Employment

Transfers

Employees transferring from one County office or department to another
should give at least a two week written notice to their current official/department
head. The current official/department head may waive the two week period. If
an employee status changes from a non-exempt to an exempt position, the
employee’s current compensatory time balance will be paid out as of the last day
i the non-exempt position and at the hourly rate for the non-exempt position.
Compensatory time will also be paid out when a non-exempt employee
transfers from one County department to another. If an employee transfers
from a position that allows for a higher vacation or sick leave balance, the
amount that 1s in excess of the limit for the new position will be forfeited.
Transfers to and from WCCHD, Museum or CSCD are

considered employment separations.

Separation of Employment

Employees are required to provide at least a two week written notice i order to
resign in good standing. The last day of employment 1s the last day the
employee 1s present at work. Leave time cannot be used on the last day of
employment, with the exception of administrative leave or medical leave
covered under or at the conclusion of FMILLA. In some cases, the last day of
employment may be adjusted after a review and approval process involving the
department, Human Resources, and the County Auditor’s Office. At the
discretion of the Elected Official or Department Head, the resignation may be
accepted immediately or at any time within the resignation notice period. In the
event that an employee passes away, the last date of employment will be the last
date worked or the last day on approved leave with the exception of vacation
leave. Any accrued vacation time, comp time or unused holiday time banked
prior to October 1, 2014, will be paid in a lump sum on the final paycheck.
Employees must return all Willlamson County property immediately upon
request or upon termination of employment. Any items not returned may be
deducted from the final paycheck from certain eligible employees. Qualifying
leave balances will be paid when an employee terminates or in the pay period
in which all County assets have been disabled/returned to the County.

Adjusted Service Dates for Rehired Employees

Employees rehired within 90 days from his/her last employment termination
date, will be remstated with service time based on a calculated adjusted service
date. The adjusted service date 1s the original date of employment minus the
number of break in service days. The adjusted service date will also be used for
determining vacation and longevity accrual rates. Employees rehired 91 or
more days after separation of employment will not receive service credit for
previous employment, unless a one-time exception, that cannot exceed a one
year break i service, 1s awarded based on review and approval by Human
Resources (factors considered include high turnover positions, KSA’s of
former employee or other special circumstances)

Refer to the Uniformed Services Employment and Re-employvment Rights Act
(USERRA) for reemployment rights if the break in service 1s related to active
military leave. Contact the Human Resource Department for assistance.
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