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POLICY TITLE: Separation from District Employment
POLICY NUMBER: 2021

2021.1 Resignation: To leave District service in good standing, an employee must file a written notice of
resignation with the General Manager, Secretary, or Board President at least two (2) weeks before the effective
date of separation of employment from the District. The General Manager, Secretary, or Board President will
immediately inform the Board of Directors. The General Manager may, however, grant good standing with less
notice if it is determined the circumstances warrant. A written resignation is irrevocable and effective when filed
with the General Manager, Secretary, or Board President. An oral resignation is irrevocable and effective when
accepted by the Board.

2021.2 Layoffs: Whenever, in the judgment of the District Board of Directors, it becomes necessary, due to
the lack of work, lack of funds, or other economic reason, or because the necessity for a position no longer
exists, the Board of Directors may abolish any position of employment, and the employee holding such position
may be laid off or offered the option of moving to another position within the District, if a position is available and
if the employee is qualified without disciplinary action and without the right of appeal.
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2021.3 Dismissal of Regular Employees. A regular employee may be dismissed at any time by the General
Manager for cause and after following the proper disciplinary termination procedures as outlined in the
“Disciplinary Termination” section of these policies.

2021.3.1 A probationary employee may be terminated at any time during a probationary period
without right of appeal or hearing. In case of such termination, the General Manager shall notify the
probationary employee in writing that he or she is being separated from District service.
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20214 Exit Interview: For the purpose of ascertaining potential eligibility for unemployment insurance
benefits, all employees separating from the District for any reason shall be given an interview prior to
termination. The interview shall be conducted by the General Manager or a representative of the General
Manager and shall produce specific information as to the causes and reasons for the separation. The
information shall be recorded on a standard form provided by the District, which the employee shall be required
to sign. A copy of the complete report shall be transmitted to the employee’s immediate supervisor and General
Manager for comment and be returned for retention in the employee’s personnel file.

20215 Property Return Agreement. Upon employment with the District, each employee may complete a
Property Return Agreement if they receive any District property. Property includes, but is not limited to, laptops,
cell phones, PDAs, equipment, keys, reports, proprietary information, and any other job related materials. All
District property must be returned prior to departure.

2021.6 Employment Reference Checks: All inquiries regarding a current or former District employee must
be referred to the General Manager. Should an employee receive a written request for a reference, he or she
must refer the request to the General Manager for handling. Employees may not issue a reference letter to any
current or former employee without the written permission of the General Manager.

Under no circumstances should an employee release any information about a current or former employee over
the telephone. All telephone inquiries regarding any current or former employees of the District must be referred
to the General Manager.

In response to an outside request for information regarding a current or former District employee, the General
Manager will only verify an employee’s name, date of employment, and job title. No other data regarding any
current or former District employee will be released unless the employee authorizes the District to release such
information in writing, or the District is required by law to furnish any information.

If, however, an employee is contacted to give a personal reference regarding a current or former District
employee, he or she is permitted to do so and should emphasize to the inquirer that the reference is personal
only and not on behalf of the District. Failure to follow these directions may be cause for disciplinary action up to
and including termination.
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2021.7 All references to General Manager shall be handled by the Board President should there be no General
Manager at that time.

Approved on August 27, 2024
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