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Policy

The end of the employment relationship, for whatever reason, shall always take place with respect for the individual and for applicable laws.
Procedure(s)
A. Resignation

Definition. An employee who decides voluntarily to resign from his or job.
An employee who decides to resign shall do so in writing on the “Resignation Form,” at least two weeks before the date of his or her last day of work.

B. Lay-off  

Definition. Temporary suspension of work, decided by employer, for economical reasons e.g.: lack of orders.
1. The employer shall give written notice of lay-off to employees. (Consult the provincial employment standards for required duration of notice.)

· This notice shall include the reasons for the lay-off, the effective date and the duration. 
· A copy of the notice shall be posted in order to be available as information for all employees.

2. Financial compensation

The employer may lay-off an employee without notice if, in lieu of notice, the employee is paid a sum equal to the compensation and benefits that would normally have been earned during the required notice period.

C. Dismissal

After meeting the employee, dismissal is effective immediately. The employee shall take his or her personal belongings and leave the workplace.  
D. Return of business property

An employee who resigns, is laid off, or is dismissed shall return all equipment or other property belonging to the business, at or prior to the moment of departure.

Note:  An employee who does not follow this procedure may be liable to legal action.
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