
 HR BANNER CIVIL SERVICE EMPLOYMENT - SEPARATION/LAYOFFS

Note:  This process is generally a Records process.  Employment only involved when working with Layoffs.

Home Unit submits a PITR to end all 
jobs.

Home Unit submits a DART 
Separation Form to College 
for approval.  

Home Unit must review leave balances.  If final 
payroll has not run, may need to calculate what the 
new current balance accrued and approved usage.

Home Unit must complete the Adjustment 
Processing Form - PHAADJT for the vacation 
and sick payout of the  terminated employee. 
Sends to approvers. 

College approves PITR, Separation Form 
and forwards to Central HR Records for 
processing.

Central HR Records checks the 
DART Separation form to ensure that 
the status indicates Payroll 
Processed.  This indicator that 

College approves the PHAADJT 
form for employee payout and 
sends directly to Payroll Office.

After the payroll processed status is 
indicated, Central HR Records terminates the 
employee on the Employee Status Change 
Form - PEAESCH and changes the DART 
Separation Form to indicate Separation 
Completed.

Central HR Records will manually update any 
additional information required.

Central HR Records initiates a 
batch process report for all 
Separations Completed 
transactions and creates a file that 
is sent to SURS.
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