
Regu l a t i on #5112

GENERAL COND I T I ONS O£ RECRU I TMENT , SELECT I ON AND APPO I NTMENT

ADM I N I STRAT I VE REGULAT I ONS

RES I GNAT I ON / RET I REMENT

A . Dead l i nes

1 . Res i gna t i ons o f t eache r s or schoo l adm i n i s t r a t or s wh i ch a r e t o

become e f f ec t i ve be t ween may 1 and Augus t 31 sha l l be subm i t t ed

no t l a t e r t han Apr i l 1 .

2 . Res i gna t i ons t o be e f f ec t i ve a t o t he r t i mes sha l l be subm i t t ed

a t l eas t 30 days pr i or t o da t e o f sepa r a t i on .

3 . Pr i nc i pa l s and v i ce - pr i nc i pa l s r e t i r i ng f rom se r v i ce a t t he end

o f a g i ven schoo l yea r sha l l be r e l eased as o f June 30 r a t he r t han

Augus t 31 .

B . Eva l ua t i on Upon_Te rm i na t i on

An eva l ua t i on sha l l be comp l e t ed f or eve r y emp l oyee who t e rm i na t es

h i s / he r emp l oymen t w i t h t he Depa r t men t , excep t t hose r e t i r i ng f rom

se r v i ce . Un l ess a norma l eva l ua t i on pe r i od i s app l i cab l e , such emp l oyees

sha l l be eva l ua t ed pr i or t o t he e f f ec t i ve da t e o f sepa r a t i on .

C . Paymen t _ o f . Ea rned Summe r Sa l a r i es (Ten - Mon t h Emp l oyees on l y )

1 . Emp l oyees who r es i gn be f or e t he c l ose o f schoo l sha l l be pa i d t he i r

ea rned summe r sa l a r i es i n one l ump sum as soon as poss i b l e a f t e r

t he e f f ec t i ve da t e o f r es i gna t i on .

2 . Emp l oyees who r es i gn a f t e r t he l as t t each i ng day i n June have t he

op t i on t o :

a . con t i nue t o r ema i n on an emp l oymen t s t a t us up t o Augus t 31 and

r ece i ve t he i r summe r sa l a r y paymen t s i n equa l i ns t a l l men t s ove r

Ju l y and Augus t , or
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b . r eques t i n wr i t i ng t o t he O f f i ce o f Pe r sonne l Se r v i ces t he seve r ence

o f t he i r emp l oymen t s t a t us and t o r ece i ve t he i r ea rned summe r

sa l a r y paymen t s i n one l ump sum on June 30 .

NOTE : The process i ng o f l ump - sum summe r sa l a r i es r equ i r es prope r

pay ro l l l ead t i me ; t hus , t hose emp l oyees who do no t subm i t

t he i r r es i gna t i on by Apr i l 1 may be pa i d t he i r l ump - sum

sa l a r i es a t a pay pe r i od subsequen t t o June 30 .

NOTE : Ea r l y seve r ence o f emp l oymen t s t a t us on June 30 r esu l t s

i n t he ea r l y t e rm i na t i on o f emp l oyee bene f i t s such as hea l t h

f und and l i f e i nsur ance . Re f e r t o i nd i v i dua l p l ans f or

mor e cove r age i n f orma t i on .
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Procedur e #5112

RESPONS I B I L I T I ES :

1 . EMPLOYEE

a . I n f orms supe r v i sor o f i mpend i ng r es i gna t i on as soon as poss i b l e .

b . Subm i t s f our cop i es o f Form 190 t o supe r v i sor a t l eas t t h i r t y days

pr i or t o da t e o f sepa r a t i on , or subm i t s by Apr i l 1 i f r es i gna t i on

i s t o be e f f ec t i ve be t ween May 1 and Augus t 31 .

c . Con t ac t s t he Emp l oyees ' Re t i r emen t Sys t em t o a r r ange f or des i r ed

d i spos i t i on o f h i s / he r con t r i bu t i ons .

2 . SUPERV I SOR

a . Comp l e t es appropr i a t e sec t i on o f Form 190 and f orwa rds a l l cop i es

t o d i s t r i c t supe r i n t enden t / ass i s t an t supe r i n t enden t w i t h i n t hr ee

days upon r ece i p t o f f orm .

b . Comp l e t es appropr i a t e eva l ua t i on f orm and r ev i ews i t w i t h r es i gn i ng

emp l oyee pr i or t o t he e f f ec t i ve da t e o f t he r es i gna t i on (norma l

eva l ua t i on pe r i ods may be used i f app l i cab l e ) . Reques t s emp l oyee ' s

s i gna t ur e on eva l ua t i on f orm and f orwa rds t o d i s t r i c t supe r i n t enden t /

ass i s t an t supe r i n t enden t w i t h i n t hr ee days .

3 . D I STR I CT SUPER I NTENDENT OR ASS I STANT SUPER I NTENDENT

a . Process Form 190 and eva l ua t i on r epor t .

b . D i s t r i bu t es Form 190 as pe r d i s t r i bu t i on i ns t ruc t i ons on Form .

PROCEDURE : RES I GNAT I ON

REFERENCE : REGULAT I ON #5112

FORMS PERSONNEL FORM 190 . (SEPARAT I ON FROM SERV I CE)

PERSONNEL EVALUAT I ON FORM (APPROPR I ATE FORM)

SF - 5A (NOT I F I CAT I ON OF PERSONNEL ACT I ON )
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4 . OFF I CE OF PERSONNEL SERV I CES

a . Processes and d i s t r i bu t es SF - 5A .

b . F i l es Form 190 and eva l ua t i on r epor t i n emp l oyee ' s f o l de r .

c . Sends i nac t i ve emp l oyee ' s f o l de r t o Ar ch i ves .


