SCA ENDING EMPLOYMENT

At-Will Status

At SCA, we are committed to the philosophy that employment relationships are both personal and voluntary.  By this we mean that although we hope for mutually beneficial working relationships with our staff, we recognize that changing circumstances make it impossible to guarantee employment.  Your employment with SCA has no specified duration, and either you or the organization may end the employment relationship whenever either of us believes it is best to do so, without consideration of cause or notice.

While we maintain and revise written and other personnel policies in order to adapt to changing organizational needs, any personnel policies that may be in effect from time to time do not affect our policy of voluntary employment relationships.  The voluntary nature of our employment relationship may not be changed except by a separate written agreement specifically entered into for such purpose and signed by our board president.

Voluntary Termination of Employment

If you decide to resign from your job at SCA, we ask that you give a minimum of two (2) weeks’ notice.  Please submit a letter of resignation to your manager.

You are considered to have resigned if you do not return from a leave of absence, turn down a comparable position offered upon return from a leave of absence, or have an unexcused or unreported absence of two (2) consecutive days.

If you voluntarily terminate employment after reaching age sixty-five (65) and after having completed at least ten (10) years of service, you may designate your departure from SCA as retirement.  The process for retirement is identical to that for voluntary termination.

Before leaving on your last day of work, you must return all SCA property, including keys, credit cards, computer equipment, cellular phones, etc. issued to you during the course of your employment.

Any salary due will be paid the next regularly scheduled payday for the pay period during which the termination occurred.  Staff members who have completed six (6) months of continuous employment with SCA will also be paid earned, unused, prorated PTO.  Any PTO used, but not yet earned, will be deducted from your final paycheck.

Involuntary Termination

SCA reserves the right to terminate any staff member at any time, with or without cause or notice.  Generally, when a staff member is believed, in the opinion of his or her manager, to have a job performance problem or to be engaging in behavior that is unacceptable or counterproductive, the staff member will be given an opportunity to improve his or her performance or behavior to an acceptable level.  All involuntary terminations require review by the Vice President, Human Resources.  A staff member terminated involuntarily is not eligible for severance.

Eligibility for Rehire

Staff members who resign may be eligible for rehire.  Human Resources must be notified and personnel files reviewed before scheduling the required hiring interview.  Staff members who are rehired within ninety (90) days of voluntary termination or lay-off will be reinstated, with seniority, to most benefit programs.  Full-time staff members who are downsized or rehired in a part-time capacity during the ninety (90) days following their last date of full-time employment, may be reinstated with seniority to most programs if they are then rehired at a full-time capacity with no other breaks in their employment with SCA.

Job Elimination and Layoffs

Given the realities of the nonprofit sector, cutbacks or job reductions may be unavoidable due to changes in programs, funding or forces beyond our control.  SCA will strive to minimize the negative impact on current staff if a reduction in the workforce becomes necessary.

All affected staff members will receive notice of a layoff in writing from the President at least thirty (30) days prior to the layoff date.  Staff members who receive shorter notice will receive pay in lieu of notice for the difference between receipt of actual notice and thirty (30) days.

Laid-off staff will be paid any earned, unused, prorated PTO time.  Staff members will receive one (1) week of severance pay for every full year of service up to a maximum of twelve (12) weeks.  Laid-off staff currently enrolled in SCA’s health insurance program will be offered the opportunity to continue the same coverage for up to eighteen (18) months by paying the cost of the monthly premium.

Exit Interviews

A member of our Human Resources staff meets with all regular staff members on or before their last day of work.  This exit interview is meant to provide staff members with the opportunity to reflect on their experience at SCA and to offer comments, advice, or suggestions pertaining to our work policies and practices.

Information shared during an exit interview will be treated as confidential and acted on in an appropriate and timely manner.

Print out the Acknowledgement of receipt and Reading of Staff Handbook; send in signed copies to either Pam Bennett or Val Valdivia. 

If you have any questions or comments regarding the HR section please contact Val Valdivia, Human Resources Assistant. This email address is being protected from spam bots, you need Javascript enabled to view it 
