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Section 12:
Separation of Employment 

12.1
LAYOFF:

Layoff of employees shall be made in the inverse order of the date when the employee first entered into service with The Village of Harveysburg and in rank order, if applicable. If it is found that two or more employees have the same starting date, then layoff order for the employees involved shall be determined by a review of performance evaluations.

12.2 
RESIGNATION
An employee may terminate employment with the Village of Harveysburg at any time for any reason. 
Employees are required to provide a (2) weeks notice in order to receive any benefits due.

12.2.1 PROCEDURE

1.  A written resignation should be submitted to the Department Head two (2) weeks prior to the termination date.

2.  All Village issued keys and/or any other Village property must be returned. 
3. An Employee shall provide the Fiscal Officer with a forwarding address in order to receive W-2 forms.  
12.3
FINAL PAYCHECK
In case of termination/resignation, the final paycheck will be issued at the next regularly scheduled pay date.  In no circumstances will final paychecks be provided at the day of termination.
	



