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Florida A & M University 
Office of Human Resources 

  
HR OPERATING POLICY-PROCEDURE 

 
Procedure No.  HR – 9000 

 
Subject: Separation from Employment 
 
Authority: FAMU Regulation 1.021 
 

Effective Adopted Date: 
02/01/2006 

Revision(s) 06/27/1996; 02/01/2006; 3/30/2017 
Related References  
Purpose  To establish a procedure for employees separating from the 

University. 

Signature of 
Approving Authority 

 

 
1.0 General Information 

 
Separation of employment may be either voluntary or involuntary.  Voluntary separations include resignations, 
quit without notice, medical necessity, and retirement.  Involuntary separations include layoffs, completion of 
contract, discharge, and discharge for unsatisfactory job performance or misconduct.  Employees voluntarily 
separating from the university should submit a minimum of two weeks notification.   
 
All employees separating from employment with Florida Agricultural & Mechanical University (FAMU) must 
complete the exit process.  They are required to return all university property issued to them during their tenure 
and to settle all outstanding accounts.  FAMU reserves the right to offset any funds due the employees to 
compensate for unreturned property or unsettled accounts.  

 
2.0 Responsibilities 
 
 Employees are responsible for providing proper notification when separating from the University. 
 
 Supervisor, Deans and Directors are responsible for providing proper notification to the Office of Human 

Resources of changes in employment status.   
 
3.0 Definitions 
 

A. Exit Process - A procedure established by the University for all employees separating from employment 
with the University. The procedure is also used to ensure that the employee has fulfilled all financial 
obligations to the University. 

 
4.0 Notice Requirements  

 
1. Employees who voluntarily terminate their employment should give at least a two-week notice. 

2. Once the resignation has been accepted, supervisors are not required to allow an employee to rescind a 
resignation, whether it was given verbally or in writing. 



 
Page 2 of 5 

 

3. With approval of Human Resources, supervisors may choose to have the employee leave immediately rather 
than continue working through the two-week notice period. In such cases, the employee will still be paid for 
that two-week period. 

4. If an employee provides less notice than is required, the staff member may be deemed ineligible for rehire at 
the College. 
 

5.0 Procedures 
 

1. The employee submits a letter of resignation to their immediate supervisor or appropriate authority. 

2. Upon notification, the supervisor or appropriate authority should provide a copy of the letter to the Office of 
Human Resources. 

3. The employee will need to contact a representative in Time & Labor Administration within the Office of 
Human Resources to schedule an exit interview.  In addition, employee will need to schedule an appointment 
with Benefits.   

4. During the exit interview, the employee will be received further information on the exit process and must 
complete Exit Survey packet.  The employee must be cleared by each area listed on the Faculty/Staff 
Termination Clearance form prior to receiving payout.     
 

6.0 Records  

 All records and appropriate paperwork related to an employee’s separation will be maintained in the Office of 
 Human Resources. 
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1.0 RECORDS 


