	
	
	




SEPARATION OF EMPLOYMENT GUIDELINES

Voluntary Resignations:
1. Ask for a copy of the resignation letter and file it in the employee file.
2. Set up an exit interview between HR and the employee.  
3. During the Exit Interview:	
a. Solicit feedback from the employee using the exit interview form.
b. Provide the employee unemployment notification: “To [enter state] Workers: How to File For Unemployment Insurance Benefits”
c. Explain the COBRA Insurance
d. Ensure return of all company property including keys, access card, computer equipment, all proprietary material and any other company property using check out list (see attached).
4. Mail the COBRA notification to the employee’s home address and dependent’s home address.
5. Final paycheck and accrued, unused vacation time will be processed in the next scheduled payroll and mailed to the employee’s house.
Involuntary Terminations:
1. Review employer due diligence and liability for involuntarily terminating the employee’s employment (CALL ONEDIGITAL!!)
2. Determine whether severance (salary continuation) in exchange for a release of claims is warranted.
3. Be present as a witness when manager communicates the employment decision to the employee.
4. Conduct an exit interview following the communication to 
a. Provide the employee unemployment notification:  “To [enter state] Workers: How to File For Unemployment Insurance Benefits”
b. Explain the COBRA Insurance or if severance/release is given, discuss benefit continuation as per the agreement.
c. Ensure return of all company property including keys, access card, computer equipment, all proprietary material and any other company property
d. Solicit feedback from the employee using the exit interview form if appropriate.
e. Discuss final paycheck:  The employee must receive their final paycheck including regular base pay through the last day worked and any unused accrued vacation on their last day regardless of whether they are getting salary continuance or not.  If they subsequently sign a release and receive salary continuation, that will then be paid out via the payroll.
5. Mail the COBRA notification to the employee’s home address and dependent’s home address.
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