The Termination Form

1.  Linda Evans works in your department and is terminating in order to accept a position in a department across campus.  Do you complete a termination form?

Yes – at the upper right side of the form you will see a box labeled “Transfer to another University Department.”  Make sure you use this box for a University Transfer so that the employee is treated correctly for all benefits.
2.  Joe Montoya is going to be out on a worker's comp leave for approximately 3 months.  Do you complete a termination form?

Yes – there is a box on the Termination Form labeled “Leave of Absence without Pay.”  This box must be completed and submitted for anyone who will be gone from active employment for more then 15 days.
3.  Joe Montoya has been on a worker’s comp leave for six months and is not returning to work.  Do you complete a termination form? 

Yes – Joe will be terminated from University of Montana employment.  Any payouts that are due him will be processed and any mandatory notices, such as COBRA notice, will be processed.
4.  Heather Locklear has been a temporary classified employee in your department for 3 months, do you complete a termination form at the end of this time.  What if she stayed 6 months, 12 months?

90 day temps – No, these type of employees are automatically terminated.  There is no leave to pay out and no required notices to be processed.
But – if she were hired for greater then 90 days and less then one year then the termination form must be completed in order to terminate their position, take them out of health insurance plan and pay out any residual leave balances.  Terminating this type of employee once you know they will no longer be working (whether the contracted period is finished) should be done promptly so the individual can be completely paid out in a reasonable time frame.  It is not beneficial to have a final payment going to them months after they actually worked their last shift.
5.  Bubba Smith has been a student employee in your department for the academic year – do you complete termination paperwork for him at the end of the academic year?

You do not have to send in paperwork at the end of the academic year for student employees.  If, however, you know that the student is not going to work for you any longer at some point during the academic year, then please send a memo to Student Payroll Services and let them know so they can terminate the student’s job record. 
6.  John Stick is an adjunct hired for the academic year, you are not sure if he will be hired for next academic year.  Do you fill out a termination form?

Yes, if you are sure that you will not offer a contract for the next academic session.  This will terminate their insurance coverage if they were eligible.

No, you would not complete a termination form if you are fairly sure they will be contracted for the next academic session.  If they are insurance eligible this will not interrupt their insurance coverage.

7.  Sharon Doe has been employed for one year on a letter of appointment and you do not plan to renew her contract.  Do you need to complete a termination form? 
Yes.  If we note that a letter of appointment has expired and we do not have a termination form we will not pay out the accrued leave on their last check.  If we do not receive a renewal for the letter of appointment in the following month we will contact the department to send us the termination form and we will pay out the accrued leave on the next payroll.  If we have the termination form when we process the last payment of the contract we will pay out the accrued leave at that time.  Health insurance will be terminated at that time.
Notes on Faculty / Adjuncts

If a faculty member is hired at less then .5 FTE for one semester then they are not eligible for Health Insurance, Retirement, or inclusion in UFA.  (however, if they have been in the retirement system before then they will continue to be in the retirement system.)
If that same faculty member is hired for a successive semester at less then .5 FTE then they are still not eligible for health insurance, retirement, or inclusion in UFA.

Once a faculty member has been entered into the health insurance plan they will continue until we receive termination paperwork.
If a faculty member is hired at an FTE greater then .5 and less then 1.0 for a single semester then they are not eligible for health insurance and UFA inclusion.  An individual must be hired at greater then .5 FTE for 6 months or more to be eligible for health insurance benefits.   So, if you hire someone for one semester at .60 FTE and then in the next semester for .60 FTE they will become eligible for health insurance benefits in the second semester.  Rule:  if they are hired in consecutive semesters at greater then .50 FTE they will be eligible for health insurance benefits in the second semester they are hired.  You must then turn in a termination form if you are not hiring this person back in order to discontinue health benefits.  
