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XI. SEPARATION           

A. Discharge.  

Subject to any applicable labor agreement, the City may discharge or separate a 

temporary or probationary employee from employment at any time. All other 

employees may be discharged as set forth below. 

B. Resignation. 

Procedure. Any City employee wishing to leave the City’s service in good standing 

shall file with the city administrator through the HR Department, at least fourteen 

(14) days before leaving, a written resignation stating the effective date of the 

resignation and the reason for leaving. Failure to comply with this procedure may 

be cause for denying such employee future employment with the city and denying 

severance benefits. 

Use of Paid Leave following Resignation. Employees who have submitted their 

resignation may use no more than 40 hours of vacation leave (with supervisor 

approval) between the date their resignation was submitted and the effective date 

of the resignation. Exceptions to this policy may be allowed for special 

circumstances, contingent upon approval by the city administrator. 

Unauthorized Absence. An unauthorized absence from work for a period of three (3) 

consecutive working days may be considered a resignation, and the employee shall 

not be entitled to severance benefits. 

C. Retirement.  

No city employee shall be required to retire at any specific age. 

D. For Disciplinary Reasons.  

Employees may be discharged for disciplinary reasons as outlined in Chapter X. 

E. Severance Pay of Unused Sick Leave.  

The City of Shakopee appreciates employees, who through long-term service and 

dedication, contribute to making the city a successful and positive service provider. In 

recognition thereof, the city provides an escalating sick leave payout based on years of 

service. Any benefits-eligible employee who is separated from his/her position by 

retirement, layoff or resignation shall receive a pay out of their accrued sick leave 

according to the following schedule:   

 

 

 



Page 67 of 69 

 

Years of Continuous   Percentage of Accrued 

Service Completed     Sick Leave Paid-Out 

0 - 4 years      0% 

5 – 14 years   45% 

15 years    55% 

16 years    57% 

17 years    59% 

18 years    61% 

19 years    63% 

20 years    65% 

21 years    67% 

22 years    69% 

23 years    71% 

24 years    73% 

25 years    75% 

 

*Anniversary date of full-time employment or part-time benefit-eligible date is used to 

compute years of service with Shakopee. 

 

A percentage of this lump sum payment may be deposited into the employee’s Post 

Employment Health Care Savings Plan as indicated by the appropriate Appendix A 

 

Employees who are discharged for disciplinary reasons are not entitled to severance 

pay. Employees who resign without giving two (2) weeks written notice, except for 

reasons of ill health, may forfeit their rights to all accumulated sick leave. 

F. Compensatory Time.  

An employee who is separated for any reason shall be paid for any accumulated 

compensatory time. 

G. Vacation Time.  

An employee who is separated for any reason shall be paid for any accumulated 

vacation leave. A percentage of this lump sum payment may be deposited into the 

employee’s Post Employment Health Care Savings Plan as indicated by the appropriate 

Appendix A. 
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H. Lay-offs. 

Procedure. After at least two weeks’ notice to the employee, the city administrator 

may lay-off any employee serving in a position that is not currently needed. No 

regular employee shall be laid off while there is a probationary or temporary 

employee serving in the same position for which the regular employee is qualified, 

eligible and available. 

 

Benefits. Benefits and leaves shall not accrue while an employee is laid off. 

Employees may elect to have any accrued vacation and compensatory time paid out 

to them at the time of a lay off or may choose to retain any balance until such time as 

they are either called back to work or officially terminated. Laid off employees may 

also elect to continue medical, dental and life insurance coverage by paying both the 

employer and employee share of the monthly premium(s) in advance by the first of 

each month.  

Return to Work. If the City Council determines there is a need to reinstate laid-off 

employees, the impacted employee(s) shall be notified in writing of their 

reinstatement. Laid-off employees are responsible for keeping the city informed of 

the address and telephone number where the employee can be contacted. If the city 

is unable to contact the employee within seven calendar days, the city’s obligation to 

reinstate the employee shall cease and the employee shall be separated from city 

employment by the City Council. The employee shall be entitled to applicable 

severance benefits. 

Termination of Position. If the position is not filled again within one year, the 

position shall be eliminated and the employee terminated. The employee shall be 

entitled to applicable severance benefits. 

I. Involuntary Separation Pay for Long Term Employees. 

Eligibility. A full-time, non-union employee who has been employed by the city for 

five or more years, and whose position has been eliminated resulting in an 

involuntary separation may be eligible for additional involuntary separation pay 

from the city. An employee who is discharged for cause or allowed to resign in lieu 

of discharge; whose position is funded by state or federal grants for a specified 

period of time and this time period has expired; or who resigns voluntarily or is 

unable to perform his or her job due to a disability is not eligible for involuntary 

separation pay. 
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Benefits. Eligible employees will receive the following benefits, in addition to the 

benefits covered elsewhere in this policy. 

e. One week of pay at their current pay rate for each year of service, to a maximum 

of twelve weeks of pay. 

f. Outplacement assistance up to a maximum of $2,000 per employee. The amount 

of assistance shall be determined by the City Council, upon recommendation of 

the city administrator, and shall take into consideration the type of position 

affected and market factors that may affect re-employment. The assistance shall 

be made in the form of reimbursement and shall be made after the receipt of 

written documentation for eligible expenses. Employees must sign a separation 

agreement at the time of separation, request reimbursement within 6 months of 

separation from employment, and utilize their outplacement assistance within 

12 months (unless an extension is approved by the City Council.). 

Procedure. The involuntary separation pay will be based on the employee’s current 

rate at the time of separation. It will be paid in a lump sum two weeks after the 

employee’s last paycheck. Employees will be notified in writing of applicable dates 

and severance benefits. 

 


