(ORGANIZATION) Guideline 002.02.07
Exiting Employment
Subsections: none
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	Most Recent Approval Date:

	· Corporate Governance Policy
	Board of Directors
	

	· Corporate Functions Guideline
	CEO
	3/22/2011
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	CFO
	

	· Clinical Functions Guideline
	CMO
	


	First Approval Date:
	
	Next Review Due: 2013

	Dates Reviewed: 2007, 2009, 2011
	
	Dates Revised: 2007

	Dates Revisions Announced to Staff: July 1, 2010



	Purpose:
	To outline process for employees to exit employment with (ORGANIZATION).

	Mandated by:
	n/a

	Applies to:
	All (ORGANIZATION) staff

	Definitions:
	· “(ORGANIZATION) staff” is defined as all employees and contractors of (ORGANIZATION) as well as staffing agency employees placed at (ORGANIZATION).  A “(ORGANIZATION) staff member” is any individual included in the previous definition.

	For more information:
	n/a


Text of Guideline:

When employees leave (ORGANIZATION) under voluntary termination or lay-off (if circumstances permit), (ORGANIZATION) expects that all work assignments and tasks be satisfactorily completed prior to employee’s final working day.  Other employees should be trained to perform essential functions of the job being vacated and whenever possible, written instructions should be left.  During this interim period it is requested that all company property assigned to individual (i.e. keys, corporate credit card) be returned to the agency and accounted for.  The employee should also provide her/his server login password, computer login password, and voicemail code.  The final paycheck will be released at the end of the payroll cycle following the employee’s last day.

All exiting employees should plan to conduct an exit interview with their supervisors, or the CEO, during their last week of employment. The exit interview provides feedback to (ORGANIZATION) about the employee’s experience while working at (ORGANIZATION).
