
How to Request an SH Term 

Overview: Describes how to request a termination for a student employee. 

1. Type ‘create request’ into the Workday Search bar  
 
 
 
 
 
 
 
 
 

 
2. In ‘Request Type’, choose 'All’.  

 

 

 

 

 

 

 

3. Then, choose ‘Request 
Termination or End Job’, and 
‘OK’ 

 

 

 

 

 

 

 

 



4. Fill out the form with the student’s information.  

 

 

 

a. Empl ID and Job/Position # can be found on the 
employee’s profile 

 

 

 

 

 

 

 



5. Fill out the termination reason and appropriate dates. 
a. Discharge is exclusively reserved for students with ongoing performance issues, repeated 

gaps in attendance, or negative behaviors directed towards their coworkers or manager.  
You should work with Nora Boomer if you are requesting a term with the reason of 
‘Discharge’ 

b. Ensure the end date is accurate. Ex: If a student graduated last summer, don’t use the day 
you submitted the request as the termination date. Exact (or at least relatively accurate) 
dates are essential for document retention purposes 

c. Reason for termination for students is never contract end, even if they were hired under the 
pretense their employment would last a set amount of time. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



6. Finish filling out the remainder of the form and hit Submit.  The request will go to HR to term the 
student. 

 


