Duke Disability Checklist - (Only complete if employee is not working any hours)
Purpose:  To be completed once notified by HR that the employee has been approved for Duke Disability

Action Required:  Please complete and send copy to Sonya Stewart at Duke Benefits
Employee Name:  






Duke Unique ID:  




Disability Effective Date:  





	Printed Name
	Initials
	Date
	Supervisor/Manager is responsible for:


	
	
	
	1.  Cancel computer access

	
	
	
	2.  Assess need for mailbox/locker/email

	
	
	
	3.  Ensure DHTS or OIT has wiped clean or disposed of Duke devices according to Duke policy

	
	
	
	4.  Cancel building access


	Printed Name
	Initials
	Date
	HR Manager/Payroll Representative is responsible for:

	Section One:

	

	
	
	
	1.  Complete Disability leave of absence form with current time off balances and return to Sonya Stewart in Duke Benefits for disability leave of absence authorization and submission to Payroll

	
	
	
	2.  Notify employee of accrued balances in writing

	Section Two:

	ONGOING responsibility if employee is receiving accrued benefit time as supplemental pay

	
	
	
	3.  Monitor accrued time balance depletion per pay period

	
	
	
	4.  Verify time off records are up-to-date

	
	
	
	5.  Run applicable report  jobs (ex: “zhgrosspay", "zhtimeoff", exempt  

      time off reports, and time & attendance reports)


	Printed Name
	Initials
	Date
	Employee is responsible for:

	
	
	
	1.  Clean out mailbox – (All types as directed by supervisor)

	
	
	
	2.  Return all Duke property* – At the discretion of the department


	Printed Name
	Initials
	Date
	*Property to be returned by Employee to their department:

	
	
	
	1.  ID or Badge

	
	
	
	2.  Locator/Composer Badge

	
	
	
	3.  Parking Permit

	
	
	
	4.  Library books/Fees Paid

	
	
	
	5.  Office files and Duke documents(paper and electronic)

	
	
	
	6.  Car and Keys

	
	
	
	7.  Uniforms/Career Apparel

	
	
	
	8.  Security Card (Operating Room)

	
	
	
	9.  Procurement Card/Telephone Calling Card/Telephone access code

	
	
	
	10.  Laptop computer equipment/Computer access codes

	
	
	
	11.  Office/desk keys

	
	
	
	12.  Mobile Devices (e.g. Smartphone, Tablets. Etc.)

	
	
	
	13.  Pager or cell phone

	
	
	
	14.  Safety equipment (eyeglasses, hard hat, etc.)

	
	
	
	15.  Dictation equipment

	
	
	
	16.  Duke purchased storage devices (e.g. CDs, DVDs, thumb/flash drives)


Business Manager Signature 






Date 






Printed Name 









cc:  Duke HR Benefits

       Sonya Stewart, Disability Analyst





Date sent 




      (  Fax:  (919) 681-8774          (  Email:  Sonya.Stewart@duke.edu          (  Mail:  Box 90502

January 2015

