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Separation Of Employment 
Company Policy
1. Introduction
This comprehensive policy outlines the procedures and guidelines for employee 
separations from our company. It is designed to ensure a smooth, fair, and legally 
compliant process for all types of employment terminations.

1.1 Purpose
The purpose of this policy is to establish clear protocols for handling various 
types of employment separations, including voluntary resignations, retirements, 
layoffs, and involuntary terminations. It aims to protect both the company's 
interests and the rights of departing employees.

1.2 Scope
This policy applies to all employees of the company, regardless of position or 
tenure. It covers all forms of employment separation, whether initiated by the 
employee or the company.

2. Types of Employment Separation
2.1 Voluntary Resignation
A voluntary resignation occurs when an employee chooses to leave the company 
of their own accord.

2.1.1 Notice Period
Employees are expected to provide a minimum of two weeks' written notice.

Management and executive-level employees are encouraged to provide four 
weeks' notice when possible.
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The company reserves the right to accept the resignation immediately or to 
determine an earlier end date.

2.1.2 Resignation Process
Employees should submit a formal resignation letter to their immediate 
supervisor and the HR department.

The letter should include the intended last day of work and a brief reason for 
leaving (optional).

HR will schedule an exit interview and provide information about final pay and 
benefits.

2.2 Retirement
Retirement is a form of voluntary separation when an employee leaves the 
workforce permanently.

2.2.1 Retirement Notice
Employees planning to retire should provide at least 30 days' notice, 
preferably more for senior positions.

A formal retirement letter should be submitted to the immediate supervisor and 
HR department.

2.2.2 Retirement Benefits
HR will provide detailed information about pension plans, 401(k) distributions, 
and retiree health benefits (if applicable).

The company may offer phased retirement options for eligible employees, 
subject to business needs and individual circumstances.

2.3 Layoff or Reduction in Force (RIF)
A layoff occurs when the company terminates employment due to business 
reasons unrelated to employee performance.

2.3.1 Selection Criteria
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The company will use objective criteria such as job function, performance 
history, and length of service when determining layoffs.

All layoff decisions must be reviewed by HR and legal counsel to ensure 
compliance with anti-discrimination laws.

2.3.2 Notice and Severance
The company will provide as much advance notice as possible, subject to 
business circumstances.

Severance packages will be offered based on company policy and/or 
employment agreements.

Outplacement services may be provided to assist affected employees in 
finding new employment.

2.4 Involuntary Termination
Involuntary termination occurs when the company ends the employment 
relationship due to performance issues, policy violations, or other cause.

2.4.1 Progressive Discipline
Except in cases of gross misconduct, the company follows a progressive 
discipline policy before termination.

This typically includes verbal warnings, written warnings, and performance 
improvement plans.

2.4.2 Termination Process
All involuntary terminations must be approved by HR and, when appropriate, 
legal counsel.

The employee will be notified in a private meeting with their supervisor and an 
HR representative.

A termination letter detailing the reasons for separation and final pay 
information will be provided.
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3. Exit Procedures
3.1 Return of Company Property
All departing employees must return company property, including:

Laptops, mobile devices, and other electronic equipment

Access cards, keys, and security badges

Company credit cards and expense accounts

Any documents or materials containing proprietary information

3.2 Exit Interview
An exit interview will be conducted for all voluntary separations and, when 
appropriate, for involuntary separations.

The interview will be conducted by an HR representative.

Feedback collected will be used to improve company policies and practices.

The departing employee will have the opportunity to discuss any concerns or 
questions.

3.3 Final Pay and Benefits
HR will provide information on:

Final paycheck, including any accrued and unused vacation time

Continuation of health benefits (COBRA)

401(k) or pension plan options

Stock options or other equity compensation (if applicable)

4. Post-Employment Considerations
4.1 Non-Compete and Non-Disclosure Agreements
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Employees will be reminded of any ongoing obligations under non-compete or 
non-disclosure agreements.

4.2 References and Employment Verification
The company will provide only dates of employment and position held for 
employment verifications.

More detailed references may be provided with written consent from the 
former employee.

4.3 Rehire Eligibility
Former employees may be eligible for rehire depending on the circumstances of 
their separation and current company needs.

5. Legal Compliance
5.1 Anti-Discrimination Laws
All separation decisions and processes will comply with federal, state, and local 
anti-discrimination laws.

5.2 WARN Act Compliance
For large-scale layoffs, the company will comply with the Worker Adjustment and 
Retraining Notification (WARN) Act, providing 60 days' advance notice when 
applicable.

6. Policy Review and Updates
This Separation of Employment Policy will be reviewed annually and updated as 
necessary to reflect changes in law or company practices.

7. Questions and Support
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Employees with questions about this policy or the separation process should 
contact the Human Resources department for assistance and clarification.

By following this comprehensive Separation of Employment Policy, we aim to 
ensure fair, consistent, and legally compliant practices in all employment 
separations, while maintaining positive relationships with departing 
employees and protecting the company's interests.


