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Terminations
“An employee terminates employment with the club under one of four conditions:
 Voluntary Quit:
o This occurs when an employee decides to leave the club’s employ of his own
volition.
o An employee may notify the club of his decision to leave the club orally or in
writing.
o If notification is oral, the department head should have the employee sign the
Personnel Data Sheet (PDS), CRI Form 104, giving the effective date of the
termination.
 Abandonment of Position:
o This occurs when an employee fails to show for work for three consecutive
scheduled shifts and does not notify his supervisor of his intention to quit.
o In this instance, the department head should fill out a Personnel Data Sheet
(PDS), CRI Form 104, indicating that the employee abandoned his position with
the effective date listed as the last date worked.
Layoff. Layoffs occur when the club involuntarily terminates an employee due to a lack of
work. This only affects full time and part time employees since seasonal staff know when
they are hired that their employment is of limited duration.
Discharge. Discharges occur when an employee is terminated for ‘cause,’ either
misconduct or unsatisfactory performance. All discharges must be reviewed and approved
in advance by the general manager to ensure the reasons are appropriate based on the
written record.”
- Personnel Policy, P-200.18

Documentation of Separation. It’s always a good idea to complete an Employee Separation
Document, CRI Form 117, for all terminations, regardless of reason. Such documentation
provides a clear record of the reasons for each departing employee. This may be important
in case of unemployment compensation disputes, lawsuits, or a former employee reapplying
for employment.
Take Away: Managers and supervisor must understand the differences in the types of
terminations and follow all required policies and procedures for each.

© 2011 – Club Resources International

