
From: Janai Wigfall
To: Adam Rockman; Ali J Ahmed; Alice F Pisciotta; Allison Ross; Amy Winter; Andrew Beveridge; Anthony J

Tamburri; Antonio L Gonzalez; Arlene W Kraat; Arnold E Franklin; Barbara J Moore; Barbara Sandler; Brian
Demasters; Brian Murphy; Brita Helgesen; Charles I Lloyd; Chelsea Lavington; China L Jude; Christos
Ioannides; Claudia Colbert; Clifford Couloute; Colleen Cool; Craig A Michaels; Cynthia Rountree; Daisuke Akiba;
Daniela Francisco; David A Lee; Deborah R Huggins; Denese N Gordon; Denise Miller; Eleanor Armour-Thomas;
Elena Frangakissyrett; Elizabeth F Hendrey; Emilia Lopez; Ernest Jew; Eva Fernandez; Evelyn Julmisse; George
Hendrey; Glenda G Grace; Helen A Gaudette; Howard H Kleinmann; Israel Blumenfrucht; Jeanne DeMasters;
Jeffrey M Halperin; Jeffrey Y Rosenstock; Jennifer Jarvis; John Cassidy; John Collins; Jose L Sanchez; Jose
Martinez-Torrejon; Joyce W Warren; June D Bobb; Kevin L Ferguson; Laura A Silverman; Laurie F Dorf; Leanna
Yip; Leonard S Rodberg; Lev Deych; Liza Torres; Madhulika S Khandelwal; Mandana E Limbert; Manuel
Sanudo; Martin Braun; Martin G Klotz; MaryAnn Watch; Matthew Casanova; Meghan Healey; Michael M Toner;
Michael W Wolfe; Michael White; Mirian Detreshickey; Mohamed Tabrani; Norka Blackmanrichard; Patricia
Rachal; Patrick Oconnell; Pedro Pineiro; Pokay M Ma; Renae Wooten; Richard D Adams; Richard M Maxwell;
Richard P Alvarez; Ross Wheeler; Sandra Mew; Selena L Chu; Sharon Megnath; Sophia Mcgee; Stephen
Grover; Steven A Schwarz; Steven F Kruger; Susan A Rotenberg; Tao Wang; Tesfaye Asfaw; Tsuifang Shen;
Valli  Cook; Vincent J Angrisani; Wallace Goldberg; Wanda Lalond; William L Graffeo; William Mcclure; William
Najarro; Yunzhong Shu; Zhigang Xiang; Adalberto Ramos; Alex C Vickery; Alexis Roman; Alyson Tse; Ann M
Morgado; Aruna S Mahadeo; Barbara Gold; Benjamin Cofresi; Bridget Kavanagh; Bukurije Ramusevic; Carol A
Douglas; Carolyn P Hamza; Celeste Nieves; Celeste White; Charlene Pisani; Charmaine Thornhill; Chengcheng
Wen; Christina Stahl; Connie Venieris; Danielle I Lord; Diane Menna; Dolly Mathura; Donna Hernandez; Donna
Livecchi; Effie Lekas; Elizabeth Oconnell; Esthela Arriaga; Esther L Vansertima; Esther Smolar; Fawzia Samadi;
Gladys Sapigao; Grace L Lafichi; Heather Curtin; Helen Wonahuadam; Hong Wu; Ivette L Maldonado; Janice S
Raskin; Javette Smallwood; Jeanne Q Chan; Jennifer Westphal; Joanne Rodes; John Troynaski; Josephin
Latempasalomon; Josephine Gesuale; Joshua T Rivenbark; Karen Mandoukos; Kecia L Cruz; Kerry A Piorkowski;
Kimberly McCants; Krystle J Holder; Kyle Cangialosi; Leah Khadavi; Leticia Lawlor; Linda Didomenick; Lisa
Dangelo; Lisa Ortiz; Lorna G Williamson; Luz Silva; Margaret M Smyth; Maria Cadme; Marie P Birne; Maritza D
Loza; Mary A Sorrentino; Mary M Hanratty; Maureen Mitchell; Meilun Chang; Milagros Sanchez; Miledy
Barahona; Molash Alemayehu; Nadia N Jones; Nancy R Armao; Nery Capellan; Patricia Signore; Patricia
Tortorici; Paul E Duboisjr; Paula M Costanzo; Philip J Vollono; Riddhiben Raval; Rosaria Musco; Shakiela
Greene; Sharon C Peyser; Sonny T Hung; Susan Braver; Syed Hasan; Tanya Ross; Tiffany T Thomas; Victoria
Fuyim; Vivian M Cheung; Wilma Hernandez; Zhang F Wong

Cc: Violet W Bube; CallistraThomas; Sadaf Mahmood; Natashia E Rhodes; Reinalda Medina; William Keller
Subject: Overview of the resignation process
Date: Thursday, June 02, 2016 5:41:37 PM

Dear Department Heads, Managers, Secretaries and ePAF initiators,
 
I write to clarify the process of employee resignation.  Although the processes for a full time
employee and a part time employee are slightly different, they both begin with providing written
notification to the Office of Human Resources regarding the resignation.
 
Full time employees - Department Responsibilities
 

Once your department becomes aware of a pending resignation, please forward a copy of the
resignation letter (or email) to Violet (violet.bube@qc.cuny.edu) for all full time instructional
staff employees or to Callistra (callistra.thomas@qc.cuny.edu) for all full time classified staff
employees.
Direct your employee to the OHR website to print and complete a checkout form.  The form
must be completed on or before the last day at work. 

 
Full time employees – Employee Responsibilities
 

The employee should make an appointment with a representative of the Compensation &
Benefits office if they have questions regarding health benefits, pension, COBRA, annual leave
payout, etc.
The employee should ensure that all time sheets have been submitted so that an accurate
annual leave payout can be calculated.
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The employee must complete a checkout form.  The form must be completed on or before
the last day at work.  Keep in mind that the checkout process requires the return of College
property including keys and ID.

 
Full time employees – OHR Responsibilities
 

Once notified of an impending resignation, an OHR-Employee Services specialist will create a
paper PAF to be distributed to QC Budget and University Payroll and add the resignation data
to CUNYfirst.
The Time and Leave analyst will review the final time sheet(s) and forward the annual leave
balance to the Employee Services specialist who will update the PAF to reflect the lump sum
payout and redistribute the PAF.
The Benefits specialist will meet with the employee to discuss matters including but not
limited to health benefits, pension, COBRA, etc.

 
Part time employees - Department Responsibilities
 

Once your department becomes aware of a pending resignation, please forward a copy of the
resignation letter (or email) to ohr.employeeservices@qc.cuny.edu.
Submit a revised ePAF that reflects the resignation date (last day worked) and the new total
number of hours worked for the time period (depending on the title, this could be the
semester or the fiscal year).  Instructions for revising the ePAF follow below:

 
Terminating employees: Before accessing the below link, please go into PR Assist
(Time and Leave tracker) to get the total hours the employee has worked for the
fiscal year/semester** **Not required for changes to TEACHING adjunct ePAFs

 
·         The ePAF system can be accessed via the following link:

https://apps.qc.cuny.edu/ePAF  
·         To log in, enter the user name and password that you use to sign into your

computer each morning.
·         Once in the database, click on Completed by OHR then choose the department

then Click on the employee’s name.  Please make sure you choose the PAF that
has a start date that reflects the employees’ current appointment.

·         Go to the bottom of the page, click on the CHANGE button then proceed to
make the necessary changes.

·         Enter the appropriate end date (the last day of work) in the END DATE field.
·         Enter the total hours worked in the TOTAL HOURS field.
·         Enter a comment in the COMMENTS FIELD (i.e. Employee resigned effective

XYZ date).
·         Choose the REASON from the drop down menu (Hours decreased/ other).
·         Click the UPDATE AND RESUBMIT BUTTON.

 
Direct your employee to the OHR website to print and complete a checkout form.  The form
must be completed on or before the last day at work.

http://www.qc.cuny.edu/HR/Documents/CheckOutFormExitSurveyInfo.pdf
mailto:ohr.employeeservices@qc.cuny.edu
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Part time employees – Employee Responsibilities
 

The employee should make an appointment with a representative of the Compensation &
Benefits office if they have questions regarding health benefits, pension, COBRA, annual leave
payout, etc.
The employee should ensure that all time sheets have been submitted so that an accurate
annual leave payout can be calculated.
The employee must complete a checkout form.  The form must be completed on or before
the last day at work.  Keep in mind that the checkout process requires the return of College
property including keys and ID.

 
Part time employees – OHR Responsibilities
 

Once OHR receives the revised ePAF, an OHR-Employee Services specialist will process the
ePAF, forward it to University Payroll and add the resignation data to CUNYfirst.
The Time and Leave analyst will review the final time sheet(s) and forward any eligible
accrued annual leave to University Payroll via the NPay502 for payment.

 
 
Please contact me if you have any questions regarding this matter.
 
Janai
 
Janai Wigfall
HR Manager/Data Integrity Manager
Queens College
Office of Human Resources
718-997-4455
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