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POLICY

This policy outlines procedures and responsibilities in the event of resignation or retirement.

Applicable to
All employees.

Where provisions of an applicable collective bargaining agreement directly conflict with this
policy, the provisions of that agreement will prevail.

Procedures

1. Metro requests that employees provide a minimum of 14 calendar days’ notice of
resignation or retirement unless there is a contract or other agreement specifying a
different timeframe.

2. Notice of resignation or retirement may be provided verbally or in writing to an
employee’s supervisor or manager.

3. After receiving notice of resignation or retirement, the supervisor must:

a. Immediately notify the Payroll Division via the Kronos Help Desk in order to
ensure timely processing of the employee's final paycheck. Please see Metro’s
Payroll Policy for more information on final paychecks.

b. Forward an employee’s resignation notice (if any) to the HR Department as
soon as possible. If notice of resignation or retirement is given verbally, the
supervisor must email the Human Resources (HR) Department to confirm the
date and circumstances of the notice and the proposed effective date of the
resignation or retirement.

c. Complete all applicable close-out procedures listed on the Departing Employee
CheckKlist, available from the HR Department.
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4. The effective date of resignation or retirement should ordinarily be the last date the
employee is present at work and not extended by leave time or holidays. The HR
Department may approve an exception to this rule in unusual circumstances, such as
when an employee on leave is unable to return.

5. Ifan employee who has given notice of resignation or retirement seeks to rescind the
notice, the decision whether to accept the rescission is at the discretion of the
Department Director based on business need.

6. The HR Department will invite the employee to complete an exit interview or take
similar steps to understand the employee’s reasons for resigning. Employees are
welcome to contact HR to request an exit interview.

7. Employees must return their employee identification cards and all other Metro
property, including keys, uniforms, purchasing cards, tools and equipment, by the end of
their last day of employment.

8. If contacted for an employment reference, Metro will provide the employee’s dates of

employment, positions held, and salary history. Metro may agree to provide additional
information if requested by the employee.

Responsibilities
Employees:

e Provide 14 calendar days’ notice of resignation if possible.

e Turn in your identification card and all other Metro property by the end of your last day
of work.

o Contact the HR Department with any questions relating to benefits.

Supervisors:

o Notify the Payroll Division via the Kronos Help Desk and the HR Department upon
receipt of a notice of resignation.

o Complete applicable close-out procedures listed on the Departing Employee Checklist.

e Limit employment references to the information specified in this policy, or direct
inquires to the HR Department.

Human Resources Department:

e Process separation in applicable HR systems.

e Payroll Division: process employee’s final check.
e Provide relevant benefits information.

e Conduct exit interview if requested or otherwise appropriate.
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