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I. POLICY 
 
It is the policy of the New Hanover Regional Medical Center to terminate employment because of 
an employee's resignation, retirement, or discharge.  Employees who are involuntarily terminated, 
or terminate within their first year of employment, will forfeit all accrued and unused PDOs. 
 

II. PROCEDURE 
 
1. When an employee is terminated, for any reason, voluntarily or involuntarily, the 

Department Director or Manager must enter the termination in Manager Self-Service (MSS) 
within 24 hours.  Advise employee to schedule the Exit Interview with their respective 
Business Partner. In the event of an involuntary termination, the Manager of Security from 
Information Services should be contacted immediately to ensure that all network and 
applicable computer account are deactivated or disabled. In the event they cannot be 
reached, contract the Information Services Help Desk immediately. Timely receipt of 
employee termination notices avoids accrual of unearned PDOs and extended liability 
exposure to the Medical Center in terms of worker's compensation and long-term disability. 
It also provides for the timely deactivation of all access rights at the time of separation. All 
discharges must be reviewed and approved, in advance, by the Vice President of Human 
Resources or designee. Any employee who is absent from work without notice for three (3) 
consecutive working days may be terminated as a voluntarily quit without notice. The 
employee will, therefore, forfeit any accrued PDOs in accordance with the PDO policy. 
Involuntary Terminations must utilize the Involuntary Request to Terminate process and 
procedure. The Request to Terminate must be signed by the Department Manager, Director 
of Human Resources and the department Business Partner 

 
2. Employees who voluntarily terminate their employment with the Medical Center are deemed 

to have done so in “good standing” by giving the required working notice for their job family. 
Exceptions to the times below may be granted by the Department Director. 

 
a. Employees in the Professional, License Technical and Information Services families 

are required to provide at least four (4) weeks working notice (20 workdays within 28 
calendar days). 
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• Examples of the Professional family are RNs, OTs, PTs, and other jobs that 
require a four-year college degree. 

• Examples of the License Technical family are Certified Respiratory 
Technologists, Histo Techs, MRI Techs, and Security Officers. 

• For specific information on the job classification families, please contact Human 
Resources Business Partner.  

 
b. Employees who are in the Administrative Clerical, Service Support, and 

Maintenance and Engineering families are required to give two (2) weeks (10 work 
days within 14 calendar days) working notice. 

• Examples of the Administrative Clerical family are Administrative Associates I 
and II, Cashiers, Payroll Clerks, and Health Unit Clerks. 

• Examples of Service Support family are Nursing Assistants, Cooks, Lab Tech 
Assistants, and Distribution Clerks. 

• Examples of Maintenance and Engineering family are Electricians, 
Groundskeepers, Plant Operators, and HVAC Technicians   

c. All exempt staff and management employees regardless of the job family are required 
to give four (4) weeks working notice (20 workdays within 28 calendar days). 

d. Non-working notice (PDOs) is not allowed for this purpose.  Exceptions can only be 
made for very unusual reasons and requires discussion with HR Business Partner 
and written authorization from the Department Director. 

e. Failure to give the required working notice will result in the forfeiture of all accrued 
but unused PDOs and may not be recommended for reemployment.  

f. In-house transfers will require the same working notice as resignations for their job 
families. 

g. Employees who leave for any reason before completion of one year of service will 
forfeit their accrued but unused PDOs. 

 
3. Employees who are involuntarily terminated (employee misconduct, unsatisfactory job 

performance, etc.) will forfeit all accrued and unused PDOs and be ineligible for re-
employment. 

 
4. All Medical Center property must be returned to the Department Director or Manager.  This 

would include, but is not limited to, ID Badges, keys, pager, and other hospital property.  If 
Medical Center property in the employee’s possession has been lost or damaged, the cost 
of replacing such property will be deducted from the employee's final paycheck. However, 
in the case of nonexempt employees, the amount deducted shall not reduce the employee's 
earnings for the final pay period below the current minimum wage as required by federal 
statutes.  (Before authorizing deductions from paychecks for lost property, consult with 
Human Resources Business Partner). 

 
5. Every employee who voluntarily terminates from the Medical Center should complete an 

Exit Interview with the Human Resources Business Partner.  
 
6. Employees who terminate their employment with New Hanover Regional Medical Center for 

any reason shall be paid all wages due on the next regularly scheduled payday following 
the effective date of termination in accordance with standard Medical Center policy.  These 
wages may be reduced as per the Medical Center Garnishment of Wages Policy #29. 

END 

 

 


