Who does what in the separation process?

The following table outlines key activities that occur as part of the separation process.  Often it can be quite confusing as to who does what as part of this process so the following should help you guide the member through the process.

	Action
	Responsibility

	For Voluntary, CRA, MIER and Redundancy Separations

	Discussing career choices with members considering separation
	The Member’s Unit / Commanding Officer

	Complete AC853 – Application for Resignation, Separation, Discharge or Transfer to the Reserves
	Section 1 – ADF member



	
	Section 2 – Member’s Supervisor



	
	Section 3 – Member’s Commanding Officer



	
	Section 4 – (Army Only) APA



	Forward completed AC853 to relevant Career Management Agency
	Either the Member’s Unit or for Army members the APA

	Calculating separation dates for members wishing to take leave prior to separation
	ADF Member

	Advising the ADF Transition Centre that the member is considering separation
	ADF Member

	Notifying the Member, the Unit and the ADF Transition Centre (as well as a number of other stakeholders) that the Member is separating from Defence
	The relevant Career Management Agency

	Contacting the Member to attend an interview at the ADF Transition Centre
	ADF Transition Centre

	Attending interviews at ADF Transition Centre
	ADF Member

	Advising ADF Member of entitlements and benefits
	ADF Transition Centre

	Completing CTAS forms
	ADF Member, Supervisor and ADF Transition Centre

	Approving Authority for CTAS
	ADF Transition Centre or Directorate Transition Support Services

	Making appointments for Separation Health Examination and Separation Dental Examination
	ADF Member

	Contacting other Government Agencies regarding entitlements and benefits (e.g. ComSuper, DVA, Centrelink)
	ADF Member

	Conducting termination leave audit and entering final pay details (DISPAY)
	The Member’s administering Unit (either their posted unit or PAC/MPAC)

	Ensuring that termination leave audit and final pay details have been completed
	ADF Transition Centre

	Completing Tri-Service (and if applicable) unit clearances
	ADF Member

	Completing Unit Clearances
	The Member’s Unit

	Updating PMKeyS – Mailing and Contact Details
	ADF Transition Centre

	Completing post-separation paperwork
	ADF Transition Centre and Career Management Agency

	Sending out final separation payment calculations and Payment Summaries
	DEFPAC

	Sending out Training Booklets and Certificates of Service
	Training Commands and Career Management Agencies

	For Medical Separations

	Notifying members, the Unit and the ADF Transition Centre that the member has been identified as Goal 3 under the ADF Rehabilitation Program and going to the Medical Employment Classification Review Board (MECRB)
	The ADF Rehabilitation Program Coordinator

	Calculating separation dates for members wishing to take leave prior to separation
	ADF Member

	Advising the ADF Transition Centre that the member is considering separation
	ADF Member

	Notifying the Member, the Unit and the ADF Transition Centre (as well as a number of other stakeholders) that the Member is separating from Defence
	The relevant Career Management Agency

	Contacting the Member to attend an interview at the ADF Transition Centre
	ADF Transition Centre

	Attending interviews at ADF Transition Centre
	ADF Member

	Advising ADF Member of entitlements and benefits
	ADF Transition Centre

	Making appointments for Separation Health Examination and Separation Dental Examination
	ADF Member

	Contacting other Government Agencies regarding entitlements and benefits (e.g. ComSuper, DVA, Centrelink)
	ADF Member

	Conducting termination leave audit and entering final pay details (DISPAY)
	The Member’s administering Unit (either their posted unit or PAC/MPAC)

	Ensuring that termination leave audit and final pay details have been completed
	ADF Transition Centre

	Completing Tri-Service (and if applicable) unit clearances
	ADF Member

	Completing Unit Clearances
	The Member’s Unit

	Updating PMKeyS – Mailing and Contact Details
	ADF Transition Centre

	Completing post-separation paperwork
	ADF Transition Centre and Career Management Agency

	Sending out final separation payment calculations and Payment Summaries
	DEFPAC

	Sending out Training Booklets and Certificates of Service.
	Training Commands and Career Management Agencies


Comments, Queries, Suggestions? Please let us know… 
