Early Learning Offboarding Procedure

Purpose

To support the transition of staff through resignation from their position within the Early Learning
Department.

Process
Staff will submit a written resignation letter to Human Resources and their Supervisor(s).

On the staff member’s last day, the supervisor will collect all organizational property, including
badges, keys, fobs, program credit card, technology (i.e., laptop and cell phone), curriculum
materials, and any items purchased by OESD 114 such as program manuals, book study books and
program bags. The supervisor will turn these items into the appropriate OESD 114 department.

The staff member must submit a printed and signed final Time and Effort and Travel Reimbursement
Form to their supervisor. The supervisor will check accuracy in Qmlativ prior to the staff leaving.
The supervisor must submit the completed documents to the Operations Administrator and not wait
until the end of the month.

When someone resigns from employment, sick leave is forfeited upon resignation and is not paid
out or transferable. Vacation Leave balance is transferred to VEBA. Personal days are not paid out.
When someone retires, Vacation Leave is paid out in full, Sick Leave is paid out at a rate of 1 hour
for every 4 hours of unused sick leave accrued. Personal days are not paid out. Sick leave cannot be
donated when an employee leaves the agency.

e The Data and Technology Administrator will inform Network Services of the staff’s last day and
notify to disable OESD 114 databases.

e Family and Health Services Manager will remove staff from ELMS and WINS.
e The Child Development Manager will disable all education accounts (i.e., SmartTeach and DECA).

e The Operations Administrator will remove staff from Frontline, program staff organizational
chart, the Staff and Classroom information sheet, Constant Contact and remove the staff’s
program mailbox.

e The Professional Development Coordinator will remove the staff from the program licensed site
in MERIT and inform the Data and Operations Coordinator of the staff’s last day of work and
reason for leaving. Data and Operations Coordinator will inactivate staff in Child Plus.
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