Policy

Policy 5.37
Separation Date Policy

The College recognizes that employment separations occur for a variety of reasons,
including voluntary resignation and retirement. This policy establishes procedures and
expectations regarding notice requirements, separation dates, final compensation,
benefits, and employee responsibilities at the time of separation.

Resignation

Employees who voluntarily terminate employment with the College are expected to
provide advance written notice to the President indicating the intended last day of work

. A minimum thirty (30) calendar days’ notice is required for full-time
employees.
. Clerical, maintenance, custodial staff, part-time instructors, and other support

personnel may provide a minimum of two (2) weeks’ notice, subject to
approval by the President.

A copy of the resignation must be provided to the employee’s immediate supervisor,
who will notify Human Resources.

Prior to separation, the Human Resources Office will communicate to employees their
benefits, leave balances, and exit procedures.

Separation Date
The employee’s last day physically worked shall be considered the official separation

date and must be a normally scheduled working day; separation dates may not fall on a
weekend or College-observed holiday, except in the following circumstances:

. When an employee exhausts sick and annual leave prior to disability
retirement; or
. When the employee meets the requirements for December resignation or

retirement as outlined in this policy.
Employees must be physically present at their duty station on or before their last day of
employment to return all College property, including keys, identification badges,
equipment, and records. Employees are also responsible for transferring all work-
related materials to their supervisor.

Exceptions must be approved in writing by the President
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Final Compensation and Benefits

The Human Resources Office will notify appropriate personnel of an employee’s
separation prior to the release of the final paycheck to ensure that all obligations have
been met.

. Vacation Leave: Unused vacation leave, not to exceed 240 hours, and eligible
bonus leave will be paid in a lump sum.
. Sick Leave: Unused sick leave will not be paid. Sick leave may be reinstated

if the employee returns to State service within five (5) years or may be applied
toward retirement, if eligible under the applicable retirement system.

Insurance Coverage (Less Than 12-Month Employees):

For employees contracted for less than twelve (12) months, continuation of medical and
applicable supplemental insurance coverage during non-work months is dependent
upon employee premium contributions and eligibility under North Carolina General
Statute 135-48.44 (d)(4).

« Employees who have paid required premium contributions for non-work months
through payroll deduction will continue coverage through the end of the period for
which contributions have been made. If the employee does not become
employed by another State-covered employer under the State Health Plan at the
beginning of the next work period, the employee will be responsible for
reimbursing the College for the employer portion of premiums paid on their behalf
during the non-work months.

« Employees who have not paid required premium contributions for non-work
months prior to separation will have coverage terminated in accordance with
State Health Plan eligibility rules and will be offered continuation coverage under
COBRA, as applicable.

o Employees who provide written notice of resignation prior to the end of their
contract period may elect to have premium contributions for non-work months
deducted from their final paycheck(s), subject to payroll processing timelines. If
such contributions are collected, coverage will continue through the prepaid
period.

« Employees who provide notice of resignation after the end of their contract period
are not eligible to retroactively make premium contributions for prior non-work
months. Coverage will terminate in accordance with plan eligibility rules.

e Under no circumstances will an employee’s separation date be extended beyond
the actual last day worked or contract end date for the purpose of maintaining
insurance eligibility.

Adjustment of Coverage Due to Ineligibility:

If an employee separates after the end of the contract period but prior to the beginning
of the next contract and is later determined to have been ineligible for coverage during
any portion of the non-work months, the College will administer benefit termination
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dates in accordance with State Health Plan eligibility rules. This may include retroactive
adjustment of coverage to the date of ineligibility, when permitted.

If claims have been incurred and coverage cannot be retroactively adjusted, the
employee will be responsible for reimbursing the College for the employer portion of
premiums paid on their behalf for any period in which the employee was not eligible for
coverage.

Resignations and Retirements During December

The College closes annually for regular business during the December holiday break.
The closure necessitates modifications to resignation and retirement procedures.

All employees wishing to resign or retire during the month of December must attend an
information meeting with the Human Resources Department to discuss specific
requirements prior to the President’s acceptance of the retirement or resignation.

Faculty

Faculty members desiring the last day of employment to be December 31 (e.g., paid for
the full month) must:

. Be present for work through the last day of the Fall semester

. Remain “on-call” through December 31. “On call” is defined as being available
to answer faculty-related questions or perform specific essential tasks.

Faculty members unwilling to remain “on call” will receive final pay and benefits based
on the last day physically present for work (e.g., last Fall semester faculty workday).

Non-Faculty

Non-Faculty members desiring the last day of employment to be December 31 (e.g.,
paid for the full month) must:

. Have sufficient accrued leave available to use through the end of the month.

* Remain “on-call” through December 31. “On call” is defined as being available to
answer job-related questions or perform specific essential tasks.

Non-faculty members unwilling to remain “on call” will receive final pay and benefits
based on the last day physically present for work.

Voluntary Resignation Without Notice

An employee who is absent from work for three (3) consecutive scheduled workdays
without notifying the College may be considered to have voluntarily resigned (job
abandonment).
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In determining whether the separation constitutes a voluntary resignation, the College
will consider the circumstances and the employee’s responsibility for failing to notify the

College.

. Such separations are considered voluntary; and

. They do not possess a right to grievance or appeal.
References

Legal References: 1C SBCCC 200.94

Cross References:

History

Senior Staff Review/Approval Dates: 10/7/2014; 4/29/2026

Board of Trustees Review/Approval Dates: 10/7/2014; 6/2/2026

Implementation Dates: 10/7/2014
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