CHAPTER 25

      SEPARATIONS

                      (Ref.  Title 5 CFR, Part 715)  

An employee’s appointment may be terminated by several different methods, some voluntary and some involuntary.  Some of the most common methods of separation include – resignations, termination, retirements and deaths.  

An employee is free to resign at any time, to set the effective date of resignation, and to have the reasons for resigning entered in the official records.  An agency may permit an employee to withdraw his/her resignation at any time before it has become effective.  An agency may decline a request to withdraw a resignation before its effective date only when the agency has a valid reason and explains that reason to the employee.  A valid reason includes but is not limited to, administrative disruption or the hiring or commitment to hire a replacement.  Avoidance of adverse action proceedings is not a valid reason.  

Resignation

A Resignation is a voluntary separation that has been initiated by the employee because of his or her desire to leave the organization. 

Termination  

A Termination is a non-disciplinary separation action that is initiated by the agency.  There are several different types of Termination.  Some of the common one’s include: 

· Termination–Expiration of Appointment – initiated by the agency to end the employee’s employment on the not-to-exceed date of a temporary appointment. 

· Termination–Appointment In – initiated by either the employee or the agency when the employee moves from one agency to another agency. 

· Termination – initiated by the agency for involuntary (non-disciplinary) separation .  Some common reasons for this type of termination could include lack of work or lack of funds. 

· Separation-US – initiated by the agency when the employee enters on active military duty or when the employee fails to return. 

25-1

Death of an Employee

There are times when the supervisor will be required to deal with the death of an employee.  In many cases, survivors may be eligible for as many as six kinds of payments based on the deceased employee’s civil service.  These benefits can include: 

· Worker’s compensation (if the death was work related)

· Federal Employee’s Group Life Insurance (FEGLI)

· Civil Service (CSRS) or Federal Employees Retirement System (FERS)

· Thrift Savings Plan proceeds

· Social Security benefits

· Unpaid compensation (salary and lump sum payment for unused annual leave) 

The supervisor should immediately notify the CPAC of an employee’s death. 

QUESTIONS AND ANSWERS 

Q:  Can an employee resign in the middle of a work day? 

A:   An employee is free to set the effective date of his/her resignation and can resign at any time during the day.  Unless otherwise indicated by the employee, the resignation will be effective at the end of the effective date of the resignation.

Q:  How is a resignation submitted? 

A:   A resignation can be either oral or written.  Regardless of whether the resignation is done orally or in writing, the employee should be asked to complete part E of the SF52-B (Request for Personnel Action).  The supervisor should keep the resignation SF52 on file and submit a PERSACTION to the CPOC to drop the employee from the rolls. 

Q:  Is it important for the employee to give a reason for resigning? 

A:  Yes.  If the former employee applies for unemployment compensation, the state Employment Office will use the nature of action and the reason for resignation as a basis to approve or disapprove the claim.  

Q:  Is there a required advance notice period for a resignation?  

A:  There is no advance notice period required for a resignation.  However, employees should be encouraged to provide as much advance notice as possible to allow for recruiting a replacement or for workload adjustment. 
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Q:  Can the employee withdraw the resignation? 

A:   An employee can withdraw the resignation provided the request was submitted  prior to the effective date and provided management concurs with the employee’s request.  Such requests are normally granted except in cases where the employee’s position has been abolished or is scheduled to be abolished or in situations where a job offer has been made and accepted for the vacant position.  
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