
Termination Information
The following information is provided to assist Managers and exiting employees in making decisions and meeting obligations regarding terminations/transfers from GVRA.  Questions concerning termination procedures should be addressed to the Human Resources office 404-232-1769.
NOTICE OF RESIGNATION - An employee who desires to resign from GVRA should submit a notice to his or her manager at least two weeks in advance of the intended resignation date. 
*Employees who wish to retire should provide a 30 day notice (minimum).
RESIGNATION LETTER - A written resignation is a formal notice to your program and GVRA that you are ending your employment with the Agency.  This letter should specify your last day of work.  Your program will forward a copy to the Office of Human Resources for placement in your personnel file.
ACKNOWLEDGEMENT OF RESIGNATION - A written acknowledgement from the manager to the employee acknowledging the employee resignation.  This letter will be given to the employee.  The program will forward a copy to the Office of Human Resources
PERSONNEL ACTION REQUEST (PAR) FORM – The Program is required to submit a completed Personnel Action Form (PAR) to initiate the termination process.  This will assist HR in removing the employee from payroll and to avoid overpayment. 
RETURN OF ALL GVRA PROPERTY - Arrangements should be made between the employee and manager to return all GVRA property such as employee ID badges, keys, cell phones, pagers, laptops, P-cards, uniforms, etc…All GRVA property must be turned in by your last day of employment.
FINAL PAYCHECK - Your final paycheck will be issued the same pay period as your last day worked, unless you are an hourly employee. It will be distributed as usual (i.e., direct deposit) unless other arrangements are made with the Payroll office.
· Regular full-time employees are not paid on a lag.   If your last physical day or last day on the payroll is June 30 your final working paycheck will be issued on June 30.
· Hourly employees are paid on a lag and will receive their last paycheck 2 weeks after the last pay period worked.     
STATE AGENCY TRANSFERS - If you are transferring to another Georgia state agency and will not have a break in service, your accrued annual, sick and personal( if applicable) leave balances will transfer to the employing agency.  The transfer agency should be identified on the Personnel Action Request Form (PAR).
UNUSED ANNUAL LEAVE - Upon termination, all accrued and unused annual leave that has not been forfeited, up to a maximum of 360 hours, will be paid in lump sum to the employees.  The unused leave will be paid on the following pay period after the separation date.  
When a separation date has been set administratively to permit employees to be paid for unused leave, the pay status of employees will not be extended for the purpose of granting a holiday or an unanticipated non-work day occurring after the last day in pay status.
When employees notify supervisors of separation, they must not be continued on the payroll in leave with pay status for the purpose of increasing the rate of leave accrual or the rate at which accrued leave would be paid.
If you are transferring directly to another state agency, your annual balance will transfer to the new agency.   Be sure to inform your department that you are transferring so that it can be noted on the PAR.
SICK LEAVE - Separating employees will not receive a lump-sum payment for any unused sick leave balance.  If you are transferring directly to another state agency, your sick leave balance will transfer to the new agency.  You will need to inform your department that you are transferring to another state agency so that the transfer can be noted on the PAR.
COBRA INSURANCE - The Consolidated Omnibus Budget Reconciliation Act of 1985 (COBRA) is a federal law that requires the State of Georgia to allow you and your covered dependents to continue health/dental coverage at your expense.  The Office of Human Resources will notify the State Health Benefit Plan (SHBP) and GaBreeze (Flexible Benefits) once the terminating PAR is processed via the system.  SHBP and GaBreeze will mail information regarding your COBRA enrollment to your home address when they are notified of your separation from employment.  An accurate forwarding address should be updated in Employee Self Service prior to last day of employment.
EXIT INTERVIEW- (optional) Terminating employees and managers may schedule an exit interview appointment.  This discussion allows you an opportunity to discuss your reasons for leaving GVRA, your opinions of work conditions, and your relationships with supervisors. Your comments and recommendations will be examined closely to assist us in improving working conditions and will influence future policy decisions.  This information enables the GVRA to improve recruitment and selection, reduce turnover, and correct problems.  The data will be maintained by the GVRA Office of Human Resources.  Information shared during this interview will have no effect on employment references or opportunities for reemployment.
The exit interview survey can be found on-line at GVRA Exit Interview or download the GVRA Exit Interview Adobe PDF Form.
The following forms should be completed on or before your last day of work.
EXIT CHECKLISTS - There are two checklists that will need to be completed on or before your last day of work and signed.  One is for the employee, (Exit Checklist for Employee) and the other for the Supervisor/Manager (Management Checklist for Staff Separation). The forms document that GVRA have authorized clearance for the processing of your termination.  This is an important part of the exit process and sufficient time should be scheduled for this procedure.
Management Checklist for Exiting Employee 
Exit Checklist for Employee
RETIREMENT –EMPLOYEES RETIREMENT SYSTEM – Separating employees may elect to withdraw their retirement fund upon termination. For more information pertaining to your retirement funds please contact Employees’ Retirement System (ERS) at 404-350-6300 or 1-800-805-4609 or visit their website at www.ers.ga.gov
 FAQ PDF Separating Employees Employees' Retirement Frequently Asked Questions
UPDATE EMPLOYEE ADDRESS - All exiting employees are responsible for providing GVRA with a current address so that the Annual Leave Payout, Cobra Information and W-2 form can be mailed out to the correct address.  Exiting employees can update their address through Employee Self Service or download the Employee Data Change Request and submit to the Office of Human Resources. 
 

