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1. PURPOSE

1:01 The purpose of this policy is to outline the various actions required when an
employee leaves their employment.

2. APPLICATION

2:01 This policy applies to all employees who are responsible for or involved with
the termination procedures for employees. 

3. POLICY

3:01 A “Terminated Employee Checklist” (attachment 4:01) must be completed 
on all employees who terminate from government service.

4. ATTACHMENTS

4:01 Attachment - Terminated Employee Checklist



ATTACHMENT 4.01 Name of Employee:  ___________________________

TERMINATED EMPLOYEE CHECKLIST

1.  EMPLOYEE

_____ 1. Forward memo to supervisor indicating the date of termination.

2.  DIRECTOR / HR MANAGER / DESIGNATE

_____ 1. Conduct Exit Interview.

3.  SUPERVISOR

_____  1. Notify Employee,Security Coordinator,  IT Coordinator and Personnel Officer, in advance, of the
proposed date of termination/transfer.

_____  2. Prepare a termination notice and forward it to the appropriate IT personnel (HelpDesk / LAN
Administrator) immediately.   

_____  3. Forward PDPlan and Personnel Records to Personnel Officer.
_____  4. Ensure that the following items have been returned.

- Vehicle and miscellaneous tools/equipment
- Credit cards: gas, long-distance, other
- Computer equipment including PDA’s
- Cell phones/mobile radios
- Cash advances
- Identification / Security  Badge
- Keys

_____  5. Ensure completion of all items and return this form to the Personnel Officer.
            6. The need for continued confidentiality has been communicated to the terminating employee.

4.  SECURITY COORDINATOR

Ensure the following:

_____  1. Access card and keys have been returned.
          _ 2.Commissionaire has been notified of termination.

5.  PERSONNEL OFFICER

_____  1. Determine balances, prepare and enter transactions for vacation, expense claims, final pay,
employee termination.

            2. Determine transition Pay and red circled hours (if applicable) outstanding and recover from final 
                pays.
            3. Notify insurance carrier and Pensions and Benefits Personnel.
_____  4. Refer employee to insurance carrier and Pensions and Benefits  for information related to

termination/conversion of group life and medical insurance, pension status or refund, retiring pay,
etc.

_____  5. Issue Record of Employment.
            6. Update organization chart, telephone directory, floor plan, etc. as required.
_____  7. Obtain forwarding address and telephone No.

Comments/followup required



Supervisor's Signature: __________________________ Date:____________________
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