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Voluntary Termination:  Employees who decide to leave ONS on a voluntary basis are 
urged to notify management in advance of the intended termination date.  It is preferred 
that such notice be given in writing to the supervisor or department head.   
 
Resignations: In the interest of maintaining smooth operations and not overburdening 
remaining staff, should an employee voluntarily resign their position, they must give 
notice equal to their annual Paid Time Off, to a maximum of four weeks.  If appropriate 
notice is not given, they will forfeit whatever earned but not taken time off they 
have accrued in their PTO bank. 
 
For example, an employee with fifteen days of PTO would be required to give fifteen 
business days of notice to be eligible to be cashed out for their earned but not taken 
Paid Time Off.  A longer service employee who is entitled to thirty days of Paid Time Off 
would need to give notice of twenty business days (maximum 4 weeks) to be eligible for 
their earned but not taken Paid Time Off. 
 
Earned but not taken PTO includes any carry-over time from the previous year plus time 
accrued for the current year pro-rated by month less time taken.   
 
At Will Employment:  All ONS employees are employees “at will.”  Employees at will 
may have their employment terminated at any time, with or without cause, and with or 
without notice, at the option of either ONS or the employee, except as otherwise 
provided by law. 
 
Exit Interview:  Every employee leaving ONS meets with their manager or the Director 
of Human Resources.  Topics covered during an exit interview are: 
 

1. Review eligibility for benefit continuation and conversion.  Directions are 
given regarding final pay, paid time off, etc.  Group health and dental 
coverage continuation (COBRA) are discussed as well.   

2. Ensure that all necessary forms are completed.  The exiting employee’s 
signature is necessary on all applicable forms.  For the purpose of 
forwarding W-2 information, verification of the terminating employee’s 
address is required. 

3. Collect all ONS property, which may be in the employee’s possession.  
Facility keys, access cards, company-owned equipment, petty cash funds, 
etc. are to be accounted for and returned to ONS at the time of the exit 
interview. 
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Exit Interview Questionnaire: The Director of Human Resources or the employee’s 
manager and/or their authorized designee completes an Exit Interview to receive 
feedback from employees who leave ONS voluntarily.  This interview may be in person 
or on the telephone.  The primary purpose of the interview is to give the employee the 
opportunity to express any positive or negative feelings regarding their employment 
experience at ONS.   
 
Involuntary Termination:  When job performance is unsatisfactory due to lack of 
ability, failure to abide by ONS guidelines/rules, or failure to fulfill the requirements of  
the position, the employee typically is given a verbal warning in which the manager 
describes the employee’s weaknesses and areas requiring improvement.  
  
If performance does not improve within a specified period of time (which varies case-by-
case), a written performance improvement plan (PIP) may be given to the employee.  
The plan outlines areas requiring improvement and sets a review schedule.  At the end 
of the period, the result may be: 
 

1. Performance at satisfactory level - Employee is taken off the improvement 
plan. 

2. Partial performance improvement - The improvement plan is extended.  
3. Unsatisfactory performance - The employee is terminated. 

 
Although ONS believes in corrective action and progressive discipline, ONS may take 
action up to immediate termination of employment, without following the steps outlined 
above whenever the seriousness or frequency of problems warrant.  ONS reserves the 
right to evaluate each situation independently and to administer any level of discipline it 
considers to be appropriate in its absolute discretion. 
 
Some situations may require immediate termination of employment. 
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