
Cornell University

College of Engineering and Computing and Information Science
Exit Procedures 
· Purpose
· To define Exit Procedures for all academic and non-academic employees leaving the college.  Procedure may be used for visiting academics as well.

· To complete and retain the Exit Checklist according to University Policy and to secure the retention of University property identified on that list.

· To encourage departing employees to complete the university’s Exit Survey.

· Definitions/Responsibilities

	Exit Checklist
	List of items to be obtained from exiting employee. 

(mandatory)
	Completed by:  

Supervisor/Dept. Manager 
or designee

	HR Online Transaction
	University HR Online transaction indicating action to be taken. (mandatory)
	Completed by:

HRSC Representative


	Exit Survey
	University-wide on-line survey. 

(voluntary)
	Completed by:  

Departing Employee


· Procedures for completion of Exit Checklist by Supervisor/Administrative Manager
· Obtain resignation letter.  This letter should include the following:  last day of active work, the last day on the payroll, and the reason for leaving (forward letter to HRSC Representative). 
· Schedule a meeting with departing employee to arrange for return of university property (see attached list).

· Advise departing employee to contact the Benefits Office at 255-3936 as appropriate.
· Encourage non-academic employees to complete the Exit Survey on-line:

http://www.hr.cornell.edu/survey/exit/ or provide a hard copy:


http://www.hr.cornell.edu/managers/exit_survey.pdf

Employee returns completed survey directly to:


Staff and Labor Relations


391 Pine Tree Road


Ithaca, NY 14850
· Net ID’s are automatically cancelled after termination (unless the employee is an alumnus of Cornell) and the employee will be automatically removed from all university directories.  If there is a security issue and the Net ID must be cancelled immediately, the supervisor should communicate this to their HRSC Rep.  The College’s human resources office can request more timely cancellation of the netID under unusual circumstances.

· Forward completed Exit Checklist to HRSC Representative to be retained in the employee’s personnel file.

Cornell University

College of Engineering and Computing and Information Science
Exit Checklist
Employee:








Date:




Department:








Supervisor:  




SUPERVISOR RESPONSIBILITIES
On or before the employee’s last day:

         Request a letter of resignation if separating voluntarily. It should contain the last day of active work, the last day on the payroll, and the reason for leaving (forward letter to HRSC Rep immediately).

Detail in writing with employee and special circumstances regarding continued access to departmental or University resources (i.e.: space, netID, etc.)  
Obtain the following from the employee:


Keys and/or ID Card Access (department retains)

___Building


___Lab

___Office

___Other 



___ 

AT&T card (return to Telecommunications Coordinator (CIT))

University credit cards (destroy card and notify Office of Credit Card Programs at creditcards@cornell.edu). 


Procurement cards (destroy card and notify Office of Credit Card Programs at 

https://workflow.dfa.cornell.edu/purchasing/PCardUPD/PCard_Updt.html) 


Travel Advance Accounts (clear individual’s balance before departure) 


Department Equipment (department retains; ex: laptop, cell phone, PDA, research equipment, etc.) 


Reference manuals, relevant professional books, or publications (department retains) 


Any electronic or hard copy work located at home or elsewhere

         Return Library materials (return to appropriate library) 
As soon as possible on or after employee’s last day, as appropriate: 


Cancel telephone authorization codes through your telecomm coordinator– use the web-based form at


http://www.cit.cornell.edu/network-services/cgi/authcode.html 


Cancel signature authorization (send memo directly to the Division of Financial Affairs) 


Cancel subscriptions (at departmental discretion) 


Cancel departmental computer passwords and computer accounts (at departmental discretion)
         Remove employee from local telephone directories, listings on department web site(s), mailbox, and 
nametags on desks/doors.


Remove access to University Systems (HR, Payroll, Student Employment, Student Datamart, etc.) 

Change computer passwords


Cancel remote access to computer or network


Inform all individuals with relevant responsibilities that employee is leaving (IT, facilities, research 
center staff, etc.)
Change:
         At the department’s discretion, change safe or door combinations, building or room access codes, 
and/or community type passwords.   

EMPLOYEE RESPONSIBILITIES


Provide supervisor with resignation letter per details above.

As appropriate, set up an email “Time Away Responder”.    


Example:  This is a message from (name).  I am no longer with (department) at Cornell University.  Please direct your message to (contact name) at (netid)@cornell.edu or phone (phone number).  


Supervisor should send employee the following link: 
http://whoiam.cornell.edu/whoiam/DirectoryInfor?email=show&cw

Setup the appropriate Audix message and reset the password to the phone number.


Contact OHR, Benefit Services at 255-3936 regarding continuation/conversion of benefits as   appropriate


Contact Transportation and Mail Services at 255-7275 regarding possible parking fee refund and return     
 bus sticker on
Permit, if applicable.


Change address in Employee Essentials

Employees on a visa should contact or visit the International Students and Scholars Office
HRSC REPRESENTATIVE RESPONSIBILITIES
         Processes the HR Online transaction terminating the employee’s appointment. For non-academic staff, the HR Online transaction includes an action to payout vacation leave that they will have remaining after their last day.  Vacation time is not paid out to academic staff.  (Note: if a person is transferring to another Cornell unit, the new unit processes the transaction and vacation is not paid out.  However, the HRSC will still retain a copy of the resignation letter).
        Confirms or requests a forwarding address for W-2 forms, final paycheck, etc. The employee may change their address via Employee Essentials up to the date of their departure.  

         If the employee is on a visa and leaving before their expected end date, notify ISSO so their records can be amended.

Discuss and encourage non-academic staff leaving the University to complete Exit Survey on-line.  Email the following links to employee: 


http://www.ohr.cornell.edu/survey/exit/ or provide a hard copy:



http://www.ohr.cornell.edu/hr/hrManage/formsProcedures/Exit_Survey.pdf


Return completed survey to:



Staff and Labor Relations



391 Pine Tree Road



Ithaca, NY 14850

______________________________________

_______________________________________

Employee Signature



         Date

Exit checklist completed with                       Date
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