RESOLUTION

WHEREAS, the Board of Supervisors has adopted County of Albemarle Personnel
Policies pursuant to Albemarle County Code Section 2-1102; and

WHEREAS, the Board desires to amend Section P-26 regarding termination of
employment.

NOW, THEREFORE, BE IT RESOLVED THAT the Board of Supervisors of Albemarle
County, Virginia, hereby amends Section P-26, Termination of Employment, of the County of
Albemarle Personnel Policies, as follows:

Section P-26 Termination of Employment

The Board recognizes that termination of employment can be either voluntary or involuntary. In
all cases, the procedures used will be of a fair and consistent nature, taking into consideration
the reasons for separation. Except for excluded classes of employees as defined in Policy § P-
03, Employee Grievance Procedure, an employee who is dismissed may appeal the decision
under the approved grievance procedure.

de artment shall |n|t|ate an emplovee actlon request (EAR). De artment heads or designees

have the responsibility of notifying the Human Resources Department as soon as they know an
employee is leaving. This form will be the only official notification to remove an employee from
the payroll.

Probationary employees are-considered-at-will-employees-and-may be released or may

resign during their probationary periods without obligation on the part of the employer or
employee.

Every employee who is separating from employment regardless of the length of service,
their posmon or the cwcumstances of their separatlon will have the opportunity to part|C|pate in

seen—as—they—knew—an—empleyee—us—leawng—The emglogee ma;g reguest an in- Qerson exit
interview from the Director of Human Resources or designee and/or their Department head or
designee.

Procedure for Compliance for Termination of Employment

Resignation: Resignation is a voluntary separation-frem-termination of employment on the part
of an employee for any reason. All employees are required to give written notice of resignation.
The Department head or designee has the responsibility of notifying the Department of Human
Resources as soon as the Department head or designee receives an employee’s letter of
resignation and submitting all required documentation for inclusion in the employee’s personnel
file and final payment processing in a timely manner.

Nermally—an—An employee shall submit a fermal letter of resignation in_writing to his the

employee’s |mmed|ate superwsor at least M—days two (2) weeks prlor to the effectlve
eS|gnat|o n date. Dj = 4

mqeest—m%h@ettepeﬁmag;ra%mkprexﬂmng—m%ﬁeeks—nenee—An emgloxee ma¥ reS|gn sooner
than the two (2) week required period if agreed upon by the Department head or designee.



An _employee who does not report to the employee’s regularly scheduled work hours for three
(3) consecutive days without notifying the employee’s supervisor and/or failure to receive leave
approval from the employee’s immediate supervisor will be deemed to have voluntarily resigned
from employment. The employee’s pay and benefits will be calculated using the last day the
employee reported to work as the effective date of resignation.

Layoff: Layoff is a reduction in the work force due to budgetary restrictions and/or reduced work
load. In the case of a layoff, immediate supervisors will notify affected employees as far in
advance as possible. See Policy § P-30, Employee Reduction in Force Procedures, for

additional information and procedures.

Dismissal: Dismissal is an involuntary separation from employment due to_a violation of County
policy or state or federal law, disciplinary infractions, erirability failure to satisfactorily perform

the work required, or failure to meet the requirements of the position. tr-alt-sueh-eases-Prior to
the dismissal, it is expected that the department Department head or designee has thoroughly

investigated the incident(s) or circumstance(s) leading to the dismissal, has documented any
action taken, and has applied discipline in a fair and consistent fashion. The department
Department head or designee shall keep the Director of Human Resources_or designee

informed of any disciplinary actions in progress. See Policy § P-22, Employee Discipline.

sulejeet—te—dlsmrssal—by—the—Beard—All salary payments and beneflts WI|| cease—at be calculated

based upon the time-at-which effective date of the department-head-makes-therecommendation
for employee’s dismissal and all accrued annual leave payments up to the maximum allowed

will be made to the emgloye lt—the—deelsren—rs—gne%d—health—mseranee—beneﬁts—mu—upen

: i : If the employee is
relnstated as a result of the gnevance Qrocedure all salary and benefits will be reinstated
retroactively to the date on which payments ceased or as otherwise agreed upon. In addition,
the reinstated employee shall be given the choice of repaying the annual leave payment and
having the employee’s annual leave balance restored or returning to work with a zero balance
and beginning againr to accrue leave at his the employee’s previous applicable rate. The

employee’s hire date will also be reinstated to reflect the employee’s status prior to the
dismissal.

Amended: August 7, 1996

I, Claudette K. Borgersen, do hereby certify that the foregoing writing is a true, correct
copy of a Resolution duly adopted by the Board of Supervisors of Albemarle County, Vlrglnla by
avoteof __ to , as recorded below, at a regular meeting held on

Clerk, Board of County Supervisors

Mr. Sheffield

Aye  Nay
Mr. Dill o
Ms. Mallek
Ms. McKeel
Ms. Palmer
Mr. Randolph



