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Policy 5.35 
 

Resignation Policy 

Any employee terminating his/her services at the College must submit a written notice to 
the President thirty days prior to departure which states his/her last workday.  A copy of 
this notice should be sent by the employee to his/her supervisor who is responsible for 
notifying human resources. 
 
Clerical, maintenance, custodial staff, part-time instructors, and other support personnel 
may upon agreement with the president submit a minimum two-week notice.  Before 
leaving, the employee must meet with the Human Resources office to review retirement, 
medical and supplemental benefits, accumulated leave, exit procedures, etc. 
 
The Human Resources Office will notify appropriate personnel of an employee’s last work 
day prior to the release of the last payroll check to determine that all obligations have 
been met and responsibilities completed.   
 
The College pays the employer portion of the medical insurance premium during the non-
contracted months on less than 12-month employees with the assumption the employee 
is returning for the next contract period.  If the employee does not return, the following 
statements apply.  If a full-time employee resigns after the end date of their current 
contract but before the beginning of the next contract, the end date of their medical and 
supplemental benefits may be back-dated based on the plan’s eligibility rules.  This will 
be based on the ineligibility event date and whether or not claims have been filed on the 
insurance policies.  If the medical insurance end date cannot be back-dated because of 
claims, the employee will be responsible for reimbursing the College for the employer 
portion of the premiums after the date the benefits should have ended. 

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.  
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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. 

References 
Legal References: 1C SBCCC 200.94 
 
Cross References:  
 

History 
Leadership Council Review/Approval Dates: 9/19/2025 
 
Senior Staff Review/Approval Dates: 11/6/2013; 5/7/2025 
 

Board of Trustees Review/Approval Dates: 11/6/2013; 6/3/2025 
 

Implementation Dates: Enter date(s) here 
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