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Form HR 604 Employee Separation Checklist From structure created November 2014 NC Department of Public Safety 
CC: Separating employee; IT Helpdesk with special IT requests
All DPS separating employees are required to be processed using the checklist below.
NC DEPARTMENT OF PUBLIC SAFETY
Employee Separation Checklist                                                                                                                      
Separation Type:
 DPS Items
 
Yes
Not 
Applicable
Lost/Not returned by Employee*
Employee  Initials
Date
Supervisor Initials
Date
Laptop/Media Equipment
Desktop Computer Equipment
Security Access Card
Parking Pass/Access Key
Cell/Mobile Phone/Charger/Pager
Telephone Earpiece
DPS ID Card(s)
Manual(s), Book(s)
Uniform(s)
State Issued Vehicle and Keys
Ipad/Tablet
Air Card/ MiFi
Account Codes 
Office/Desk/Facility Keys
Keys/Badges to Courthouse
Credit Card(s)
Procurement Card (P-Card)
Phone Card(s)
Travel Expense Receipts
Gas Card/Registration/Travel Log
Radio
Fax Machine/Scanner/Printer
Tools/Other Equipment
AC Adapter/Car Charger
Voicemail Re-set
General Project(s) Folder(s)-Physical and Electronic
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*Charges may be applied and deducted for items not returned, and when applicable, any replacement cost to include re-keying facility   doors.
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Supervisor/HR Rep Items
Yes
 Not   Applicable
Employee Initials
Date
Contact DPS IT (919-716-3500) to:
Terminate access rights to all DPS  systems/servers
De-activate e-mail account
De-activate/Transfer NCID mapping related to DPS
Terminate signature authority with banking institutions 
Remove contact information from  Directory
Cancel scheduled training not yet  occurred
Terminate NCAS and CMCS
Approve time and leave in BEACON up to last day of employment  
Conduct final performance review and enter rating/ensure it is entered
Confirm employee's address, phone, and e-mail for future contact/ information
Advise employee to contact benefits administrator/HR Rep; provide point of contact 
Advise employee to reference mailed "Employee Final Pay/Insurance Benefits Termination Guide" for:
Process for receiving final pay, Severance pay, sick pay due; vacation, bonus, and sick leave; life insurance conversion, medical/COBRA, NC Flex, State Retirement/401(K) Plan/457 Plan. The guide contains estimates pending OSHR approval.
Expense Reports/Other reimbursements
Revoke User ID
Change Username in RACF
Reset Passwords
Revoke Site Security Access
Long Distance Authorization Code
Terminate BI Total Access rights
File Personnel File in Inactive File
Conduct Supervisor Review 
Conduct Exit Interview
Complete and submit HR 017
Division/Section specific exit checklist 
Copy of this completed checklist 
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Supervisor and/or Human Resources Representative:
If this is a sworn/criminal justice certified position in law enforcement or Juvenile Justice, complete the Criminal Justice Standards Division Report of Separation (Form F5B).
 
Completed: 
E-mail Network.Helpdesk@ncdps.gov with 
any special instructions on: employee's
e-mail, voicemail, or network share access
rights, or closure. 
 
Immediately terminate an individual's authorized access to CJLEADS upon termination of employment or a contract or subcontract authorizing access and notify CJLEADS ADMINISTRATING ORGANIZATION in writing within eight (8) hours of the termination of authorized access.
Refer retirees to the State Treasurer's Office (https://www.nctreasurer.com/) for ORBIT retirement account set-up and scheduling/viewing a retirement planning conference to assist the retiree in making the best financial decisions for his/her future. 
Communicated to Retiree: 
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	DateField68: 
	 An employee may terminate services with the State by submitting a resignation to the appointing authority. Normally, it is expected that an employee will give at least two weeks notice prior to the last day of work. Unused vacation leave not to exceed 240 hours plus unused bonus leave is paid in a lump sum. Payment shall not be made for unused sick leave. It shall be reinstated if the employee returns within five years or it may be applied toward retirement if eligible to retire within five years: 0
	An employee who is absent from work and does not contact the employer for three consecutive scheduled workdays may be separated from employment as a voluntary resignation. A factor to be considered when determining whether the employee should be deemed to have voluntarily resigned is the employee’s culpability in failing to contact his or her employer.: 0
	An employee may be separated on the basis of unavailability when the employee remains unavailable for work after all applicable leave credits have been exhausted and agency management does not grant a leave without pay, or does not extend a leave without pay period, for reasons deemed sufficient by the agency. Such reasons include, but are not limited to, lack of suitable temporary assistance, criticality of the position, budgetary constraints, etc. Such a separation is an involuntary separation and not a disciplinary dismissal as described in G.S. 126-35, and may be grieved or appealed. The burden of proof is on the agency to demonstrate that the employee was unavailable, that reasonable efforts were undertaken to avoid separation, and the efforts to avoid separation were unsuccessful: 0
	An employee may retire when the employee is eligible and applies for retirement benefits from the Teachers’ and State Employees’ Retirement System or the Law Enforcement Officers’ Benefit and Retirement Fund Unused vacation, or any portion, may be exhausted and the remainder paid in a lump sum (up to 240 hours) along with bonus leave. Unused sick leave may be applied toward retirement.: 0
	An employee may be reduced in force for reasons of shortage of funds or work, abolishment of a position, or other material changes in duties or organization. Employees may elect, subject to approval by management, to exhaust vacation leave after their last day of work and be paid in a lump sum for the balance not to exceed 240 hours (plus bonus leave). If an employee had over 240 hours of vacation leave at the time of reduction in force, the excess leave shall be reinstated when reemployed within one year. Employees separated due to reduction-in-force shall be informed that their sick leave shall be reinstated if employed in any agency within five years.: 0
	Dismissal is involuntary separation for cause in accordance with the provisions of the policy on Disciplinary Action, Suspension, and Dismissal. Unused vacation leave not to exceed 240 hours plus unused bonus leave is paid in a lump sum. Payment shall not be made for unused sick leave. It shall be reinstated if the employee returns within five years or it may be applied toward retirement if eligible to retire within five years.: 0
	An “Appointment Ended” separation occurs when an employee is terminated for reasons other than just cause from one of the following positions:• exempt positions appointed by the Governor,• policy/making positions,• confidential assistants and secretaries, or• chief deputy or chief administrative assistant.These separations may occur whenever the Agency Head or the Governor determines that the services of the employee are no longer needed. Unused vacation leave not to exceed 240 hours plus unused bonus leave is paid in a lump sum. Payment shall not be made for unused sick leave. It shall be reinstated if the employee returns within five years or it may be applied toward retirement if eligible to retire within five years: 0
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