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Policy
The purpose of this policy is to establish clear, consistent procedures for voluntary and involuntary termination of employment at St. David’s. The policy ensures compliance with applicable laws, supports continuity of services for clients and families, protects organizational resources, and provides a fair and transparent process for employees and supervisors.

Procedures

I. Procedure for Voluntary Resignation
Employees may voluntarily resign from their position(s). To ensure a smooth transition and continuity of services, the following steps must be followed.
a. Employee Responsibilities
i. Submit a written letter of resignation to the Coordinator or Supervisor indicating the intended last date of employment.
ii. Notify all families with whom they work, following program guidelines for communication and transition planning.
iii. Provide the required notice period: 
1. At least four weeks for staff working directly with clients, Supervisors, Program Directors, Senior Directors, and ESLT members.
2. At least two weeks for all other staff.
3. The final day of employment may not fall on a paid holiday, paid personal time off, or paid organization closure day unless approved by the Director of HR.
iv. Complete all required documentation, including progress notes, timesheets, and administrative tasks, before the final day.
v. Return all organization property by or before the final day of employment.

b. Supervisor Responsibilities
i. Acknowledge receipt of the resignation in writing and review next steps with the employee.
vi. Develop a transition plan to ensure continuity of services for clients and families.
vii. Confirm that all required documentation is completed prior to the employee’s last day.
viii. Coordinate with HR and IT to ensure timely processing of the resignation and deactivation of system access.
ix. Ensure the resignation date in the HRIS system matches the IT termination date.

II. Procedure for Involuntary Termination

St. David’s may terminate employment at its discretion for reasons including, but not limited to, policy violations, performance issues, or organizational needs.
A. Pre Termination Requirements
i. Supervisors must consult with Human Resources before initiating an involuntary termination.
ii. HR will review documentation, confirm that appropriate corrective action steps have been followed, and advise on next steps.
iii. HR will determine whether a termination meeting is required and who should attend.
B. Termination Meeting and Notification
i. When appropriate, a termination meeting will be held with the employee, Supervisor, and HR representative.
ii. Supervisors must immediately reassign client related responsibilities to ensure continuity of care.
C. Post Termination Considerations
i. HR will determine rehire eligibility based on the circumstances of the termination.
ii. Employees terminated for policy violations, misconduct, or significant performance concerns may be deemed ineligible for rehire.

III. Termination Due to Extended Inactivity

If an employee has not worked a shift for four consecutive months:
a. The Program Coordinator or Supervisor will send a letter notifying the employee that their employment has been terminated. This will be considered a voluntary resignation.
b. If the employee wishes to continue employment, they must contact the Coordinator or Supervisor promptly.
c. A new background check may be required and must be cleared before the employee can return to work.
d. Employment remains at will and may be ended by either party at any time, with or without cause.

IV. Return of Organization Property

Supervisors are responsible for collecting all organization property from terminating employees, including but not limited to:
a. Laptop, desktop, tablet, cell phone, hot spot
b. Credit card, keys, badges, business cards
c. Program materials, equipment, or supplies
d. Any other items issued by the organization
All property must be returned by the employee’s final day unless otherwise approved by HR. Supervisors must document the return of all items and notify IT to deactivate system access. Failure to return property may affect final pay as permitted by law or impact rehire eligibility.

V. Final Pay, Benefits, and Offboarding

a. Final pay will be issued according to state law and organizational policy.
b. HR will provide information regarding benefits continuation, COBRA (if applicable), and any required notices.
c. Employees may be asked to complete an exit interview or survey.
d. HR will update the employee’s status in the HRIS system once notified by the Supervisor. 


Violation of this Policy or Procedure
No or only partial adherence to this policy or procedure may result in noncompliance with current regulatory requirements and subsequent penalties to St. David’s. Remediation for violators will include, but not be limited to, disciplinary action up to and including termination depending on the circumstances of the situation at the time.
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