Checklist for Separating Employees:  Employee Responsibilities
Use for employees either separating from or transferring within the University.

Note:  The items listed below will vary depending on whether an employee is separating from the University or transferring to another department.  Employees should review the list with appropriate personnel to find out which items are applicable.

Employee responsibilities

· Submit letter of resignation, including your separation date.  Talk to your supervisor about whether you will be using vacation time prior to your separation date.

· Separating employees are advised to contact the Benefits website at http://www.washington.edu/admin/hr/benefits to download forms and review information and rates to continue medical and/or dental via COBRA, as well as accessing retirement or VIP contributions; continuing life insurance, etc.  

· Retirees must officially retire from the UW in order to obtain all rights and benefits, and should contact the UW Benefits Office at (206) 543-2800 or benefits@u.washington.edu for more information.  

· Employees transferring directly within the UW to another benefits eligible position need not take any action in regards to their benefits unless there is a change in employee status (i.e., from staff to professional staff).

· Turn in all building/departmental keys (building, office, file cabinets)

· Return any UW equipment which may be at your residence

· Turn in other UW materials - including, but not limited to

Husky card - With U-PASS, turn in Husky card and U-PASS to Parking.  (Employees at HMC should follow HMC procedures.)  Without U-PASS, turn in Husky card to department.  

Departmental Staff ID card


Parking Permit – Return to Parking Office

ProCard

SecurID

Travel VISA card

Sprint card

Pager


Cell phone

Laptop



· Provide supervisor with passwords to computer departmental files

· Provide supervisor with voice mail access code

· Update address in Employee Self Service through MyUW for final check and W-2 form.  Transferring employees should update their directory information through ESS.

· Update your voice mail message to advise callers of your separation and a number to call for assistance

· Separating employees should either set up an auto-reply email message to let others know you have separated or forward your account to another employee.  For instructions on setting up auto-reply messages, see http://www.washington.edu/computing/faqs/html/email.autoreply.  To forward your email account to another employee or supervisor, see https://uwnetid.washington.edu/manage/?forward

· Sign the final 220 form and give it to your supervisor.  

· Either make a copy or ask your supervisor for a copy of your final 220 for your records.

· Contact the Payroll Office at payroll@u.washington.edu to discontinue payroll deductions.

· If you are the parent of a child enrolled in one of the University’s on-site childcare centers, you must notify the center that you are separating from UW employment.
