Human Resource Services
Employee / Supervisor Exit Process

Employee Exit Process

(For voluntary resignations)

In support of LCSC’s strategic plan to attract, retain, reward, and develop a high-quality workforce, Human Resource Services (HRS) has developed the following exit processes.  By partnering with departments to identify those employees who have given their notice of resignation, we can ensure prompt notification of and contact with exiting employees.  This website includes specific exit instructions for both the employee and the supervisor.  

It is critical that employees, who are leaving LCSC, receive timely information relative to LCSC’s exit process to ensure they have returned all college property, cleared all acquired debts, received important information regarding their benefit options, and updated their contact and reference preferences.

Employee Exit Instructions

(For voluntary resignations)

Below is the process you will need to follow to end your employment relationship with LCSC.  This will ensure: 
· Your separation is processed as efficiently as possible.  
· That you are informed of important facts/information affecting your benefits. 
· That all college property is returned and that all personal debts are cleared with LCSC prior to your departure. 
We request the separation checklist be completed no later than your last day of employment.  If you have any questions about this process, please contact HRS at 792-2269.

1. Complete a resignation letter and submit it to your immediate supervisor with a copy to HRS and the President’s Office.
2. When HRS receives the resignation letter, an email confirmation will be sent to you with important benefit information (if applicable).

3. Complete and initial the Separation Checklist document (per instructions on the form) and submit it to your supervisor for his or her signature.  This checklist must be sent to HRS for processing and documentation.

4. You are encouraged to participate in the State of Idaho exit survey:

In an effort to assess employee opinions of State employment, all employees who voluntarily separate are asked to complete a short survey. This online survey will only take a couple of minutes to complete and is administered by the Division of Human Resources.

Please contact either Joe Webber jwebber@dhr.idaho.gov or Jeanette Hunt jhunt@dhr.idaho.gov  and provide them with a valid email address, as they will need this information in order to grant you access to the survey. Once completed, the information from the survey will be confidentially reviewed by the Division of Human Resources and will not be entered into your personnel file.

If you need assistance or have questions regarding the completion of the survey, please contact Joe Webber (Employee Relations Specialist) at 208-854-3086 or Jeanette Hunt (Human Resource Associate) at 208-429-5519.
5. If you prefer to schedule a one-on-one exit interview with an HRS staff member, please call x2269 prior to your last day.

Supervisor’s Exit Instructions

(For voluntary resignations)

Below is the exit process you and your employee will need to follow to ensure: 
· The resignation is processed as efficiently as possible. 
· The employee is informed of important facts and information affecting benefit options.
· That all accounts are cleared and College property is returned prior to resignation.  
If you or your employee have any questions about this process, please contact HRS at 792-2269.

1. Refer the departing employee to the Employee Exit Instructions.
2. Accept employee’s resignation letter and notify HRS within 24 hours. 
3. When HRS receives the employee’s resignation letter, an email confirmation will be sent to the employee with important benefit information. 

4. If this is not a voluntary resignation, you should be working with an HRS representative on the appropriate exit process.

5. Your employee is required to complete a Separation Checklist and return it to you prior to his or her last day of employment.  After the form is completed and signed by you, please return it to HRS.

6. The department is responsible for initiating a PA form to terminate the employee.  
* Involuntary terminations will be handled by HRS, Security, and department supervisor.  
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