
EMPLOYEE SEPARATION 

P o l i c y  

It is the policy of the Osage Nation Executive Branch that: 
 

An employee’s involuntary separation from employment, to save a layoff, ends the employment 
relationship between employer and employee. 

 
An employee voluntarily wishing to leave employment with the Osage Nation in good standing 
must file a written resignation with the immediate supervisor at least two (2) weeks prior to the 
effective date, stating specific reason(s) for the resignation. The employee’s resignation shall be 
promptly forwarded through the HR Director. 

 

Involuntary Termination 
The inability of an employee to perform the duties and requirements of his/her position may 
result in an involuntary termination.  An employee may also be terminated for violation of law 
and/or policy, including, but not limited to: misconduct, tardiness, absenteeism, unsatisfactory 
performance or inability to perform.  Terminations for this reason, may be appealed through Due 
Process (see “Due Process” policy). 
 
An employee may be subject to separation due to a layoff or reduction in force (RIF) for reasons 
including, but not limited to; lack of funds or work, elimination of position, or reorganization.  
Separations due to RIFs or layoffs do not qualify for Due Process appeal.  
 

Reduction in Force 
Whenever it becomes necessary to reduce the work force, the Nation will endeavour to provide 
affected employees with at least ten (10) working days’ notice. The Nation may provide two 
weeks’ severance pay in lieu of ten working days prior to notice of termination. 

 
A RIF plan is to be implemented by the Director of Operations, Director of Human Resources and 
the Principal Chief of the Osage Nation (or designees) using discretion throughout the process to 
advance Osage Preference. The plan will identify the number of positions by classification and 
identify incumbents to be displaced. 

 
Each job within the plan shall be coded as “essential” or “non-essential” in furthering the 
department’s mission statement and services provided by that Department. Each plan must 
evaluate which positions within the department affected by a RIF, will benefit the Nation, the 
department, provide actual services and advance the mission and purpose of the department. 

 



Displaced employees of eliminated positions with Osage Preference (see “Osage Preference” 
policy for qualifications) can be considered for other like or lower vacant positions or positions 
occupied by employees without Osage Preference.   
 
Before an employee with Osage Preference can be placed in an occupied position or “bump” 
another employee, the following must be considered: 
 

 Minimum qualifications of the position compared to qualifications of displaced 
employee and current occupant; 

 Performance record of displaced employee and current occupant to include 
disciplinary actions and performance improvement plans; 

 Attendance record of displaced employee and current occupant; 

 Years-of-service of displaced employee and current occupant; 

 A written statement from the Department Director detailing any adverse impact 
to service the bump may cause. 

 
For example: 

 An administrative assistant position is eliminated in one department.  An 
employee with Osage Preference may be considered for an administrative 
assistant in another department (like position) either vacant or occupied. 

 A program specialist position is eliminated.  An employee with Osage Preference 
may be considered for an administrative assistant (lower position) either vacant 
or occupied by an employee without Osage Preference.   

 
Osage Preference qualifies an employee for consideration for another like or lower position; it is 
not a guarantee of placement.  Employees without Osage Preference do not have bumping rights.   
 

Layoff 
Whenever it becomes necessary to reduce the work force through layoffs, the Nation will 
endeavour to provide affected employees with at least ten (10) working days’ notice. The Nation 
may provide two weeks’ severance pay in lieu of ten working days prior to notice of layoff. 

 
Employees shall be afforded the opportunity to apply for a voluntary layoff, when a layoff plan is 
instituted. 

 
When a layoff is to be implemented, the Director of Operations will prepare a layoff plan. The 
plan will identify the number of positions by classification and identify incumbents to be laid off 
through the consideration of Osage Preference, ability and seniority in the position.  

 
Each job within the layoff plan shall be coded as “essential” or “non-essential” in furthering the 
department’s mission statement and services provided by that Department. Each layoff plan 
must evaluate which positions within the department affected by a layoff, will benefit the Nation, 



the department, provide actual services and advance the mission and purpose of the 
department. 

 
The Department Director shall notify the HR Director of the intended action at least fifteen (15) 
calendar days before the effective date and provide a statement whether or not the employee 
gave satisfactory service.  

 
The names of employees who are laid off or continue employment in a lower position will be 
placed on a recall list giving the position held at the time of layoff. The recall list will be maintained 
for a period of six (6) months from the effective date of the layoff.  

 
When a vacancy occurs in a position on the recall list, persons appearing on the list will be offered 
employment in an inverse order of their layoff dates (earliest to most recent), prior to considering 
other persons for employment, with consideration of Osage preference. 

 
An employee that is recalled to the same position within six (6) months will be assigned a new 
annual performance review date. 
 

Compensation 
Final compensation shall be inclusive, up to the hour and date of separation of hours worked and 
all forms of accrued but unused time deemed compensable. Deductions will be made against any 
compensation such as any mandatory or voluntary deductions, including legally authorized offset 
against pay.  

 
Separated employees will receive their final pay checks on the day that pay checks are normally 
distributed, minus any outstanding debt to the Nation (i.e. employee loan, housing payment).  

 
In the event of an employee’s death, the employee’s beneficiary, as shown in personnel records, 
shall be entitled to receive the employee’s final pay check, except where the beneficiary is a 
minor, in which case the Nation may hold the employee’s final pay check until a legal recipient 
can be identified by the Nation. 

 
Any property issued to the employee by the Nation must be returned before or at the time of the 
final pay check. Otherwise, the Nation will withhold the final pay check and other 
reimbursements until the property is returned or replaced.  

 
A supervisor may request to provide two (2) week severance pay, in lieu of retaining the services 
of an employee for the two (2) week period upon receipt of advance notice of resignation or the 
Nation may provide two (2) weeks’ severance pay in lieu of a two (2) week dismissal notice, 
provided that; 
 

 The employee is not on probation, 

 The employee leaves in good standing, and  



 The HR Director authorizes the action. 
 

Employees who are terminated as a result of misconduct for violation of law or work rules, or 
while on probation, are not eligible to receive severance pay. 

P r o c e d u r e  f o r  V o l u n t a r y  T e r m i n a t i o n  

 Employee will submit a resignation, in writing, stating specific reasons for leaving to 
his/her immediate supervisor. 

 Supervisor will immediately notify the HR Department and forward original resignation 
letter. 

 The HR Department will contact the employee within three (3) business days and 
schedule an exit interview. 

o In order to remain in good standing with the Nation the employee must comply 
with the scheduled exit interview.   

 The employee’s immediate supervisor will forward an inventory list to the HR Department 
detailing all Osage Nation property issued. 

 The employee’s immediate supervisor will collect all Osage Nation issued property from 
the employee on their final day of employment with the Nation. If any property is not 
returned, the employee’s final paycheck will be held until property is returned in good 
condition. 

 Any outstanding debt owed to the Nation (i.e. employee loan balance, house payment, 
child care payment, etc.) will be withheld from the employee’s final payout.   

 A copy of the employee’s exit interview will be forwarded to the Director of Operations. 
The original will be filed in the employee’s personnel file.  

 IT and the Grants/Compliance Office will be contacted immediately following termination 
and access to all of the Nation’s computers within ten (10) minutes of termination. 

P r o c e d u r e  f o r  I n v o l u n t a r y  T e r m i n a t i o n  

 When the involuntary termination of an Osage Nation employee becomes imminent, 
his/her direct supervisor will immediately contact the HR Director, or his/her designee, to 
consider the following: 
 

o Osage Nation policy & procedure 
o Osage law 
o Employee’s disciplinary action history 
o Employee Assistance Program history 
o Severity of infraction (or series of infractions) 

 

 The Director of Operations will be notified prior to termination by the Director of HR for 
a verbal concurrence. 

 When possible, the employee will be told in person of the termination by his/her 
immediate supervisor with a HR representative present. 



 When possible all documents requiring the employee’s signature, checklist of issued 
Osage Nation property, and other HR information and documents will be presented to 
the employee at the time of termination. When this is not possible, the above list will be 
prepared and available to the employee within one (1) business day following the 
termination.  

 When possible all Osage Nation property issued to the employee will be collected at the 
time of termination.  When not possible, Osage Nation issued property will be collected 
by the terminated employee’s immediate supervisor within two (2) business days.  

 The value of Osage Nation issued property that has not been returned to the Nation 
within two (2) business days will be deducted from the final pay check of the terminated 
employee.  

 IT and the Grants/Compliance Office will be contacted immediately following termination 
and access to all of the Nation’s computers within ten (10) minutes of termination. 

 Terminated employees will be accompanied to their workstations by a representative 
from the HR Department while removing personal effects. 

 A Personnel Action Form (PAF) will be initiated by the Director and submitted through the 
approval process within 24 hours of termination. 

 


