ADMINISTRATIVE PROCEDURES

Procedure Number: 3-9

Effective Date: 03/08/2003
Revision Date:  06/16/2010

C.

County Administrator /

......................................................... 7:-_-___

SUBJECT: EMPLOYEE SEPARATIONS

........................................................................

..........................................................................................................................

L STATEMENT

Pima County is committed to providing a healthy and constructive work environment for
all employees. This procedure allows terminating or transferring employees the
opportunity to discuss frankly and openly the positive and negative aspects of their
empioyment. Information gathered may be used to improve working conditions, identify
training needs and implement positive change in the work place.

Personnel Policy 8-123 - Terminations sets forth the obligations of employees and Pima
County upon termination of employment. The purpose of this administrative procedure

is:

e to implement Personnel Policy 8-123;

¢ to provide a County-wide procedure for the processing of terminations or moves
from one department to another;

e to assure uniformity in the processing of terminations from Pima County
employment or moves from one department to another;

e to create an exit interview process that enables Pima County to obtain comments
and suggestions for the overall improvement of the guality of work in Pima
County; and

+ to set forth specific procedures and forms to be utilized in the termination process
or when an employee moves from one department to another.

Il. APPLICATION

This procedure applies to an employee who a) terminates (separates his or her
employment from Pima County) or b) transfers (moves from one department to another)
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PROCEDURE

Pima County, through the Department Personnel Representative and Human
Resources, will contact each terminating employee or each employee who moves from
one department to another to provide information and receive comments and
suggestions regarding employment with Pima County. The Department Personnel
Representative shall complete the Pima County Check-out Checklist (Attachment 1).
This checklist shall be maintained by the department in the employee’s department
personnel file.

The Department Personnel Representative will give each terminating employee, or each
employee who transfers from one department to another, a Confidential Employee Exit
Interview Survey (Attachment 2). This survey is to be submitted to Human Resources,
Employment Rights, by the terminating employee or the employee who is transferring
from one department to another. The employee may deliver this survey directly or
contact the division to schedule an appointment.

When applicable, the Department Personnel Representative will give the terminating
employee a Right to Appeal form (Attachment 3). The last day to file an appeal will be
identified by the Department Personnel Representative in accordance with the Merit
System/Law Enforcement Merit System Rules. (Note. The Right to Appeal form
provides specific instructions for filing and handling an appeal and related forms. If an
employee elects to file an appeal, the employee must submit a Merit System/Law
Enforcement Merit System Appeal form to Employment Rights by the given deadline).

RESPONSIBILITIES

Department Personnel Representative: disseminates applicable forms (attached
hereto) to the terminating employee or the employee who transfers to another
department, and meets with the employee.

Human Resources-Employment Rights staff: when applicable, meets with the
terminating employee or the employee who transfers to another department, receives
survey information and disseminates that information to the County Administrator or
designee, and receives and processes the Merit System/Law Enforcement Merit System
Appeal form.

Terminating employee or an employee who transfers to another department: meets with
the Department Personnel Representative and completes checkout procedures,
completes exit interview survey either in writing or in a meeting with the Employment
Rights staff, files appeal form with the Employment Rights staff when applicable.

COMMENTS
Reference:  Pima County Merit System Rules 11 and 14

Law Enforcement Merit System Rule Xill
Personnel Policy 8-123
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Attachment 1

Employee's Name:
Department/Div:

PIMA COUNTY CHECKOUT CHECKLIST

Department personnel representatives compiete this form when an employee leavas the department
and/or Pima County. Upon completion, file this form In the employee’s department personnel file.

Employee ID No.:
Effective Date;

Leaving Leaving
County  Dept.

haoc OO DpDooocgogoogoo
opoons

ooo

required.

[JResign [JRetre []Dismissal [ Term. during initial probation [ ] Layott [] Other:

Educational Reimbursement, if within past & mikge.
Reimbursement of persanal tong distzgie hor i

- | certify that | have discussed the above options with the employee and processed the appropriate paper work as

Revised: May 2010

Personnel Representative Signature

Date
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Attachment 2

CONFIDENTIAL EMPLOYEE EXIT INTERVIEW SURVEY

Pima Counly is commilted to providing a healthy and constructive work snvironment for ail employses.
Your participation in complating this survey will be helpful in providing information needed to ensure that
our commitment is being met and to assist us in making improvements where they are needed.

It is the infent of Pima County lo treat your responses confidentially. if this information is shared with the
County Administrator and/or appropriate staff mermbars, your identity will not be disclosed. However, in
some insfances Pima County may ba abligated by law to lake further action including disclosure of the
identity of the individual giving the information. Within these constraints your responses wili be treated
with thé utmost confidentiaiity. The completed survey will not be placed in your file, given to your
department, nor in any way atfect your future smploymant with Pima County.

After you have compisied the guestionnaire, plesse deiiver (In person or by meil) to Human Rescurces,
150 W. Congress — 4 Floor Tucson, Arizona 85701, if you wish o discuss the quéstionnaire or other
issues related o your expeniences as an employee with the Pima County, please contact Human
Resources al 740-2728 to achedule 2n appointment.

g it is received and then i will

This form will be maintained by Human Rescurces for one (1) year from g
be destroyed. AV

—
Name:

Depariment:

| Date of Hire:

1. Weas your decision to ieave the deparimentiir
O Retum to School \
O Belter job opporwnity
0 Qther:

influenced by any of the following?
g 2rsonal " O Relocation
f 0 Compensation’

2. What was your opinion of t

EXCELLENT | GDOD FAIR POOR

Work atmosphere <l
Type of work 4§

Cooperation wit '-]Ii”'

| Management comen

| Salary/benefits

Training provided

Pramotional opportunities

COMMENTS:

3. How would you rate your job in the following areas?

EXCELLENT | GOOB FAIR POCR

Supervision

Type of work

Work load

Working conditions

interaction with others

Public service

COMMENTS:
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Attachment 2 (continued)

Exlt Interview Survey
Page Two

4. How would you rate your immediate supervisor?

\ EXCELLENT | GCOD FAIR POOR

[ Work atmosphere created

Fdir treatment
Recognition of job well done

| ProblemiComplaint resoiution

Communication skills

Encouraged suggestions ‘ |

Showed parsonal interest HE
COMMENTS: "

Fhent about the organization,
and agvancement opgortunities,

5. Ware you given @nough information in tha early stages of your emp,
compensation, department/County pelicies and procedures, trainjg
etc.?

8. Is there anything eise you would like to corfiigica neerning your employment or related issues?

Employee Signature - Bate

Tharnk you for taking the time to complete this sufvey, May we contact you shouid wa want to follow up?

[J Yes [ No Ifyes, please provide an address and teiephone number beiow.

Address Zip Coda Phang Number

Revised 0310
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Attachment 3

EMPLOYEE'S RIGHT TO AN APPEAL

Pima County Merit System Rule 14 and Pima County Law Enforcement Merit Systern Rule XllI-4 give
permanent County employees (those whao have passed initial probation) the right to appeal a
suspension, involuntary demotion, reduction in pay, dismissal, or termination as set forth in Merit
System Rule 11.5.B through E and Law Enforcement Merit System Rule XI-10.A through D. An
allegac coarced resignation will be treated as a dismissal. if you believe one of the above appiies,
you may file an appeal to the Merit System Commission/Law Enforcement Merit System Council.
This appaal must be in writing and filed with the Human Resources Department (150 W. Congress,
4" Floor). Ment System Appea! forms are available from Human Resources or the Human Resources

web page. itrules . html.
1. It you wish to file an-appeal, you must complete the Merit Syster or Law Enforgement Merit
System Appeal form, stating the reason for the appeal and deliver to Human Resources within

ten (10) calendar dayg following written notification of your discipiinary action or termination.
Failurs to exercise your appeal rights may preclude you from pursuing your claim in Court.

Last day to file an appeal is: _

2 A hearing will be scheduled within twenty {20) calendar d thegliing of the appeal. Atthe
Commission/Council hearing, you have the opticgato:

a, Represent yourself,
b. Be represented by a non-attogglf ]
¢ Be represented by an attorgeV"Qyvgo not have an attorney, you may contact the
Lawyer Referral Service afgly

at the hearing. Any request for subpoenas

3. You may bring witnesses to teghift
must ba recéived by Human Rl gst five (5) business days prior to the scheduled
hearing.

4, You may bring documen .': Phags , memos, photos, atc.) in support of your case to the
hearing. Pieaee bggmpthrec coples o‘f all documentis ready fer distribution at the time of the
hearing.

5. Human Resources : 2 R available to answer any guestions you may have regarding the
procedures that willéugg#€ed during the hearing. You may request a copy of the "Appellant's

Guide to an Appeal Hearlng and the "Appeal Hearing Guidelines® for detailed information
about the appeal process.

5. It is your responsibility to notify Human Resources of any change in your mailing address and
telephone number. The hearing notice will ba sent to the address provided on the Merit
System Appeal Form.

! have read and fully understand all of the abova statements.

Name: (Print) Depariment:

Signature: Date:

n Orimnai Employee — attached to Notice of Disciplinary Action, Termination or Employee’s Letter of Resignation
Copy: Depanment Personnel File






