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Separating Faculty and Staff Summary

This summary includes detailed information to help you smoothly exit from George Mason University.
Additional Exit Process information and guidelines are available on the HR & Payroll website at
https://hr.amu.edu/employee-relations/exit-process/. If you have additional questions after reading the

summary, please contact the Human Resources & Payroll Department at hr@gmu.edu. If you have
benefits related questions, please contact benefits@gmu.edu. If you have payroll related questions,
please contact payroll@gmu.edu.

Last Day of
Employment

For most employees, the last day you work will be your last day on George Mason’s
payroll, unless you are a faculty member or you are retiring.

¢ 9 Month Faculty: your last day of employment will end on the last day of the
semester, which is either January 9th or May 24th.

¢ 12 Month Faculty: your last day of employment will end on the last day of the
semester, which is either January 9t or June 24,

Returning
Mason Property
and Resolving
Financial
Obligations

On your final day of employment, all outstanding financial obligations with George
Mason should be resolved. This includes parking fines, library fines, etc.

¢ Parking Pass: return your parking pass to the Parking and Transportation
Department to ensure you are not billed after your separation.

¢ University Property: return all University property and materials to your supervisor, or
departmental HR Liaison.

¢ Employee Separation Property Clearance Checklist: keep a copy of the checklist
(available through your department or https.//hr.gmu. edu/employee - relations/exit -
process/under Property and Separation Checklists).

Final Time Sheet

Each employee must complete a final on-line timesheet and sulbmit it for approval by
the next payroll deadline. If you do not normally submit a fimesheet using Patriot
Web, please disregard.

Final Paycheck

You will receive your last paycheck for all hours worked in the last pay period.

e If your last day falls in the first pay period of the month, benefit deductions for
health, life insurance and retirement will be doubled in order to cover the full
month of premiums.

e If your pay is direct deposited, it will be deposited through your last regular
paycheck and for any leave payouts.

Payment of
Leave Balance

If eligible for a leave payout, leave balance payments are disbursed as a separate
check, usually but not always, two weeks after the final paycheck. The leave payout
will be deposited into your selected account(s) if you use Direct Deposit.

¢ Classified Employees: annual leave balances may be paid out upon termination.
The maximum payment limits, based on the number of years of service with the
State, are available on hitps://hr.gmu.edu/benefits/leave/annual-leave/

e Faculty: may be eligible for annual leave balance payout. Additional information is
available at https://hr.gmu.edu/benefits/leave/annual-leave/

If you have questions about your eligibility for a leave payout, or any leave related

questions, you can contact Payroll@gmu.edu



https://hr.gmu.edu/employee-relations/exit-process/
https://hr.gmu.edu/employee-relations/exit-process/

If You Are
Retiring

If you are retiring from the University, you will work with a Benefits Administrator to plan
health insurance, retirement distributions and separation details. Please contact
benefits@gmu.edu to arrange a consultation with a Benefits Administrator.

¢ 9 Month Faculty: Retirement occurs at the end of a semester.
o If you retire at the end of the Fall semester, your last day of work will be January
9th with a retirement date of February 1st.
e If you retire at the end of the Spring semester, your last day of work will be May
24th with a retirement date of June 1st.

Changing Your
Mailing and
Email
Addresses

Health
Insurance

Mailing Address: W-2s and other important communications will be mailed to the

address listed in PatriotWeb.

If you are moving, or plan to move before the end of the calendar year:

e Update your permanent address in PatriotWeb before your last day of work.

¢ Notify the HR & Payroll Department if your address changes after you separate
from the University hr@gmu.edu

Email Address: To ensure timely future communications, please be sure to provide a
current personal email address.

When Coverage Ends

Coverage ends on the last day of the month in which you separate employment, if
you are currently enrolled in a Mason sponsored group health plan.
e For example, if you leave April 15th, your health coverage will end April 30th.
With few exceptions, you will be eligible for COBRA (Consolidated Omnibus
Budget Reconciliation Act).

9 Month Faculty: if leaving at the end of spring semester, you can:
¢ continue health insurance through the summer, 8/31, or
e end the health insurance May 31st,

9 Month faculty must notify Benefits at benefits@gmu.edu of your decision to stop
or continue your health insurance prior to your last employment day so that any
pre-paid health premiums can be refunded before your final check is issued.

Continuving Health Coverage

You will receive mailed information about your rights to continue coverage (COBRA),
including an informational sheet, coverage costs and how to make payments, and
an election agreement no later than 14 days after the health insurance coverage
ends. You will also receive a Certificate of Group Health Plan Coverage which is the
certificate of evidence of your coverage under the health plan offered through the
University. This evidence of coverage can be used when securing new coverage.

To continue coverage under COBRA, you must complete the COBRA election form
and return it to the University no later than the election period end date indicated on
the COBRA election form. COBRA and payments will be refroactive to the effective
date of COBRA coverage.

Flexible
Spending
Accounts

If you are currently enrolled in the health care reimbursement account (HCRA) or
dependent care reimbursement account (DCRA), coverage will end the last day of
the month in which you separate. You have three months after your coverage ends
to submit for reimbursement of any eligible expenses. After that three-month period,
you will forfeit any unused dollars in the account. For example, if you separate April
15th, expenses incurred through April 30t are eligible for reimbursement. The three-
month reimbursement window will end July 31st. Eligible expenses submitted after that
date are forfeited.




Termination of employment may qualify to continue to contribute to your health care
reimbursement (HCRA) account an after-tax basis. You must contact
Benefits@gmu.edu within 60 calendar days of the event to discuss continuation of your HCRA
account through extended COBRA coverage.

Coverage under the group life insurance and the long-term care insurance, if
enrolled, terminates at the end of the month in which you separate from employment.

Basic Life You may be eligible to convert your life insurance, or if applicable your long-term
Insurance, care insurance to an individual policy by contacting the carrier(s) directly.
Optional Life
and Long-Term Basic Life Insurance Securian Financial 1-800-441-2258
Care Insurance Optional Life Insurance | Lincoln National Insurance 1-800-423-2765
Long-Term Care Genworth Life Insurance 1-866-859-6060

Virginia Retirement System (VRS)

When you leave your VRS covered position, you may request a refund of your
member contributions and interest, request a direct rollover into another retirement
account, or leave the funds with VRS until you are eligible for refirement. Taking a
refund cancels your membership and eligibility for any future benefits.

If you return to state service after leaving a VRS covered position and taking a refund
you will be enrolled in the current VRS plan offered at that time.

VRS Plan 1 or 2 www.varetire.org 1-888-827-3847
VRS Hybrid www.varetirement.org/hybrid/ 1-855-291-2285

Retirement
Plans

Hybrid Leaving Employment Guide

Optional Retirement Plan (ORP)

If you are enrolled in the Optional Retirement Plan (ORP), you may contact the ORP
vendor directly when you leave George Mason’s employment. The ORP vendor will

discuss present or future distributions of your ORP account. You should complete the
VRS 65-D form and return this form to the University to certify your employment status
after terminating. The form can be found here at Virginia Retirement System

TIAA www tiaa.org/public/ 1-800-842-2252
Fidelity https://nb.fidelity.com/public/nb/default/home | 1-800-343-0840

If enrolled in the 403(b) Supplemental Retirement Plan(403(b) SRP) and/or the 457
Supplemental Retirement Plan (457 SRP), you must contact the vendor(s) directly
regarding present or future distributions from your Supplemental Retirement Plans.
Supplemental

Retirement 403(b) TIAA www.tiaa.org/public/ 1-800-842-2252

Plans 403(b) Fidelity | https://nb.fidelity.com/public/nb/default/nome | 1-800-343-0860

457 — ICMA-RC | www.varetirement.org/dcp/contact-us.html 1-877-327-5261
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