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I.
PURPOSE

To aid in the timely and accurate processing of employees who are separating from service, consistent with positive employee relations’ practices.

II.
SCOPE

This policy applies to all employees of the District.

III.
POLICY

Termination of employment occurs when an employee is permanently separated from employment at HFD for any of the following reasons:  voluntary resignation, dismissal, retirement, layoff, or death.

IV.
DEFINITIONS

A.
Voluntary Resignation – when an employee chooses to terminate employment with the District.

B.
Dismissal – when the District initiates the termination due to unsatisfactory performance or conduct, release from probationary status, or other compelling business reasons.

C.
Retirement – a voluntary separation, which may include qualification for benefits under a District sponsored retirement plan.

D.
Layoff – a District-initiated action taken if it is deemed necessary to reduce staffing levels.

V.
GUIDELINES

A.
An employee who is voluntarily resigning from the District is requested to provide a minimum of two weeks written notice prior to the last day of work.  This act of courtesy shall be noted in the personnel file and shall be a consideration in future employment opportunities.

B.
An employee who is absent from work for two consecutive scheduled workdays without notification shall be considered to have voluntarily resigned employment with the District.  In the event that mitigating circumstances resulted in an employee’s inability to provide contact with the District, the Fire Chief may determine otherwise appropriate action.

C.
Any termination initiated by the District (dismissal or layoff) shall be approved in advance by the Fire Chief.  Additionally, the Fire Chief shall notify the Board of any District-initiated terminations as soon as is possible following such action.

D.
In the event that circumstances were to require a reduction in the workforce, a layoff shall occur.  Before any such layoff occurs, the affected employee(s) shall receive two weeks prior notification.  As per Policy 10.05 Employment Eligibility List, the employee on layoff status shall be placed at the top of the current eligibility list.  

E.
In the event of a District-initiated termination (dismissal or layoff), final payment of wages and other accumulated hours due for paid time off shall be paid to the employee within 72 hours of the last day of work.

F.
In the event of a voluntary resignation or retirement, final payment of wages and earned hours due for vacation shall be paid to the employee on the next regularly scheduled payday.

G.
Provisions for an employee’s retirement are set forth by the guidelines of the governing retirement system.  In the event of a retirement, final payment of wages and other accumulated hours due for paid time off shall be paid to the employee on the next regularly scheduled payday.  

H.
Employees who leave the District in good standing may be considered for future re-employment.  Employees who resign without adequate notice or who are dismissed for unsatisfactory performance or conduct generally shall not be considered for re-employment.

I.
Upon termination, the employee shall be required to return to the supervisor any property belonging to the District.  If any District property in the employee’s possession has been lost or damaged due to an employee’s negligence, the cost of replacing such property may be deducted from the employee’s final paycheck.  In such event, the amount shall not reduce the employee’s earnings for the final pay period below the current minimum wage.  Employees shall be responsible for making arrangements with the Fire Chief for repayment of any amounts that remain due.

J.
An exit interview may be conducted on or before the employee’s final day of work as per Policy 10.12 Exit Interviews.
K.
The termination date shall be the last day worked by the employee.  An exception to this would be if an employee does not return from a leave of absence, at which point the termination date shall be the date the employee notifies the District of such intention.

L.
An employee with less than five years of PSPRS covered service, separating from employment with the District and permanently separating from PSPRS-covered employment shall have the employee’s PSPRS contribution refunded effective the date of termination.  Such payments shall be made directly by PSPRS, not the HFD. If the employee has more than five years of PSPRS covered service, the employee may request to have the employee’s contributions remain on deposit. 
M.
In the event of a death of an employee, the Fire Chief shall be responsible for initiating the disbursement of all wages and benefits due to the designated beneficiary.

VI.
GUIDELINES FOR TERMINATION

A.
Upon notification of termination, the employee’s supervisor is required to complete a Personnel Action Form. This form shall contain the signatures of both the employee and the supervisor.

B.
The supervisor shall send the completed form to the Administration Office for processing of a final paycheck.

C.
The supervisor may schedule a meeting with the employee and the Administrative Assistant to make final pay arrangements, sign off on the PSPRS termination form, terminate employee benefits, etc.

D.
The supervisor may schedule a meeting with the employee and the Fire Chief for an exit interview.

E.
On the employee’s last day of work, the supervisor shall collect all of the District’s equipment, property, and uniforms that have been issued to the employee. In order to accomplish this, the supervisor should review the personnel file to verify what the employee has been issued.  Any items not returned shall be documented and submitted to the Administration Office.  If the employee previously signed an agreement regarding the return of District-issued property, the replacement value of the items shall be deducted from the final paycheck.
F.
Upon completion of the employee’s final day of work, the final timesheet shall be completed and turned in to the Administration Office for processing of the final paycheck.
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