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Involuntary Separations
Scope:  This policy applies to employees in graded positions and, with respect to procedures for the involuntary separation from employment of such persons, their supervisors, and management officials designated as performance appraisal reviewers.  

Policy:  The College endeavors to create and maintain a work environment characterized by high productivity and efficiency of college employees. It is the supervisor’s responsibility to assess employee performance and behaviors in an objective manner, communicate deficiencies, and implement counseling or termination where appropriate.  It is the employee’s responsibility to be aware of and meet written job performance expectations as well as to abide by college policies, rules, and standards (written and unwritten). 

In addition to poor performance, examples of otherwise unwritten unacceptable behaviors that may result in immediate involuntary separation include but are not limited to the following:

· Fighting on the job

· Stealing

· Sleeping on the job 

· Unauthorized absence from the worksite 

· Falsifying documents

The college generally encourages progressive counseling to improve poor performance and remedy unacceptable behaviors.  However, there are occasions when immediate involuntary separation, with or without cause or advance notice, is appropriate and the college reserves the right to take such actions. College employees are “employees at-will.”  No statements to the contrary, whether written or oral, express or implied, made either before during or after an employee’s employment, can change this.  This means that both employees and the college have the right to sever the employment relationship with or without cause or advance notice. 
Involuntary separations must be approved by Human Resources and by the division head to whom the person to be separated ultimately reports. 
Procedures:  The following steps apply to involuntary separations.  

1. Supervisor:  Coordinate the termination letter with the department head.  Human Resources and the applicable division head must approve all terminations.   

2. Supervisor and HRD representative:  Meet with the employee to deliver the termination letter and discuss the termination process.  
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3. Supervisor:  Arrange for return of college property and terminate access to computer accounts. 

Reference:  Performance Appraisal and Counseling, HR 4120; Discipline, HR 4035;

Student and Temporary Employees, HR 4145
For more information contact:  Employee Relations/Training Coordinator


 301 934-2251, ext. 4714
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