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Guide Memo 22.8

Separation from Employment

Authority 
This Guide Memo was approved by the Director of Human Resources.

Applicability
This policy applies to all academic staff and regular staff as defined in Guide Memo 23.1


except if covered by a collective bargaining unit agreement. (For policies applicable to


employees covered by collective bargaining agreements, refer to the applicable agreement:


The Agreement between Stanford University and United Stanford Workers, Local 715, SEW,


AFL‑CIO or the Agreement between Stanford University and the Stanford Deputy Sheriffs'


Association.) Extra provisions may apply to certain members of the academic staff; consult


with the appropriate local personnel officer. While policy statements are applicable to the


entire University, including SLAG, some of the specific procedures given here do not apply at


SLAC; employees should contact the SLAC Personnel Department for information relating to


the procedural aspects of separation at SLAC.

Summary
This Guide Memo outlines Stanford University's policies and procedures for carrying out the


separation of a regular staff or academic staff employee from employment at the University.


Section headings are:


1. POLICY STATEMENT


2. RESIGNATION


3. RETIREMENT


4. DEATH


5. CONCLUSION OF A FIXED‑TERM APPOINTMENT


6. TERMINATION FOR CAUSE


7. DISCHARGE DURING THE TRIAL PERIOD


8. SEPARATION OF SENIOR STAFF EMPLOYEES

9. LAYOFF

10. PROCESSING SEPARATIONS

1. POLICY STATEMENT

It is the goal of the University to effect the separation of regular staff and academic staff employees from University employment as appropriate and necessary and in conformance with all applicable laws and regulations. To that end, the following policies and procedures will be followed.

2. RESIGNATION

a.
Definition ‑ A resignation is a voluntary termination of employment initiated by the employee. Resignations should be confirmed in writing (see Guide to Supervisors below). A confirmed resignation may be withdrawn only at the sole discretion and written approval of an authorized Stanford University representative.

b.
Guide to Supervisors ‑ For planning purposes the University requests that employees notify their


supervisors as soon as possible of any intention to resign. At least two weeks' prior notice of resignation


is expected from non‑exempt employees and at least four weeks' prior notice is expected from exempt


employees. Supervisors should request that the employee submit a written statement of resignation that


includes the date of and reasons for the resignation. If such a written statement is not provided, the


supervisor should confirm the oral resignation in writing. 

3. RETIREMENT

a.
Definition ‑ Retirement occurs when an employee who has reached an age and completed years of service so as to be eligible for benefits under the University's retirement program, separates from employment and enrolls in such program. (See Guide Memo 22.9, Staff Retirement.)

b.
Guide to Supervisors ‑ Upon notification of an employee's intended retirement, supervisors should counsel employees to consult with a retirement counselor in the Office of Total Compensation, if possible, several months before the estimated date of retirement.
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4. DEATH

In the event of the death of an employee, the supervisor should notify the Office of Total Compensation as soon as possible. Employees in pay status are covered by death benefit plans, either pre‑arranged or by default. Refer to Guide Memo 27.1, Death Benefit Plans, and corresponding plan brochures.

5. CONCLUSION OF A FIXED‑TERM APPOINTMENT

a.
Definition‑ A fixed‑term appointment is an appointment for which a planned termination date is established and recorded at the time the employee is hired or appointed.

b.
Policy ‑ An employee hired or appointed for a fixed term is terminated by the department at the end of the appointment unless an extension or reappointment has been approved.

(1)
Notice ‑ An employee appointed for a fixed term is to be notified in writing by the department of the planned termination date at the time of appointment. For Academic Staff ‑ Research, a written notice of either renewal or non‑renewal must be given to the employee at least ninety days in advance of the term end date.

(2)
Grievance Procedure not Applicable ‑ A termination occurring as a result of the expiration of a fixed‑term appointment is not subject to any grievance procedure.

(3)
Separation Prior to Planned Termination Date ‑ Except when termination is for cause, fixed term employees may be eligible for layoff (see Guide Memo 22.16) if the department initiates separation prior to the planned termination date.

6. DISCHARGE


a.
Definition ‑ A discharge is an involuntary termination of employment from the University for cause.

b.
Policy ‑ Except for Senior Staff employees (see Guide Memo 22.13, Senior Staff Employees), an employee shall not be discharged except for just cause, which may include, but is not limited to, unsatisfactory performance, misconduct, unavailability for work, not returning from an approved leave, or a combination of such causes. A supervisor must consult with the appropriate regional human resources manager, and may not discharge an employee for cause if the discharge has been disapproved by the appropriate regional human resources manager.

c.
Guide to Supervisors 

(1)
Notice ‑ Employees discharged will receive two weeks of notice or pay in lieu of notice or a combination of pay and notice except in any of the following circumstances:

- Gross misconduct, e.g., theft, assault

- Facts which lead the University to conclude the employee has abandoned the job

- Failure or inability of the employee to return to work at the end of an authorized absence, e.g.,        temporary layoff, leave of absence, vacation

- Other unauthorized absence from work

(2).
Consultation ‑ It is important for supervisors to identify potential discharge situations as early as possible and to take prompt measures in an attempt to correct the situation with the appropriate manager, director, or officer, with the local human resources officer, and with the appropriate regional human resources manager. If a possibility of continuing misconduct requires that action be taken before consultation can take place to determine appropriate corrective action, the supervisor may suspend the employee temporarily with or without pay pending the results of further review and investigation. For further guidance in handling performance, misconduct, and other potential disciplinary problems, see Guide Memo 22.15, Corrective Action.
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(3).
Grievance ‑ See Guide Memo 22.10 for the exclusive procedure for determining any employee claims that the management has failed to adhere to these or any other University policies in respect to discharge from University employment.

7. DISCHARGE DURING THE TRIAL PERIOD

The trial period is a period of service during which the department assesses the performance of a regular employee to determine whether the employee satisfactorily meets the requirements of the position. The termination of an employee during the trial period is covered in Guide Memo 22.14, Trial Period, and requires the approval of the appropriate regional human resources manager.

8. SEPARATION OF SENIOR STAFF EMPLOYEES

Certain senior staff employees have responsibilities and functions that require different policies and conditions governing the employment and termination of those employees. These employees serve at the pleasure of the President of Stanford University, and may be terminated for any reason or for no reason. The termination of Senior Staff employees is covered in Guide Memo 22.13, Senior Staff. Employees appointed to these senior staff positions will be notified individually by the President of the University.

9. LAYOFF

When in the judgment of the University it becomes necessary within a department, an administrative unit, or a work group either to reduce the workforce or to reduce or eliminate a particular kind of work, positions may be eliminated or positions may be cut back to lesser percentages of full time. When this occurs and if the result is the separation from employment of a current University employee, a layoff has taken place. The policies and procedures governing the elimination and/or reduction of positions, the selection of employees to be considered for layoff, the processing of layoffs, and the options of employees facing layoff are given in Guide Memo 22.16, Layoffs.

10. PROCESSING SEPARATIONS

a.
Notification to the Payroll Department ‑ For every separation of a regular staff employee, the employee's department is required to initiate a Personnel Action Form (PAF) preferably a week or more in advance of the employee's last day of work. For detailed instructions, see the Payroll Manual (available in Portfolio). The following information must be included on the completed form:

(1)
Date of Separation ‑ The date of separation is the final day the employee is on pay status, which is normally the last day worked. The final day on pay status also may be the last day of vacation leave or last day of sick leave. The date of separation is not retroactive for an employee who is on leave without salary when separation occurs but is the date of the actual separation action. Whenever the date of separation differs from the last day worked, both dates are to be indicated on the Personnel Action Form (PAF) along with an explanation of the reasons.

(2)
Types of Separation ‑ The type of separation (e.g., resignation, retirement, layoff, discharge, conclusion of fixed‑term appointment) must be stated on the Personnel Action Form (PAF). Reasons for the separation should be indicated on the PAF and must be consistent with other information about the separation provided for the University's records. A memorandum (e.g., a copy of the notification to the employee) outlining the reasons for the separation should accompany the PAR

(3)
Special Payments ‑ Where applicable, the Personnel Action Form (PAF) must indicate any severance payment, any pay in lieu of notice, and the hours of vacation eligibility pay to be included in the employee's final paycheck. (The employee's sick leave balance should be noted for the record in the "Remarks" section.)

b.
Records of Leave, Hours Worked, etc. ‑ Work records related to the hours worked and leave accumulated or used (as described in Guide Memo 22.4, Compensation of Staff Employees) are to be retained by the department in the employee's personnel file or disposed of as provided in Guide Memo 22.2, Personnel Files of Regular Staff.
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c.
Pay in Lieu of Notice ‑ Any pay in lieu of notice is initiated by the employee's department after consultation with the local human resources officer and the appropriate regional human resources manager.

d.
Payment of Severance Pay ‑ All severance pay is initiated by the appropriate regional human resources manager.

e.
Benefit Plans ‑ Employees being separated should be advised to contact the Office of Total Compensation prior to separation in order to obtain information concerning the dates that coverage under group insurance programs will stop, the possibilities for extending group coverage and/or for coverage under individual plans, and information relating to the employee's vested interest, if any, in retirement pension or annuity plans.

f.
Final Paycheck ‑ The final paycheck will include the total amount of salary or wages and other payments, and will be picked up by the employee's department. State law requires that an employee being separated be given the final paycheck on the last day of work. (The law provides an exception if the separating employee initiates the separation with less than 72 hours' notice, in which case the employer has a period of 72 hours to provide the final paycheck.)

g.
University Property ‑ Separating employees are required to return to the department any University‑owned property, including any keys and identification cards, in their possession. Departments are responsible for obtaining these items.

h.
Unemployment Compensation Claims ‑ When a former employee of the University files a claim for Unemployment Compensation Insurance benefits, a notice of that claim is sent to the University, often to the employee's department. It is important that this Notice of Claim be completed and forwarded to Stanford's unemployment insurance administrator, Gates, McDonald & Company, P.O. Box 1944, Columbus, Ohio, 43216 within the 10 days provided by law. If possible, please transmit the completed form to Gates, McDonald via fax; their fax number is (614)777‑3555.
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