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MManagerss andd Supervisors,,  
Aree Youu Completingg ann HR-11 Formm andd 

Clearancee Formm Whenn Yourr Employeee Leavess thee University?? 

As faculty and staff end their university employment‚ department managers and/or supervisors are 
required to notify certain campus departments of the employee’s departure.

Additionally, to ensure that NSU is following Commonwealth of Virginia State Policy, it is important
that the separation and clearance process be completed for the following employees:

Contract Employees (Teaching and Research, Term and Administrative and Professional Faculty).
Classified Employees – salaried employees.
Adjunct Teaching Faculty – paid by rank and number of courses being taught (part- time).
Wage - employees paid by the hour 
Hourly Students - students hired as NSU employees. Before a clearance form is submitted for this class 
of employees, please verify that they are no longer taking courses. Skipping this step could cause both 
the employee access and student record to close. Contact HR for assistance.

EXCLUDES: Work-study students and those paid by stipend as specified in the respective grant.

When an employee is separating from employment with the university, the employee’s manager and/or 
supervisor must:

1. Submit   the   electronic   university clearance form within 24 hours of notification of separation.
(https://webapps.nsu.edu/hrclearance/) 

a. You will need the employees Colleague ID#

2. Complete an HR-1 form which indicates “separation” and attach the original resignation letter or 
other supporting documentation. 

3. When the clearance form has been initiated by the supervisor an email notification is deployed to 
following departments:

a. Accounts Payable
b. Budget 
c. General Accounts
d. Human Resources
e. Information Technology

f. Parking Services
g. Payroll
h. Procurement
i. Student Accounts
j. University Library

Supervisors should advise employee’s that they must turn in all library books, Audio/Visual 
Equipment, travel advances and pay cashiers for any lost keys, property, etc. (Please retain any 
receipts as proof).

4. Ensure the return of departmental equipment (keys, technical equipment.)

5. Advise the employee of their responsibility to return IT borrowed equipment (e.g., laptop, cell 
phone) directly to the Office of Information Technology Services.

6. Submit all outstanding leave forms to Human Resources.

Failure to complete the separation and clearance process in a timely manner can result in
employee overpayments and non-compliance of maintaining internal controls over systems.

Should you have any questions regarding this process, please contact Human Resources at 757-823-
8160.


