eligibility-for-Rehire-11.22.19.pdf
https://secure.compliance360.com/ext/Rbil0QAxQ3E%3D
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