STATE OF CALIFORNIA - DEPARTMENT OF GENERAL SERVICES
PERSONNEL OPERATIONS MANUAL

POM

Voluntary Resignation

Policy None

Definition Voluntary resignation takes place when an employee, of his/her own
accord, chooses to cease his/her appointment to a DGS position or
separate from State service.

Roles and The table below depicts the roles and responsibilities when an
responsibilities employee ceases employment with the DGS or separates from State
service.
Role Responsibility
Employee ¢ Notifies his/her supervisor, in writing, in advance of the

effective date of resignation
e Completes and submits all required separation
documents

Personnel Liaison (PL)

¢ Provides employee with all required separation
documents

e Forwards all required separation documents to Personnel
Specialist (PS)

e Submits Employee Separation Clearance Checklist to PS

¢ Provides information to employee regarding
reinstatement rights

e Initiate separation alert in ABMS

Supervisor

¢ Ensures all State property is returned by employee prior
to last day of work (ID card, keys, pager, phone, laptop,
equipment, vehicles, etc.)

e Ensures employee's voice mail, if applicable, indicates
separation and referral

e Ensures computer accounts are terminated

Personnel Specialist (PS)

¢ Receives and processes separation forms
e Ensures final pay warrant is issued within 72 hours of
employees effective date of separation
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Voluntary Resignation, Continued

Required The following separation documents are required:

separation

documents e Employee Action Request (EAR) STD 687

e Final timesheet (PAL)

e Completed COBRA forms for health, dental, vision GS 901
e Conflict of Interest, if applicable STD 730

e Employee Separation Clearance Check List DGS OHR 71
e Employee's Separation check list DGS OHR 11

e Unemployment Insurance Information GS 78

e Absence and Additional Time Worked STD 634

Resources The following table depicts the various resources available regarding

voluntary resignation.

Resource

Section

Law and Regulation
http://leginfo.leqgislature.ca.gov/faces/codes.xhtml;jsessionid=ec?
40fb92d7f258ccc38ebd5c0c9
http://weblinks.westlaw.com/toc/default.aspx?Abbr=ca%2Dadc&
Action=ExpandTree&AP=I1DA7B160D48D11DEBC02831C6D6
C108E&ItemKey=11DA7B160D48D11DEBC02831C6D6C108E&
RP=%2Ftoc%2Fdefault%2Ewl&Service=TOC&RS=WEBL13.04
&VR=2.0&SPa=CCR-
1000&pbc=DA010192&fragment#I1DA7B160D48D11DEBC028
31C6D6C108E
http://weblinks.westlaw.com/toc/default.aspx?Abbr=ca%2Dadc&
Action=ExpandTree&AP=I121DFCAEOD48F11DEBC02831C6D6
C108E&ItemKey=121DFCAEOD48F11DEBC02831C6D6C108E&
RP=%2Ftoc%2Fdefault%2Ewl&Service=TOC&RS=WEBL13.04
&VR=2.0&SPa=CCR-
1000&pbc=DA010192&fragment#I21DFCAEOD48F11DEBC028
31C6D6C108E

GC 19996.1(a), 19140

SPB Rule 445-446, 448, 548.145
Section 6.4 of SPB Laws & Rules

DPA Rule 599.825-.826, 599.995

Payroll Procedures Manual (PPM) 70
|_http://www.sco.ca.gov/ppsd _ppm.html

Personnel Management Policy and Procedures Manual 311

(PMPPM)

Responsible Control Agency and Program

http://www.spb.ca.qov/

http://www.calhr.ca.gov/Pages/home.aspx SPB

CalHR

Other:

SPB Precedential Decisions (Pamela S. Martin, Karen Patchin)
http://spb.ca.gov/precedential _decisions/precedential alpha4.cf
m
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http://leginfo.legislature.ca.gov/faces/codes.xhtml;jsessionid=ec740fb92d7f258ccc38ebd5c0c9
http://leginfo.legislature.ca.gov/faces/codes.xhtml;jsessionid=ec740fb92d7f258ccc38ebd5c0c9
http://weblinks.westlaw.com/toc/default.aspx?Abbr=ca%2Dadc&Action=ExpandTree&AP=I1DA7B160D48D11DEBC02831C6D6C108E&ItemKey=I1DA7B160D48D11DEBC02831C6D6C108E&RP=%2Ftoc%2Fdefault%2Ewl&Service=TOC&RS=WEBL13.04&VR=2.0&SPa=CCR-1000&pbc=DA010192&fragment%23I1DA7B160D48D11DEBC02831C6D6C108E
http://weblinks.westlaw.com/toc/default.aspx?Abbr=ca%2Dadc&Action=ExpandTree&AP=I1DA7B160D48D11DEBC02831C6D6C108E&ItemKey=I1DA7B160D48D11DEBC02831C6D6C108E&RP=%2Ftoc%2Fdefault%2Ewl&Service=TOC&RS=WEBL13.04&VR=2.0&SPa=CCR-1000&pbc=DA010192&fragment%23I1DA7B160D48D11DEBC02831C6D6C108E
http://weblinks.westlaw.com/toc/default.aspx?Abbr=ca%2Dadc&Action=ExpandTree&AP=I1DA7B160D48D11DEBC02831C6D6C108E&ItemKey=I1DA7B160D48D11DEBC02831C6D6C108E&RP=%2Ftoc%2Fdefault%2Ewl&Service=TOC&RS=WEBL13.04&VR=2.0&SPa=CCR-1000&pbc=DA010192&fragment%23I1DA7B160D48D11DEBC02831C6D6C108E
http://weblinks.westlaw.com/toc/default.aspx?Abbr=ca%2Dadc&Action=ExpandTree&AP=I1DA7B160D48D11DEBC02831C6D6C108E&ItemKey=I1DA7B160D48D11DEBC02831C6D6C108E&RP=%2Ftoc%2Fdefault%2Ewl&Service=TOC&RS=WEBL13.04&VR=2.0&SPa=CCR-1000&pbc=DA010192&fragment%23I1DA7B160D48D11DEBC02831C6D6C108E
http://weblinks.westlaw.com/toc/default.aspx?Abbr=ca%2Dadc&Action=ExpandTree&AP=I1DA7B160D48D11DEBC02831C6D6C108E&ItemKey=I1DA7B160D48D11DEBC02831C6D6C108E&RP=%2Ftoc%2Fdefault%2Ewl&Service=TOC&RS=WEBL13.04&VR=2.0&SPa=CCR-1000&pbc=DA010192&fragment%23I1DA7B160D48D11DEBC02831C6D6C108E
http://weblinks.westlaw.com/toc/default.aspx?Abbr=ca%2Dadc&Action=ExpandTree&AP=I1DA7B160D48D11DEBC02831C6D6C108E&ItemKey=I1DA7B160D48D11DEBC02831C6D6C108E&RP=%2Ftoc%2Fdefault%2Ewl&Service=TOC&RS=WEBL13.04&VR=2.0&SPa=CCR-1000&pbc=DA010192&fragment%23I1DA7B160D48D11DEBC02831C6D6C108E
http://weblinks.westlaw.com/toc/default.aspx?Abbr=ca%2Dadc&Action=ExpandTree&AP=I1DA7B160D48D11DEBC02831C6D6C108E&ItemKey=I1DA7B160D48D11DEBC02831C6D6C108E&RP=%2Ftoc%2Fdefault%2Ewl&Service=TOC&RS=WEBL13.04&VR=2.0&SPa=CCR-1000&pbc=DA010192&fragment%23I1DA7B160D48D11DEBC02831C6D6C108E
http://weblinks.westlaw.com/toc/default.aspx?Abbr=ca%2Dadc&Action=ExpandTree&AP=I21DFCAE0D48F11DEBC02831C6D6C108E&ItemKey=I21DFCAE0D48F11DEBC02831C6D6C108E&RP=%2Ftoc%2Fdefault%2Ewl&Service=TOC&RS=WEBL13.04&VR=2.0&SPa=CCR-1000&pbc=DA010192&fragment%23I21DFCAE0D48F11DEBC02831C6D6C108E
http://weblinks.westlaw.com/toc/default.aspx?Abbr=ca%2Dadc&Action=ExpandTree&AP=I21DFCAE0D48F11DEBC02831C6D6C108E&ItemKey=I21DFCAE0D48F11DEBC02831C6D6C108E&RP=%2Ftoc%2Fdefault%2Ewl&Service=TOC&RS=WEBL13.04&VR=2.0&SPa=CCR-1000&pbc=DA010192&fragment%23I21DFCAE0D48F11DEBC02831C6D6C108E
http://weblinks.westlaw.com/toc/default.aspx?Abbr=ca%2Dadc&Action=ExpandTree&AP=I21DFCAE0D48F11DEBC02831C6D6C108E&ItemKey=I21DFCAE0D48F11DEBC02831C6D6C108E&RP=%2Ftoc%2Fdefault%2Ewl&Service=TOC&RS=WEBL13.04&VR=2.0&SPa=CCR-1000&pbc=DA010192&fragment%23I21DFCAE0D48F11DEBC02831C6D6C108E
http://weblinks.westlaw.com/toc/default.aspx?Abbr=ca%2Dadc&Action=ExpandTree&AP=I21DFCAE0D48F11DEBC02831C6D6C108E&ItemKey=I21DFCAE0D48F11DEBC02831C6D6C108E&RP=%2Ftoc%2Fdefault%2Ewl&Service=TOC&RS=WEBL13.04&VR=2.0&SPa=CCR-1000&pbc=DA010192&fragment%23I21DFCAE0D48F11DEBC02831C6D6C108E
http://weblinks.westlaw.com/toc/default.aspx?Abbr=ca%2Dadc&Action=ExpandTree&AP=I21DFCAE0D48F11DEBC02831C6D6C108E&ItemKey=I21DFCAE0D48F11DEBC02831C6D6C108E&RP=%2Ftoc%2Fdefault%2Ewl&Service=TOC&RS=WEBL13.04&VR=2.0&SPa=CCR-1000&pbc=DA010192&fragment%23I21DFCAE0D48F11DEBC02831C6D6C108E
http://weblinks.westlaw.com/toc/default.aspx?Abbr=ca%2Dadc&Action=ExpandTree&AP=I21DFCAE0D48F11DEBC02831C6D6C108E&ItemKey=I21DFCAE0D48F11DEBC02831C6D6C108E&RP=%2Ftoc%2Fdefault%2Ewl&Service=TOC&RS=WEBL13.04&VR=2.0&SPa=CCR-1000&pbc=DA010192&fragment%23I21DFCAE0D48F11DEBC02831C6D6C108E
http://weblinks.westlaw.com/toc/default.aspx?Abbr=ca%2Dadc&Action=ExpandTree&AP=I21DFCAE0D48F11DEBC02831C6D6C108E&ItemKey=I21DFCAE0D48F11DEBC02831C6D6C108E&RP=%2Ftoc%2Fdefault%2Ewl&Service=TOC&RS=WEBL13.04&VR=2.0&SPa=CCR-1000&pbc=DA010192&fragment%23I21DFCAE0D48F11DEBC02831C6D6C108E
http://www.spb.ca.gov/
http://www.calhr.ca.gov/Pages/home.aspx
http://spb.ca.gov/precedential_decisions/precedential_alpha4.cfm
http://spb.ca.gov/precedential_decisions/precedential_alpha4.cfm
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