POLICY TITLE: Separation from District Employment e
POLICY NUMBER: 2021

The purpose of this Policy is to establish procedures for employee separation from the District
by resignation, termination, or reduction in force. The procedures in this Policy are designed to
provide the least amount of disruption and inconvenience to the employee and the District, while
simultaneously allowing for the proper transition of duties.

Section 1. 20211 Resignation:

In_the absence of a specific written agreement, an employee can resign from District
employment at any time _and for any reason, either verbally or in writing. To leave District
service in good standing, however, an employee must file a written notice of resignation with the
General Manager, District Secretary, or Board President at least two (2) weeks before the
effectlve date of separatlon of employment from the District.

Manager may—hewever— grant good standlng Wlth less notlce if it is determmed the
circumstances warrant. At the General Manager’s discretion, the resigning employee may be

required to immediately return all District property in his/her possession and/or be placed on
paid administrative leave for the duration of his/her employment through the effective date of

separation of employment from the District. The General Manager, District Secretary, or Board

President-wilt shall immediately inform the Board of Directors about an employee resignation. A
written resignation is_generally irrevocable and effective when filed with the General Manager,

District Secretary, or Board President. An oral resignation is generally irrevocable and effective
when accepted by the Board. Resignations may only be withdrawn with the express written
approval of the General Manager.

2021-2Section 2. Reduction in Workforce (Layoffs)

~Whenever, in the judgment of the District Board of Directors, it becomes necessary, due to the
lack of work, lack of funds; or other economic reasons, material change in duties, curtailment of
public services, or because the necessity for a position no longer exists, the Board of Directors
may abolish any position of employment_with the District; and/or the employee holding such

posmon may be Iald off by the General Manaqer—er—effefeel—the—eptlen—ef—mewng—te—anethet

ehsetpfmapy—aetfon A Iavoff by the Dlstrlct is not sublect to grievance orand—wrthe—ut the rlght of
appeal._Prior to being laid off, the District shall provide the employee with at least two (2) weeks
prior written notice, or as much notice as is practicable. The District may, at its sole and
absolute discretion, offer an employee who is laid off the option of moving to another position
within the District, if another position is available and the employee is qualified without
disciplinary _action. Nothing in the District's layoff procedures changes the at-will nature of
District employment, nor is it intended to grant any rights to the laid off employee relating to
continued or future emplovment W|th the District.

4865-8546-8657, v. 14865-8546-86574-—14883-747/2-7152v-1




2024.3——Section 3. Dismissal of Regular-Employees

All District employees are at-will employees and may be dismissed from District employment at
any time. Whenever it is the recommendation of a supervisor to discharge an employee, the
approval of the General Manager is required.

—A regular employee may be dismissed from District employment at any time by the General
Manager for cause and after following the proper disciplinary termination procedures, as
outlined in the “Disciplinary Termination” section of these Board pPolicies.
2021,

3-2——A probationary employee may be terminateddismissed from District employment at any
time, with or without cause, during a probationary period without any grievance or right of
appeal or hearing. In case of such terminationdismissal, the General Manager shall notify the
probatlonary employee i in ertlng that he or she i |s belng separated from Dlstrlct service.

2021 4Section 4. Exit Interview

employees separatlng from the Dlstrlct for any reason shaII be glven an eX|t interview prlor to
the effective date of separation from the Districttermination. The interview shall be conducted by

the General Manager, or ahis/her representative,—ef-the-General-Manager and shall produce
specific information as to the causes and reasons for the employee’s separation_from the
District. The information discussed in the exist interview shall be recorded on a standard form
provided by the District, which the employee shall be required to sign. A copy of the complete
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exit interview report shall be transmitted to the employee’s immediate supervisor and General
Manager for comment, and_thereafter, shall be returned for retention in the employee’s
personnel file.

2021-5Section 5. Return of District Property-Returr-Agreement

—Upon_the commencement of employment with the District, each employee mustmay complete
a Property Return Agreement if the_employeey receives any District property. The Property
Return Agreement shall be modified, as necessary, to account for all District property that has
been issued to _an employee during the course of employment with the District. District
Pproperty includes, but is not limited to, laptops, computers, cell phones, PDAs, equipment,
tools, supplies, keys, key cards, identification cards/badges, credit cards, procurement cards,
reports, proprietary information, and any other jeb—relatedjob-related documents, items and
materials_owned by the District that are in the employee’s possession. All District property must
be returned to the District prior to the employee’s departure from the District.

2021.6Section 6. Employment Reference Checks/Verification of Employment

+All inquiries regarding a current or former District employee must be referred to the General
Manager. Should an employee receive a written request for a reference, he or she must refer
the request to the General Manager for handling. _District eEmployees may not issue a
reference letter to_or regarding any current or former employee without the_express written
permission of the General Manager.

Under no circumstances sheuldshall a_Districth employee release any information about a
current or former employee over the telephone. All telephone inquiries regarding any current or
former employees of the District must be referred to the General Manager.

In response to an outside request for information regarding a current or former District
employee, the General Manager will only verify an employee’s name, dates of employment, and
job title. No other data regarding any current or former District employee will-shall be released,
unless the _current or former District employee authorizes the District to release such information
in writing, or the District is required by law to furnish anysuch information.

If, however, a Districth employee is contacted to give a personal reference regarding a current
or former District employee, he or she is permitted to do so and should emphasize to the
inquirer that the reference is personal only, and_is not_being made on behalf of the District.
Failure to follow these directions may be cause for disciplinary action_by the District, up to and
including termination.

2021 7Section 7. References to General Manager

All references to duties of the General Manager in this Policy shall be_referred to and handled
by the District Secretary or Board President in the absence of the General Manager, or should
there be no General Manager employed with the District at thatany given time.

Revised, Approved_and Adopted on September24,20240ctober 21, 2024
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