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I. PURPOSE:

To describe the guidelines used for the termination of career personnel.

II. DISCUSSION:

This SOG applies to the termination of all career personnel of the Flint Hill Fire Department (FHFD).  It covers both voluntary and involuntary terminations of FHFD career employees.  The responsibilities of the department and employee are defined and a general process based on the type of termination is outlined. 
III. GUIDELINE:

Employees not leaving in good standing will not be considered for reinstatement of employment with FHFD.

FHFD reserves the right to hold final paychecks until all department equipment is returned and all financial obligations of the employee have been met.

Employment with FHFD is “at will” as defined by South Carolina state law. As such, notwithstanding anything in this guideline, an employee or the FHFD may end employment at any time with or without cause.
Employee Responsibilities

When the employment of a career employee of the FHFD is terminated the employee is responsible for the following: 
1) Returning all equipment, gear, uniforms, clothing, etc. issued to the employee as part of their employment.
2) Returning any security items such as keys, ID Cards, card keys, etc.

3) For voluntary terminations, providing their immediate supervisor as much advance notice of their intended termination date as possible. At least 2 weeks is preferable.
4) Clearing out lockers, bedrooms, cabinets, etc. of any personal items on or prior to their official termination date.  Any personal items left after an employee’s official termination date will be considered abandoned and disposed of in a manner determined by the Fire Chief. 

5) Refraining from entering any locked or otherwise secure facility of the department without permission from the Fire Chief.  The former employee is considered a member of the general public unless the employee has another relationship with the department (e.g., a volunteer firefighter) that continues after employment.  In this case the rules of the other relationship will prevail.

6) Reimbursing the department for any unearned vacation time the employee was advanced by the department.  
7) Fulfilling all department separation requirements prior to receiving a final paycheck.

Department Responsibilities

When the employment of career employee of the FHFD is terminated the department is responsible for the following: 

1) Providing sufficient time and reasonable access to facilities for the employee to remove personal items from department property.
2) Paying employee for any accrued but unused vacation time if the employee is voluntarily terminating subject to the return of all departmental property. Employees terminated involuntarily will not be paid for unused vacation time.
3) Paying employee for any earned but unpaid income up to the official termination date subject to the return of all departmental property.

4) Immediately notifying York County Fire Prevention, SC State Fire Marshals Office, and the SC Firefighters Association of the employee’s termination.

5) Collecting all items issued to the employee as part of their employment prior to the official termination date.  No final check will be issued until all departmental property is returned.
6) Notifying other members of the department of the termination as soon as reasonably possible.

7) If possible, conducting an exit interview with the employee to determine the reason(s) for termination and the employee’s eligibility for future employment with FHFD.  The exit interview form will become part of the employee’s permanent record. See 802.02 EXIT INTERVIEW FORM for the form to be used. 

Voluntary Termination Process

1) Employee should notify their supervisor in writing as soon as they decide to terminate their employment with FHFD.  At least 2 weeks notice of resignation is preferable. Employees must provide at least 2 weeks notice in order to leave in good standing.  
2) During the period after notification and prior to the termination (i.e., resignation period) the employee and their supervisor will work together to transition the employee’s responsibilities to other department employees as appropriate. Failure of the employee to assist in the transition may result in the employee not leaving in good standing.
3) Unless mutually agreed to by the employee and FHFD, the department will not immediately terminate an employee who has submitted a resignation.  The FHFD reserves the right to limit an employee’s resignation period to 2 weeks.   
4) On the employee’s last day of employment with FHFD, the employee and their supervisor will conduct an exit interview. See 802.02 EXIT INTERVIEW FORM for the form to be used.  All department property should be returned during the exit interview if it had not been returned previously. The employee’s standing will be determined during the exit interview.
Involuntary Termination Process

1) The Fire Chief shall notify the employee of the department’s decision to terminate the employee. 

a) If the termination is for cause and the specifics of the situation are severe enough the employee may be immediately terminated.  

b) If the termination is for cause but the specifics of the situation do not warrant immediate termination the employee will be given notice as to their termination date.  Generally there will be 2 weeks notice but this is at the discretion of the Fire Chief.

c) If the termination is not for cause the employee will be given at least 2 weeks notice.

2) During the notice period the employee is expected to report to work as scheduled and perform all of their assigned duties.      

3) The Fire Chief may allow the employee to use vacation time during the notice period in lieu of reporting to work.  This is at the sole discretion of the Fire Chief.
4) During the notice period the employee and their supervisor will work together to transition the employee’s responsibilities to other department employees as appropriate.

5) The Fire Chief will conduct an exit conference with the employee to review the termination process. The responsibilities of the employee and department will be reviewed. The content of conference will be documented by the Fire Chief and placed in the appropriate department files. All department property should be returned immediately after the conference if it had not been returned previously.

6) For career employees who have been placed on a Performance Improvement Plan (PIP) and were not successful in satisfying the requirements of the plan, Section III -  Results of Performance Plan, will be reviewed during the exit conference. The PIP specific responsibilities of the employee and department will be reviewed. 

7) Employees terminated for cause will not leave in good standing.  

