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All resignations must be in writing and must be submitted to either 
the human resources department or to the immediate supervisor.  If 
submitted to the immediate supervisor, the written resignation must 
be forwarded to the human resources department within one busi-
ness day. 

The human resources department will notify the College President 
of the pending resignation.  In the absence of an employee’s com-
pleted resignation form, the human resources department will 
complete the resignation form and attach it to the employee’s writ-
ten resignation.  Both documents will be submitted to the College 
President within one business day.  The College President or de-
signee will accept or decline the resignation. 
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