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SUBJECT: EMPLOYEE SEPARATION

PURPOSE:

To define the procedure for separating employees from City service due to resignation,
retirement, termination, or death, and to provide for the orderly accounting and return of
issued work items belonging to the City of Riverside.

POLICY:

1. Notice of Separation/Departmental Forms Processing

a. An employee will notify his or her supervisor at least two weeks prior to the date
he or she intends to separate from employment with the City. At the time of
notice, the employee will complete and sign a Resignation Form. In the event of
a planned retirement, an employee should attempt to provide sufficient notice to
the department to allow for budgeting of possible sick and vacation leave
payoffs. See Retirement Policy (CalPERS), for more information on retirement.

b. In all cases, the Notice of Employee Separation Form will be completed and, if
possible, signed by the employee.

c. The supervisor will use the Employee Separation Checklist Form to account for
all City-owned items being returned. The replacement cost of items not
returned by the employee will be deducted from the employee’s final paycheck.

d. Departments will notify Human Resources of impending separation by
submitting a Personnel Action Form with the above-mentioned forms.

2. Separation Processing Appointment

a. Itis the separating employee’s responsibility to schedule an appointment with
the Human Resources Department for separation processing. The employee
may request that this appointment be conducted in person or by telephone.



