








I. PURPOSE

The purpose of this COSP is to outline responsibility for notifying ITCS of a Campus Operations employee’s separation and the end of a Campus Operations contractor relationship so that user access to University resources may be canceled pursuant to the Information Technology & Computing Services Account Termination Policy policy number 7.301 titled Supervisor Notification for User Account Termination.

II. PROCEDURES
A. When Employees Separate:

The following chart indicates responsibility for notifying ITCS of separation of a Campus Operations employee by area.

	Title of Responsible Person
	Employees in the following area(s)

	AVC – CO Executive Assistant
	Campus Operations Administration & Risk Management

	Director, Facilities Engineering & Architectural Services
	Facilities Engineering & Architectural Services

	Executive Director, Facilities Services 
	Facilities Service Center

	Assistant Director, Building Services 
	Building Services - Main Campus

	Assistant Director, Utilities Services 
	Utilities Services - Main Campus

	Assistant Director, Grounds Services 
	Grounds Services - Main & Health Sciences Campuses

	Director, Facilities Services – Health Sciences Campus
	Facilities Services - Health Sciences Campus

	Director, Housekeeping Services 
	Housekeeping Services - Main & Health Sciences Campuses 


Each responsible person or their designee shall notify ITCS of a Campus Operations employee’s separation on or before the employee’s separation date by submitting an Account Termination Request to IT Support Services via the online service request system at www.ecu.edu/itcs/helpdesk .  

The responsible person shall provide ITCS with as much of the following information as possible.  ITCS must be provided with the * items:

· *Employee’s full name

· *Employee’s Pirate ID

· *Employee’s department

· *Employee’s supervisor and supervisor’s phone number

· *Termination Method
· *Date of Termination

· *Access to be removed

The ITCS policy indicates that ITCS will contact the employee’s supervisor to verify termination before revoking employee’s account accesses.  

The responsible person shall maintain a copy of the submitted service request form in the employee’s personnel file. 

B. When Contractor Relationship Ends:
The contract administrator shall notify ITCS of a Campus Operations contractor separation on or before the contractor relationship ends by submitting an Account Termination Request to IT Support Services via the online service request system at www.ecu.edu/itcs/helpdesk .  

The contract administrator shall provide ITCS with as much of the following information as possible.  ITCS must be provided with the * items:

· *Contractor’s full name

· *Contractor’s Pirate ID

· *Contractor’s department

· *Contractor’s supervisor and supervisor’s phone number

· *Termination Method

· *Date of Termination

· *Access to be removed

The contract administrator shall maintain a copy of the submitted service request form. 
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