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Please carefully review the chart and guide to learn the process steps for employee separations. 

Below is a chart of the full process for employee separations and a list of frequently asked questions.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Employee
Completes the Retirement/Resignation form 

and submits it to their manager. Submits 
final LAR form or timesheet if hourly. 

Completes PCCD exit survey and returns 
District property prior to last working day.

Retirees are encouraged to schedule an 
appointment with the Benefits Department 

and CalSTRS/CalPERS. 
Employees should ensure their mailing 

address is up-to-date.

Manager
Initiates and monitors ePAF upon receipt of 

termination notice. Manager collects and 
submits the final LAR, any unprocessed 
LAR/overtime forms, and timesheets.

Manager submits Retirement/Resignation 
form to the HR Generalist and provides the 

termination ePAF number.
Collects all District property prior to the 

employee's last working day.
For faculty employees, Dean notifies campus 
scheduler so term workload can be adjusted 

accordingly.

Human Resources
Updates job data during month of 

termination effective date (ideally within two 
weeks of termination effective date).

Communicates with Payroll as needed for 
proper timing of job data entries.

For full-time faculty, HR Generalist enters 
termination in job data  after contract 

balancing is completed by Payroll.
Deactivates ePAF access if employee is an 

ePAF user.

Human Resources continued
Re-routes ePAF if approving manager 

unavailable
Updates retirement enrollment in 

MyCalPERS system
Periodically performs batch 

termination process to update job 
records of  part-time faculty, student 

employees, and short-term hourly 
employees.

Benefits
Sends COBRA notificaton to employee
Forwards vacation payout information 
and any Comp time payout information 

to Payroll Deparment
Reports any unused accrued sick leave 

hours to CalPERS or CalSTRS
Completes transfer of sick leave upon 
employee request in accordance with 

Caifornia Ed Code

Payroll
Issues final paycheck

Issues vacation and comp time payouts 
via direct deposit (if enrolled) or live 

check
Payroll emails HR Generalist to confirm 
when contract balancing is completed

For part-time faculty, verifies term 
workload is removed/reconciled

Information Technology (IT)
Upon receipt of automated 

termination workflow notification, 
disables/lock-out AD/Email & 

PeopleSoft HR/PROMT/FM accounts 
PeopleSoft HR/PROMT permission 

roles are removed weekly and 
PeopleSoft FM permission roles 

removed monthly

https://web.peralta.edu/hr/files/2020/10/Retirement-Resignation-form-rev-Oct-20.pdf
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Frequently Asked Questions 

 

Where can I find forms and information about retirement and resignation? 

The Retirement/Resignation form is located on the Resignation & Retirement page on the District Human Resources 
website. 

https://web.peralta.edu/hr/resignation-retirement/ 

 

Do separated or retired employees maintain access to their Peralta email account? 

Access to Peralta email is disabled upon employee separation or retirement. Extended access to Peralta email after an 
employee’s separation requires approval from the Vice Chancellor of Human Resources and Employee Relations. 
Employees requesting extended access to their Peralta email account must complete the PCCD Email Access Extension 
Request Form and submit it to the Vice Chancellor of Human Resources and Employee Relations. Extensions are 
temporary and subject to approval.  

https://web.peralta.edu/hr/files/2020/09/PCCD-Email-Access-Extension-Request-Form.pdf 

 

Are termination ePAFs required for short-term hourly employees? 

The department should initiate a termination ePAF for a short-term employee if their assignment ends prior to the 
assignment end date on their ePAF. This is required for unemployment insurances purposes. If the assignment ends on 
the date specified on the ePAF, a termination ePAF is not required. 

 

Is a termination ePAF required for an employee who transfers to a different location or who is hired into a different 
position within the District? 

Termination ePAFs are not required for employees who transfer, promote, or who are hired into another District 
position. Termination ePAFs are only required for employees who separate from the District. 

 

Do employees receive their final paycheck on their last day of employment? 

Final paychecks are issued on either the 15th pay date or the end of the month pay date of the termination month. 

 

Do separated employees have access to view their paychecks and W2s after their separation date? 

Student employees maintain access to self-service for sixty days after their termination date. All other employees should 
print or download their paycheck stubs and W-2s prior to termination. 

https://web.peralta.edu/hr/resignation-retirement/
https://web.peralta.edu/hr/files/2020/09/PCCD-Email-Access-Extension-Request-Form.pdf

