Termination Checklist
1. Final Wages.  Under California law, the Company is required to pay final wages including accrued but unused vacation.  In the event of termination, this must be paid on the termination date.  In the event of resignation, it must be paid within 72 hours of resignation or on last day of employment whichever is later.
2. Unemployment Benefit Information.  If your church provides unemployment benefits, you required to provide an employee with information about claims for benefits to workers who become unemployed. The EDD publication For Your Benefit – California’s Programs for the Unemployed, DE 2320, meets this requirement.  This form is at the following site http://www.edd.ca.gov/pdf_pub_ctr/de2320.pdf.  It may be printed and reproduced.  
3. Notice of Change in Employment Relationship. The Company must provide employees with notice of the change in their employment relationship.  This form is attached and should be completed by marking the correct section and including the date.  A copy of this form should be provided to the employee and another copy retained for the Company’s records.  The employee’s signature acknowledging receipt of the termination notice may be requested, but it not required by law.  The notice is required by the Unemployment Insurance Code. 
4. Return of Company Property.  The employee should be told to return by a specific date all property that is in his possession.  This would include all equipment and accessories, office equipment, account lists or client contact lists, credit cards, keys, and documents, including copies of documents.  
5. Confidential and Proprietary Information.  If the employee has signed any type of confidentiality agreement or if the Company has distributed a policy regarding confidential information, the employee should be reminded of his duties under these policies.  If you are providing a severance package, you will make that reminder in the severance agreement itself.  If the Company has a concern regarding this employee's use of the confidential information, a more detailed correspondence may and should be sent to him reminding him of his obligations and the risks associated with his use of confidential or proprietary information.  If the employee secures new employment, we also might recommend a letter to his new employer, depending upon the facts and the scope of information in his possession.  The scope of the confidentiality agreement itself will dictate the strength of such letters.  Very generally speaking, in the absence of an agreement on confidential information and non solicitation, the only information protected by law is information which rises to the level of a trade secret.  
6. Health Insurance – Continuing Coverage.  Employees participating in the Church Pension Group Medical Trust Health insurance plan are eligible for continuing coverage at their expense.  To terminate their health insurance through the church plan, email the diocesan benefits coordinator that the employee’s insurance will be terminated and provide the date for that termination.  The diocesan benefits coordinator will enter it into the MLPS system which will trigger a notification to the employee of their rights under to continuing coverage. 
7. Access to data.  The Company absolutely may and should terminate access to data once the termination decision is made/communicated.  
8. Pension Plan:  Notify Church Pension Fund directly that the employee has been terminated.
