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ARTICLE XXXII 

SEPARATION AND REINSTATEMENT POLICY 
______________________________________________________________________________ 
 

I. POLICY: 

All separations of employees from positions in the service of the Town shall be designated 
as one of the following types and shall be accomplished in the manner indicated:  
resignation, reduction in force, disability, voluntary retirement, dismissal, or death. 

  
II. PROVISIONS:  

Resignation 
 An employee may resign by submitting the reasons for resignation and the effective date in 

writing to the immediate supervisor as far in advance as possible.  In all instances, the 
minimum notice requirement is two weeks.  Failure to provide minimum notice shall result 
in the forfeit of payment for accumulated vacation unless the notification requirement is 
waived upon recommendation of the Department Head and approval by the Town 
Manager.  Thirty days’ notice is expected of Department Heads. 

 
 Three consecutive days of absence without contacting the immediate supervisor or 

Department Head may be considered a voluntary resignation.  Sick leave will only be 
approved during the final two weeks of a notice with a physician's certification or 
comparable documentation. 

 
Reduction in Force 
 In the event that a reduction in force becomes necessary, consideration shall be given to 

the quality of each employee's performance, organizational needs, and seniority in 
determining those employees to be retained.  Employees who are separated because of a 
reduction in force shall be given at least two weeks’ notice of the anticipated action.  No 
regular employee shall be separated because of a reduction in force while there are 
temporary or probationary employees serving in the same class in the department, unless 
the regular employee is not willing to transfer to the position held by the temporary or 
probationary employee. 
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Disability 
 The Town will comply with the Americans with Disabilities Act (ADA) and will make all 

responsible efforts to provide reasonable accommodation to employees who may be or 
may become disabled.  An employee who cannot perform the essential duties of a position 
because of a physical or mental impairment may be separated for disability.  Action may be 
initiated by the employee or the Town.  In cases initiated by the employee, such action must 
be accompanied by medical evidence acceptable to the Town Manager.  The Town may 
require an examination, at the Town's expense, performed by a physician of the Town's 
choice. 

 
Employees who meet the requirements of the North Carolina Local Government Employees’ 
Retirement System may qualify for a disability retirement.  Information about this option is 
available from the Human Resources Manager or the Retirement System. 

 
Voluntary Retirement 

An employee who meets the conditions set forth under the provisions of the North Carolina 
Local Governmental Employees’ Retirement System may elect to retire and receive all 
benefits earned under the retirement plan. 

 
Death 
 Separation shall be effective as of the date of death.  All compensation due shall be paid to 

the estate of the deceased employee. 
 
Dismissal 
 An employee may be dismissed in accordance with the provisions and procedures of set 

forth in the Unsatisfactory Job Performance and Detrimental Personal Conduct Policy. 
 
Reinstatement 
 An employee who is separated because of a reduction in force or who resigns while in good 

standing may be reinstated within one year of the date of separation, upon 
recommendation of the Department Head, and upon approval of the Town Manager.  An 
employee who is reinstated in this manner shall be re-credited with his or her previously 
accrued sick leave. 

 
Rehiring 
 An employee who resigns while in good standing may be rehired with the approval of the 

Town Manager, and may be regarded as a new employee, subject to all of the provisions of 
rules and regulations of this Personnel Policy.  An employee in good standing who is 
separated due to a reduction in force shall be given the first opportunity to be rehired in the 
same or a similar position. 

 

 

 



 

 
 
 
 

 

 

 

 

 

Policy adopted by Selma Town Council  Effective Date: July 10, 2018 
        
 
As of August 10, 2021, this policy replaces and supersedes any previous policies, or unwritten 
policies or practices covering the same subject.  
 


