


DISMISSAL CHECKLIST

· PREPARE FOR THE MEETING
· Find a private space to inform the employee of dismissal
· Anticipate employee reactions; arrange for security if necessary
· Do not verbally provide a reason for dismissal
· Have another person present; advise them to not offer details about reason for dismissal
· Have someone remain with employee while they collect personal belongings (have boxes ready)
· [bookmark: _GoBack]Consider how the employee will get home, if carpooler, bus rider, or if state vehicle must be turned in

· DISABLE ELECTRONIC AND PHYSICAL ACCESS
· Badge access
· Keys, locks, pass keys
· Computer access, including applications that may be accessed via the internet 
· VPN (key FOB if applicable)
· Telephone
· Cell phone
· P-card access
· Travel card access
· Parking permit

· COLLECT STATE-OWNED PROPERTY
· ID badge
· Cell phone
· Laptop
· Office equipment, books, manuals, documentation
· P-card 
· Travel card 
· Bus card
· Keys or locks
· Pass keys
· Pager
· Projector, other electronics or special equipment
· Parking permit
· State owned vehicle

· PAYROLL CONSIDERATIONS:  Final paycheck must be issued within seven working days, or regular pay period if sooner



