When a Nurse Leavestc "When a Nurse Leaves"
1.
They are required by contract to give thirty (30) days written notice.

2.
If more than 20 employees, advise of Cobra rights and provide Certificate of Coverage to employee.  If less than 20 employees, advise conversion policy rights and provide Certificate of Coverage.  Also, need to notify health insurance on the end of month bill.  Make sure that the nurse has paid their full portion, if applicable.

3.
Pro-rate any vacation.  Vacation is determined as _____ weeks annually and education is _______ weeks annually.   Determine how many days the nurse has worked to figure out what they are owed.

4.
Notify Profit Sharing Plan that employee is leaving.  They will send forms directly to employee. 

5.
Notify Medicare, Medicaid, Champus, Blue Shield and RR Medicare.

6.
Notify malpractice carrier at ____________________.

7.
Notify hospital Administration.

8.  
Notify life insurance carrier at ​​​​__________________.

When a Doctor Leaves

1.
They are required by contract to give 3 to 6 months written notice, will depend on contract.

2.
If more than 20 employees, advise of Cobra rights and provide Certificate of Coverage to employee.  If less than 20 employees, advise conversion policy rights and provide Certificate of Coverage.  Also, need to notify health insurance on the end of month bill. 

3.
Pro-rate any vacation, as outlined in their contract.  Determine how many days the doctor has worked to figure out what they are owed.

4. Notify Profit Sharing Plan that employee is leaving.  They will send forms directly to employee. 

5.
Notify Medicare, Medicaid, Champus, RR Medicare, and Blue Shield. (Form 855C - Medicare)

6.
Notify malpractice.  Verify who is responsible for tail coverage per contract terms.

7.
Notify hospital Administration.

8.
Notify Managed Care Companies.

9.  
Notify life insurance carrier at ​​​​__________________.
When Office Staff Leaves

tc "When Office Staff Leaves"
1.
They are required by contract to give thirty (30) days written notice.  May be allowed to provide less, depending on circumstances.

2.
If more than 20 employees, advise of Cobra rights and provide Certificate of Coverage to employee.  If less than 20 employees, advise conversion policy rights and provide Certificate of Coverage.  Also, need to notify health insurance on the end of month bill.  Make sure that employee has paid their full portion,  if applicable.

3.
Pro-rate any vacation.  Vacation is determined as _____ weeks annually.  Education time not used does not get pro-rated, but education allowance does.   Determine how many days are worked to figure out what they are owed.  

4.
Notify Profit Sharing Plan that employee is leaving.  They will send forms directly to employee.

5.
Notify life insurance carrier at ​​​​__________________.

