	[image: image1.png]Cogdell

MEMORIAL HOSPITAL



 
	HOSPITAL DISTRICT DOCUMENTS

VOLUNTARY SEPARATION
1.ORG.SM

HR 1.66

	SECTION: 

ORGANIZATION
	SUBJECT:

STAFFING MANAGEMENT


	ORGANIZATION
	STAFFING MANAGEMENT



I. Title
Voluntary Separation
II. Statement of Purpose
To provide a policy that defines and outlines the procedure for voluntary separation from the hospital.
III. Policy
A. Employees of D.M. Cogdell Memorial Hospital who resign their position are required to provide proper notice of their intent to resign to their immediate Supervisor and/or Department Manager. Employees who fail to offer and work out the required notice may not be considered for re-employment with the Hospital and may forfeit accumulated PTO benefits.
1. Hourly employees are required to provide and work out at least two weeks (14 calendar days) notice, in writing, of their intent to resign.
2. Professional employees (i.e., salaried) and management personnel are required to provide and work out at least one-month (30 calendar days) notice, in writing.
B. Department Managers and/or Supervisors receiving a notice of resignation should complete the appropriate form(s) and forward immediately to the Human Resource Department along with a copy of the resignation.
C. All CMH property (e.g., keys, ID Badge, etc.) must be returned to the immediate Supervisor, Department Manager, Human Resources and/or Administration.
D. The employee's final paycheck will be available the next regular payday.
E. Prior to the employee’s final work day, Human Resources will conduct an Exit Interview which includes information concerning benefit clearance, and rights for benefit continuation.  The Exit Interview will be conducted in a private and quiet setting.
F. Employees will be reminded of his/her legal and ethical duties to maintain the confidentiality of patient and sensitive information disclosed to him/her during the course of employment, and provide a copy of any confidentiality agreement the employee signed.
G. Notify Information Technology Department and/or designee to immediately remove employee’s system wide access privileges/user accounts.
H. Notify Maintenance Department and/or designee to immediately remove employee’s name from access list.
I. Notify Safety Officer and/or Maintenance to immediately change locks that the employee had access to: building, offices, property, equipment and storage areas.
IV. Dates Approved or Amended 

	Originated: 
	Effective: 03/1988

	Reviewed with Changes
	Reviewed without Changes 

	04/2003, 01/2000, 01/2010
	09/2017

	
	


V. Contact Information 

Human Resource Director
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