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Termination of Employment Flow Sheet

Is this termination Has the employse €s
voluntary? = l e . P> Comsiderations
— Pasignation in writing
—_ Reasons stated
— Last dey worked stated
NO . Acceptabls nctice pericd
— Forwarded to supervisor
— Copy to Personnel Director
¢ — Ssttisment or ssverance
NOG — Exit intervisw
s the employes retiring? YES >
Considerations
—_ Notice in writing
— Reasons statad
v Bt Intarview
Is action dus to a layoff or YES
raduction of force? P Consi o
— Employss abifities e Bumping
{experisnce/skils) — Recail/Rahire
— Assistance finding employment ___ Exit interviow
— Time off to sesk employment — Job requirements
NO — Netics of rigit to appeal —_ Resssignment
— Alternatives to layoff — Tronsfer
v — Documant Performancs Rscord — Longth of sarvice
Has tha employss YES
Shacukoned the job? Consideratiens
— 3 consscutive days of unsxcused absence
¢lﬂ — No notics to employer
ls the employes being
dismissad for substandard YES
parformance? P> Considerations
—— Pre-termination hearing — Exit interview
— Mitigating circumstances ___ Fehire
— Pregressive Tiscipken — Applizabls ;ules
— Notics of right to appeal —_ Documented facts
— Aggravating cicumstances —_ Protected class
— fisturn of property

— Employment stztus
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