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As a People and Culture Business Partner/Coordinator, you will receive 
notification when an employee in your College/Portfolio has decided to retire 
and approval of the retirement has been completed by the Supervisor.

Navigate to your inbox

Complete a detailed review of the information supplied by the employee. 
Ensure you make a note of the retirement to determine if support for your 
college/portfolio is required.

Click Submit.

Once you have submitted your 
acknowledgement, the Success! Event 
submitted screen will appear with an Up 
Next step for the supervisor to complete 
the offboarding procedure.
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