OSU Payroll Services    
                                              Separations/Terminations
                     

OSU Payroll Processing Policy
SEPARATIONS/TERMINATIONS
WHAT SHOULD I KNOW ABOUT APPOINTMENT TERMINATION/SEPARATION?
· It is the responsibility of the employee’s home department to properly document the appointment termination and, using the code that accurately reflects the appropriate reason, enter the termination into the University HRIS System in a timely manner.

· The employee is responsible for notifying his/her supervisor of their intention to terminate

· The supervisor will notify the unit HRP of a pending termination

· Terminations for all paid employees should be processed in the HRIS System as soon as the department becomes aware that the employee is terminating. 

· The following actions fall under the termination/separation category:

· Retirement

· Termination (Including both voluntary and involuntary dismissal)

· Severance

· HELPFUL LINK: 

Using Action & Reason Codes in Job Data
DOCUMENTATION AND APPROVAL:
· It is the responsibility of the employee’s home department to properly document the appointment termination and, using the code that accurately reflects the appropriate reason, enter the termination into the HRIS System in a timely manner.

· Terminations for all paid employees should be processed in the HRIS System as soon as the department becomes aware that the employee is terminating.  If the department has learned of a termination before the payroll cutoff date for the affected Pay Period, be sure to enter the termination into Job Data before that date to avoid overpayments.  

· If for any reason, the termination action is entered after a payroll cutoff date for the affected Pay Period, the department must immediately notify Payroll Services, in writing, of the termination.  
· The department is responsible for notifying terminated employees of any overpayment and the amount of the overpayment once it is provided by Payroll Services. 
· Payroll Services will initiate the recovery process for the overpayment.

Timeliness is very important. Late terminations can lead to:

· Fraud opportunity. 

· Over payments to third party vendors. 
· Additional charges to department’s budgets

· If extra payments to employees’ benefit carriers or other third party vendors result from a department not properly terminating an individual’s employment in a timely manner, those expenses will be charged to the department.
· Departments are expected to ensure that all University property is in the employee’s possession is returned upon termination.  This may include but is not limited to:
· Keys,

· Computer or other University equipment used at home,

· University Procurement or Travel Card,

· Library books, 

· Parking Hang Tag

· Cell Phone and

· Any other University property in the possession of the employee.

· An employee who terminates from university service is entitled to payment for unused vacation in accordance with OSU Paid Leave Policy 6.27.  Leave, Vacation/Sick Payout is not an automatic process.  It is important to enter the final time keeping data before the termination is processed in HRIS.
· HELPFUL LINK: 



OSU HR Policy 6.27 - Paid Leave


 Payroll Certification
· When a reduction in work force occurs, resulting in a pay continuation to an employee, the termination of the employee and the pay continuation must be processed in accordance with Reduction in Work Force Policies 9.15, 9.20 and Staff Severance Program Policy 2.40.
· Colleges must validate the status of all of employees on a monthly basis through the Payroll Certification Process to ensure that terminated employees do not remain on the payroll.

· HELPFUL LINKS: 

Terminate an Employee
Retire an Employee
Severance Period Requirements
TIMEFRAME/DEADLINE:

· Terminate by the published deadlines available on the Payroll calendar.
· HELPFUL LINK:

Payroll Calendars
· The appropriate status/reason code must be entered in the HR System to terminate the active status of an employee so that overpayments do not occur.
REPORTING:

· If an employee has not been paid within the last 90 days, he/she must be terminated, excluding LOA’s.  A report called “Employees Not Paid in 90 Days” will be prepared by OHR and sent to colleges and departments on a quarterly basis.  OHR will monitor compliance with the report.
· Review a list of all current employees periodically to make sure the terminations/separations have processed correctly. 

· Review the Job Data Activity Report to make sure the terminations/separations have processed correctly. 

· Conduct monthly Payroll Certifications to verify that only active employees are being paid.  
· HELPFUL LINK:

Check Advice Distribution Report - Pay364os
HRB310 - Job Data Activity
Payroll Certification Process

WHAT MUST I DO TO TERMINATE AN EMPLOYEE?

1. If the termination action is after a payroll cutoff date that would result in the employee being overpaid, the department must immediately notify Payroll Services, in writing, of the termination.
PAYROLL SERVICES:

Payroll@hr.osu.edu
614.292.2311
2. The Human Resource Professional (HRP) is responsible for: 

· Updating the employee Personnel Record
· Refer to OSU HR Policy 6.27 – Paid Leave Policy  and calculate any leave payout 
· Submitting pay information due to Payroll Services in a timely manner

· Terminating the employee in the OSU HRIS System with the correct action/reason code 

· Securing the return of all University property upon termination. 
· Terminating access to the internal LAN and related administrative systems

· Executing your payroll certification process 
· HELPFUL LINK:

Check Advice Distribution Report - Pay364os
Payroll Certification Process
WHAT POLICIES ARE HELPFUL IN THE TERMINATION/SEPARATION PROCESS?

· An Employee who terminates from university service is entitled to payment for unused vacation in accordance with OSU Paid Leave Policy 6.27.
· HELPFUL LINK:

OSU HR Policy 6.27 – Paid Leave Policy
· When a reduction in work force occurs which results in a pay continuation to an employee, the termination of the employee and the pay continuation will be executed in accordance with Reduction in Work Force Policies 9.15, 9.20 and Staff Severance Program Policy 2.40.
· HELPFUL LINKS:

OSU HR Policy 9.15 - Reduction in Workforce
OSU HR Policy 2.40 - Staff Severance Program
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