Rehired Retiree Appointment Management

	Process Action
	Responsible Party

	Prepare rehired retiree appointment hire and appointment extension justifications
	Supervisor with support from HR Field

	Hire and Onboarding process
	HR Shared Services

	Track and monitor 900 hours
	HR Field

	Track and monitor appointment expiration dates
	HR Field

	End appointment earlier than scheduled
	HR Field

	*End appointment as scheduled 
	Ticket initiated by HR Field, but termination processed by HR Shared Services



*Process to End Appointment as Scheduled

Once it has been confirmed with the division/supervisor that the Rehired Retiree appointment will end as scheduled and no extension request will be submitted, the HR Field contact (or supervisor) will initiate the termination action in askUS (askus.lbl.gov) as follows:


Step 1: In the Human Resources service area, select “Employee Appointments and Resignations”
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Step 2: Select “End and Employee’s Appointment”
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[bookmark: _GoBack]
Step 3: Complete the form by filling in the applicable fields

· Are you requesting this for someone else?:   Yes
· Requested For: Supervisor name
· Employee Name: Retiree name
· New Termination End Date: Enter end date (can be same value as the “Current Appointment End Date” field
· Comments: Enter “Rehired Retiree appointment expiring. No extension will be requested”
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The Supervisor must complete this form to end an employee's appointment.

« Use this form to initiate a request to end an employee's appointment.

« Ifyou have already received an email about extending your employee's appointment, please use the link in that email to

request.

« An HR Shared Services team member will contact you if more information is needed to fulfil your request.

Requester

Wade M Crosson (008575) 0}

“ Requested For

. o «—

“+ Employee Name

Employee Class

Ao

Rehired Retiree (Non-VERIP)

Division

Energy Geosciences.

Type

None

Current Appointment End Date

2016-11-30

Comments.

Are you requesting this for someone else?

«—

Requested For Option

) Do not send notification to Requested For

Supervisor Name

Job Title

Earth Staff Scientist

Visa Expiration Date

New Termination End Date.

2016-11-30

[Rehired Retiree appointment expiring. No extension

beroquested.

Click here to upload Attachments

‘Submit Now
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