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· For Deaths: Forward to Staff Benefits Office, 180 Extended Ed Complex (Please refer to Explanatory Notes document for more information)

· For all other cessations including Retirements: Forward to Human Resources Department, 309 Administration Building(Please refer to Explanatory Notes for more information)

· For Cessation of full time Academics, please cc VP (Academic) & Provost and VP (Administration) – on the cc copy (hard copy), check the box at the bottom of the form

Help? Please read the status line (at the bottom of the screen), or click on the field and press F1 key or refer to Explanatory Notes for more information.
If you still have questions on how to complete this form, please call Trina Kajtar at 474-7930.
	A. Employee Information

	1. Surname:                            
	2. Given Names:                        

	3. Employee Number:       
	4. Social Insurance No:             

	B. Position Information

	1. Position Number(s) (Please list all the positions being terminated on the same date):                      
	2. Job Title in VIP:                              
3. Employee type if F/T academic:  FORMDROPDOWN 


	4. Faculty/Unit:                               
	5. Department:                                 

	C. Cessation Information

	1. Last day worked:           (yyyy/mmm/dd)
	2. Last day paid:          (yyyy/mmm/dd)

	3. Days in lieu of notice (enter N/A if not applicable): 

    
	4. Reason for cessation (It is important that you read Note C.3 before making a selection):   FORMDROPDOWN 


	5. New Dept (if transfer – enter n/a if not known):                              

	D. Vacation/Overtime Reconciliation (for support staff only): 

	 1. Please check the employee’s VIP entitlement bank and verify the following:

	 
	As of date (Note D.1)
	Balance accurate?
	Initial

	a. Vacation
	         (yyyy/mmm/dd)
	 FORMCHECKBOX 
yes  FORMCHECKBOX 
No
	-if no, attach a Corrections&Additions timesheet
	

	b. Overtime bank
	         (yyyy/mmm/dd)
	 FORMCHECKBOX 
yes  FORMCHECKBOX 
No
	-if no, attach a Corrections&Additions timesheet
	

	 2. For retirement only: if ee wants to take vacation from the vacation entitlement bank (not the vacation accrual/ credit) prior to retirement:  Start date of vacation:       (yyyy/mmm/dd)   (NOTE: For resignation, no vacation is to be taken during the notice period - vacation will be paid out instead.)

	F. Other (please check as appropriate)

	
 FORMCHECKBOX 
 End of Appointment checklist on file (reminder only-do NOT attach to this form for HR)

	G. Attachment

	
 FORMCHECKBOX 
   Rush Cheque Requisition if required

 FORMCHECKBOX 
   Copy of letter of resignation


 FORMCHECKBOX 
   Corrections & Additions Timesheet as appropriate
 FORMCHECKBOX 
   PIF if new forwarding address

 FORMCHECKBOX 
   Other:                              


	Comments: 
                                                                          

	This form is prepared by:                           
	Phone: 
           
	Date:      

	H. Signatures

	Department: 

	Date:      

	Faculty/Unit: 

	Date:      

	President’s/VP’s Office:  
	Date:      


	For HR use only

	Approved by HR Consultant:

	

	Date: 

	

	

	

	1.  FORMCHECKBOX 
 Name match ee #

	2.  FORMCHECKBOX 
 checked comments field

	3.  FORMCHECKBOX 
 end 2nd & 3rd posn, & so on with later end date

	

	1.  FORMCHECKBOX 
 Last date work on status

	2.  FORMCHECKBOX 
 Leave payment

	3.  FORMCHECKBOX 
 Terminate deduction

	4.  FORMCHECKBOX 
 Terminate benefits

	5.  FORMCHECKBOX 
 Regular ROE

	6.  FORMCHECKBOX 
 ROE w Staff Relation Officer

	7.  FORMCHECKBOX 
 In lieu of notice

	8.  FORMCHECKBOX 
 PD-RRSP

	9.  FORMCHECKBOX 
 PD-severance

	10.  FORMCHECKBOX 
 Max out premium

	11.  FORMCHECKBOX 
 Mid pay adjustment?

	12.  FORMCHECKBOX 
 Expire salary detail override if fixed/level/normalized

	13.  FORMCHECKBOX 
 Termination work sheet

	14.  FORMCHECKBOX 
 BOG date if comp gr 012

	15.  FORMCHECKBOX 
 Email Security Services (If    

          applicable)

	

	

	

	

	

	Processed by:_______________

	

	Date: ______________________

	


  Cc VP (Academic) & Provost ___ (Please see notes on top of the page)

        VP (Administration)          ___

