Procedure for exit interview

All full-time and part-time employees should have an exit interview on or around the last day of employment. (There are times when an exit interview may not be possible, such as termination on the part of the employer.)

I. Employee exit interview.

A. Fill out Exit Interviewer form. (Exhibit A);

B. Must have a signed resignation form or letter (exhibit B). You get the new address if applicable and make the payroll change so W-2 gets mailed to correct address.

C. Resignation, keys, uniforms, health cards, and red policy manual must be turned in. If applicable, any unpaid balance of uniforms should be paid in full or have them sign a debit to their account. See Employee Separation Checklist (exhibit C). 

D. Discuss the termination dates of health insurance and life insurance. Coverage terminates the last day of current month (Exhibit C). all eligible employees should be given:

1. COBRA application form. (Only if they had health coverage under our plan.)

2. Comprehensive Medical Expense Individual Purchase Quarterly Premium Rate Table GP20377A-3.

3. Comprehensive Medical expense Individual Purchase area Factor Table Form GP20377C.

4. Comprehensive Medical Expense Insurance Individual Purchase Brochure.

5. Life insurance conversion application.

6. Flex bonus notice of termination filled out.

E. Finish Employees Separation Checklist (Exhibit C). If someone has a loan of any type, call the loan area Department Head and see if they need to talk to the employee before they leave. Call accounting about security codes that need to be deleted. At the end of each month, personnel sends a change form to Bookkeeping to change the account to a service charge.

F. The Pension/Profit sharing form should also be filled out and sent to the Trust Department as indicated on the form (Exhibit E).

II. Exit Evaluation

A. After separation, the Personnel Department will fill out the top part of form and send to the Supervisor, and then the Department Head should review before sending back to Personnel (Exhibit F).

