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P6Hx23-2.27
PROCEDURE:  RESIGNATION

I.
Notice by Instructional Personnel on continuing contract:

It is requested that resignations, effective the following academic year, be submitted by February 15th.

II.
Notice by Instructional and Administrative and Professional Personnel on annual contract:

Instructional and Administrative and Professional Personnel on annual contract who submit a resignation for approval are expected to give reasonable notice to the College in writing.

III.
Notice by Career Personnel:

All employees in budgeted positions are requested to notify their immediate supervisor in writing at least two (2) weeks in advance of their resignation date.

IV.
Exit Interview:

An exit interview should be conducted by the supervisor utilizing the ESPAAR form (Employment Separation Personnel Action Authorization Request) and submitted to Human Resources.

V.
Reimbursement for Extensive Training:

Should an employee resign within twelve (12) months after receiving extensive training [One Thousand Dollars ($1,000) or more per training program], the employee shall reimburse the College for the cost of training including travel, meals, and lodging on a pro rata basis.  For example:  Training cost: $1,200, followed by employee resigning one month after training, then in that event, the employee shall reimburse the College $1,100.

The College reserves the right to modify this formula if agreed to by the employee and the College in advance of the training.  In considering such an agreement such factors, among others, shall be considered:

A.
Nature and expense of training.

B.
Nature of the associated outcomes/deliverables of the training.

C.
Length of service and previous performance of the employee.

D.
Such other factors that may be pertinent to the particular situation.

History:
Amended 3/20/84; Effective 4/19/84; 3/16/99.  Repealed - 3/16/99; Re adopted 6/19/12.  Effective – 6/19/12.
P2.27-


