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A manager or supervisor is responsible for immediately reporting the

Resignation, leave or termination of an employee to Communities Connected for Kids
Human Resources Director.

1. Involuntary terminations require approval of the Chief Executive Officer and Human Resources Director.

2. Managers are responsible for immediately notifying Human Resources of all voluntary so that an Exit
Interview can be conducted; system access can be deactivated; and a needs assessment can be
conducted to determine if the departing employee’s position should be filled.

3. All recommendations for severance agreements shall be reviewed by the Human Resources Director.

4. Unless otherwise required by state regulations, Communities Connected for Kids will process an
employee's termination and final pay within the payroll cycle, but no later than the next bi-weekly payroll
cycle following the termination.

5. Each eligible employee will be provided with benefit information, as required by federal or state

regulations.
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