Sonoma State University Tenured and Tenure Track Faculty 
Separation/Clearance Process

WHO NEEDS TO COMPLETE THE SEPARATION/CLEARANCE PROCESS?

All faculty who are separating employment from Sonoma State University must complete the separation/clearance process. If an employee is retiring and returning as a rehired annuitant, the department still needs to complete the separation/clearance process. (Faculty entering into FERP are not required to complete the Separation/Clearance Process until they resign from their FERP appointment).

DEPARTMENT RESPONSIBILITY: Each department should have at least one designee (and one back-up designee) who is responsible for clearing all faculty through the separation process. The process includes:

Separation Initiation Form – To be completed and forwarded with resignation letter to Faculty Affairs immediately upon notification of separation.

           AND
Completed Campus Clearance Form – To be completed following the instructions as noted on the Clearance Form

          Separation Initiation Form (Below) should be completed immediately upon notification of a pending employee separation and sent with the letter of separation to the Faculty Affairs Office, Stevenson Hall 1041.

A letter of separation is to be received from all faculty who are resigning or retiring. The document should be attached and forwarded to Faculty Affairs, Stevenson 1041.  Faculty entering into FERP are not required to complete the Separation/Clearance Process until they resign from their FERP appointment.

Separation Initiation Form

	Employee Name:


	ID#:

	Current Faculty Status: ___Tenured   ___FERP   ____Probationary


	Type of Separation:
___Retirement   ___Resignation

	Department Name:

	Department ID:

	Last Date Physically Worked:


	

	Date of Separation: 


	Date of Retirement: (If Applicable)

	Dean or Designee Signature:


	Date:

	Print Name:


	Extension:


It is the responsibility of the Department Designee to complete the Campus Clearance Form for all departing faculty as specified above.  This form DOES NOT constitute the Clearance Form.
Faculty Affairs 10/2011

Employee Data�Resignation or Retirement: Check the appropriate box signifying whether the separation is a Resignation or Retirement.  Employees who are separating from the University must submit a letter or email to their supervisor which states the date of the separation. �ID #: This is the PeopleSoft Employee ID Number�Date of Separation: List the date that the employee will be separated from the University.


Date of Retirement Status: List the first day that the employee will be retired from the University.  It is important that the faculty member meet with the Benefits department in determining the retirement date.


Last Day Physically Worked: List the last day that the employee actually worked.


Department signature and approval.








