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SOP 4: Offboarding

SOP 4: Offboarding

SOP 4.1 – Offboarding Process

Purpose

To ensure a consistent, compliant, and professional offboarding experience that protects E.C. Fennell’s interests and confirms proper separation documentation and return of company property.

Scope
This SOP applies to all voluntary and involuntary separations at E.C. Fennell, Inc., including resignations, retirements, and terminations.

4.1 – Resignation Requirements
· Employees must provide a minimum of two (2) weeks’ written notice of resignation. 
· Failure to provide the required notice will result in the employee being marked as “not eligible for rehire.” 
· Resignations must be submitted in writing (email acceptable) and include a proposed final working day. 

4.2 – Return of Company Property
All company property must be returned to the employee’s manager no later than the last working day, including:
· Laptop, charger, phone, access cards, name tag, tools, office and/or desk keys, PPE, etc. 
· Company-owned files, digital data, and client records. 
Failure to return property may result in deductions or legal recovery actions as permitted by law.
Inspection of company workstation for damages. Monitors and docking stations may remain at the workstation.

4.3 – Final Pay and Benefits
· Final pay will be processed according to state law. HR will conduct a review to ensure there are no outstanding financial obligations (tuition reimbursement, damage to company property, etc.). 
· HR will ensure termination is entered in payroll and benefits systems (ADP, Vantagepoint, etc.). 
· COBRA and benefits continuation information will be mailed to the employee’s address on file. 

4.4 – Rehire Eligibility
An employee will be marked as eligible for rehire only if:
· They provided the required two weeks’ notice, and 
· Returned all company property in good condition. 
All others will be coded as “Do Not Rehire (DNR)” in the HRIS.

4.5 – Documentation and Recordkeeping
· HR will file the resignation notice and return-of-property checklist in the personnel file. 
· Separation data will be reviewed quarterly to identify turnover trends and departmental issues. 

4.6 – HRIS and Notifications
· HR will update all HRIS systems (ADP and Vantage Point) to reflect the employee’s terminated status within 2 business days of the employee’s last working day. 
· HR will send an email to the insurance brokerage (USI), IT company (C3), and Payroll/Accounting to inform all parties of the employee’s termination.
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