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RESIGNATIONS - STAFF

Policy

Employees wishing to resign are requested to complete a ‘Notice of Resignation’ form and advise their MACROBUTTON NoMacro [Click here and type appropriate officer] in lieu of a written resignation letter from the employer.

Staff are requested to give as much notice as possible with minimum requirements being outlined in each award.

The option of an exit interview is offered as soon as practicable with the staff member having the option of an interview with the Human Resource Officer in the first instant, alternatively a member of the management team or the Chief Executive Officer.

The exit interview will cover the following: reason for resignation; debriefing (if required); and completion of a ‘Staff Exit Form’.  If an exit interview is not requested then a ‘Staff Exit Form’ still must be signed off by their manager prior to final payments being made to the employee.



Procedure


[image: image1]
NOTICE OF RESIGNATION

EMPLOYEE DETAILS :

Surname  …………………………..
Other Names  ………………………………….….

Position Title   …………………………………………………………………………….…..

Department  ………………………………..   Last Day at Work : …………………………

I hereby tender my resignation from my position as  ……………………………………..

………………………….. at the above organisation from  ………………………………..

My reason for termination of employment being  ………………………………………….

…………………………………………………………………………………………………..
I acknowledge that any final payment due to me will not be made until any/all equipment, tools, uniforms and books loaned to me by the Organisation are returned, with the signed Staff Exit form.  My new forwarding address is:

…………………………………………………………………………………………………..

Request for an exit interview?   
(   Yes

(   No

Who would you like to conduct your exit interview?     __________________________

Signature of Employee




Date

……………………………….………………

…………..…………………..

ACKNOWLEDGEMENT (to be completed by MACROBUTTON NoMacro [Click here and type the title of the officer] and copied to staff member)

Notice of Resignation is acknowledged.

Signature   …………………………………………
Date ……………………………….

Nominated Organisation Referee
…………….…………………………………………

(
Notification of last day to Finance Manager

(
Staff Exit form given to staff member

EXIT INTERVIEW FORM

DATE OF INTERVIEW :………………………………………………………………..…..

STAFF MEMBER :
…………………………………….…………………………….…..

EXIT INTERVIEWER :………………………………………………………………………

DEPARTMENT :
………………………………………………………………………

LENGTH OF SERVICE :…………………………………………………………………….

The purpose of this exit interview is to gain insight into the human resource and management practices at the Organisation.  Your honest feedback is appreciated. Please note that the results of this interview may be shared with your direct Manager/Supervisor to assist us with improving staff experience at the Organisation.  However please be assured that honest critical feedback will not influence referee reports.

You will work through each question together with your interviewer, who will summarise comments on this form.  Comments are then collated on a general basis for Managers/Supervisors and the HR office to assist us with continual improvement.   You will be asked to sign the bottom of the form to confirm the accuracy of the summary.

What are the factors contributing to your resignation?

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

What has been the highlight of your work with us?

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Do you have any suggestions for improvement with the area of your work?

………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Do you have any suggestions for improvement for Rocky Bay as an overall organisation?

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

Further comments?

…………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………………

………………………………………
          ………………………………………………

SIGNED: STAFF MEMBER


SIGNED: INTERVIEWER

Payroll Officer to close HR File





Final Pay Completed 


Exit Letter to Staff Member








Completed Exit Form to 


Payroll Officer











Manager/Supervisor to give Exit Form to staff member to complete








Manager/Supervisor to give Exit Form to staff member to complete








Feedback given to �MACROBUTTON NoMacro [Click here and type the title of the officer]�


Interview form to HR File








Exit interview completed using Exit Interview Form








Manager/Supervisor to notify HR Officer or chosen Manager/Supervisor for interview








No








Yes








Offered Exit


Interview by Manager/Supervisor








Staff member resigns to Manger/Supervisor using Notice of Resignation Form.





Manager/Supervisor to Notify Finance & HR Officer ASAP
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