UC_Punch Procedures 

for 

Separating Student Employees
1. Confirm with the student employee what his/her official separation date will be and what hours he/she will be working for their remaining shifts.  Enter the hours on UC_Punch three days before the student's separation date or as soon as possible.  If the last day(s) happens to fall into the next pay period, the UC_Punch editor can enter those hours by selecting the ‘Range of Dates’ option from the Timeframe menu. Provide Library Human Resources with a separating CPAF indicating the student’s separation date (last day on pay status) and the date the student notified the department that he/she would no longer continue employment.

2.
Reconcile the student's timecard for any missing times, long shifts and any leave usage being reported for the pay period(s) in question.  Check all sign-in sheets for times not recorded on UC_Punch.  E-mail Benne with notification of any leave usage as soon as possible.  Once these steps have been taken, e-mail Benne to notify him that the timecard has been “finalized”.  He will proceed with the rush check request after Library Human Resources has updated the employees EDB record with the separation information.

3.
If the separating employee is a Work-Study student, the final timesheet should be generated once the timecard has been updated.  However, it is suggested that the final timesheet be generated on the student's last day.  Please remember to have the student sign the timesheet and date it accordingly.

4. 
Monitor the actual hours the student worked for those dates that have been estimated/entered on UC_Punch in advance.  To assist you with reconciling the hours, have students log their hours worked on a sign-in sheet for the days in question.  If the student works fewer or more hours than were entered on UC_Punch, notify Benne as soon as possible.  He will request a correction of the final check, if it is still possible.*
                               * If a student does not work all of his/her estimated hours and Benne is unable

                                  to correct the final check, the student will be billed by UCLA Payroll Services.
                                  If the employee is owed additional time, another rush check request will be
                                  processed by Benne, after he has been notified by the unit.
5. Remind separating student employees not to clock in for the rest of their estimated work shifts as their hours have already been entered.

6. 
Labor code provisions regarding payment to terminating employees became applicable to the University of California effective January 1, 2001.  The University is required to provide a terminating employee with final payment at the time of separation (last day on pay status).  Wages must be paid in the form of paper paycheck.  Direct deposit may not be used as a form of payment. Please instruct your terminating employees to pick up their final pay checks at the Library Human Resources Office on their last day of employment. Students may request that their final pay check be mailed to them. They must complete an “Authorization to Forward Paycheck” form which can be obtained at the Library Human Resources Office.
If you have any questions, please contact Araceli Bermudez or Melinda Huskey at X57947 or Benne Wong at X53405.  

