Clearance of Personnel for Separation or Transfer

Section 7:  Additional Instructions

1. Form PHS-1373, Separation of Commissioned Officer (CO) and Form PHS-31, Officers’ Leave Record:  The CO must prepare the PHS-1373 and submit the top copy (Part A) to the Division of Commissioned Personnel (DCP) at least 30 days prior to the separation date.  Next, the CO should obtain the PHS-31 from the timekeeper.  The CO attaches the PHS-31 to the PHS-1373 and submits them to the AO for submission to the Clinical Center (CC), Office of Human Resources Management (OHRM) and subsequently to the Division of Commissioned Personnel (these forms must be received at least 30 days before the separation date).

2. Payroll Records (ITAS):  If employee is separating, the timekeeper must:  1) verify that all leave balances are correct; 2) enter separation date/reason for separation in ITAS; and 3) retain copies of time and attendance records for the past six years.   

If employee is being reassigned within NIH, the CC timekeeper must:  1) verify that all leave balances are correct; 2) determine the organizational code, timekeeper name, and leave approving official name to which the employee will be reassigned; 3) enter this information and click on Pool/Detail button in the ITAS employee profile at the beginning of the pay period in which the reassignment takes place (DO NOT ENTER A SEPARATION DATE IN ITAS); 4) provide a copy of the last Earning and Leave Statement (OS-340) to the gaining timekeeper; and 5) retain copies of time and attendance records for the past six years.   

NOTE: If the employee has an outstanding debt that is unresolved at the time of separation, the supervisor is responsible for contacting the payroll office prior to the employee’s last pay period for instructions on how to process the final time and attendance records.  Payroll will withhold the amount of the debt from the final salary payment and the lump-sum annual leave payment, or take other appropriate action.

3. Form HHS-476, Record of Home Address: Submitted when the employee is separating from the Federal Government and there is a change of address.  This form is then submitted to the AO.  The employee can also change her/his address through “Employee Express” prior to separation.

4. Form NIH-101-1, Termination of Clinical Privileges:  This form applies to credentialed positions only.  The Clearance Official must notify the Credentialing Services Section of the Medical Record Department (ph. 301/496-5937) prior to employee separation.  The Credentialing Services Section will generate Form NIH-101-1 and forward it to the CC department head for signature.  

5. Agreements (Employee Agreements, Training Agreements, etc.):  It is the responsibility of the Clearance Official to ensure that any agreements between the employee and supervisor have been fulfilled.  

6. Outstanding Travel Advances/Vouchers:  The Clearance Official reviews the listing of outstanding cash advances and, if any are found, notifies the traveler of the need to submit a voucher prior to separation.

7. NIH Enterprise Directory (NED):  The Clearance Official is responsible for changing the status of the employee’s record in NED.  This is accomplished via the web at URL https://nedadmin.nih.gov/.   

8. Performance Plan/Rating: Supervisors of separating personnel, prior to the employee’s last day of employment with the IC, complete a performance review/rating as outlined below:

a. A progress review if the employee served under a plan for less than 120 days; or

b. A summary rating if the employee served under a plan for 120 days or more.

The performance review and rating should then be shared with the employee and forwarded to the gaining human resource office, or for separated employees, forwarded to OHRM for appropriate records management.

9. Separation Consultation (Supervisor):  Upon receiving notification of intent to separate, the supervisor should schedule a separation/exit interview with the employee.  
10. Ethics Consultation:  Prior to separation, the employee must contact the CC Ethics Coordinator, Ms. Eileen Dominick (ph. 301/435-5233) to schedule a consultation appointment.   

11. Relief of Accountable Property:  The Clearance Official coordinates with the department Custodial Officer to review the listing of property and ensure that all property in possession of the separating employee is accounted for, checking for property passes, loans and personal custody items.

a. Upon request by the separating employee’s Clearance Official, the Custodian Officer conducts a physical inventory of equipment and reconciliation of discrepancies for the separating employee.

b. The Custodial Officer notifies the separating employee’s Clearance Official of the status of the inventory conducted for the separating employee.

c. The Clearance Official works with the separating employee to reconcile any discrepancies.

12. Relief of Flexible Workplace Equipment/Phone Lines:  The Clearance Official ensures that the employee has returned all Information Technology hardware and software issued to the employee for use at home.  All agreements to pay phone or other charges in connection with work at home (non-NIH sites) must be terminated.

13. Relief of Personal Appeal Items:  The Clearance Official collects all personal appeal items (i.e., cellular telephones, pagers, palm pilots, and laptop computers) issued to the employee.  The Clearance Official should return cellular telephones and pagers owned by the Information Systems Department (ISD) to the ISD property custodian (10/1C290).  

14. CIT Accounts & Authorizations: The Clearance Official coordinates with CIT to close all accounts and rescind authorizations.  Such accounts include, but are not limited to:  CIT Account Sponsor Authorization, Parachute, HELIX, WYLBUR, and the Administrative Database.  This is accomplished via the web at URL http://silk.nih.gov/sponsor/homepage.

15. Computer Systems Access:  The Clearance Official coordinates with the Information Systems department liaison to rescind access to all computer system accounts (e.g., LAN, e-mail, HR database, etc.)  All information technology-related identification codes, computer passwords, and account numbers must be changed or deleted on all systems, networks, etc., prior to or simultaneous with the transfer or separation of the employee.

16. Electronic Records/Files:  It is the responsibility of the Clearance Official to ensure that official records created or received by the employee during his/her tenure in the Government remain in the possession of the Federal Government.  The destruction or removal of Government records other than as authorized in an approved records schedule is a serious offense that could lead to adverse action against the individual (NIH Manual Chapter 1743, Keeping and Destroying Records).  With explicit permission of the supervisor and in consultation with the IC Records Management Officer, an employee may be allowed to take along a copy of certain records.

17. NIH and NLM Library Cards/Materials:  The Clearance Official ensures the separating employee has returned any library material checked out to the employee, prior to separation.

18. Animal Protocol Closure/Reassignment:  It is the responsibility of the employee to contact the Animal Care Section, CC at 301/594-5922 prior to separation to coordinate animal protocol closure or reassignment. 

19. Form NIH-2604, Delegation of Acquisition Authority:  The Clearance Official completes form NIH-2604 then forwards it to the Office of Purchasing and Contracts (10/2C200), with Line Item 9 checked to cancel delegation.

20. Form NIH-2604-1, Request for Ordering Official Authority: The Clearance Official completes form NIH-2604-1 then forwards it to the Office of Purchasing and Contracts (10/2C200), with Line Item 9 checked to cancel delegation.

21. Form PHS-6364, PHS Employee Invention Report:  The employee is responsible for preparing this form to report inventions made while at NIH, in accordance with NIH Manual 3050, “Transmittal of Employee Invention Reports to the NIH OTT.”  Employee should also provide a forwarding address to ensure royalty checks are mailed to the correct address.

22. Technology Transfer Separation Consultation:  Refer to item 10 for instruction.

23. Scientific Records:  Refer to item 17 for instruction.

24. Office/Building Keys/Cardkeys: The Clearance Official ensures the return of the separating employee’s office and building keys and cardkeys prior to separation.  The employee submits all keys and cardkeys to the Lab/Branch office, or to the AO.  The Clearance Official then ensures keys and cardkeys are either submitted to the Crime Prevention Branch (CPB), Division of Public Safety (DPS), Office of Research Services (ORS), or reassigned in accordance with NIH Manual Chapter 1415, Key, Lock, and Cardkey Services.

25. NIH Identification Card:  

a.  Separation from NIH: The Clearance Official ensures the return of the NIH identification card prior to the separation of an employee.  The card is then forwarded to the NIH Employee Transportation Services office (ETSO) with the effective date of separation.
b. Transfer within NIH:  The employee keeps their NIH identification card.  The employee’s new IC is responsible for completing form NIH 1308-4 and having the employee report to the ETSO for an updated replacement identification card.
26. Parking Hanger:  The Clearance Official ensures the return of the separating employee’s NIH Parking Hanger prior to separation.  The hanger is then submitted to the NIH parking office.

27. TRANSHARE Commuter Cards and Fare Media:  All non-expired TRANSHARE commuter cards and fare media must be returned to the parking office.

28. Credit Cards and Phone Cards:

a. Government Issued Travel Credit Cards:  The AO collects the card from the employee and sends it to the Travel Card Program Coordinator (Ms. Patty Runyon, 10/2C146) with a note that the employee has terminated employment in the CC.  The Program Coordinator will deactivate the card.  The employee is responsible for paying any outstanding balance.

b. Domestic/International Phone Cards:  The AO collects the card from the employee.  The AO sends an e-mail to Ms. Jackie Anderson in CIT, informing her that the employee is terminating employment in the CC.  The e-mail should include the employee’s name and their calling card number.  Ms. Anderson will deactivate the card at which time the card should be destroyed.

c. IMPAC Purchase Card: The AO reviews the listing of IMPAC purchase card holders and if the separating employee has been issued a card, ensures that the employee cuts the card in half and returns it to the IC IMPAC Purchase Card Coordinator through the Card Approving Official (CAO) prior to separation.  If outstanding orders have not been invoiced, the CAO must reconcile and review the monthly summary.

d. Self-Service Store Charge Card:  For employees who maintain this card, the Clearance Official ensures the card is transferred to the employee designated to now maintain this card, and indicates that the separating employee will no longer maintain the card.

e. Metro Fare Cards:  The Clearance official collects any NIH provided Metro Fare Cards signed out to the employee.

29. Radiation Badge, Materials, Equipment:  The Clearance Official ensures that separating personnel return their radiation badge (dosimeter), on the last full working day prior to separation, to the Radiation Safety Branch (RSB), Division of Safety, ORS.  RSB will test the badge to ensure that the separating employee was not exposed to any harmful radiation.  If it is discovered that the employee has been exposed, the RSB will notify the AO, who will in turn notify the former employee and will proceed to act as directed by the RSB.
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