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Introduction 
 

This Exiting Employee Information Guide is a resource for you as you conclude your 

employment in the Schertz-Cibolo-Universal City Independent School District. It provides you 

with information regarding termination procedures, final pay, benefits, and other important 

information. The package includes a Contact List on the last page with appropriate contacts for 

any of your questions.   

We want to remind you of your obligations as a former employee of Schertz-Cibolo-Universal 

City ISD under the Educators Code of Ethics located in Policy DH (exhibit).  According to the 

Code of Ethics, you have an obligation, even after the termination of your employment, to 

maintain the confidentiality of the students’ information. You should refrain from using or 

disclosing any such information other than for the benefit of the students. 

Here in SCUC ISD, we have a growth mindset and consistently seek feedback from our current 

and former employees to help us identify areas to highlight and those needing improvement. You 

are a valuable source of information regarding the District’s working experience during your 

employment, and your honest feedback is important to us! An Exit Survey Card will be given to 

you by your campus or department secretary that includes the link to the survey.  The Exit Survey 

is voluntary, CONFIDENTIAL, and serves only to identify areas where the district excels and 

areas where improvement is needed. 

We have made every attempt to ensure the accuracy of the information contained in the 

Exiting Employee Information Guide. However, if there is any discrepancy between the 

benefit descriptions and the insurance contracts or other legal documents, legal documents 

will always govern. 

Schertz-Cibolo-Universal City Independent School District appreciates your contribution 

to students and wishes you future success in all your endeavors! 
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Resignation/Retirement Acknowledgement 
 

My signature on my resignation/retirement letter acknowledges that I understand the 
following: 

• I am resigning from the SCUC ISD and the campus/work location to which I am currently 
assigned. 

• I cannot rescind my resignation/retirement once it is accepted by SCUC ISD. 
• It is my responsibility to return any SCUC ISD property including laptop computer and/or 

keys to the appropriate department. 
• My benefits coverage will end on the last day of the month worked, if resigning during 

the school year, otherwise my benefits will end on my payout month. 
• My resignation date is determined by my last day worked or last paid leave day. 
• I understand that any unpaid salary which may have been earned will be calculated based 

only on the number of days worked in my current employment year and will be adjusted 
as needed to cover any sick or personal leave used, but not earned. 

• If my resignation is not submitted in a timely manner, I will remain responsible for any 
and all deductions. 

 

Your Responsibilities 
 
1) Submit your Letter of Resignation/Retirement 

If you desire to voluntarily resign or retire from the District, you should submit a 
resignation/retirement letter to your supervisor.   

• At-Will Employees (Auxiliary and Paraprofessionals): You must give at least two 
weeks (10 work days) notice of the intended resignation/retirement date, otherwise, 
you may be ineligible for rehire.   

• Contracted Employees: You may resign effectively at the end of your current duty     
schedule as long as it is 45 days prior to the first day of instruction for the next school 
year.  If you need to resign prior to your contract end date, you must submit a request 
to be released from your employment contract.  This request must include 
documentation supporting the reason for the request such as family relocating, 
personal, health or family circumstances.   

Resignation/Retirement letter should include the following: 

• Date the letter is written 
• Your last day of work or last paid leave day (if retiring, include your TRS retirement date) 
• Reasons for resigning 
• Your signature 
• Your personal email address 
• If you are resigning at end of year, indicate if you have been selected to work summer 

school.  If your last paycheck is August, you would be eligible to work summer school.  
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2) Submit your Resignation/Retirement Form 

• Obtain the Resignation/Retirement Form from your campus or department secretary.  

• Complete the employee portion and submit to your supervisor to continue the approval 
process. 

3) If applicable, obtain a Request to Use Approved Leave Before Retirement Form 

• Obtain the Request to Use Approved Leave before Retirement Form from the payroll 
department supervisor. 

• Complete, sign and submit to your supervisor to continue the approval process. 
 

Return District Property 
The following items must be returned to your supervisor before your departure from the 
school district: 

• Identification badge and parking tag 
• All keys/fobs (office, building, desk, other) 
• Tools / Equipment 
• Uniforms, if appropriate 
• Laptop and adapter from every Professional 
• iPad and adapter (teachers, if applicable) 
• Collect Panel remote (teachers, if applicable) 
• District owned Professional resources, supplies, files, manuals and/or records 
• Any other SCUC ISD property 
• Repay any outstanding money 
• Additional Items or Comments:  _________________________________ 

 

Complete the Exit Survey 
An Exit Survey Card that includes the link to the online survey will be given to you by your 
campus or department secretary. The information obtained from this survey is used to determine 
how SCUC ISD can better serve employees, so please take the time to complete it for us. 

 
Employee Access 
Employee Access can be accessed on the district website at www.scuc.txed.net and by going to 
DEPARTMENTS, click HUMAN RESOURCES, and then on the left-hand side click 
EMPLOYEE ACCESS.  It is very important to know your User Id and Password, otherwise 
Employee Access will no longer be available.  Once you have logged in, click Self-Service to 
keep your address current so your paychecks, W2’s, and other important documents will be sent 
to the correct location. 

 
 

http://www.aliefisd.net/
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Request Service Records 
You will complete information regarding a request of your service records on the 
Resignation/Retirement Form.  If your resignation/retirement is at the end of the school year, 
please be advised that service records will be available mid to late July of that summer. 
 

Return of Original Documents in Personnel Folder 
If hired prior to 2019-2020 school year, your original documents such as original transcripts 
and/or original service records will be returned to you upon request.  If you were hired for the 
2019-2020 school year, or later, your original employee service records and transcripts were 
scanned into an electronic personnel file.  SCUCISD no longer retains originals, but will provide 
you with the service record reflecting your years of service at SCUCISD.   

 
Final Pay and Leave Balances 
 

If departing during the school year, you will receive your final pay after your last day of 
employment. If you wish to have an estimate of your final pay/paycheck, contact the Payroll 
Department. 
If you have used more sick/personal leave than you accumulated while employed 
by the District, the cost of the unearned leave days shall be deducted from your 
final paycheck. 
Your check will continue to be direct deposited if that was the status at the time 
of your resignation/termination. 

 
Remaining Leave at Resignation 
Any earned and unused state leave accumulated prior to resignation will appear on your service 
record and will be honored at any Texas public school district. Any earned and unused local leave 
is forfeited and will NOT be available for use if you return to the district. 
 

Payment of Leave at Retirement 

Local Leave 

If you are retiring from the District, you shall be eligible for reimbursement 
for local leave under the following conditions: 

• The employee’s retirement is voluntary, i.e., the employee is not being discharged 
or non - renewed. 

• The employee is eligible for full retirement benefits under the Teacher 
Retirement System of Texas (TRS). 
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• The employee has at least three continuous years of regular service with the District. 

• The employee has a balance of at least 10 days of local leave. 

The rate of the local leave payout is listed below: 

Professional employees - $50 per day 

  All other employees - $25 per day 

 

State Leave 

   If you are retiring after 3 consecutive years with the District, you will be paid out any unused 
State Leave based on the rates listed below: 

  Professional employees - $50 per day (Maximum of 40 days) 

  Paraprofessional employees - $25 per day (Maximum of 40 days) 

   If you are retiring after 10 consecutive years with the District, you may be paid out at the 
substitute daily rate, up to a maximum of 100 days. 

Vacation/Non-Duty Days 

   If you are retiring and have at least 12 months of service with the District, you may be paid 
out for your unused vacation/non-duty days at the full daily rate (up to a maximum of 10 
days).  

Remaining Leave at Resignation 

 Any earned and unused state leave accumulated prior to resignation will appear on your service 
record and will be honored at any Texas public school district. Employees that are resigning with 
at least 5 years of service will be paid out any unused local leave at the rate of $20/day for 
Professionals and $10/day for Paraprofessionals. 

 

Benefits 
 

Employees Who Terminate Prior to the End of Their Contract 
If your employment is terminated with the District before completing the number of work days 
assigned, your insurance and benefits will end at midnight on the last day of the calendar month 
in which your termination is effective. 
 

Employees Who Terminate On or After the Last Day of Their Contract 
   Your benefits will end on August 31st if your employment ends at the end of your contract. 
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Elect Cobra Continuation Coverage if you need to extend your benefits coverage 
You have (60) days after your benefits expire to elect Cobra Continuation Coverage. You will 
receive a notice in the mail offering COBRA Continuation Coverage for you and your qualified 
beneficiaries. This coverage is temporary and generally lasts for 18 months due to employment 
termination. If you have any questions about COBRA continuation coverage please contact the 
SCUC ISD Benefits Department at 210-945-6216. 

 
Medical – COBRA Continuation Coverage 
You may choose to keep their current benefit coverage longer by enrolling in COBRA 
(Consolidated Omnibus Budget Reconciliation Act of 1985). Under COBRA, the employee and 
all dependents that were covered on the SCUC ISD Medical Plan, while actively at work, may 
continue that same coverage for up to 18 months, if elected.  Once the employee’s termination 
has been processed in our system, you will receive an election packet from Plan Source for the 
COBRA coverage. 

 

Dental & Vision – COBRA Continuation Coverage 
You can also elect to have COBRA coverage for your Dental and Vision. Once your termination 
has been processed in our system, you will receive an election packet from Plan Source for the 
Dental and Vision COBRA coverage. 
Employees have a 60-day election period from the termination date to make decisions on 
COBRA continuation coverage. If an employee is interested in continuing coverage, they should 
complete and return the necessary forms as soon as possible to the appropriate coverage 
administrator. Once payment is received, insurance coverage will be retroactively effective the 
day after their benefits expired from the district. 

 
Health Savings Account (HSA) and Dependent Care Spending Account (DCSA) 
The use of the Flex Account and Dependent Care Account will continue through your benefits 
termination date. If you have any unused balances in your Medical HSA account and/or 
Dependent Care account, you can be reimbursed for eligible expenses incurred prior to your 
termination date.  

What happens when I separate from the district with my HSA account?  
The account will get re-associated to an individual account directly with the bank. 

Can I continue to use my balance for medical expenses?  
Yes, you may continue to use your HSA funds.   

How can I access my balance, is this an option?   
You may access your HSA balance through the bank’s web portal. You will receive instructions 
on how to register when your new card(s) arrive.  
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Are there any banking fees involved?  
There may be fees associated. You will want to contact the bank for those fees. 

Are there any forms that must be filled out to request funds?  
You will get a new card to use funds but once registered to the new account on the web portal, it 
will work the same as before. You can find forms to transfer, withdraw, etc. 

 
Flexible Spending Account (FSA)  
Your FSA card can be used up until your benefits terminate.  You have up to 90 days from the 
date of termination to submit your receipts to FSA.  After this point, any additional funds in your 
FSA will be forfeited.   

You can contact Plan Source Benefits Center at 844-347-2504 if you have any questions 
about your HSA, FSA, DCA accounts.  Website: www.plansource.wealthcareportal.com 
 
Portable Benefits 
If you want to continue any of the benefits you currently have, you can contact the provider 
directly to set up their continuation of coverage. Below is a list of our current benefits that are 
portable with the contact information: 
 

 Accident MetLife 800-438-6388 
 Cancer Plan MetLife 800-845-7519 
 Term Life Group UHC 888-299-2070 
   

403(b) Account 
The money that you contribute to a 403(b) retirement account is always your money, regardless 
of how long you have worked for SCUCISD. There are several things that you can do with your 
403(b) account after leaving the district. 

• Leave it with the current 403(b) vendor; contributions can no longer be made through the 
district 

• Roll it over to a traditional IRA account 
• Transfer money from one 403(b) account to another to consolidate the funds 
• Cash Distribution – Taxes may be withheld and penalties charged 

You can contact NPA Services at 1-800-880-2776 if you have any questions about your 403(b) 
accounts.  Website: www.natlplan.com.

https://plansource.wealthcareportal.com/page/home
https://www.natlplan.com/home.html
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Teacher Retirement System of Texas 
If You Are Planning to Retire 
If you are planning to retire, you need to contact the Teacher Retirement System of Texas 
(TRS) six months prior to your anticipated retirement date to allow yourself enough time 
to complete and submit all required forms.  Start the retirement process by submitting a 
completed Request for Estimate of Retirement Benefits for (TRS 18) to receive a 
retirement packet. You may do this electronically, from the MyTRS section of the TRS 
website, or you may print Form TRS 18 from the forms section of the website and 
complete it and mail it to TRS. 
After TRS receives your TRS 18, you will receive a retirement packet with the forms you 
need to select your retirement date and your retirement payment plan. When you receive 
your retirement packet, follow the instructions in the packet. Included in the retirement 
packet that TRS sends you is a Notice of Final Deposit before Retirement and School 
Official Certification of Salaries (TRS 7).  Please send that form to the Payroll 
Department to complete after you receive your final payment from the district.  You 
will need to send TRS a copy of your birth certificate, as well as a copy of the birth 
certificate of your beneficiary if you select Option 1, 2, or 5 as your annuity payment 
plan. Please write your social security number on any birth certificate you submit. 

If you have questions regarding retirement, please contact TRS at 800-223-8778. 
 

If You Are Leaving Employment But Not Retiring: 
If you are leaving employment but are not retiring, you have three options: 
1. Leave your contributions in your plan. 
2. You may terminate TRS membership by applying for a refund and withdrawing your 

account, but defer receipt of taxable income by rolling your funds over to another 
qualified plan or traditional Individual Retirement Account (IRA). 

3. You may request a refund of your TRS member contributions by completing and 
submitting an Application for Refund form (TRS 6) to TRS. 

If you wish to withdraw your Teacher’s Retirement, you can call 1-800-223-8778, or 
go online to www.trs.texas.gov to obtain the forms. The above information is as 
accurate as the district can determine. TRS updates regulations quite frequently and 
TRS always has the most up-to-date information.  

Working After Retirement 
Service retirees may work without limit for an employer not covered by TRS without 
losing any monthly annuity payments. Disability retirees may work an unlimited amount 
of time for an employer not covered by TRS but may be subject to a compensation limit. 
Generally, all retirees, both normal-age and early-age, must wait one full, complete 
calendar month after retirement before returning to work. You must observe TRS 
restrictions on negotiating for future employment or you could revoke your 
retirement. 
For more information about working after retirement refer to Teacher Retirement 
System of Texas Employment After Retirement Brochure located under the Retirees and 
Beneficiaries section at www.trs.texas.gov  

 
 
 

http://www.trs.texas.gov/
http://www.trs.texas.gov/
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Schertz Cibolo Universal City ISD  

CONTACTS 
 
 SERVICE RECORDS/TRANSCRIPTS 

 Jodi Wallrich  HR Clerk  jwallrich@scuc.txed.net  Ext. 6208 

 Kim Garrett  HR Clerk  kgarrett@scuc.txed.net  Ext. 6201 

PAYROLL 

 Susan Flippin  Payroll 6 Specialist  sflippin@scuc.txed.net  Ext. 6240 

 Rosalinda Hernandez  Payroll 5  Specialist  rrhernandez@scuc.txed.net  Ext. 6225 

TRS & LOCAL LEAVE 

PAYOUT 

 Jeffery Teske  Payroll Supervisor  jsteske@scuc.txed.net  Ext. 6246 

BENEFITS 

 Jackie Portela  Benefits Specialist  jportela@scuc.txed.net  Ext. 6216 
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