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A. PURPOSE

The purpose of this policy ie £nsure the timely notification and processing of faculty and staff
separations from employment.

B. AUTHORITY

Code of Virginia Section 231B01, as amendedyrants authority to the Board of Visitors to make
rules and policies concerning the institution. Secti@1(a)(6) ofthe Board of Visitors Bylaws
grants authority to the President to implement the policies and procedures of the Board relating
to University operations.

Virginia @partment of Human Resource Management Policy 1T&rmination/®paration from
State Service

Department of Accounts’ Commonwealth Accounts Policies and RioeedVianual #50320
Terminations

C. DEFINITIONS

Banner Administrative Information SystemThe term used to reference the information
technology system, Banner® Digital Campasiner is the administrative software system used

to manage student information, financial aid, finance, and human resources at Old Dominion
University.

ClassifiedEmployee Asalaried employee whose terms and conditions of employment are subject
to the Virginia Personnel Act, Code of Virginia Sectior290D et seq., as amendednd who is
employed in a @lssified position.

Department Records Coordinatordndividuals who aerve as diaison between the University
Records Manager and their respective department

Hiring Supervisor The management level with the authority to hire, assign worinage work
schedules, approve leave, evaluat@ployees and discipline employees.
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http://law.lis.virginia.gov/vacode/title23.1/chapter13/section23.1-1301/
https://ww1.odu.edu/about/bov/bylaws
https://web1.dhrm.virginia.gov/itech/hrpolicy/pol1_70.html
https://web1.dhrm.virginia.gov/itech/hrpolicy/pol1_70.html
https://www.doa.virginia.gov/reference/CAPP/CAPP_Topics_Cardinal/50320.pdf
https://www.doa.virginia.gov/reference/CAPP/CAPP_Topics_Cardinal/50320.pdf
http://law.lis.virginia.gov/vacode/title2.2/chapter29/

Separation Cessation of employment with Old Dominion Universitypes of separatioimclude,
but are not limited tg voluntary resignation, retirement, discharge, involuntary termination,
layoff, transfer to anotheBate agencyor death while in service

University Property- Land facilities equipmentpurchased with University or Foundation funds
and other materials that are owned by Old Dominldniversity or controlled by Old Dominion
University via leases or other formal contractual arrangement.

Web Time Entry (WTE)A web-based system designed to enable employees to submit hours
worked and leave information electronically, eliminating the @agubmission of time slips, time
and attendance forms, leave activity forms, and leave reports.

D. SCOPE

This policy applies tthe following types of employees of thenlversity and their supervisors:
administrative and professional faculty, teaching and research facultylassified owage staff.
This policy does not apply to adjuntaculty, norrinstructional parttime faculty, or student
employees.

E. POLICY STATEMENT

This policy providespecific procedures to be followeth ensure the timelyprocessingof
separationsas follows

e ensureaccuratecomputation of compensatioand disbursement;

« facilitate final pay actions;

e protectand account folniversity propertyand

e providefaculty and staff with an opportunity to exercise appropriate benefit
options.

F. PROCEDURES

Universityhiring supervisorare responsible for immediately notifying the Department of Human
Resources concerning the separatiohfaculty and staff Notification to the Department of
Human Resources must occur no later than one workday upohitivegy supervisor’s receipt of
this information.

An employeds responsible for providing advance notice and written notification of his/her intent
to resign to his/her hiring supervisor as soon as the decis&nbeen made to separate from
University employmentThe written naotification should provide an explaiuat for the separation
and must state the effective date of separation, which is the last day the employee will work.

Reasonable advance notice of separafionclassified employees is at least two weeks or longer
for professional level positions. As contractual employees, faculty members should make every
effort to give the administration adequate time to find a replacement when they desire to leave
Old Domiion University.

Upon being notified of m employee’sntention to separate the hiring supervisor shall request
the written separation letter. On the bottom of the document, the hiring supervisor should note
the date theseparationletter was received, sign his/heame acknowledging receipt, and submit
the document to the Department of Human Resources immediatélgn employee wishes to
rescind theseparationnotice, the employee shall send a written request to withdraw the
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separationnotification to the hiring supervisor and the Department of Human Resourtke
hiring supervisor shall forward the request to withdraw to the hiring supervisor’s vice president
The vice president shall decide whether to approve the request to withdraes miotice of
separation The vice president shall notify the employee, hiring supervisor, and the Department
of Human Resources if the withdrawal request is approved or denied.

The Department of Human Resources will provide the hiring supervisor with aih E@ssage
confirming receipt of the separation noticgithin five (5) business day3$he Department of
Human Resources will enter the termination of the job record in Banner on or before the
separation date or immediately upon receipt if the separation date is on or prior to receipt of
notification of employee’s separation by the supervisor. This will set off the Employee Separation
Workflow which terminates system access within twefayr hours of the separation date.

Thehiring supervisowill receivea checklist to ensure that the hiring supervisor’s responsibilities
for the separation process are communicated and compléteBanner Workflowon or before
the separation date and no later than two business days after the separation date.
Hiringsupervisorsare responsibleor the following checklistactions:

« certifyingthat allleave activitthasbeensubmittedviaWTEo the PayrollOffice;

e collectingUniversityproperty;
« directingthe return of keysto the Departmentof Facilities
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The Payroll Office is responsible for processing final salary payments, processing finahjeave p
outs, terminating direct deposits, and terminating employee records in the Banner Administrative
Information System.

G. RECORDSETENTION

Applicable records must be retained and then destroyed in accordance with the Commonwealth’s
Records Retention Schedules

H. RESPONSIBCOEFICER

Recruitment and Employmemanager, Department of Human Resources
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http://www.lva.virginia.gov/agencies/records/sched_state/index.htm
http://www.lva.virginia.gov/agencies/records/sched_state/index.htm
http://www.odu.edu/about/policiesandprocedures/university/3000/3400
http://www.odu.edu/about/policiesandprocedures/university/3000/3400
http://www.odu.edu/content/odu/about/policiesandprocedures/university/3000/3700.html
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