SUPERVISOR RESPONSIBILITIES

WHEN AN EMPLOYEE SEPARATES OR GOES ON LWOP 

1. The Civilian Separation Clearance Checklist (AF Form 2519) – (revised January 1, 2004) will be used for any removal, resignation, retirement, leave without pay, change of appointing office, employees who permanently change duty station (PCS) (even if records remain at Hill AFB), transfer, reduction-in-force (RIF), or suspension for more than 30 days.  

2. If an employee resigns orally, by letter, or is separated for death, the supervisor will obtain the identification credentials and clear the employee through the appropriate offices.  If unable to obtain the credentials, they explain in the remarks section on (AF Form 2519) Civilian Employee Separation Clearance Checklist.  

3. The supervisor will review the Civilian Employee Separation Clearance Checklist (AF Form 2519) with the employee to be sure that it is complete before employees report to Employee Benefits & Entitlements Office (O0-ALC/DPCE), Building 1245 Room 9 for final clearance, and the supervisor will sign the form to that effect.

4. The supervisor is responsible to see that a civilian employee entering active military service (LWOP-US) provides a copy of their active duty orders to accompany the (RPA) SF52 for separation or LWOP-US to OO-ALC/DPCE.  They are also required to provide a completed “Checklist for Employees Entering Extended Military Active Duty” which explains the deposition of their benefits while they are serving in the military.  

NOTE:  When the individual returns to duty (RTD), it is the responsibility of the supervisor to see that the timekeeper inputs an “A” into Defense Civilian Pay System (DPCS) on the effective day that the employee returns to reinstate the employee to active civilian duty.  It is also essential that the (RPA) returning the employee to duty be sent to the workflow (civilian) inbox H8LSEPARATIONS in the Modern system with the correct effective date of return for processing by DPCE.   

5. The supervisor is responsible to see that a civilian employee going on leave without pay (LWOP) to follow a spouse/head of household, provide a copy of the sponsor’s travel orders or, if private sector employee, evidence of the requirement to transfer, to DPCE when clearing.

6. Supervisors will clear employees by telephone with Report of Survey Administrator, Financial Management Branch (FMFL), Building 1289 SE, PH 7-8112, before the last day of work.  This is to clear employees from the Financial Liability Board and to check for indebtedness on a Report of Survey.  If indebtedness exists, FMFL will initiate collection action from their last paycheck.

7. Supervisors will prepare, have the employee sign, and give to the organization Security Manager, a copy of the Termination Statement (AF Form 2587), for employees who have had access to classified information.

8. Supervisors will ensure employees’ computer user IDs are deleted.

9. The supervisor will see that all government purchase, air, fleet and fuel charge cards are turned in by all individuals leaving the organization, whether they are separating, retiring, or going to another DoD organization.  All government travel charge cards should be cleared with the Agency Program Coordinator of each individual organization during out-processing.  If the individual is simply leaving for another DoD organization, they may retain their government travel charge card and have it transferred to their new DoD organization.  Transfer of cards cannot occur if they are leaving for another federal agency.  

10. Supervisors will sign employees’ Defense Civilian Pay System (DCPS) Timecard (OO-ALC Form 501, Feb 95) with a notation on the front as to the type of separation and the effective date.  Supervisors will ensure the timekeeper inputs the effective date of the separation and a “P” (separation code) for the Time and Attendance (T&A) status code on the work schedule change screen in (DCPS).

11. Supervisors should allow employees up to three hours for their final clearance.  This should be done as early on the day of clearance as possible to permit sufficient time for resolution of any problems.  
12. Supervisors will see that the employees’ final contact will be with OO-ALC/DPCE for all separations or retirements, Building 1245, Room 9.  The necessary form for a retiree badge must be obtained from OO-ALC/DPCE Retirement Specialists.
13. The supervisor must see that the Request for Personnel Action (RPA) is submitted to Employee Benefits & Entitlements Office (OO-ALC/DPCE) workflow (civilian) inbox in the Modern System, as soon as an effective date has been established by the employee.   Send to H8LSEPARATIONS for all separations except retirements, which will go to H8LRETIREMENTS.

14. The supervisor must discuss with the employee his or her reasons for leaving when an employee submits written notification of a separation, and while the employee is still in active duty status.  If the supervisor knows of reasons for a resignation that differ from those given by the employee, the supervisor prepares a separate statement showing the additional or modified reasons and places it in the remarks section on the (RPA) Separation SF52.  

15. A separating employee is referred to the servicing Civilian Personnel Flight (CPF) DPCE for clearance procedures and for information on benefits, entitlements, and responsibilities appropriate to the type of separation.

16. The (CPF) will provide a listing of the offices from which to obtain clearances to aid the employee in making arrangements to satisfy his or her personal and official obligations.  

17. The (CPF) will counsel the employee of the actions that may be taken concerning their life insurance, health benefits, retirement, and other related benefits.
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