
Checklist for Student Employees Terminated 

(transfer, resignation, or death of a student employee)
NOTE:  Supervisors must complete this form and any necessary documents to assure student employee is removed from the department’s payroll.  Failure to do so may result in overpayments charged to department.

	Student Employee Demographic Information

	Name
	Department
	Student Employee I.D. #
	Home Phone #



	Home Address      ___ Current     ___ Forwarding (please check one)
               Street                                Apt. #                  City                                  State                      Zip Code


	C h e c k l i s t

	Item
	Instruction / Task
	Check box when task is done
	Not Applicable

	KEYS
	

	All University keys,  key cards, and key fobs (if applicable)
	Student employee delivers office key to supervisor by last day of employment.  Supervisor forwards the key (taped to original key request card or 3” x 5” card) to UMD HR.  UMD HR forwards the key to the Key Shop.  Supervisor emails keyshop@d.umn.edu, with a request that the electronic access is discontinued at student employee’s last date of employment.  Include in the email the student employee’s name, Employee I.D. #, department name, termination date, and the # on the fob/card.  For more information, visit http://www.d.umn.edu/fm/forms/keyshop/
	
	

	CARDS / BADGES / PERMITS, etc.
	

	UCard
	Student employee may retain the UCard at time of termination or return it to supervisor.  Supervisor will record and confidentially destroy the card or deliver it to the UMD UCard office for destruction.
	
	

	Security badge
	Student employee delivers the Security badge to the supervisor.  Supervisor forwards the badge to UMD HR.
	
	

	Parking permit
	Student employee delivers the parking permit to UMD Parking Services, for a refund, as applicable.
	
	

	Library books
	Student employee returns borrowed books to UMD Library and pays any overdue charges.
	
	

	COMPUTER PROGRAMS and ACCESS
	

	Computer hard drive and server drive
	For assistance with removal / transfer of electronic file storage contact ITSS (726-8847) prior to student employee’s last day of employment. 
Note: Extra effort and special permission is required to address requests to recover and transfer files after a student employee has terminated.   To avoid additional charges, contact ITSS (726-8847) prior to student employee’s last day of employment.
	
	

	Enterprise System (PeopleSoft, EFS, 

UM Reports, etc.)
	For removal of access, contact UMTC Office of Info Tech Data Security at 612-301-4357 on student employee’s last day of employment.
	
	


	M-Key
	Student employee delivers M-Key to Supervisor.  Supervisor mails the M-Key to UMTC Office of Info Tech Data Security, 1300 South Second Street, Suite 660, Minneapolis, MN  55454 (612-301-4357).
	
	

	Novell access
	For removal of access, visit http://www.d.umn.edu/itss/requests/systeam/html/add-nov.html or contact ITSS (726-8847) on student employee’s last day of employment.
	
	

	Email
	For removal of access, contact ITSS (726-8847) on student employee’s last day of employment.  Some individuals are allowed to retain their email accounts.  Contact ITSS at the telephone number above for more information.
	
	

	Database / application
	For removal of access, contact ITSS (726-8847) on student employee’s last day of employment.
	
	

	Telephone / voice mail login and password
	For removal of access, contact ITSS (726-8847) on student employee’s last day of employment.
	
	

	Equipment
	Supervisor will identify University equipment to be returned by last day of employment.
	
	

	FORMS

	Human Resources Information Form (HRIF)
	If address is changing, student employee completes the form and forwards it to supervisor.  Supervisor or designee enters data in PeopleSoft.  http://www.d.umn.edu/umdhr/studentjobs/Forms/, and scroll down to Human Resources Information Form (HRIF) in the alphabetical listing.
	
	

	Personnel Action Document (PAD) 
	Supervisor or designee completes the PAD and forwards it to UMD HR by student employee’s last day of employment.  http://www.d.umn.edu/umdhr/studentjobs/Forms/, and scroll down to Personnel Action Document (PAD) in the alphabetical listing.
	
	

	Change of Employment Status Form
	Supervisor or designee completes the form and forwards it to UMD HR.

http://www1.umn.edu/datasec/security/ChangeofEmploymentStatus.html

	
	

	Completed by:

                          _________________________________        ____________________________              ______________________

                                                       Name                                                      Department                                                 Date


	NOTE:  Include this checklist with documents and items forwarded to UMD HR.  
Contact UMD HR at 726-7161, if you have any questions or concerns.
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