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POLICY:
Notification of an employee’s departure from our employment is to be submitted
in writing to the Bureau Office along with all required accompanying paperwork.

APPLICABILITY:
This policy applies to Local Health Department, Regional and Central Office
personnel.

PURPOSE:
To ensure that appropriate actions are taken in order that the employee is
removed from payroll and sensitive items are collected prior to their departure.

PROCEDURE:

Employees leaving our employment (including separation, transfer, and
retirement) must submit in writing a letter of their intent to their supervisor. It is
the supervisor’s responsibility to submit this information to the personnel officer,
who should forward the PRT-3 form, the employee’s intent letter and separation
notices to the Human Resources Section, Bureau of Health Services. The
supervisor/personnel officer must obtain the following items upon notification of
impending resignation, retirement or transfer of an employee. Note that not all of
these items will pertain to every employee.



il etter of resignation

isState ID card

mPhoto ID card

i=State parking decal

mKeys to all property (building, locks in cubicle, moneybox, etc.)

mSecurity number/password to voice malil

e=All password and identification/security numbers assigned for systems access
(i.e. e-mail, RACF)

mmComputer software and respective manuals

g=State credit card

mState telephone credit card

mState owned equipment (e.g. calculator, laptop computer, modem, etc.)

isComputer room security entrance card

jESupervisor/Personnel Officer should also share information re: departing
employees with their Systems Administrator to ensure that all provider
numbers previously assigned to the employee are de-activated.

MTA Swipe and Ride Card

NECESSARY FORM
PRT-3

OITS Separation Notice
Edison User Separation Form, FA-1021

OFFICE OF PRIMARY RESPONSIBILITY
Human Resources Section, Bureau of Health Services, (615)741-7305



