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TERMINATION TYPES

I. PURPOSE:

To provide information regarding the termination of active employment status with the Department.

II. SCOPE:

Departmentwide.

III. EMPLOYMENT MAY BE TERMINATED BY THE FOLLOWING ACTIONS:

A. Resignation

To resign in good standing, the employee must give at least fifteen (15) calendar days prior written notice, unless the department director or designee agrees to a shorter period of notice because of extenuating circumstances.

The department director or his/her designee will accept resignations upon receipt. The department director, division director or designee must accept the resignation in writing before the effective date of the resignation and provide the written notice to the employee. 

If a resignation was not immediately accepted before its effective date, the last day on active duty should normally be considered as the effective date of the resignation unless the employee has been on sick leave or leave of absence immediately prior to the resignation.  An employee who resigns on a holiday will not be paid for that day unless he/she is retiring and the holiday is the last day of the month.  The termination date will reflect the day prior to the holiday for resignations and/or terminations. 

B. Retirement

Employees may be eligible for full or reduced retirement benefits.  There are several options available depending on your hire date into the system.

For detailed information contact the Missouri State Employees’ Retirement System (MOSERS) office or refer to your MOSERS retirement handbook.

Disabled employees are eligible for long-term disability at any age under certain specified conditions.

An employee should submit completed applications for retirement benefits at least thirty (30) days prior to the effective date, but not more than ninety (90) days, in or​der to assure that all required retirement forms are processed prior to the re​tirement date.  Although an employee may terminate employment with the department prior to the end of the month, retirement benefits are effective on the first (1st) day of the month following termination.

C. Expiration of Limited Term Appointment

Emergency, limited temporary, temporary and unclassified appointments will be terminated by the department on the expiration date of the appointment or may be terminated prior to the expiration date based on workload needs, availability of funds, or unacceptable work performance.

D. Layoff

This is the action taken when it is necessary to reduce the work force because of shortage of work or funds, reorganization or related reasons.  This is not a disciplinary action and the individuals to be laid 
off are determined by class of positions and MOSERS service credit (see Administrative Policy 13.4/Layoffs).

E. Dismissal

This is the action taken to terminate an employee for unsatisfactory work performance or misconduct (see Administrative Policy 10.4/Disciplinary Action).

Written notice of resignation or retirement must include the last date of employment and must be submitted by the supervisor immediately, to the Office of Human Resources.  If employment immediately following resignation will be with another state agency, this should be noted to assure that benefits are transferred accordingly.
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