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Reference Guide
Responsibility for administration of the termination process resides with each department.  This reference guide contains an overview of termination policies and actions that must be taken to administer the termination process and step-by-step instructions for requesting terminations and final paychecks.  

 

The Termination Web Form is to be completed for all faculty and staff terminations and retirements, even if a final check is not necessary.  It is also used for student and contingent terminations when a final check is needed. 

 

Submit the Termination Spreadsheet for student and contingent employees who have already received a final check. The Termination Spreadsheet can be found at http://hrdata/jobaids.html. Send the spreadsheet to payroll@stanford.edu.  Payroll will enter the termination within 3 business days, more quickly if the termination is for a contingent employee moving to a benefits-eligible position.

 

For all Termination Web Forms, the payroll department is the HR Expert User who loads the Form into PeopleSoft.  The Web Form must be completely approved by 9 a.m. on the Check Needed Date.  Pick up the final check at the Cashier’s Office (Maude Modular, 632 Serra) after 3 p.m. on that day.  Photo ID is required to pick up the check.


Why do a Termination: 


Timely administration of a termination ensures:
• Compliance with state law which requires furnishing a final check on the employee’s last day of work
• Correct reporting of headcount on government filings
• Accurate records of employee standard work hours in PeopleSoft, which is especially important for student employees who may have work hour restrictions
• Prevention of overpayments to employees who are no longer working for Stanford
• Timely provision of benefits enrollment information to employees moving from a contingent position to a benefits-eligible position
• Timely provision of COBRA information to terminated employees
• Availability of Axess Timecard record to the home department when an employee has multiple jobs


When to do a Termination:


The termination process is used for:
• All employees (including regular staff, faculty, academic staff, lecturers and contingents) separating from on-going or fixed-term employment at Stanford
• Student hourly workers who have ended employment at Stanford
• Layoffs
• Retirements
• Employees with multiple jobs when one of the jobs ends
• Employees moving from a benefits-eligible position to a contingent position (final check needed for vacation payout)
• Employees moving from a contingent position to a benefits-eligible position (final check not needed) Termination done via Termination Spreadsheet


When to request a Final Check: 


State Law requires employers to provide a final paycheck, including all pay due, on the last day of work for:
• Employees being involuntarily terminated 
• Employees who have resigned with at least 72 hours notice 

The law provides an exception if the employee resigns with less than 72 hours notice, in which case the employer has a period of 72 hours to provide the final paycheck.

See Administrative Guide Memo 22.8 (http://adminguide/22_8.pdf), Separation from Employment, for the full University policy on terminations.

 

When NOT to do a Termination:


Do NOT use the termination process for:
• An employee changing jobs (except as noted above), because the employee is not separating from the University
• Seasonal Layoffs.  See Seasonal Layoffs Job Aid for instructions.
• Transactions entered through GFS (Graduate Financial System)


How to Request a Termination:


When a final check is needed:
• Create a Termination Web Form in PeopleSoft
• The fully approved Termination Web Form must be received by Payroll by 9am on the employee’s final day of work
• The final check should include all pay (salary, hours, any leave time, and/or overtime) due plus a payout of accumulated vacation, PTO and floating holiday


Corrections to Terminations:

 

• If a correction is necessary after a Termination Web Form has been submitted, (but before it has been processed) submit a HelpSU ticket to Payroll at http://helpsu.stanford.edu/ (http://helpsu.stanford.edu/) (Category: Central Offices, Type: Payroll) to request the change.
• If additional pay is due to the employee after the final check has been completed, submit an Off-Cycle Check Web Form to request the additional pay.  See the Off-Cycle Check Web Form Job Aid (http://hrdata/jobaids.html).
• If a correction is needed to the termination reason or date, submit a HelpSU ticket at http://helpsu.stanford.edu/ (http://helpsu.stanford.edu/) (Category: Administrative Applications, Type: PeopleSoft HRMS) to request the change. 


  

	Reason Codes For Staff Termination Action

	ABN:  Other Involuntary Resignation

CON: Misconduct
CTG: End of Contingent Assignment
DEA: Death
FXD: End of Fixed Term
IRC: Invol Non-Renewal of Contract
LAY: Layoff (must work with HRM)
LVE: Failure to Return from Leave
	MIL: Military-Active Duty
NI9: No I-9 Information Provided

OTJ: Accepted Another Job

PAY: Dissatisfied with Pay
PER: Personal Reasons
QWN: Quit Without Notice
REL: Relocation
RES: Other Voluntary Resignation
RSC: Return to School
RSP: Resign-Special Circumstances

	SLC: Transfer to SLAC
SST: Senior Staff Termination

SUH: Job at Stanford Hospital
TRL: Trial Period Separation
UNS: Unsatisfactory Performance
VNR: Vol Non-Renewal of Contract
ZDO: Faculty Declined Offer

CON/IFR: Misconduct, Ineligible for Rehire (must be approved by Employee & Labor Relations)

	Reason Codes For Staff Retirement Action (needs Benefits approval)

	LRT: Layoff to Retirement 
RET: Retirement
	SSR: Senior Staff Retirement
	ZSR: Special Faculty Retiree

	Reason Code For Staff Terminated with Benefits Action: LTD: LTD Terminated with Benefits

	Reason Codes For Faculty 

DEA: Death

FXD: End of fixed term

IRC: Involuntary non-renewal

RES: Other voluntary resignation
	ZDO: Faculty declined offer - use to terminate record with projected faculty hire action/reason when recruitment fails

RET: Retirement (Regular retiree - meets Benefits Office's definition)

ZSR: Special faculty retiree; at least age 55 & 5 years of svc; requires Provost’s approval


Additional Steps & Resources:

 

Close out the employee’s Axess Timecard:
• Ensure all time and leave is recorded for the final pay period
• Clear the employee’s work schedule, if any
 

Complete the Vacation Accrual Funding Form:


• Departments are required to fund an employee’s 9/1/03 vacation balance, if any, when the employee terminates
• Submit the completed form to the LD Coordinator at LD_Coordinator1@lists.stanford.edu
• The LD Coordinator will initiate a journal to charge the PTA(s) specified on the form

 

Termination Process Documents:
• Termination Checklist – Checklist of actions to complete for each employee termination. Review with the employee to make sure all items have been returned and actions have been completed by the employee’s termination date.   
• Termination Flowchart - Details the termination process flow

 

Stanford Termination Policies
• Administrative Guide Memo 22.8 , Separation from Employment
• Administrative Guide Memo 22.16 , Layoffs 
• Administrative Guide Memo 22.5, Vacations, 2.e Terminal Vacation Payment 
• Administrative Guide Memo 24.2, Graduate Student Assistantships 
• Faculty 
o Faculty Handbook (http://facultyhandbook.stanford.edu/) Ch 9, 2.B. Notice of Non-renewal or Termination 
o Faculty Handbook (http://facultyhandbook.stanford.edu/) Ch 6, Academic Staff-Teaching, III. PRIOR NOTICE OF NON-RENEWAL AND TERMINATION 
o Administrative Guide Memo 35, Payroll, 9.c Faculty Termination 


Auto-Termination Process:

 

Job records for contingent employees that have been inactive for a certain number of pay periods are automatically terminated after each payroll run.
• Contingent employees in the TMP and CSL Pay Groups are terminated after 3 pay periods without pay
• Student hourly employees in the STU Pay Group are terminated after 8 pay periods without pay.
• Employees with a hire or rehire date within the past 30 days will not be terminated
• Employees with multiple job records, who have received pay on at least one record, will not be auto-terminated
• Salaried Pay Groups (CTS, EX1, F09, F10, F12 and NX1) are not subject to the auto-termination process.

 

Continue to promptly terminate records of all employees who leave your unit.  Stanford must keep an accurate record of active employees.

 

To review terminated jobs for your area, see the HRMS Activity Detail Job Report or the Activity Report in ReportMart1.  Find all records terminated with the reason ‘ATO’ to see auto-terminations.
An alternative to having to frequently terminate contingent employees is to use a temporary agency.  The agency manages the employment and pay information for their employees.

 

Special Termination Situations:

 

	Circumstance
	Actions Required

	Employee wants to Retire
	Retirement status must be verified via a Benefits Request (http://benefits.stanford.edu) to determine if the employee is eligible for "official" retirement (he/she can be offered retiree medical & dental benefits) and if the departure should be processed in PeopleSoft as a retirement or a termination. 

The Benefits Request should include the name of the employee, the Empl ID, the expected retirement date and a requested response date.  

· Employee & Labor Relations must approve a regular staff layoff to retirement. 

· Benefits will create Retiree Record (400 Record) in PeopleSoft.

See Administrative Guide Memo 22.9, Staff retirement and http://hrweb.stanford.edu/hrms/terminations/retirement.html for more information

If a particular position will need to be used on the Retiree record, such as an Academic Staff Emeritus, Staff Emeritus or Special Faculty Resignation designation, enter this fact into the Notes section of the Termination Form; consult your HRM/DFA if you have questions about these designations. 

	Ending the Employment of a Working Retiree 
	When you complete a Termination Web Form to end the employment of an employee who has previously Retired from Stanford, be sure to use the Action "Retirement" and Reason, "RET". The Action "Retirement" prompts the Benefits provider to transition the employee to the Retiree set of benefits. (If you use the Action "Termination", the Benefits provider will receive notice of this employee's Termination (but not Retirement) and active employee benefits will end; the system will not be prompted to transition the employee to Retiree Benefits.)

	Employee is in trial period
	Review Administrative Guide Memo 22.14, Trial Period.

	Employee is Senior Staff
	Review Administrative Guide Memo 22.13, Senior Staff.

	Faculty transferring from Faculty to Academic Staff – Research or Staff Physician
	Employee is NOT terminating from the University.  A termination should not be requested.

	Employee moving from a contingent position to a benefits-eligible position
	· Request termination of the employee on the Termination Spreadsheet.  Note on the email to Payroll that the employee will be rehired as benefits-eligible.  After Payroll has entered the termination, the local HR Administrator in the department should process a Rehire Web Form to re-hire the employee to the benefits-eligible position.  If this termination + rehire process does not occur for the newly benefits-eligible employee, the employee will not be able to enroll in benefits because the vendor will not have received their information.

· Change the STF Service Date in Personal Data to reflect the benefits eligibility date (rehire date). 

· Verify their accruals in the Axess Timecard.

	Involuntary Termination
	See Administrative Guide Memo 22.8, section 10.f, for final paycheck policy in this situation. 

	Layoffs & Involuntary Terminations
	· Coordinate with your local Human Resources Manager, who will work with Employee and Labor Relations. See Administrative Guide Memo 22.16, Layoffs 

· Approval for involuntary terminations at the School of Medicine must be reviewed and approved by Some Human Resource Group, Employee Relations 

	Employees on Disability Leaves
	· Disability & Leave Services (DLS) must review all terminations for employees on leave.  Enter the Termination Web Form and Save as Draft.  Send an email to DLS at hrleaves@stanford.edu for review of the termination. Once DLS has reviewed the termination web form, they will remove the Draft and route it back to the department for approval. 

	Faculty
	· In the case of a faculty resignation, the faculty member should provide his or her department Chair or Dean with resignation correspondence. The department contacts the Faculty Affairs Office. 

· If a faculty appointment has ended, then the local area should follow the general employee termination process.

· If eligible for the Faculty Retirement Incentive Program (FRIP, http://www.stanford.edu/dept/provost/faculty/policies/FRIP/) the faculty member submits a letter of intent to retire under FRIP to the department Chair or Dean, the Chair or Dean forwards it to Faculty Affairs. Faculty Affairs forwards the information to Benefits.  FA gives an agreement/release to the employee; the employee then returns it to FA, who then sends it to Benefits. 

· Faculty members do not accrue leave, so do not receive a leave pay out. 

· Faculty should contact the Faculty/Staff Housing Office about any housing allowances. 

	Bargaining Unit
	· Consult the appropriate contract, either for the United Stanford Workers, Local 715, S.E.I.U., AFL-CIO or the Stanford Deputy Sheriffs’ Association.

	Terminal Vacation
	See Administrative Guide Memo 22.5, Vacations, section 2.e 

Employees, who are retiring or are being permanently laid-off, may opt to remain on payroll until their vacation balance has been exhausted.  Employees on terminal vacation do not accrue leave and do not receive holiday pay. Employees should be placed on a LOA Paid-Terminal Vacation in Job Data, using the Leave of Absence Web Form. The employees Axess Timecard also need to be updated with Terminal Vacation. 

The final paycheck should be requested on the employee’s last full day of vacation. The remaining hours of vacation should be paid out. 

For example: An employee is on terminal vacation, has 480 vacation hours, and wants to use all vacation hours accrued to extend his/her time on payroll. The last day worked is January 30, 2009. The Effective Date of termination is April 25, 2009 (480 hrs /8 hrs = 60 days February 2 through April 24).

	H-1 Visa
	If the terminating employee is on an H-1 visa, and is terminating before the visa expires, submit an H-1 Withdrawal document (refer to the Bechtel Website). 

	Releasing the Job Record 


	If you are unable to determine whom to contact in the previous department to get a job record released, submit a HelpSU request.  Do not do a termination web form. 
(Refer to the Release Job Record Job Aid in the HR Data Services website.)
Include:  

· Name of Employee, EmplID

· Effective Date of Hire into the new dept 

· Position Number

· Work Assignment Department (if contingent)

· The Rate Code (NAHRLY or NAANNL) for Compensation


Navigation Path:
Open a web browser and go to http://axess.stanford.edu. Log in to PeopleSoft and read the PeopleSoft Usage Agreement, and then click the I agree to the above link. 

If you have questions about the Usage Agreement, please review PeopleSoft Concepts and Navigations.

The PeopleSoft home page opens as a separate window.
Navigate to: STF Web Forms > HR Web Forms > Create > Termination
Hourly Employees

	1.  
	Click the STF Web Forms link.

	2.  
	Click the HR Web Forms link.

	3.  
	Click the Create link.

	4.  
	Click the Termination link.

	5.  
	Enter the Empl ID of the employee to be terminated from the position. 

	6.  
	Click the [image: image1.png]Search



 button. 

If the employee has more than one job record, click the appropriate job record from the search results.

	7.  
	Enter the Last Date of Employment. This will be the last day the employee actually worked. The Termination Date, which is the day after the last day of work will automatically default.

Policy Note: The employee’s last day of work must be a regularly scheduled workday:

1. A University holiday cannot be the employee’s last day of work unless the employee was required to report to work on the holiday

2. Accumulated leave cannot be used to extend the employee’s last day of work, except as allowed for terminal vacation for employees retiring or being permanently laid off.  Refer to the Special Termination Situation guide.

•Terminations occurring between the end of a pay period and payday may require special handling to ensure the employee receives all pay due on their last day of work.  Submit the termination form by the normal payroll deadline for that period.

	8.  
	Select whether or not a final check is needed. 

	9.  
	For terminations with final pay, enter the date the final check is needed (this can be up to 2 business days prior to the last day of employment).

	10.  
	Enter the first date that the final pay check will cover.

	11.  
	Enter the last date the final paycheck will cover.

	12.  
	Enter the Reason Code or click the magnifying glass icon [image: image2.png]


 for a list of reason codes and the descriptions.

	13.  
	The type of approvers needed will be determined automatically based on the Reason Code selected.  

• Involuntary terminations, including layoffs, require an approval signature from Employee & Labor Relations. 

• All voluntary terminations, including the end of fixed term appointments, require approval signatures as specified by the given school or department.

	14.  
	Check the box to indicate whether or not the employee has an Emergency Loan.  The remaining loan balance due will be deducted from the employee’s final check.

	15.  
	Enter Remarks to document the reason for the termination, including your SUNet ID and phone extension.

	16.  
	Click the Final Pay tab.

	17.  
	If a final check is requested, enter at least one Earn Code that needs to be paid to the employee. To pay an hourly employee final wages, enter 101.

	18.  
	Enter the number of Hours the employee should be paid. The gross amount will automatically calculate. 

	19.  
	If this Account Code should be paid to an individual PTA, enter the PTA here. If the Account Code should be paid to the employee’s current Labor Distribution schedule, enter LD. 

	20.  
	In the Percentage field, enter 100.

	21.  
	To add other pay components (Vacation Payout, Floating Holiday Payout, etc.), insert a new row [image: image3.png]


 next to the Gross Amount field each time. In the Earn Code field, enter as VPO, BDO, and PTO respectively.

	22.  
	Reminder: If employee’s last day worked is not on the last day of the month, remember to calculate the prorated vacation amount due from the 1st to the last day worked. Include these hours in the vacation payout.

	23.  
	Enter the number of Hours the employee should be paid. The gross amount will automatically calculate. 

	24.  
	If this Account Code should be paid to an individual PTA, enter the PTA here. If the Account Code should be paid to the employee’s current Labor Distribution schedule, enter LD. 

	25.  
	In the Percentage field, enter 100.

	26.  
	For Vacation, Floating Holiday, Sick, PTO and/or other leave taken during the final pay period – Enter Earn Code appropriate for the employee type or click on the magnifying glass icon for the list of Earn Codes and the descriptions.

(i.e. VCS for salaried employee, VAC for Bargaining Unit employees, SKS for sick, etc.)

	27.  
	Enter the number of Hours the employee should be paid. The gross amount will automatically calculate.  

	28.  
	If this Account Code should be paid to an individual PTA, enter the PTA here. If the Account Code should be paid to the employee’s current Labor Distribution schedule, enter LD. 

	29.  
	In the Percentage field, enter 100.

	30.  
	To enter multiple PTAs, click the button next to the Percentage field to insert a row. The percentages must add up to 100%. 

	31.  
	Click the Termination tab to add additional Remarks for Payroll if you would like to make clarifications regarding the final pay requested.

	32.  
	Click Transaction Info tab.

	33.  
	The Transaction Info screen is a status page. 

You have the option to mark this web form Save as Draft using the checkbox if you want to save your work without sending it for approval. You can retrieve it later by navigating to STF Web Forms>HR Web Forms>Retrieve>Termination and enter the Transaction ID.

	34.  
	You may also send a message to the approvers using the Comments field. Your Comments will be included in the email notification sent to the approver(s).

	35.  
	Click the Approvers tab.

	36.  
	Based upon the job classification and department of the request, system identified approvers will be displayed. In most cases, the system identified approvers are sufficient. All approvers in a given role are treated as a group. Only one approver from that group needs to approve the transaction. If you need to make a change to the approvers for this transaction, you may:

• Add an additional approver in a new role: Click the + button next to the first role. Choose a role using the magnifying glass icon to perform a search. Click the Look Up button to see a list of possible roles. Select a role from the list.

• Add an approver to an existing role: Click the + button next to one of the names in that role. Use the magnifying glass icon to search for the Empl ID of the new approver.

• Delete someone as an approver: Click the - button next to the name you wish to delete. However, you must have at least one approver per pre-populated role.

ER approvers are required for involuntary terminations and layoffs; do not delete these approvers.

	37.  
	Click the [image: image4.png]


 button to save the transaction. 

	38.  
	You will now get a Transaction ID number at the top of the Approvers screen. Your transaction will be routed to the approvers, unless it was marked Save as Draft. The approvers will receive an email notifying them to check their Workflow via Axess. You will receive an email if your transaction is fully approved, returned, or declined.

	39.  
	Reminder: For all Termination Web Forms, Payroll is the HR Expert User who loads it into PeopleSoft.

	40.  
	If there are changes with the Web Form after it has been approved, contact Payroll by submitting a HelpSU ticket at http://helpsu.stanford.edu (Category: Central Offices, Type: Payroll)


Salaried Employees (Partial Pay Period)

	1.  
	Click the STF Web Forms link.

	2.  
	Click the HR Web Forms link.

	3.  
	Click the Create link.

	4.  
	Click the Termination link.

	5.  
	Enter the Empl ID of the employee to be terminated from the position.

	6.  
	Click the [image: image5.png]Search



 button. 

If the employee has more than one job record, click the appropriate job record from the search results.

	7.  
	Enter the Last Date of Employment. This will be the last day the employee actually worked. The Termination Date, which is the day after the last day of work will automatically default.

Policy Note: The employee’s last day of work must be a regularly scheduled workday:

1. A University holiday cannot be the employee’s last day of work unless the employee was required to report to work on the holiday

2. Accumulated leave cannot be used to extend the employee’s last day of work, except as allowed for terminal vacation for employees retiring or being permanently laid off.  Refer to the Special Termination Situation guide.

•Terminations occurring between the end of a pay period and payday may require special handling to ensure the employee receives all pay due on their last day of work.  Submit the termination form by the normal payroll deadline for that period.

	8.  
	Select whether or not a final check is needed. 

	9.  
	For terminations with final pay, enter the date the final check is needed (this can be up to 2 business days prior to the last day of employment).

	10.  
	Enter the first date that the final pay check will cover.

	11.  
	Enter the last date the final paycheck will cover.

	12.  
	Enter the Reason Code or click the magnifying glass icon [image: image6.png]


 for a list of reason codes and the descriptions.

	13.  
	The type of approvers needed will be determined automatically based on the Reason Code selected.  

• Involuntary terminations, including layoffs, require an approval signature from Employee & Labor Relations. 

• All voluntary terminations, including the end of fixed term appointments, require approval signatures as specified by the given school or department.

	14.  
	Check the box to indicate whether or not the employee has an Emergency Loan.  The remaining loan balance due will be deducted from the employee’s final check.

	15.  
	Enter Remarks to document the reason for the termination, including your SUNet ID and phone extension. 

	16.  
	Click the Final Pay tab.

	17.  
	If a final check is requested, enter at least one Earn Code that needs to be paid to the employee. To pay a salaried employee final wages, enter SAL.

	18.  
	If the employee did not work a full pay period (i.e. 4/16/08-4/21/08), enter the number of Hours the employee should be paid. The gross amount will automatically calculate. 

	19.  
	If this Account Code should be paid to an individual PTA, enter the PTA here. If the Account Code should be paid to the employee’s current Labor Distribution schedule, enter LD. 

	20.  
	In the Percentage field, enter 100. 

	21.  
	To add other pay components (Vacation Payout, Floating Holiday Payout, etc.), insert a new row next [image: image7.png]


 to the Gross Amount field each time. In the Earn Code field, enter as VPO, BDO, and PTO respectively.

	22.  
	Reminder: If employee’s last day worked is not on the last day of the month, remember to calculate the prorated vacation amount due from the 1st to the last day worked. Include these hours in the vacation payout.

	23.  
	Enter the number of Hours the employee should be paid. The gross amount will automatically calculate.  

	24.  
	If this Account Code should be paid to an individual PTA, enter the PTA here. If the Account Code should be paid to the employee’s current Labor Distribution schedule, enter LD. 

	25.  
	In the Percentage field, enter 100. 

	26.  
	For Vacation, Floating Holiday, Sick, PTO and/or other leave taken during the final pay period – Enter Earn Code appropriate for the employee type or click on the magnifying glass icon for the list of Earn Codes and the descriptions.

(i.e. VCS for salaried employee, VAC for Bargaining Unit employees, SKS for sick, etc.)

	27.  
	Enter the number of Hours the employee should be paid. The gross amount will automatically calculate.  

	28.  
	If this Account Code should be paid to an individual PTA, enter the PTA here. If the Account Code should be paid to the employee’s current Labor Distribution schedule, enter LD. 

	29.  
	In the Percentage field, enter 100. 

	30.  
	If a termination requires a Pay in Lieu of Notice, enter STP in the Earn Code field.

	31.  
	Enter the semi-monthly amount into the Gross Amount field. 

	32.  
	If this Account Code should be paid to an individual PTA, enter the PTA here. If the Account Code should be paid to the employee’s current Labor Distribution schedule, enter LD. 

	33.  
	In the Percentage field, enter 100. 

	34.  
	To enter multiple PTAs, click the button next to the Percentage field to insert a row. The percentages must add up to 100%.   

	35.  
	Click the Termination tab to add additional Remarks for Payroll if you would like to make clarifications regarding the final pay requested.

	36.  
	Click the Transaction Info tab.

	37.  
	The Transaction Info screen is a status page. 

You have the option to mark this web form Save as Draft using the checkbox if you want to save your work without sending it for approval. You can retrieve it later by navigating to STF Web Forms>HR Web Forms>Retrieve>Termination and enter the Transaction ID.

	38.  
	You may also send a message to the approvers using the Comments field. Your Comments will be included in the email notification sent to the approver(s).

	39.  
	Click the Approvers tab.

	40.  
	Based upon the job classification and department of the request, system identified approvers will be displayed. In most cases, the system identified approvers are sufficient. All approvers in a given role are treated as a group. Only one approver from that group needs to approve the transaction. If you need to make a change to the approvers for this transaction, you may:

• Add an additional approver in a new role: Click the + button next to the first role. Choose a role using the magnifying glass icon to perform a search. Click the Look Up button to see a list of possible roles. Select a role from the list.

• Add an approver to an existing role: Click the + button next to one of the names in that role. Use the magnifying glass icon to search for the Empl ID of the new approver.

• Delete someone as an approver: Click the - button next to the name you wish to delete. However, you must have at least one approver per pre-populated role.

ER approvers are required for involuntary terminations and layoffs; do not delete these approvers.

	41.  
	Click the [image: image8.png]


 button to save the transaction. 

	42.  
	You will now get a Transaction ID number at the top of the Approvers screen. Your transaction will be routed to the approvers, unless it was marked Save as Draft. The approvers will receive an email notifying them to check their Workflow via Axess. You will receive an email if your transaction is fully approved, returned, or declined.

	43.  
	Reminder: For all Termination Web Forms, Payroll is the HR Expert User who loads it into PeopleSoft.

	44.  
	If there are changes with the Web Form after it has been approved, contact Payroll by submitting a HelpSU ticket at http://helpsu.stanford.edu (Category: Central Offices, Type: Payroll)


Salaried Employees (Full Pay Period)

	1.  
	Click the STF Web Forms link.

	2.  
	Click the HR Web Forms link.

	3.  
	Click the Create link.

	4.  
	Click the Termination link.

	5.  
	Enter the Empl ID of the employee to be terminated from the position.

	6.  
	Click the [image: image9.png]Search



 button. 

If the employee has more than one job record, click the appropriate job record from the search results.

	7.  
	Enter the Last Date of Employment. This will be the last day the employee actually worked. The Termination Date, which is the day after the last day of work will automatically default.

Policy Note: The employee’s last day of work must be a regularly scheduled workday:

1. A University holiday cannot be the employee’s last day of work unless the employee was required to report to work on the holiday

2. Accumulated leave cannot be used to extend the employee’s last day of work, except as allowed for terminal vacation for employees retiring or being permanently laid off.  Refer to the Special Termination Situation guide.

•Terminations occurring between the end of a pay period and payday may require special handling to ensure the employee receives all pay due on their last day of work.  Submit the termination form by the normal payroll deadline for that period.

	8.  
	Select whether or not a final check is needed. 

	9.  
	For terminations with final pay, enter the date the final check is needed (this can be up to 2 business days prior to the last day of employment).

	10.  
	Enter the first date that the final pay check will cover.

	11.  
	Enter the last date the final paycheck will cover.

	12.  
	Enter the Reason Code or click the magnifying glass icon [image: image10.png]


 for a list of reason codes and the descriptions.

	13.  
	Select a Reason Code. For example "LAY."

The type of approvers needed will be determined automatically based on the Reason Code selected.  

• Involuntary terminations, including layoffs, require an approval signature from Employee & Labor Relations. 

• All voluntary terminations, including the end of fixed term appointments, require approval signatures as specified by the given school or department.

	14.  
	Check the box to indicate whether or not the employee has an Emergency Loan.  The remaining loan balance due will be deducted from the employee’s final check.

	15.  
	Enter Remarks to document the reason for the termination, including your SUNet ID and phone extension.

	16.  
	Click the Final Pay tab.

	17.  
	If a final check is requested, enter at least one Earn Code that needs to be paid to the employee. To pay a salaried employee final wages, enter SAL.

	18.  
	If the employee worked for the entire pay period, enter the semi-monthly salary rate in the Gross Amount field instead of hours.

	19.  
	If this Account Code should be paid to an individual PTA, enter the PTA here. If the Account Code should be paid to the employee’s current Labor Distribution schedule, enter LD. 

	20.  
	In the Percentage field, enter 100. 

	21.  
	To add other pay components (Vacation Payout, Floating Holiday Payout, etc.), insert a new row [image: image11.png]


 next to the Gross Amount field each time. In the Earn Code field, enter as VPO, BDO, and PTO respectively.

	22.  
	Reminder: If employee’s last day worked is not on the last day of the month, remember to calculate the prorated vacation amount due from the 1st to the last day worked. Include these hours in the vacation payout.

	23.  
	Enter the number of Hours the employee should be paid. The gross amount will automatically calculate.  

	24.  
	If this Account Code should be paid to an individual PTA, enter the PTA here. If the Account Code should be paid to the employee’s current Labor Distribution schedule, enter LD. 

	25.  
	In the Percentage field, enter 100. 

	26.  
	For Vacation, Floating Holiday, Sick, PTO and/or other leave taken during the final pay period – Enter Earn Code appropriate for the employee type or click on the magnifying glass icon for the list of Earn Codes and the descriptions.

(i.e. VCS for salaried employee, VAC for Bargaining Unit employees, SKS for sick, etc.)

	27.  
	Enter the number of Hours the employee should be paid. The gross amount will automatically calculate.  

	28.  
	If this Account Code should be paid to an individual PTA, enter the PTA here. If the Account Code should be paid to the employee’s current Labor Distribution schedule, enter LD. 

	29.  
	In the Percentage field, enter 100. 

	30.  
	If the termination is a Layoff and includes Severance Pay, enter Earn Code as SEV.

	31.  
	Enter the Severance Pay amount in the Gross Amount field. 

	32.  
	Enter the Severance PTA:  "108954-1-AAPAA" into the Account Code field.

	33.  
	In the Percentage field, enter 100. 

	34.  
	To enter multiple PTAs, click the button next to the Percentage field to insert a row. The percentages must add up to 100%.  

	35.  
	Click the Termination tab to add additional Remarks for Payroll if you would like to make clarifications regarding the final pay requested.

	36.  
	Click the Transaction Info tab.

	37.  
	The Transaction Info screen is a status page. 

You have the option to mark this web form Save as Draft using the checkbox if you want to save your work without sending it for approval. You can retrieve it later by navigating to STF Web Forms>HR Web Forms>Retrieve>Termination and enter the Transaction ID.

	38.  
	You may also send a message to the approvers using the Comments field. Your Comments will be included in the email notification sent to the approver(s).

	39.  
	Click the Approvers tab. 

	40.  
	Based upon the job classification and department of the request, system identified approvers will be displayed. In most cases, the system identified approvers are sufficient. All approvers in a given role are treated as a group. Only one approver from that group needs to approve the transaction. If you need to make a change to the approvers for this transaction, you may:

• Add an additional approver in a new role: Click the + button next to the first role. Choose a role using the magnifying glass icon to perform a search. Click the Look Up button to see a list of possible roles. Select a role from the list.

• Add an approver to an existing role: Click the + button next to one of the names in that role. Use the magnifying glass icon to search for the Empl ID of the new approver.

• Delete someone as an approver: Click the - button next to the name you wish to delete. However, you must have at least one approver per pre-populated role.

ER approvers are required for involuntary terminations and layoffs; do not delete these approvers.

	41.  
	Click the [image: image12.png]


 button to save the transaction. 

	42.  
	You will now get a Transaction ID number at the top of the Approvers screen. Your transaction will be routed to the approvers, unless it was marked Save as Draft. The approvers will receive an email notifying them to check their Workflow via Axess. You will receive an email if your transaction is fully approved, returned, or declined.

	43.  
	Reminder: For all Termination Web Forms, Payroll is the HR Expert User who loads it into PeopleSoft.

	44.  
	If there are changes with the Web Form after it has been approved, contact Payroll by submitting a HelpSU ticket at http://helpsu.stanford.edu (Category: Central Offices, Type: Payroll)


Salaried Employees (Full + Partial Pay Period)

	1.  
	Click the STF Web Forms link.

	2.  
	Click the HR Web Forms link.

	3.  
	Click the Create link.

	4.  
	Click the Termination link.

	5.  
	Enter the Empl ID of the employee to be terminated from the position. 

	6.  
	Click the [image: image13.png]Search



 button. 

If the employee has more than one job record, click the appropriate job record from the search results.

	7.  
	Enter the Last Date of Employment. This will be the last day the employee actually worked. The Termination Date, which is the day after the last day of work will automatically default.

Policy Note: The employee’s last day of work must be a regularly scheduled workday:

1. A University holiday cannot be the employee’s last day of work unless the employee was required to report to work on the holiday

2. Accumulated leave cannot be used to extend the employee’s last day of work, except as allowed for terminal vacation for employees retiring or being permanently laid off.  Refer to the Special Termination Situation guide.

•Terminations occurring between the end of a pay period and payday may require special handling to ensure the employee receives all pay due on their last day of work.  Submit the termination form by the normal payroll deadline for that period.

	8.  
	Select whether or not a final check is needed. 

	9.  
	For terminations with final pay, enter the date the final check is needed (this can be up to 2 business days prior to the last day of employment).

	10.  
	Enter the first date that the final pay check will cover.

	11.  
	Enter the last date the final paycheck will cover.

	12.  
	Enter the Reason Code or click the magnifying glass icon [image: image14.png]


 for a list of reason codes and the descriptions.

	13.  
	Click the [image: image15.png]Look Up.



 button.

	14.  
	Select a Reason Code.  

The type of approvers needed will be determined automatically based on the Reason Code selected.  

•Involuntary terminations, including layoffs, require an approval signature from Employee & Labor Relations. 

•All voluntary terminations, including the end of fixed term appointments, require approval signatures as specified by the given school or department.

	15.  
	Check the box to indicate whether or not the employee has an Emergency Loan.  The remaining loan balance due will be deducted from the employee’s final check.

	16.  
	Enter Remarks to document the reason for the termination, including your SUNet ID and phone extension. 

	17.  
	Click the Final Pay tab.                                                                  

	18.  
	If a final check is requested, enter at least one Earn Code that needs to be paid to the employee. To pay a salaried employee final wages, enter SAL.

	19.  
	If the employee worked more than the full pay period, (i.e. from 4/16/08-5/2/08), enter the semi-monthly salary rate in the SAL row. This will pay the salary from 4/16/08-4/30/08. 

	20.  
	If this Account Code should be paid to an individual PTA, enter the PTA here. If the Account Code should be paid to the employee’s current Labor Distribution schedule, enter LD. 

	21.  
	In the Percentage field, enter 100.            

	22.  
	To add the remaining portion of the final salary (i.e. 5/1/08-5/2/08), insert a new row [image: image16.png]


 next to the Gross Amount field.

	23.  
	If you are paying one full pay period plus a partial period, the partial pay period salary must be enter as STP. 

Enter “STP” in the Earn Code field.

	24.  
	Enter the number of Hours for the partial pay period the employee should be paid for 5/1/08-5/2/08.The gross amount will automatically calculate.  

Enter e.g. "16"

	25.  
	If this Account Code should be paid to an individual PTA, enter the PTA here. If the Account Code should be paid to the employee’s current Labor Distribution schedule, enter LD. 

	26.  
	In the Percentage field, enter 100.

	27.  
	To add other pay components (Vacation Payout, Floating Holiday Payout, etc.), insert a new row [image: image17.png]


 next to the Gross Amount field each time. In the Earn Code field, enter as VPO, BDO, and PTO respectively.

	28.  
	Reminder: If employee’s last day worked is not on the last day of the month, remember to calculate the prorated vacation amount due from the 1st to the last day worked. Include these hours in the vacation payout.

	29.  
	Enter the number of Hours the employee should be paid.  The gross amount will automatically calculate.  

	30.  
	If this Account Code should be paid to an individual PTA, enter the PTA here. If the Account Code should be paid to the employee’s current Labor Distribution schedule, enter LD. 

	31.  
	In the Percentage field, enter 100.

	32.  
	For Vacation, Floating Holiday, Sick, PTO and/or other leave taken during the final pay period – Enter Earn Code appropriate for the employee type or click on the magnifying glass icon for the list of Earn Codes and the descriptions.

(i.e. VCS for salaried employee, VAC for Bargaining Unit employees, SKS for sick, etc.)

	33.  
	Enter the number of Hours the employee should be paid.  The gross amount will automatically calculate.  

	34.  
	If this Account Code should be paid to an individual PTA, enter the PTA here. If the Account Code should be paid to the employee’s current Labor Distribution schedule, enter LD. 

	35.  
	In the Percentage field, enter 100.

	36.  
	To enter multiple PTAs, click the button next to the Percentage field to insert a row. The percentages must add up to 100%.  

	37.  
	Click the Termination tab to add additional Remarks for Payroll if you would like to make clarifications regarding the final pay requested.

	38.  
	Click the Transaction Info tab.

	39.  
	The Transaction Info screen is a status page. 

You have the option to mark this web form Save as Draft using the checkbox if you want to save your work without sending it for approval. You can retrieve it later by navigating to STF Web Forms>HR Web Forms>Retrieve>Termination and enter the Transaction ID.

	40.  
	You may also send a message to the approvers using the Comments field. Your Comments will be included in the email notification sent to the approver(s).

	41.  
	Click the Approvers tab.

	42.  
	Based upon the job classification and department of the request, system identified approvers will be displayed. In most cases, the system identified approvers are sufficient. All approvers in a given role are treated as a group. Only one approver from that group needs to approve the transaction. If you need to make a change to the approvers for this transaction, you may:

• Add an additional approver in a new role: Click the + button next to the first role. Choose a role using the magnifying glass icon to perform a search. Click the Look Up button to see a list of possible roles. Select a role from the list.

• Add an approver to an existing role: Click the + button next to one of the names in that role. Use the magnifying glass icon to search for the Empl ID of the new approver.

• Delete someone as an approver: Click the - button next to the name you wish to delete. However, you must have at least one approver per pre-populated role.

ER approvers are required for involuntary terminations and layoffs; do not delete these approvers.

	43.  
	Click the [image: image18.png]& save



 button to save the transaction. 

	44.  
	You will now get a Transaction ID number at the top of the Approvers screen. Your transaction will be routed to the approvers, unless it was marked Save as Draft. The approvers will receive an email notifying them to check their Workflow via Axess. You will receive an email if your transaction is fully approved, returned, or declined.

	45.  
	Reminder: For all Termination Web Forms, Payroll is the HR Expert User who loads it into PeopleSoft.

	46.  
	If there are changes with the Web Form after it has been approved, contact Payroll by submitting a HelpSU ticket at http://helpsu.stanford.edu (Category: Central Offices, Type: Payroll)
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