Complete this process to request a student be removed from a position within your

department. Evaluations do not need to be submitted with the Termination Notice; however,

evaluations need to be current within the personnel file in your office.

A Termination for Cause will only be done in the case of egregious behavior on the part of the

student. If you believe you have a termination for cause, please call Shannon Cable, Director
of Student Employment at 719-255-3055 to discuss your situation. If it is agreed that your

situation is a termination for cause, please refer to the highlighted areas in this guide

regarding a termination for cause. You will be requested to provide additional documentation

in order for our office to process your request. You will be asked to provide that

documentation after the form has been submitted.

Access the Termination Notice from the stuemp.uccs.edu/forms webpage or via this link:

https://dm-unityform.prod.cu.edu/UnityForms/UnityForm.aspx?d1=AbO3IA3ppsm7p8R4BrI8PhMIuJRT4fs9G3y%2bvowZFq%

2fmsGaXVQogoRCFvMabINJwl0U06T7iBz3JV7epNODf5bUafLRnf7Bc5Fz)jx7TGKkIJ1PWeC3MJGaCTIR5UpmOGCgL667gRP5c8xvg1Nh

ZLm7%2bYqo8nk9VLFSsTqJgLOxCCbh%2frZbJ39E9%2f1UbWG92L1rFBc7aomz)zxH4%2bMGBnHAS2akCDDrUCfOuwhIDemWyZ

Student Employee Termination Notice

[!Im Financial Aid and
ployment
rao0

itien with the University of Colorads Colorads Springs has bean tarminatad

Werking

it 2t any time. A work study employee wh's pesition is terminated during the semester may nat gat anaths
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https://stuemp.uccs.edu/forms
https://dm-unityform.prod.cu.edu/UnityForms/UnityForm.aspx?d1=AYRet8n9%2fR9%2fhMKfqro%2bUH%2bR7UFiORYeGJqBwhJ%2fzontjkj26DU2%2fd9h7OV7g55o0UuNL9LyknYj6OLOV%2fAx37MuH8R4kKPPsJ3WyoM%2foVokTBDxinRtX1Dbwi53tCN230SYjvjAEx48IzS0PYn5C04btP37SsQTT0aDGuBImvytz5wpcVeO%2fgtE1zb18Y8ZljF9F8B4BOh%2bC%2fG%2fURB%2b5r2Jz%2bgM5Bj7cjIcRiqYKbz6CkkgiBvkVPq6k%2bI4ee6kHA%3d%3d

In the first section, fill in the Student First Name, Student Last Name, Termination Effective Date, Working
Title, and select your Department from the drop down. You can type in your department number and it
should allow you to select rather than needing to scroll through the list.

In the second section, select the Action Reason from the drop down on the left side (all information from the
first section will have auto-populated into this section of the form). If applicable or curious, please see the
next page for additional information regarding selecting the Termination for Cause Action Reason.

Then complete the right side of the form with Student ID, Employee ID #, Position Number, Pay Rate, Job
Code (select from drop down), Supervisor Name, Supervisor Email Address, Department Approver Name,
and Department Approver Email Address. NOTE: If the supervisor is no longer available, please list their

name with your email address. When you receive the email for signature, please note that the supervisor is
no longer available in the signature box.

At the bottom of the second section, fill in the Reason for termination and enter your email address as the

Person completing this form. Then click the Captcha “I’m not a robot.” Once everything is complete, you can
click the Submit button at the bottom of the form.

Student Employee Termination Notice

Financial Aid and
UCCS Student Employment

Date of Form Completion*
psro7r2022

B
i

Either party, amployer or employes, may end employment 3t any time. A work study employes wha's pasition is terminated during the

Student First Name*
e

Student Last Name *

I;i
:

paro7 2022

Working Title
[Farron & srocassin

Action Reason"

ii
i

[Fovze - vear-row aisror anomiET

4
perion Complating Thi Form, Enter Your Ema Address:*
|

Once you submit the form, you will
see the following. Please close your WBES o 3 Jaorade cou19 1 Uccs s os oveTatay [ Appy o Q
browser window or click the Termi- B Tonsite i age

nation Notice box to start a new
form.

5 el fre lose this'window OR choose'a |
-below to submit an additional form.

Termination Notice
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Termination for Cause

When selecting the Action Reason, if you select Termination for Cause, an additional box will appear. Here
you need to select whether you have contacted our office to discuss the situation or not. If you select No, the
phone number you need to call will show up as an additional comment. With No selected you will be unable
to submit your form. Once you have talked to Shannon and are able to select Yes, there will be no additional
error messages and you will be able to submit the form.

Student First Name * Student ID*
|Jenmfer |
Student Last Name * Employee ID #*
|E|ga |
Effective Date * Position Number: *
[o6/07/2023 |
Working Title * Pay Rate: *
|Payru|| & Processing Assistant |
Action Reason* Job Code:*
|Termina[ion for Cause |v| | M
Termination for Cause - have you called the Student Empl Office for pre-approval to submit this request?* Supervisor Name *
E | |
You must call 719-255-3564 to discuss the situation and receive pre-approval to submit this request. Supervisor Email Address*
Department* | |

40126 - VCAF-FIN AID/STDT EMPLOYMENT
| Department Approver Name *

Department Approver Email Address *

Reason for termination: *

Person Completing This Form, Enter Your Email Address: *

™
I'm not a robot

reCAPTCHA

Privecy - Terms
Student First Name * Student ID*
‘Jennlfﬂr |
Student Last Name* Employee ID #*
‘Elga |
Effective Date* Position Number: *
[06/07/2023 |
Working Title* Pay Rate: *
‘FaymH & Processing Assistant |
Action Reason* Job Code: *
[Termination for Cause [*] ‘ [+]
Termination for Cause - have you called the Student Empl. Office for pre-approval to submit this request?* Supervisor Name *

E \ |

Department * Supervisor Email Address *

‘40] 26 - VCAF-FIN AID/STDT EMPLOYMENT ‘ |

Department Approver Name *
\ |

Department Approver Email Address *

Reason for termination: *

Person Completing This Form, Enter Your Email Address:*

™

I'm not a robot

1eCAPTCHA
Erivary - Terms
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What happens next?

‘ »

Once the form is submitted, you will receive a copy of the email that is sent to the supervisor requesting
their signature. If the supervisor does not sign the form within 3 days, a reminder email will be sent to both
the supervisor and form completer email addresses. If you notice that the email address for the supervisor is
incorrect, please forward your copy of the email to them so they can access the form to sign it.

Supervisor Signature Requested - Termination for JENNIFER BIGA

4 — .
stuemp@uccs.edu ® 9% i
To @ Jennifer Biga; @ Sharla Windle Mon 10:21 AM
Start your reply all with: | Thank you, | will do that. Completed. | completed it. @ Feedback

Financial Aid and
Student Employment

UNMNERSITY OF COLORADO
COLORADO SPRINGS

Dear Sharla Windle-

Your signature has been requested as the supervisor for the termination for JENNIFER BIGA. This means that
you are currently the supervisor of record for this position.

Please see the form at

https://dm-unityform.prod.cu.edu/UnityForms/docpop/FormPop.aspx?
docid=43864509&chksum=1fbc52e10ccyFadb695719dce2c280af72bb848a20dbcleb2aabdf247af35614

and provide your signature.

Please let our office know if you have any guestions or issues.

Sincerely,
Student Employment
715-255-3454

stuemp@uccs.edu

Last updated 11/20/2023



Once the supervisor signs the form, an email will be sent to the department approver requesting their signa-
ture. The form completer will also be copied on this email. If the department approver does not sign the
form within 3 days, a reminder email will be sent to both the department approver and form completer
email addresses. If you notice that the email address for the department approver is incorrect, please for-
ward your copy of the email to them so they can access the form to sign it.

Department Approver Signature Requested - Termination for JENNIFER BIGA

4 sas
stuemp@uccs.edu ®9 %9 7 @
To @ lennifer Biga Mon 10:23 AM
Start your reply all with: | Completed. Thank you, | will do that. | signed it. @ Feedback
m Financial Aid and
Student Employment

UMIWERSITY OF COLORADO
COLORADO SPRINGS

Dear lennifer Biga,

Your signature has been requested as the department approver for the termination for JEMNIFER BIGA. The
department approver is typically the supervisor's supervisor or the person with fiscal responsibility over this
student’s position.

Please see the form at https://dm-unityform.prod.cu.edu/UnityForms/docpop/formpop.aspx?
docid=438645098&chksum=1fbc52e10cc79adb895719dce2c280af72bb848a20d6c0eblaabdf247af35614

and provide your signature.

Please let our office know if you have any questions or issues.

Sincerely,
Student Employment
715-255-3454

stuemp@uccs.edu

These emails allow the form completer to know where the form is while it is being routed for signatures. You
can also contact our office and we can see where in queue the form is sitting.

Last updated 11/20/2023



After all signatures have been obtained, you will receive an email to print or save your signed copy of the

form.

Your Signed Copy of Termination for JENNIFER BIGA

Repl %y ReplyAll | —» Forward aee
stuemp@uccs.edu © | © Reply | € Reply i
To @ Jennifer Biga Ned 6/7/2023 11:31 AM

Start your reply all with: | Thank you! Great, thank you so much! Received, thank you. @ Feedback

Uccs Financial Aid and
Student Employment
UNIVERSITY OF COLORADO
COLORADO SPRINGS

Your termination request for JENNIFER BIGA has been signed by the Department Approver and the Supervisor. Please go to the link
below to access the form and print to PDF for your records.

hitps://dm-unityform.prod.cu.edu/UnityForms/docpop/formpop.aspx?
docid=43694412&chksum=5cc58c8869b248c19dadech575c329280d6051becal53ele7e2279d6f501557b

Please let our office know if you have any issues or gquestions.
Sincerely,

Student Employment

715-255-3454

stuemp@uccs.edu

Click the link to access the form. The form will open in a browser window.

@ O | & C-FA-Student Employment-T X | + - a X
C a & m d.cu.edu/UnityForms/docpop Ao e e 8 8 QWD
B3 Importfavorites | ME HireRight - Login M Intemational Trade... (@ 2017.MAY.19.300-.. [ 2014-JUL-1300-02.. (B Bookings - Jennifer. UPDATED | FAQs: C... W@ BenchPrepHR [M] HR Certification Ins.. @) MyCU - University. B Otherfovotes
. . . < Outlook M- %2 X @
Student Employee Termination Notice
L2 ® 8 -
- — "
Financial Aid and &
Your Signed Copy of Termination for JENNIFER BIGA
Student Employment o
UNIVERSITY OF COLORADO stuemp@uccs.edu
COLORADO SPRINGS @
1420 Austin Bluffs Parkway Phone: 719-255-3454 W/
Cragmor Hall, Room 104 Email: stuemp@uccs.edu Financial Aid and "
Colorado Springs, CO 80918 Web: stuempuuccs.edu Student Employment
UNIVERSITY OF OLORADD
COLORADD SPRINGS.
Student First Name * Student Last Name * Date of Form Completion *
Your termination request for JENNIFER BIGA has been
signed by the Department Approver and the Supervisor.
This document serves as notice that your student employee position with the University of Colorado Colorado Springs has been terminated. Please gotothe link below o access the form and print
" your records.
Termination Effective Date * Working Title * Department*
[40126 - VCAF-FIN AID/STDT EMPLOYMENT | | nttpsldm:
unityform. prod.cu.edu/UnityForms/docpop/formpop.as
Either party, employer or employee, may end employment at any time. A work study employee whose position is terminated during the semester may not get another work study job that B essostchicum , ;
orid=A38645098chksum= 1fbcS 26 10cc 792006357150
semester. £2¢280af72bb848320d6c0eb2aabdf247af35614
Please let our office know if you have any issues or
Supervisor Signature * [sm’mix- Please Close Browser Window After Clicking questions,
Sincerely,
Date* Student Employment
p727/202 7192553454
stuemp@uccs.edu
Department Approver Signature * lSubml! - Please Close Browser Window After Clicking
Date*
;
. a
D) “© - )
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Use Ctrl+P to print the document so that the entire document prints. Using the Print function from the

browser options will only print part of the document. By using Ctrl+P the entire document will print. You can

then use the Microsoft Print to PDF option to save the document as a pdf file.

Please be aware that there is fixed formatting within OnBase that makes the document print as a four-page

document. This is something we are trying to correct but have been unable to at this point.

Print
Total: 4 sheets of paper

Printer

Microsoft Print to PDF

Copies

1

Layout
o Portrait

:: Landscape

Pages
Q
( : Odd pages only
() Even pages only
eg.1-5.8 11-13
Color
Black and white

More settings

Print using system dialog...

-

Student Employee Termination Notice

g UCCS]

Ctrl=Shift=F)

Cancel

Financial Aid and

Student Employment

UNIVERSITY OF COLORADO
COLORADO SPRINGS

Select the folder where you want to save your file, add the file name, and click Save.

4 Hide Folders

e Save Print Output As X
« v » ThisPC » Documents v | @ O Search Documents
Organize ~ Mew folder Bz ~ e
@ OneDrive - Univer ~ Name Status Date modified Type Size
Adobe @ 11/20/2020 1:00 PM File folder
& ThispC
- . Custom Office Templates @ 2/7/2023 &:30 AM File folder
< 3D Objects Downloads @ File folder
[ Desktop My Data Sources @ 0/2018 1:53 PM File folder
Documents OneMote Motebooks @ 123 8:31 AM File felder
‘ Downloads Outlook Files @ 021 11:21 AM File folder
B Music Zoom @ /2019 3:00 PM File folder
=] Pictures ‘Wage Change Offer @ Adobe Acrobat D... 203 KB
. Videos
. Local Disk (C)
== finaid (\\columk
|_j Metwork v
File name: ~
Save as type: | PDF Document (*.pdf) ~
Save Cancel

Last updated 11/20/2023



8

Signing the Form—Supervisors

When a termination notice has been submitted that lists you as the Supervisor and/or Department Approver,
you will receive an email requesting your signature. Click on the link in the email to view the form.

Supervisor Signature Requested - Termination for JENNIFER BIGA

e stuemp®@uccs.edu |©‘ 3 Reply | O Reply Al ‘ 2 Forward IZ‘

pu To @ Jennifer Biga Wed 6/7/2023 9:46 AM

— Financial Aid and
Student Employment

UNIVERSITY OF COLORADO
COLORADO SPRINGS

Dear Jennifer Biga-

Your signature has been requested as the supervisor for the termination for . This means that you are currently the supervisor of
record for this position.

Please see the form at

hittps://dm-unityform.prod.cu.edu/UnityForms/docpop/FormPop.aspx?
docid=43694412&chksum=5cc58c8869b248c19dad6cb575¢329280d6051becalS3ele7e2279d6f501557h

and provide your signature.

Please let our office know if you have any questions or issues.

Sincerely,

Student Employment
715-255-3454
stuemp@uccs.edu

When the document opens, click in the box to add your signature. A popup box will appear. Sign the form

with your mouse or a touchscreen and then click the Apply Signature button.

Supervisor Signature *

Click to Sign Document

Apply signature | Clear cancel

The date should auto-populate once your signature has been added to the form. Click the Submit button and
then be sure to close your browser window. If you leave the form open in your browser, the department ap-

prover may be unable to sign the form.

Supervisor Si . Submit - Close Browser Window After Clicking

Date*

M‘—/ %):ﬁu_ |06/07/2023 |

NOTE: If you are listed as both the supervisor and department approver, you will have to sign the form twice

using the link sent in each separate email.

Last updated 11/20/2023
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Signing the Form—Department Approvers

When a termination notice has been submitted that lists you as the Supervisor and/or Department Approver,
you will receive an email requesting your signature. Click on the link in the email to view the form.

Department Appraover Signature Requested - Termination for JENNIFER BIGA

@ stuemp@uccs.edu |©‘ 3 Reply ‘ O Regly Al ‘ 7 Forward IE‘

¥ To @ Jennifer Biga Wed 6/7/2023 10:29 AM

| signed it. ‘ () Feedback

Start your reply all with: ‘ Thank you, | will do that.

——= Financial Aid and
LIC T St Employment
UNIVERSITY OF COLORADO
COLORADO SPRINGS

Completed.

Dear Jennifer Biga,

Your signature has been requested as the department approver for the termination for JENNIFER BIGA. The department approver is
typically the supervisor’s supervisor or the person with fiscal responsibility over this student’s position.

Please see the form at https://dm-unityform.prod.cu.edu/UnityForms/docpop/formpop.aspx?

docid=436944128&chksum=5cc58c8865b248¢19dad6ch575c329280d6051becal53ele7e2279d6f501557b

and provide your signature.

Please let our office know if you have any questions or issues.
Sincerely,

Student Employment

715-255-3454
stuemp@uccs.edu

When the document opens, click in the box to add your signature. A popup box will appear. Sign the form
with your mouse or a touchscreen and then click the Apply Signature button.

Department Approver Signature *

Click to Sign Document

Apply signature | Clear cancel

The date should auto-populate once your signature has been added to the form. Click the Submit button and

then be sure to close your browser window.

Department Approver Signature * Submit - Close Browser Window After Clicking

[06/07/2023 |

NOTE: If you are listed as both the supervisor and department approver, you will have to sign the form twice

using the link sent in each separate email.

Last updated 11/20/2023
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Cherwell

Once your termination notice has been signed by both the supervisor and department ap-
prover, it will submit itself to Cherwell. You will receive a confirmation email that provides you
with your ticket number, the type of ticket submitted, and the name of the student for which

the ticket has been created.

Student Employment Ticket 100158 Termination Notice for Jennifer Biga has been created

Repl &y Reply All F d ses
Student Employment Help © | © Reply ©) Reply 7 Forwar &
To @ Jennifer Biga Wed 6/7/2023 11:32 AM

SE Case 100128

Description:
Termination Notice for Jennifer Biga

Customer Name: Jennifer Biga
Phone: +1 (719)255-3564

Email: jbigai@uccs.edu

We are pleased to inform you that your case has been added to the Student Employment
system. Your record ID is 100158. Please retain this number for reference purposes. One of
our representatives will contact you shortly.

Please do not hesitate to contact UCCS Student Employment if you have any questions, or use
our Customer Portal fo view more details: SE Case 100158,

UCCS Student Employment
1420 Austin Bluffs Parkway
Colorado Springs, CO 80913
Cragmor Hall 104
719-255-3454 office
719-255-3650 fax

Last updated 11/20/2023
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Once we have reviewed your ticket, if everything looks accurate, we will log an effective date
and a follow-up date on the ticket in our system. This will generate another email and move

the case to pending.

Termination Request

i .
Student Employment Help @ 9 %= | @
To @ Jennifer Biga 10:25 AM

Thank you for your confirmation, Thank you for letting me know, Ok, thank you. @ Feedback

We have reviewed the termination request you submitted for Jennifer Biga. Due to the effective date of
7/24/2023, we will not complete this process until after 8/18/2023. You will receive further notification once
we have completed this request. Thank you!

{CMI: HRPRODZ274660}

Note: This step may be skipped if the termination effective date is in the past. In that case, we
will review the ticket and, if we have all of the information, process the termination at any
time. You may not receive the above email but you will receive the email on the following
page confirming that the termination has been completed.

If the termination effective date is in the past and the student was paid on that position later
than the date listed on the termination notice, you will receive additional communication
regarding the effective date for the termination to be completed.

Please note that if you contact us to not process a termination after one has been submitted,
that we will delete the form that was submitted and close the associated Cherwell ticket.
You will receive a resolution email stating that the termination was closed per department
request. At that point, you would have to start the entire process over by creating and
submitting a new form for the termination to be completed. The original form will no longer

exist.

Last updated 11/20/2023
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Once we have completed the termination, you will receive an email confirming that we have
resolved the ticket.

Student Employment Case 102741 Termination Notice has been resolved

& “an
Student Employment Help @9 %9 2| %
To @ lennifer Biga 10:29 AM

Student Employment Case 102741

We are pleased to inform you that your Student Employment Case 102741 has been

resolved. If you believe this is in error, please reply to this email or contact UCCS Student
Employment to reopen it. Otherwise, your ticket will be closed automatically in 3 business days.
Resolution:

Termination Completed on 7/26/2023 for Jennifer Biga.

Description of the request;
Termination Notice

Flease do not hesitate to contact UCCS Student Employment if you have any questions, or use
our Customer Portal to view more details: SE Case 102741,

UCCS Student Employment
1420 Austin Bluffs Parkway
Colorado Springs, CO 80918
Cragmor Hall 104
719-255-3454 office
719-255-3650 fax

{CMI: HRPROD274662}

Last updated 11/20/2023
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Attaching Your Documents—Termination for Cause ONLY

If you submitted a Termination for Cause, when you receive the email from Cherwell confirming that your
form has been submitted, please reply to that message with any additional documentation that may be nec-
essary for our office to complete the termination. This documentation would have been discussed in your
call with Shannon determining whether this was a termination for cause or regular termination. If we do not
receive the additional documentation, we will send an email via Cherwell requesting the additional docu-
mentation. You can also reply to that email with the additional documentation attached and it will update
the ticket in Cherwell.

The other option is to login to Cherwell and go to the My Items page. Here you would find your ticket and
then attach your documents using the steps below:

T W

Information Links

Offer Review (Required before a Myl eave (Bi-weekly timesheet) Pay Day

SEPO or WCO is submitted) Direct Deposit SEAN

Student Employee

Position Offer (SEPQ) W4 Other

Late Pay Requests W-2

Background Check Work Study Appeal

Wage Change Offer (WCO) Paycheck Deduction — lick
gei ing i |_See My Items || Or Click Here

“hange in Zunding Reguest Paycheck Issue _

Change in Reports To Request it

Request to Fill Student Faculty "

(1500) Grievance

Payroll Expense Transfer
(PET) Requests

Change in Working Title Request
One Time/Additional Pay Request
Fellowship or Stipend Request
Overpayment Notice Request

Find your ticket in the Open Student Employment Tickets section and click to open the ticket.
My Open Student Employment Tickets

vill find a listing of all your open and recen

Employment Case tickets

|A Case D Tlsmkniphm 7 estective Date Y| et Name T v|

O 1o Termination for Csuse Jennifer Biga Jznnifer Biga ]~

Last Updated 11/20/2023



In the ticket, click on the Edit button.

&2 Edir | [E] ) 3 Refrssh () Bramachmy < ¢ Record 1 of 1

Your HR Case is owned by:

Short Description u Add Comment

[ Jennifer Biga

Termination for Cause Jennifer

§ eam: SE A
Additionz| Detzils:
Motify SEO Tesmination Causs

‘Student ID: I
Position Number: 00756154

Click the Attach button and then select Attach File.

At 2.

Student Employment ™ ~"Cole ID : 102835

Subrmit

Student MName Transaction I0:

swdent 10 N Sosiion Number I |

Additionzl Detzils: Termination Completed |

14
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You can either drag and drop your file or you can click the Select Files button to find your
saved file. When you have selected the file to attach, you will see the file you are attaching
below the Select Files button (see second image below). Click the Submit button to attach
your document. Make sure you see Done before hitting submit.

File Upload

+File Name

% File Upload X

+File Name

Termination Notice_1092019.pdf

| - |

Repeat this step until all applicable documents have

been attached.

You can confirm that your
documents have been
attached by checking the
paperclip icon. You can also
open the attachments to be
sure that you have attached
the correct documents and
that they are completely filled
out. Be sure you have your
pop-up blocker turned off if
you are trying to open attach-
ments.

Home My tems

E] Save @l Cancel [} 72 Attach (1) » |<

Attach file...

Delete

Details Required to Complete the Request

Please call Jennifer Biga for a%rwd;riurm submitting a
Termination for Cause ticket: (719) 255-3564.

Has Jennifer Biga approved the Termination for Cause? Yes

Please fill out the student information below and then use the link below that to access
the Termination Notice form. Pleaze save that to your computer, fill it out and attach

to this ticket. Please also use the link below that to attach any supporting documents
you have for the Termination for Cause. All Teminations for Cause reguire supporting
documents.

Student Name: =

Link to Termination Motice Form

Attach filled out Termination Motice form
{Do not use quotations in the file name)

Attach Documents Supporting Cause
Additional Details:

Last Updated 11/20/2023
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If you check your documents before submitting the ticket and see that you attached the
wrong document, please attach the correct document before you submit. If you have already
submitted your ticket, please refer to the Editing a Ticket section of the Abbreviated User
Guide to attach the correct attachment to your ticket.

Users can delete any incorrect attachments. Follow the same steps described on the previous
page to open and check a document but select Delete instead of Open. Cherwell will ask you

if you are sure you want to delete. Once you confirm, your document will no longer be

attached to the ticket.

Home My ltems

I< >l

£ Record 1 of 1

&) Cancel 7 Attach (1) ¥

E] Save

Attach file...

Delete

Details Required to Complete the Request

Pleage call Jennifer Biga for approval prior to submitting a
Termination for Cause ticket: (9%9) 255-3564. e

Has Jennifer Biga approved the Termination f x

Are you sure you want to delete
Please fill out the student information below and then u - - .
the Terminatign Notice form Pleasesprethattorou e Termination Notice_10920197

to this ticket. Please also use the link below that to attad
you have for the Termination for Cause. All Termination)
documents.

Student Name:

Link to Termination Notice Form No ‘

Attach filled out Termination Motice form
(Do not use quotations in the file name)

Attach Documents Supporting Cause
Additional Details:

Last Updated 11/20/2023
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If you are unable to find all of the required information to complete the form, you can send
an email to stuemp@uccs.edu or call us at 719-255-3454. We are glad to provide the infor-
mation needed. If you keep the resolution emails from SEPO tickets, you will have the em-
ployee ID number and position number in that email. If you have access to HCM, all needed
information can be found by clicking the Non-Pay Actions tile and then selecting Job Data.

You can then search for the student by name or employee ID number.

Student Employment is here to help. If you have questions about any step in this process,
please contact Student Employment at (719) 255-3454, stuemp@uccs.edu, or visit us in
Cragmor Hall Room 104.

University of Colorado
{!1.{% Colorado Springs

Last Updated 11/20/2023






