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Date: October 24, 2019

To: All UAPB Employees

From: LaTisha D. Smith, Assistant Director of Human Resources

Subject: Effective Immediately: Change in Termination Checklist Policy 13.3

As we continue to grow and change as an institution; so will our policies and guidelines. Below you will
find the amended changes to the Termination Checklist Policy 13.3, effective immediately. The
terminated employees will no longer go from office to office to gain signatures for clearance, upon
termination they will submit all UAPB property to their current supervisor. Please eliminate the use of
the previous termination checklist and use the one attached and it also available on under
Administrative Forms and HR Forms on uapb.edu.

Termination Checklist Policy 13.3

When an employee leaves employment via termination, resignation or change of department, the
employee must return assigned keys, badges, library books, uniforms, computers, cell phones and any
procurement or credit cards to their current supervisor. Once the employee is cleared by the supervisor
their final pay will be released or they will be released to their new department if it’s an internal job
change.

Please review the updated policy and other University policies and procedures in the attached link for
our Employee Handbook . Look for more HR updates and training in the upcoming weeks!

If you have any questions or issues please email me at smithld@uapb.edu.

Thank you.

LaTisha D. Smith, Assistant HR Director
1200 N. University Drive, Mail Slot 4942 | Pine Bluff, AR 71601
Office: (870) 575-8400 | Fax: (870) 575-4653/4658 | www.uapb.edu
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UAPB is an Equal Opportunity/Affirmative Action Institution

CONFIDENTIALITY NOTICE

This message and any files attach are intended solely for the use of the individual or entity to which it is addressed
and may contain information that is confidential and/or legally privilege and exempt from disclosure under
applicable law. As the reader of this message, you are hereby notified that any dissemination or copying of this
communication is strictly prohibited. If you received this message in error, please advise the sender by reply email
and delete the message (and any attachments).



