HRIS Entry Business Rules Guide
Employee Separations
Introduction:  This guide should be used for any employee who is separated.
The purpose of the guide is to standardize HRIS entry for employee separations.  Although it is obvious what values should be entered in most of the HRIS entry fields, there are a handful that present potentially confusing options.  This guide focuses on those items and attempts to eliminate the confusion by presenting clear rules for making entry choices.  

Standardizing our HRIS entry should make your HRIS entry faster, less frustrating, and enable more accurate reporting.

HRIS form:  Use the XP52.1 form to record employee separation information.
Action, Nbr field:  Always select SEPARATION for this field.
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Reasons field 1:  Select only from the following 12 choices for the first Reasons field.  Please note that certain choices only apply to covered or uncovered employees.
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· SEP-DEATH:  used if employee has died. 

· SEP-RESIGN:  used for all employees who have resigned. 

· SEP-RET:  used for all employees who have retired.
· SEP-W/OPRJ:  used for all employees who were involuntarily separated without prejudice and ARE eligible for rehire.

· SEP-D-OP:  used for covered employees who were dismissed during their original probation period.  
· SEP-D-PS:  used for covered employees who were dismissed while in a permanent status and are NOT eligible for re-instatement.
· SEP-RIF-OP:  used for covered employees on original probation who have been separated as a result of a Reduction-In-Force (RIF) program.

· SEP-RIF-PS:  used for permanent status covered employees who have been separated as a result of a Reduction-In-Force (RIF).

· SEP-VSP:  used for covered employees who chose to participate in the Voluntary Separation Program in lieu of being subject to a RIF.

· SEP-UNCLO:  used for uncovered employees who were laid off due to budget reductions.
· SEP-UNCIN:  used for uncovered employees who were involuntarily separated.
· SEP-APPEXP:  used for board members, Limited Position or Temporary Position employees.

Reasons field 2:  Use SEP-RET in this Reasons field only if the employee subsequently chose to retire after the reason chosen for Reasons field 1.  Do NOT enter any other code in this field.  
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