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1.0

2.0

3.0

4.0

OBIJECTIVE

To ensure that the process of staff exit is implemented efficiently in accordance with
the policies, rules and regulations.

SCOPE

This process is implemented by the Employee Benefits and HR Relations Unit,
Management Services Division of International Islamic University Malaysia with the
cooperation from K/C/D/I/O/M.

ACCOUNTABILITY

The following unit is accountable for processing of staff exit:
a) Employee Benefits & HR Relations Unit — Custodian
b) Payroll and Financial Services Unit

ABBREVIATION (If any)
Definitions:

Resignation from the service is a situation where permanent staff notifies to the
University to tender resignation and approved by the University authority to leave the
University.

Shoerfening of Contract is a situation where a contract staff notifies to the University to
tender resignation and approved by the University authority to leave the University before
completing the contract period.

Termination from Services is situation when the University terminates a staff from the
service.

Optional Retirement is a situation where a permanent staff applies for early retirement
and approved by the authority to leave the University upon fulfilling the requirements.

Abbreviations:

ED : Executive Director

HOD : Head of Department

AD . Assistant Director

AAQO : Assistant Administrative Officer
AA : Administrative Assistant

MSD : Management Services Division

K/C/DA/O/M - Kulliyyah/Centre/Division/Institute/Office/Mahallah
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PDU : Professional Development Unit
OLA : Office of Legal Advisor
SSC : Staff Service Committee
ILMOS : Integrated Legal Monitoring System
5.0 REFERENCE
a) IIlUM Rules and Regulations
b) Relevant Government Circulars
¢) ITUM Staff Handbook
6.0  RECORD RETENTION PERIOD
QUALITY RETENTION
NO. RECORDS PERIOD LOCATION RESPONSIBILITY
I. | Notice/application | 7 years after staff | Staff personal file AAO/AA
/letter of exit ceased employment | MSD filing cabinet
2. | Approval from 7 years after staff | Staff Personal File AAOQ/AA
relevant authority | ceased employment
3. | Acceptance letter 7 years after staff | MSD filing cabinet AAO/AA
to staff members ceased employment
7.0 PROCESS FLOW
Resignation / Shortening of Contract
Responsibility Remarks

AAO/AA

AAO/AA

AAO/AA

Notify Staff

l

)

l

!
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Receive letter /email
notification from staff

Complete
Incomplete i :

Activate in HURIS
for KEW 8/
suspend salary
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Insufficient notice Sufficient notice
Responsibility l
Prepare Exit
Slatement
AAQ/AA l
Submit to
University
Authority
D/IAD/AAO/AA l
Prepare
Acceptance
[Lelter
AAO/AA l
Issuance of
Acceptance
Letter
AAQ/AA
v
ILMOS
AAOQ/AA
> P S —

End Process
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Compulsory / Optional Retirement

Responsibility C) Start

{ ' ;
Compulsory Optional
Retirement Retirement
R list Received
equest 1is application
AAJAAD from Data Unit ﬁ%pm staff
Recommendation
from HOD No
Yes l
AA/AAO Activate HURIS . S;gi::;"“
AA JAD/AAQ/ ED <

Prepare letter retirement

AA/AAO Notify staff
3
AAIAAQ Clearance process
AA/AAQ Prepare Gratuity
AATAAO Retiree card and letter
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AA/AAO Filing

End process

D

Termination / Dismissal

Responsibility

ED/D/AD Received decision letter

( ) Start

h

from OLA /PDU / 88C
v k4 l
AD
PDU OLA SSC
4
Memo
AAO/AA termination
AA/AAQ/AD/ED Termination letter
¥
Send to Payroll
AAJAAO Activate HURIS Unit for KEWS /
suspend salary
A A
AA/AAO Notify staff
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AAAAOQ Clearance process
A
AA/AAO Release salary Update ILMOS
(if any)
h
AA/AAO

Filing

End process
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