
GMS 
v.1.2 

9/20/2016 
Page 1 

 

 

 
 
 
 
 

Table of Contents 

Introduction ..................................................................................................................................... 2 

Goals/Objectives .......................................................................................................................... 2 

Executive Summary ......................................................................................................................... 3 

Employment Separation Guidelines ................................................................................................ 4 

Purpose ........................................................................................................................................ 4 

Policy .......................................................................................................................................... 4 

Rationale for Procedures ............................................................................................................. 4 

Statement of Processes .................................................................................................................... 5 

General Procedures for all Separating Employees ....................................................................... 5 

Separation Due to Special Circumstances ................................................................................... 6 

Contact Information......................................................................................................................... 6 



GMS 
v.1.2 

9/20/2016 
Page 2 

 

 

 
 
 

Introduction 
 

After careful review, analysis, and investigation it is recommended that a more 
standardized and formal checklist of exit guidelines and processes be established and 
executed prior to an employee separation/termination. Formalizing the process reduces 
the mitigation for financial risk and other liabilities associated with improper handling 
and management of materials, equipment, and information when an employee leaves the 
college. 

 
Formalizing the exit process will: 

1. Establish a comprehensive repository of exit related information 
2. Create a formal means for notifying appropriate college and district personnel of 

an employee’s impending departure 
3. Ensure tasks associated with closeout procedures are completed in a timely 

manner. 
 
 

Goals/Objectives 
 

It is anticipated that the final recommendations will: 
1. Promote efficient and effective processes for employee separating from MCC 

and/or transferring to another Maricopa Community College or unit. 
2. Improve overall termination/separation process. 
3. Elicit communication among and between responsible parties in the execution of 

the termination/separation process. 
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Executive Summary 
 
 

Employees are responsible for items in their possession or control that are the 
property of Mesa Community College (MCC) and/or The Maricopa County Community 
College District (MCCCD).  Such items include but not limited to the following: 

 
• Procurement cards, and vehicle fuel cards 
• equipment 
• college identification card 
• parking tickets 
• cash advances 
• keys and card key 
• manuals 
• cellular phones, PDA, and pagers 
• passwords and pass codes 
• protective equipment 
• laptops and audio-visual equipment (hardware and software) 
• work related tools and equipment 
• uniforms 
• vehicles 
• written materials 
• access to all MCC and MCCCD Networks and communication 

 
All College property must be returned by employees on or before their last day of 

work. As applicable by appropriate laws, Mesa Community College may withhold from 
the employee's final paycheck the cost of any items that are not returned when required. 
Mesa Community College may also take all action deemed appropriate to recover or 
protect its property. 

 
To facilitate the employee's exit processing, the employee and their supervisor 

must complete a Mesa Community College Employee Separation Checklist. The checklist 
is completed by the employee, appropriate supervisor, Dean and/or Vice President. This 
checklist ensures that the employee has completed all of his or her exit processing and the 
appropriate departments within the College are notified. Once the employee's supervisor 
has confirmed that the employee has turned in all MCC College property, Payroll will 
release the employee's final paycheck or vacation leave pay. 

 
The outlined guidelines confirms the responsibilities of supervisors, managers and 

employees with regard to security, intellectual rights, confidentiality and the return of 
assets to Mesa Community College a Maricopa County Community College once the 
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decision to separate, terminate employment or change workgroup. The option of an exit 
interview is available to all employees at his/her request. 

 
It is the intent of these guidelines to describe the process to be followed and the 

responsibilities of employees, managers and supervisors once the decision to terminate, 
cease employment or change workgroups has been made. 

 

Employment Separation Guidelines 
Purpose 

 
It is the intention of Mesa Community College (MCC) to provide separating and/or 
terminating employees with established guidelines to help aid in the exit process. It is 
further intended for this process to enable improved management of departmental, 
college and district-wide systems, to provide feedback regarding his/her employment, to 
document the reasons individuals leave employment, to identify potential problem areas, 
and to improve personnel practices and the overall work environment. 

 
Procedures/Process 

 
It is the guidelines of Mesa Community College (MCC) that all separating employees 
complete an employee separation checklist. These guidelines cover all employees 
including voluntary or involuntary separations, retirements, ending of an RPS 
assignment, transfer from MCC to another Maricopa Community College or separation of 
a work unit within MCC, permanent board approved employees, adjunct faculty, 
temporary workers, special service contractors, student workers, and work study students. 

 
MCC will extend to separated individuals all possible considerations consistent with 
integrity, MCCD personnel policies and sound business practices. In addition, all 
terminations of employment shall be consistent with the provisions of federal/state fair 
employment laws and policies. 

 
As soon as notification has been provided of an employee’s separation date, the outlined 
processes should be implemented. 

 
Rationale for Procedures 

 
These guidelines have been designed to further address the ongoing effort to be good 
stewards of public resources and to insure the assets of the organization are protected, 
prevent unnecessary costs to the college, and to reduce risk posed by unauthorized access 
to any Maricopa systems, facilities, and college’s services. 

 
These guidelines have been established in accordance to the Blue Ribbon Panel 
Recommendations related to Internal Control and the MCCCD Governing Board Policy 
addressing Asset Protection (See Administrative Regulations 1.11.2…Employee 
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Return of Property and Assets). For complete review of the policy to click on the link 
http://www.maricopa.edu/publicstewardship/governance/adminregs/fiscal/1_11.php#emp 
loyee. These procedures do not in any way replace or take precedence over any policy 
approved by the MCCCD Governing Board or state/federal law. 

 
Statement of Processes 
All supervisors, managers and employees are required to follow the outlined guidelines 
when any employee leaves their employment at Mesa Community College. 

 
It is the responsibility of the supervisor to ensure the safety and confidentiality of all 
employee records, return of college property and for assuring a smooth transition of 
duties to a new employee when a separation occurs. 

 
The employee is responsible for satisfying all outstanding debts prior to his/her last 
payroll, returning all college property, and completing all separation documents. 

 
1. Employees must complete the employee responsibilities outlined on the MCC 

Employee Separation Checklist. In accordance to MCC guidelines for all 
employees must complete on or prior to the employee’s separation date. If an 
employee fails to return college property or clear outstanding accounts, the 
college and/or the district will take action to recover the assets. This action may 
include, but not limited to initiating collection procedures and/or criminal 
prosecution. 

2. All supervisors must complete supervisor responsibility checklist. 
 

General Procedures for all Separating Employees 
 

Any employee, who is terminating employment with Mesa Community College, shall 
follow the outlined procedures below: 

 
1. Separation processes and procedures outlined on the separation checklists will be 

performed and recorded as an official record of actions taken. 
2. The employee is responsible where applicable for providing adequate written 

notification of cessation of employment. 
3. Exit interviews may be completed and shall be confidential and not used in any 

way to reflect upon the exiting employee. Employees are encouraged to be 
candid and to ask questions they may have regarding their separation. The exit 
interview is an opportunity to give the employee a chance to speak freely 
concerning reason for leaving. 

4. The separation procedure will be initiated by the supervisor or Human Resources 
as soon as an employee has given notice of the intent to separate or a date of 
separation is determined. The separation date is generally considered to be the 
last date the employee worked or as noted on the MCCD Governing Board 
Agenda. 

http://www.maricopa.edu/publicstewardship/governance/adminregs/fiscal/1_11.php#employee
http://www.maricopa.edu/publicstewardship/governance/adminregs/fiscal/1_11.php#employee
http://www.maricopa.edu/publicstewardship/governance/adminregs/fiscal/1_11.php#employee


GMS 
v.1.2 

9/20/2016 
Page 6 

 

 

 
 
 
 
 
 
 

Please note that all debts must be satisfied and MCC/MCCCD property and assets 
returned prior to the release of the final paycheck. The checklist should be completed by 
the employee and supervisor prior to or on the day of separation. The supervisor, dean, 
Vice-President, Provost/President is the signing authority for clearance of the separating 
employee. 

 
Separation Due to Special Circumstances 

 
1. When separation is immediate and under less than satisfactory circumstances, or 

if the employee leaves without clearance, the supervisor is responsible for 
ensuring completion of the employee checklist. 

 
Contact Information 

 
Questions and/or concerns regarding separation and/or completion of forms should be 
directed to the Human Resource Department at 480.461.7487. 

 
Human Resources Garrett Smith X17211 
Property Accounting Maurice Smith X17344 
E-mail MCC Helpdesk X17217 
FMS Access Dartell Johnson X17826 
Public Safety Steve Lieber X17046 
Library Services Jennifer Hunt X17413 
Switchboard Jeff Salo X17655 
Network Communication David Sisung X17933 
Tuition/Fines Valerie Stingley X17108 
SIS/PeopleSoft Dan Adams X17985 
Media Services Brian Hermann X17768 
CTL Cheryl Patton X17366 
IKON Todd Salvo X17776 
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