








I. PURPOSE
The purpose of this COSP is to outline procedures when an employee separates from University or contractor relationship ends.  COSP focuses on the Exit Interview Process and collection of University property.

II. GENERAL 
Effective November 1, 2002, the Department of Human Resources implemented a mandatory Exit Interview Process for all separating SPA employees.  Separating SPA employees, especially those leaving voluntarily, may provide insight on problems related to employee turnover and morale.  This process will serve as an important tool for gathering information for the success of the University.   In addition, this process will assist the supervisor and the separating employee end employment with the University on a positive note.  

A. Separation requiring an Exit Interview 

The Exit Interview Process shall be followed for any SPA employee separating for any of the following reasons:

· Retirement 

· Resignation

· Transfer to a position in another State agency

· Termination during probation

· Dismissal for job performance

· Dismissal for unacceptable conduct

· Reduction in force (RIF)

B. Separation not requiring an Exit Interview

The Exit Interview Process is not required for the following reasons:

· EPA employee separating for any reason 

· SPA employee transferring to another position within the University

C. End of Contractor relationship

II. WHEN EXIT INTERVIEW PROCESS IS REQUIRED
A. The Exit Interview Process has the following three components:  Exit Interview Verification, Collection of Property, and Exit Interview.

1. Exit Interview Verification

The Exit Interview Verification Form outlines a list of items that the supervisor is responsible for completing with the employee. A copy of the Exit Interview Verification Form is available at

http://www.ecu.edu/cs-admin/hr/upload/exit%20interview%20verification%20form.doc
under Human Resources Forms.
Below are comments regarding several of the “Tasks Completed”: 

· Work Plan/Appraisal:  If the employee’s work plan/appraisal was completed electronically using the PES (Performance Evaluation System), the supervisor does not have to submit a signed copy of the Work Plan/Appraisal with the Form.  To note why the Work Plan/Appraisal is not attached, the Supervisor should put “NA-PES” (not applicable – Performance Evaluation System) in the initial column.    

· Personnel Recommendation Form (P-18)/One Form:  If the supervisor is not responsible for completing the One Form (previously known as a Personnel Recommendation Form), the supervisor should indicate “NA” in the initial column.  The supervisor should contact the appropriate administrative staff member responsible for completing the One Form because the Exit Interview Verification Form shall be included in the separation package with the One Form.   

· Leave Record: If the supervisor does not have access to the employee’s Leave Record, the supervisor should indicate “NA” in the initial column.  The supervisor should contact the appropriate administrative staff member responsible for maintaining Leave Record and direct the employee to the staff member to sign the Leave Record.  The Exit Interview Verification Form shall be included in the separation package with signed Leave Record. 

· ECU’s SPA Employee Benefits Information:  The supervisor shall print a copy of ECU’s SPA Employee Benefits Information available at

http://www.ecu.edu/cs-admin/hr/upload/exitinterviewbenefits%20information.doc 
under Human Resources Forms for the employee.

· All University-owned property:  See section titled Collection of Property below.

· Computer access and passwords:  See section titled Collection of Property below.  

· Security and building access codes.  Department is responsible for canceling or notifying appropriate department to cancel security and building access codes. 

Due to the fact that many of the items listed in Section II of this Form require the employee’s signature and cooperation, it is imperative for the supervisor to cover these items while the employee is still present.  The Exit Interview Verification Form shall be included in the separation package with One Form, Leave Record, etc.  

ECU Police Officers who resign do not usually turn in their equipment until the end of their last shift because they need to remain in uniform with assigned equipment including guns, badges, etc. to perform their duties.  Therefore, the Exit Interview Verification Form for an ECU Police Officer is not submitted until after the Officer completes his/her last shift.  

2. Collection of Property

Supervisors should be aware that it is their responsibility to collect all University-owned property from departing employees including, but not limited to, rental uniforms and/or rental equipment.  To protect the University’s assets, supervisors are encouraged to use the Property Assignment Form.  A copy of the Property Assignment Form is available at

http://www.ecu.edu/cs-admin/hr/upload/exit%20interview%20property%20assignment%20form.doc 
under Human Resources Forms.
This Form should be completed when employees are issued State-owned property (this includes ID badges, keys (building & vehicle), pagers, cell phones, laptops, etc.).  When the employee separates employment with ECU, the supervisor can use this form to ensure that all State-owned property is returned.  The supervisor should retain the completed Property Assignment Form in the department for audit purposes.  A copy of a Property Assignment Form shall be included in the separation package with One Form, Leave Record, etc. 

ECU Police Officers who resign do not usually turn in their equipment until the end of their last shift because they need to remain in uniform with assigned equipment including guns, badges, etc. to perform their duties.  Therefore, the Property Assignment Form for an ECU Police Officer is not submitted until after the Officer completes his/her last shift.  ECU Police shall attach a copy of the Uniform and Equipment Issuance Form for each employee.  

1card:  If the employee surrenders his/her 1card, cut the 1card in half and forward it to the ECU 1 Card Office, 101 Ragsdale Building with a note indicating that the employee has separated and effective date of separation.  If the employee does not surrender his/her 1card, the card will be deactivated by the 1card office upon notification of the separation from Human Resources.

University access – email, FRS, HRMS, etc. Refer to COSP 100-0054, User Account Termination, for procedure to notify ITCS of separation and initiate cancellation of access to University systems.  

Departmental system access.  Department is responsible for canceling access to departmental systems. 

Standing Order Cards:  If the employee surrenders his/her Standing Order Card, cut the Standing Order Card in half and forward it to the Materials Management with a note indicating the employee has separated and effective date of separation.  If the employee does not surrender his/her Standing Order Card, contact Materials Management immediately with the employee’s name and effective date of separation.  Notify Budget Manager, Campus Operations immediately regarding any changes in the status of the Standing Order Card.

ProCard: A ProCard remains the property of First Union Bank and must be surrendered immediately upon termination of employment or upon the request of either your supervisor or the Program Administrator.  More information is available on Materials Management web page at 

http://www.ecu.edu/purchasing/purcard/Home.htm.

If the employee surrenders his/her ProCard, cut the ProCard in half and forward it to the Purchasing Card Manager, Materials Management with a note indicating the employee has separated and effective date of separation.  If the employee does not surrender his/her ProCard, contact the Purchasing Card Manager, Materials Management immediately with the employee’s name and effective date of separation.  Notify Budget Manager, Campus Operations immediately regarding any changes in the status of the ProCard.

3. Exit Interview
As soon as the employee makes it known to the supervisor that he/she is leaving the University, the supervisor shall contact the assigned Employee Relations Specialist to schedule an Exit Interview for the employee.  The supervisor shall give the employee an Exit Interview Questionnaire and instruct the employee to fill it out and take it to the Exit Interview with the appropriate Employee Relations Specialist.  A copy of the Exit Interview Questionnaire is available at

http://www.ecu.edu/cs-admin/hr/upload/spaexitinterviewquestionnaire_spacss.doc  
under Human Resources Forms.
In the Exit Interview, the Employee Relations Specialist shall review the Exit Interview Questionnaire and answer any questions the employee may have about leaving the University.  Important employee benefits shall also be shared with the employee.  

4. Questions

a. Direct questions regarding the Exit Interview Process to the Employee Relations Specialist assigned to the appropriate campus or visit the Human Resources Employee Services web site on the Employee Relations page at http://www.ecu.edu/cs-admin/hr/Employee_Relations.cfm .

b. Contact information for the appropriate Employee Relations Specialist is available at 
http://www.ecu.edu/cs-admin/hr/Human_Resources_Staff.cfm.

c. Forms are available at

http://www.ecu.edu/cs-admin/hr/HR_Forms.cfm  
under Human Resources Forms.

B. Emergency contact lists, on-call lists, phone messages, etc. shall be revised to reflect employee’s separation and temporary assignment of duties to another employee, as appropriate.  

C. RESPONSIBILITIES

1. Supervisor

a. Complete the Exit Interview Verification Form.  Due to the fact that many of the items listed in Section II of this Form require the employee’s signature and cooperation, it is imperative for the supervisor to cover these items while the employee is still present.  Forward the Exit Interview Verification Form to the administrative support employee responsible for the separation package and One Form.  The Exit Interview Verification Form shall be included in the separation package with One Form, Leave Record, etc.  

b. Obtain a letter of resignation from the employee, if appropriate. 

c. Assist administrative support with the completion of the separation package including, but not limited to, the One Form, Leave Record, etc.

d. Maintain and complete the Property Assignment Form. Collect all University-owned property from the separating employee including, but not limited to, rental uniforms and/or rental equipment.  The supervisor shall retain the completed Property Assignment Form in the department for audit purposes.   Give a copy of the completed Property Assignment Form to the administrative support employee responsible for the separation package and One Form to be included in the separation package with One Form, Leave Record, etc., unless submitted separately after an ECU Police Officer completes his/her last shift.  See section III.B.2. for specifics regarding 1card, access to University systems, access to departmental systems, etc.  
e. Notify the appropriate Employee Relations Specialist of SPA employee’s separation within two days of being made aware of the separation.  Contact information for the appropriate Employee Relations Specialist is available at http://www.ecu.edu/cs-admin/hr/Human_Resources_Staff.cfm.

f. Set up Exit Interview for the employee with the appropriate Employee Relations Specialist.

g. Give a copy of the Exit Interview Questionnaire to the separating employee and instruct the employee to take the completed Questionnaire to the Exit Interview with the Employee Relations Specialist.  Forms are available from Human Resources or on the web at 
http://www.ecu.edu/cs-admin/hr/upload/spaexitinterviewquestionnaire_spacss.doc  under Human Resources Forms.
h. Coordinate updates to emergency contact lists, on-call lists, phone messages, etc. to reflect employee’s separation and temporary assignment of duties to another employee, as appropriate.  
2. Separating Employee

a. Prepare a letter of resignation, if appropriate.

b. Sign the Exit Interview Verification Form.

c. Surrender all University-owned property, including, but not limited to, rental uniforms and/or rental equipment, and sign the Property Assignment Form.

d. Complete the Exit Interview Questionnaire.  

e. Go to the scheduled Exit Interview with the Employee Relations Specialist with the completed Questionnaire.  

f. Surrender parking permit to Parking & Transportation and obtain a temporary pass for the remaining days of employment at no additional cost.  If the permit is not a hang-tag, Parking & Transportation will remove it from your windshield.     

III. WHEN EXIT INTERVIEW PROCESS IS NOT REQUIRED
A. Personnel Recommendation Form (P-18)/One Form:  The supervisor should contact the appropriate administrative staff member responsible for completing the One Form.   

B. Leave Record: The supervisor should contact the appropriate administrative staff member responsible for maintaining Leave Record and direct the employee to the staff member to sign the Leave Record.  

C. ECU’s SPA Employee Benefits Information:  The supervisor shall print a copy of ECU’s SPA Employee Benefits Information available at

http://www.ecu.edu/cs-admin/hr/upload/exitinterviewbenefits%20information.doc 
under Human Resources Forms for the employee leaving the system not for employee moving to another State agency.

D. Security and building access codes.  Department is responsible for canceling or notifying appropriate department to cancel security and building access codes.

E. Emergency contact lists, on-call lists, phone messages, etc. shall be revised to reflect employee’s separation and temporary assignment of duties to another employee, as appropriate.  
F. Collection of Property

Supervisors should be aware that it is their responsibility to collect all University-owned property from departing employees including, but not limited to, rental uniforms and/or rental equipment.  To protect the University’s assets, supervisors are encouraged to use the Property Assignment Form.  A copy of the Property Assignment Form is available at

http://www.ecu.edu/cs-admin/hr/upload/exit%20interview%20property%20assignment%20form.doc  under Human Resources Forms.
This Form should be completed when employees are issued State-owned property (this includes ID badges, keys (building & vehicle), pagers, cell phones, laptops, etc.).  Police shall attach a copy of the Uniform and Equipment Issuance Form for each employee.  When the employee separates employment with ECU, the supervisor can use this form to ensure that all State-owned property is retuned.  The supervisor should retain the completed Property Assignment Form in the department for audit purposes.  A copy of a Property Assignment Form shall be included in the separation package with One Form, Leave Record, etc. 

ECU Police Officers who resign do not usually turn in their equipment until the end of their last shift because they need to remain in uniform with assigned equipment including guns, badges, etc. to perform their duties.  Therefore, the Property Assignment Form for an ECU Police Officer is not submitted until after the Officer completes his/her last shift.  ECU Police shall attach a copy of the Uniform and Equipment Issuance Form for each employee.  

1card:  If the employee surrenders his/her 1card, cut the 1card in half and forward it to the ECU 1 Card Office, 101 Ragsdale Building with a note indicating that the employee has separated and effective date of separation.  If the employee does not surrender his/her 1card, the card will be deactivated by the 1card office upon notification of the separation from Human Resources.

University access – email, FRS, HRMS, etc. Refer to COSP 100-0054, User Account Termination, for procedure to notify ITCS of separation and initiate cancellation of access to University systems.  

Departmental system access.  Department is responsible for canceling access to departmental systems. 

Standing Order Cards:  If the employee surrenders his/her Standing Order Card, cut the Standing Order Card in half and forward it to the Materials Management with a note indicating the employee has separated and effective date of separation.  If the employee does not surrender his/her Standing Order Card, contact Materials Management immediately with the employee’s name and effective date of separation.  Notify Budget Manager, Campus Operations immediately regarding any changes in the status of the Standing Order Card.

ProCard: A ProCard remains the property of First Union Bank and must be surrendered immediately upon termination of employment or upon the request of either your supervisor or the Program Administrator.  More information is available on Materials Management web page at 

http://www.ecu.edu/purchasing/purcard/Home.htm.

If the employee surrenders his/her ProCard, cut the ProCard in half and forward it to the Purchasing Card Manager, Materials Management with a note indicating the employee has separated and effective date of separation.  If the employee does not surrender his/her ProCard, contact the Purchasing Card Manager, Materials Management immediately with the employee’s name and effective date of separation.  Notify Budget Manager, Campus Operations immediately regarding any changes in the status of the ProCard.

G. Responsibilities

1. Supervisor

a. Obtain a letter of resignation from the employee, if appropriate. 

b. Assist administrative support with the completion of the separation package including, but not limited to, the One Form, Leave Record, etc.

c. Maintain and complete the Property Assignment Form. Collect all University-owned property from the separating employee including, but not limited to, rental uniforms and/or rental equipment.  The supervisor shall retain the completed Property Assignment Form in the department for audit purposes.   Give a copy of the completed Property Assignment Form to the administrative support employee responsible for the separation package and One Form to be included in the separation package with One Form, Leave Record, etc. unless submitted separately after an ECU Police Officer completes his/her last shift.  See section III.F. for specifics regarding 1card, access to University systems, access to departmental systems, etc. 
d. Coordinate updates to emergency contact lists, on-call lists, phone messages, etc. to reflect employee’s separation and temporary assignment of duties to another employee, as appropriate.   
2. Separating Employee

a. Prepare a letter of resignation, if appropriate.

b. Surrender all University-owned property, including, but not limited to, rental uniforms and/or rental equipment, and sign the Property Assignment Form.

c. Surrender parking permit to Parking & Transportation and obtain a temporary pass for the remaining days of employment at no additional cost.  If the permit is not a hang-tag, Parking & Transportation will remove it from your windshield.     

IV. WHEN CONTRACTOR RELATIONSHIP ENDS
A. Security and building access codes.  Contract administrator is responsible for canceling or notifying appropriate department to cancel security and building access codes assigned to contractor.

B. Emergency contact lists, on-call lists, phone messages, etc. shall be revised to reflect contractor’s separation and assignment of duties to another contractor, as appropriate.  
C. Collection of Property

Contract administrator should be aware that it is their responsibility to collect all University-owned property from departing contractors including, but not limited to, rental uniforms and/or rental equipment.  To protect the University’s assets, contract administrators are encouraged to use the Property Assignment Form.  A copy of the Property Assignment Form is available at

http://www.ecu.edu/cs-admin/hr/upload/exit%20interview%20property%20assignment%20form.doc  under Human Resources Forms.
This Form should be completed when contractors are issued State-owned property (this includes ID badges, keys (building & vehicle), pagers, cell phones, laptops, etc.).  When the contractor relationship ends, the contract administrator can use this form to ensure that all State-owned property is retuned.  The contract administrator should retain the completed Property Assignment Form in the department for audit purposes.  

1card:  If the contractor surrenders his/her 1card, cut the 1card in half and forward it to the ECU 1 Card Office, 101 Ragsdale Building with a note indicating that the contractor has separated and effective date of separation.  If the contractor does not surrender his/her 1card, the contract administrator shall notify ECU 1 Card Office, 101 Ragsdale Building that the card should be deactivated.

University access – email, FRS, HRMS, etc. Refer to COSP 100-0054, User Account Termination, for procedure to notify ITCS of separation and initiate cancellation of access to University systems.  

Departmental system access.  Department is responsible for canceling access to departmental systems. 

Standing Order Cards:  Contractors should not be issued Standing Order Cards.  
ProCard: Contractors should not be issued ProCards.  
D. Responsibilities

1. Contract Administrator

a. Maintain and complete the Property Assignment Form. Collect all University-owned property from the separating contractor including, but not limited to, rental uniforms and/or rental equipment.  The supervisor shall retain the completed Property Assignment Form in the department for audit purposes.
b. Coordinate updates to emergency contact lists, on-call lists, phone messages, etc. to reflect contractor’s separation and assignment of duties to another contractor, as appropriate.   
2. Separating Contractor

a. Surrender all University-owned property, including, but not limited to, rental uniforms and/or rental equipment, and sign the Property Assignment Form.

b. Surrender parking permit to Parking & Transportation and obtain a temporary pass for the remaining days of employment at no additional cost.  If the permit is not a hang-tag, Parking & Transportation will remove it from your windshield.     
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