DIRECTIVE NO. 134B



         

 DATE:  November 17, 2003

SUBJECT:  Retirement/Resignation/Termination Procedures

REFERENCES: Attachments.
PURPOSE:  To establish a policy and procedures for supervisors when an employee retires, resigns, leaves Facilities Management through a transfer, or is terminated.

CANCELLATION:  This directive is effective immediately and supersedes and cancels Directive 134A, dated November 27, 2000; Subject: Retirement/Resignation/Termination Procedures.  Significant changes from the previous directive are printed in bold face type.
BACKGROUND:  Standardization of retirement/resignation/termination procedures ensures that employees return articles issued during the course of employment to the supervisor and that appropriate notifications are issued.
POLICY:  Supervisors shall meet with separating employees to recover articles issued during the course of employment.  This meeting shall take place during the final week allowing ample time for employees to return all items.

PROCEDURES:

1. Once a supervisor is notified that an employee intends to resign, a letter of resignation is obtained from the employee and forwarded to the Human Resources and Training Office.  A sample resignation letter (Attachment 1) is available online or at the Human Resources & Training Office (Suite 124A, Leake Building).
2. Supervisor shall schedule exit interview for employee with HR Representative.  Exit interview shall be conducted during the last week of employment.
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3. Articles issued to employees during the course of employment shall be recalled by the supervisor during the employee’s last week of employment.  The supervisor shall complete Sections 1 and 2 of the Exit Checklist (Attachment 2).
4. The Director shall prepare a draft letter of recognition for employees who have initiated letters of intent to retire.  Copies of the draft letter will be provided to the Chief Facilities Officer at least seven (7) days prior to the established retirement date.  (For additional information see the Retirement Procedures for Facilities Management Supervisors (Attachment 3).)
RESPONSIBILITIES:

Employee:

1. A resigning/retiring employee shall give a letter of notice to their supervisor as soon as a date for separation is known.  It is the responsibility of employees to return all articles loaned to them during the course of their employment.

Supervisor:

2. Supervisors are responsible for forwarding the resignation letter to the Human Resources and Training Office and for meeting with the departing employee to recover articles issued to the employee.  

3. The supervisor shall complete the Exit Checklist allowing sufficient notice to the employee to provide recalled items.  The completed Exit Checklist is forwarded to the Human Resources and Training Office, no later than one workday following employee’s last day of work.
4. The supervisor shall schedule exit interview with the Human Resources Representative.

Director:

5. Directors are responsible for preparing a letter of recognition for retirees in their area and for providing copies to the Chief Facilities Office.

6. Directors shall ensure that supervisors are familiar with the policy and procedures contained in this directive.

Robert P. Dillman, P.E.

Chief Facilities Officer
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UNIVERSITY OF VIRGINIA ( FACILITIES MANAGEMENT

University of Virginia ● Facilities Management

Date:  

Facilities Management

Human Resources & Training Department

P.O. Box 400726

Charlottesville, VA  22904-4726

Dear HR & Training representative:

I, ___________________________________, do hereby submit my resignation 

                        
Name

 as ________________________________________. My last full day of work will be 

              

Position Title

_______________, 20____.  I am ending my employment due to the following reason 

____________________________________________.

Sincerely,

_________________________ 

_______________

Signature





Date

               Retirement Procedures

                For Facilities Management Supervisors
1. The employee who plans to retire contacts University Benefits Office at 914 Emmet St., 924-4392 to set up retirement process.  This should be done three months before the employee plans to retire.

2. The employee notifies his/her supervisor, who then notifies the FM HR&T Office via letter or e-mail, or by copy of the employee’s notification of retirement.  The HR&T Office will notify the CFO/DCFO Office of the anticipated retirement date.

3. The University Benefits Office forwards the employee’s retirement date and years of service to the Employee Relations Office, which generates a University retirement certificate which is sent to the Facilities Management Office of Human Resources and Training.

4. The University retirement certificate is framed/mounted by the Facilities Management Office of Human Resources and Training and is forwarded to the designated division contact.

5. The director drafts a retirement letter, which is forwarded to the Facilities Management Chief Facilities Officer for signature at least 7 days prior to retirement date.  Upon completion, a copy is given to the Facilities Management Office of Human Resources and Training to be faxed to the executive assistant to the Vice President for Management and Budget.  

6. The original letter signed by the Facilities Management Chief Facilities Officer and the retirement plaque are presented to the retiree by his/her director.

Updated July 24, 2003

Facilities Management Office of Human Resources and Training

Questions? Please contact Donna M. Barnes, Manager





Human Resources and Training 





dmb8u@virginia.edu or 982-5896

University of Virginia – Facilities Management
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EXIT CHECKLIST

SECTION I – (To be completed by supervisor):


NAME: ________________________________
Termination Effective Date:  __________________________

Actual Last Day Worked:  ____________________________

Number of hours worked on last day:  ___________________

Reason for Termination:  ______________________________________________________

Exit interview scheduled with HR Representative:  _________________________________

Do we want to rehire in the FM dept?:  ____________     rehire at UVA?:  ______________

Did employee give notice?  ________________   If yes, how much?  ___________________

Is the employee a current apprentice?  ________________

Forwarding mailing address (if applicable):  _________________________________________________________






_________________________________________________________

SECTION II – (To be completed by supervisor):

CHECKLIST FOR RECALLING ARTICLES:
        
        


      Date Returned
UVA Credit Card/Travel Card






_____________________

Master Keys, Vehicle & Office Keys, Swipe Cards




_____________________

Vehicle Service Pass







_____________________

Uniform (shirts, pants, etc.)






_____________________

UVA Identification Cards
(badge)






_____________________

UVA AT & T Calling Card






_____________________

Reference Materials







_____________________

Tools and Safety Equipment






_____________________

Radios, Pagers & Telephones






_____________________

Computers, Palms, Accessories, Modem





_____________________

Other University Property
(______________________________)


_____________________

FACILITIES MANAGEMENT EXIT CHECKLIST - CONTINUED
SECTION III – (To be completed by HR&T Office):



DATE COMPLETED:

ORACLE transaction completed:  






_____________________

Personnel & Positions transaction completed:




_____________________

Logged into New Hire/Term log book:





_____________________

Employee Status Sheet completed:  





_____________________

Info Systems notified to deactivate accounts:





_____________________

BMS Office Mgr notified to deactivate phone mail:




_____________________

Exit Interview completed:







_____________________

Copies of ESS distributed to employee file, monthly file, & Cost Acctg.:  

_____________________

Employee file moved from active ( termed files:  




_____________________
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Name:  ______________________________

Position Title:  ______________________________

Date:  _______________________________

Position #:  ___________________

EXIT INTERVIEW

1.)  What was your reason for leaving the FM department at UVA? __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

2.)  Would you ever consider being rehired in the FM department? _______________If no, why? ____________________________________________________________________________________________________________________________________________________________

3.)  Describe your experience working in the FM department. __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

4.)  If you could change one thing about your experience working in the FM department, what would it be? __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

5.)  Did you ever have any conflicts/problems with your supervisor? ______________________

If yes, please explain. __________________________________________________________________________________________________________________________________________________________________________________________________________________________________________
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Name:  ______________________________

Position Title:  ______________________________

Date:  _______________________________

Position #:  ___________________

6.)  Did you ever have any conflicts/problems with any co-workers? __________________  

If yes, please explain. ________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________

7.)  How would you rate your overall job satisfaction on a scale of 1 to 10? _______________

______________________________________________________________

                  ____________________________________

HR Representative






Date

cc:  Director
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