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The purpose of this policy is to ensure that all Department of Youth Services and individually contracted (03) employees are aware of all applicable rights, options, and responsibilities with regard to separation with the Department of Youth Services.

The goals of this policy are to provide employees with the opportunity to make informed and timely decisions with regard to their separation; as well as to gain necessary information to improve the following:  morale, selection placements, training opportunities, working conditions, supervision, and management techniques as well as to reduce turnover.
Policy

All Department of Youth Services (DYS) employees shall submit a written notification two (2) weeks prior to their resignation date.

Prior to departure all Department employees shall return all items issued by DYS (e.g., ID cards, keys, policy manuals, telephone cards, mechanical restraint hardware, etc.).

Employees who resign, retire or transfer from their position shall receive an Exit Interview Questionnaire.

Employees shall have an exit interview conducted by the Director of Human Resources/designee.

Employees shall be entitled to reimbursement of accrued time as defined by the Collective Bargaining Agreements, Human Resources Division regulation and in accordance with this policy.
Procedures

A.
Resignation

1. Employees of the Department of Youth Services are required to submit a letter of resignation to his/her supervisor at least two (2) weeks prior to the anticipated resignation date.
2. An employee that is unable to give the required two (2) weeks notice may be granted permission to leave without said notice. 

B. 
Retirement

1. It is recommended that employees who intend to retire from the Department should first consult with the State Board of Retirement to obtain the necessary retirement forms.

2. The Board of Retirement advises that prospective retirees should file for retirement one hundred and twenty (120) days in advance of their anticipated retirement date.

C.
Layoff

1. If it becomes necessary to reduce the workforce, the Commissioner will make the initial decision as to which titles shall be affected.
2. Once that decision is made, the Department must notify the State Office of Affirmative Action, Executive Office of Health and Human Services and the Office of Employee Relations, and the respective Bargaining Unit.

3. Administrative Bulletins 89-3 and 90-6 contain specific procedures to insure that all layoffs are implemented in accordance with all statutory and contractual require​ments for the protection of the rights of individual employees.

D.
Termination for Cause


Any employee who is terminated for cause shall be notified in writing of said termination and such notification will advise the employee of applicable appeal rights under M.G.L., Chapters 31 and 32 (Civil Ser​vice) and/or Collective Bargaining Agreements, if applicable.

E.
Separation Options


1. The following options are to be considered by an employee prior to separation from the Department.

a. Health Insurance - If applicable, employees are eligible for continuation of their Health Insurance coverage through COBRA. For more information employees should contact the Group Insurance Commission.

b. Retirement Fund - There are several options an employee may consider for the withdrawal of their retirement contribution.  For more information employees should contact the State Board of Retirement.

c. Deferred Compensation - If applicable, employees must, within 45 days after separation from service, decide either to begin to receive payment or defer the commencement of payment to a fixed future date.  For more information contact the Deferred Compensation Representative.

F.
Unemployment

Employees who separate from the Department may be eligible for benefits under the Department of Employment and Training (DET) regulations.  Inquiries should be directed through their local DET offices.

G.
Return of Departmental Property

1. Prior to separation, an employee is required to return all Department property including, but not limited to, the following:

a.
the Department’s Identification Card;


b.
the employee handbook;


c.
keys;


d.
beepers;
e.
cellular phones;
f. restraint/transportation equipment.

H. Exit Interviews

1. Upon notification of resignation, retirement or transfer, the Human Resources Unit shall forward an Exit Interview Questionnaire to the employee.

2. The exit interview questionnaires shall be reviewed and processed by the Human Resource Director/designee.

3. Feedback shall be available to the Area Directors, Location Managers, Commissioner and Deputy Commissioner.

4. The Director of Human Resources or designee may request investigation of issues via the Legal Unit, with results going to the Deputy Commissioner, Area Director and Location Managers. 

I.
Accrued Time/Benefits in accordance with Collective Bargaining Agreement and Human Resources Division regulations

1. Employees terminating state service are entitled to compensation for the accrued time in the categories of holiday, vacation, or compensatory time.

2. Accrued sick leave is not, however, reimbursable unless by virtue of retirement and the individual shall be compensated at that percentage in effect at the time of his/her retirement.

3. Professional leave and/or Personal leave are not reimbursable.

OUTCOME MEASURES/PERFORMANCE INDICATORS

· Employees are well informed of benefits when leaving DYS.

· Location Managers or designee meet with all employees prior to departure.

· Exit interviews are conducted and analyzed.

· Human Resource Director or designee receives and reviews all exit interview questionnaires.

· Exit interviews are placed in the employees’ personnel file.

· Feedback is available for quality control.

DEPARTMENT OF YOUTH SERVICES

EXIT INTERVIEW QUESTIONNAIRE

Date__________________________

Name of Employee_______________________________________________________

Job Title/Grade__________________________________________________________

Work Location__________________________________________________________

Immediate Supervisor_____________________________________________________

Last Day worked___________________Length of Employment____________________

Resignation__________ Transferred__________ Retired________ Other____________

1.
Why are you leaving your job?________________________________________


________________________________________________________________

2.
Were you satisfied with the working relationship you had with your supervisor?


________________________________________________________________

3.
Were you satisfied with the working conditions on your job?  (environment, location, equipment, safety.) _________________________________________


________________________________________________________________

4. 
Were you satisfied with your fellow employees?_________________________


 
________________________________________________________________

5.
Did you receive regular work performance evaluations?___________________


________________________________________________________________

6.
Were you given consideration when promotion opportunities were available?___


________________________________________________________________

7.
Do you have any suggestions to offer to improve your job position?___________


________________________________________________________________
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8.
Have you received Basic Training?  If so when?__________________________

9. Have you received any other training? (if applicable) please list.______________

________________________________________________________________

10.
Were you made aware of the Department’s Career Path Planning Program (CPP)? 


________________________________________________________________

11.
Did you participate in the CPP program?________________________________


________________________________________________________________


12.
If you participated in the CPP Program, what did you like or dislike about the 


program and how can we improve it?___________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________

13.
General comments/suggestions:______________________________________


________________________________________________________________


________________________________________________________________


________________________________________________________________

_______________________________________
_____________________________

                           Signature                                                              Date

Forwarding Address:            Department of Youth Services

Attn: Human Resources Unit

Fort Point Place

27-43 Wormwood Street

Suite 400

Boston, Massachusetts 02210
