Faculty Checklist 
College of Medicine Termination Process
Revised September 8, 2010
	Faculty Member Information



	Name:


	SAP #:

	Forwarding Address:


	Projected Termination Date:


	TERMINATION OF CLINICAL AND BASIC SCIENCE FACULTY

College of Medicine, Dean’s Office

Contact: Director of Human Resources (Steve Wood 526-7630)
	Person 

Responsible
	Date 

Completed

	1. Complete and submit Termination through Appointment Actions for All Faculty online at:  https://jfr.uams.edu
Will need resignation letter from faculty and letter of acceptance from Chairperson for submission through Appointment Actions.
	
	

	2. Notification of approved Termination received from JFR system.  Department will receive email from Creative Services for patient letters if applicable.
a. If a patient letter is requested, a request for a patient mailing list will be sent to Comment Murphy who will send the patient mailing list to Creative Services at workrequests@uams.edu and copy the requestor.

b. Department requestor will determine if they have enough envelopes to provide to Creative Services, located in ED2 B142 OR if they will need to request that envelopes be ordered. (Ordering envelopes adds 5 business days). Your department mail slot is required for use on envelopes.
c. Once letter is printed on UAMS approved letterhead, it will be delivered to the UAMS mailroom for insertion into envelopes and mailing.
	
	


	DEPARTMENT – BEFORE TERMINATION DATE
	Person 

Responsible
	Date 

Completed

	1. Enter Termination in SAP. (Prior to termination date)
	
	

	2. Complete Employee Separation Form 
	
	

	3. Check inventory, especially for any tagged equipment, including on/off campus lab equipment, computers, pagers, and cell phones.
	
	

	4. Email Faculty Affairs so they can schedule exit interview.  Encourage faculty to attend exit interview.
	
	

	5. Remove Faculty from Department and Campus websites.
	
	

	6. Remind faculty to sign-off on all electronic medical records before leaving.  If they leave with unsigned documents, you can have HIM assign the documents to the chairperson to sign-off.
	
	


