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	State Human Resources Office

Arizona Department of Emergency & Military Affairs



Out-Processing

	

	The employee’s supervisor shall be responsible for ensuring the employee is scheduled for an Out-Processing Meeting. The employee’s supervisor shall also be responsible for retrieving all State property such as keys, building access card, ID card, credit card, laptop computer, any other assigned property and obtaining the employee’s passwords used on his/her State assigned computer and telephone (voice mail).

The establishment of these procedures is to provide the information necessary to inform the employee of transition benefit entitlements, to document and improve property accountability.

Normal Separations

1. The employee’s supervisor shall arrange an Out-Processing Meeting with the employee (either to be conducted in person or with the appropriate Human Resources staff).

2. The employee will be given the Employee Exit Questionnaire Form and asked to complete it.  The employee will also have the option to take the form home and mail it to the State Human Resources Office.

3. The employee’s supervisor shall notify the State Human Resources Office of the separation by submitting a completed 303 and the Out-Processing Checklist with the supervisor’s portion completed.

4. The employee’s supervisor will notify Human Resources in writing of missing and/or unaccounted for property that was assigned to the separating employee.

Special Separations

There are instances when it may not be possible to conduct a normal exit interview. This may happen when an employee leaves without notice, leaves while under investigation, or as a result of due process proceedings.   In these special instances, the following steps shall be followed:

1. The employee’s supervisor shall notify the State Human Resources Office of the separation by submitting a completed 303 and the Out-Processing Checklist with the supervisor’s portion completed.

2. The employee’s supervisor will notify Human Resources in writing of missing and/or unaccounted for property that was assigned to the departing employee.

3. A copy of the Employee Exit Questionnaire Form will be mailed to the employee by the State Human Resources Office.




	Employee Information

	Employee Name:
	
	EIN:
	
	Term Date:
	

	Division:
	
	Department:
	

	

	Supervisor’s Action List

	1. Prepare 303 and forward to DEMA State Human Resources
	

	2. Letter of resignation (or memorandum from supervisor explaining lack of resignation letter)
	

	3. Employee Exit Questionnaire Form
	

	4. Return Of Property
 FORMCHECKBOX 
Account Cards: Common Access Card (CAC Card), Purchase Credit Card, Travel Card, Bus Card Plus.

 FORMCHECKBOX 
Communications Equipment: Cell Phone, Blackberry, Long Distance Calling Cards, Two-Way Radios.

 FORMCHECKBOX 
Computer Equipment: Laptop Computer, Peripherals (Digital Cameras, Etc.).

 FORMCHECKBOX 
Identification: DEMA ID, Security ID, RFID ID.

 FORMCHECKBOX 
Keys: Office, Building, Supply/Filing Cabinet, Furniture/Desk.

 FORMCHECKBOX 
Tools: Any Assigned To The Job.

 FORMCHECKBOX 
Transportation: Gas Credit Card, Travel Credit Card, Vehicle/Keys.

 FORMCHECKBOX 
Uniforms: Any Assigned To The Job.
	

	5. Confirm Where to Send Final Paycheck. Notify Personnel of Address.
	

	Human Resources Action List

	1. Copy 303 To Payroll
	

	2. Copy Of Resignation Letter Received
	

	3. Employee Exit Questionnaire Form Received (If Not, Mail Form To Employee)
	

	4. HRIS Input After Payroll Ok To Terminate – Stamp  “Entered”
	

	5. Check Leave Balance
	

	6. Fill Out And Move Employee Information Card To “Terminated” Card File
	

	7. Convert Employee File To Manila Term File
	

	8. List In HRIS In/Out Processing Log
	

	9. Close Out PASE/Performance Appraisal
	

	10. Remove Phone Number From State Phone Book
	

	11. Retirees Only: 



	

	a. Refer To ASRS/PSPRS For Retirement Paperwork

ASRS (602) 240-2000 Or (800) 621-3778; PSPRS (602) 255-5575
	

	b. Retirement Certificate From Governor’s Office
	

	c. Arizona Retiree Accumulated Sick Leave (RASL) 
	


	Employee Exit Questionnaire

	

	1. What is your primary reason for leaving?  Check all that apply.

	
	 FORMCHECKBOX 
 Appointment Expiration
	 FORMCHECKBOX 
 Job Grievance
	 FORMCHECKBOX 
 Relocating

	
	 FORMCHECKBOX 
 Better Job
	 FORMCHECKBOX 
 Lack of Opportunity
	 FORMCHECKBOX 
 Resignation In Lieu Of Dismiss

	
	 FORMCHECKBOX 
 Better Job Benefits
	 FORMCHECKBOX 
 Long Term Disability - Approved
	 FORMCHECKBOX 
 Return to School

	
	 FORMCHECKBOX 
 Better Job Promotion
	 FORMCHECKBOX 
 Marriage
	 FORMCHECKBOX 
 Separated w/o Prejudice

	
	 FORMCHECKBOX 
 Better Job Salary
	 FORMCHECKBOX 
 Military Service
	 FORMCHECKBOX 
 Specific Reason Not Stated

	
	 FORMCHECKBOX 
 Death of Employee
	 FORMCHECKBOX 
 Personal
	 FORMCHECKBOX 
 Unsatisfying Working Conditions

	
	 FORMCHECKBOX 
 Dismissal/Original Probation
	 FORMCHECKBOX 
 Problems with Coworkers
	 FORMCHECKBOX 
 Unsuitable Inflexible Schedule

	
	 FORMCHECKBOX 
 Dismissal/Permanent Status
	 FORMCHECKBOX 
 Problems with Supervisor
	 FORMCHECKBOX 
 Voluntary Separation (Buy-Out)

	
	 FORMCHECKBOX 
 Health
	 FORMCHECKBOX 
 Reduction in Force (Layoff)
	 FORMCHECKBOX 
 Other:      

	
	 FORMCHECKBOX 
 Inadequate Salary
	
	

	

	2. If you are going to another job, what type of employment will it be?

	
	 FORMCHECKBOX 
 Other Arizona State Agency
	 FORMCHECKBOX 
 State Government In Different State
	 FORMCHECKBOX 
 Federal Government

	
	 FORMCHECKBOX 
 Local Government
	 FORMCHECKBOX 
 Private Employer
	 FORMCHECKBOX 
 Self-Employment

	
	 FORMCHECKBOX 
 Will Not Continue To Be Employed
	 FORMCHECKBOX 
 Other:      

	

	3. Would any of the following have influenced you to stay in your current job?

	
	 FORMCHECKBOX 
 Flexible Work Hours
	 FORMCHECKBOX 
 Telecommuting
	 FORMCHECKBOX 
 Promotion

	
	 FORMCHECKBOX 
 Pay/Step Increase
	 FORMCHECKBOX 
 Reassignment
	 FORMCHECKBOX 
 More Challenging Work Assignments 

	
	 FORMCHECKBOX 
 Less Workload
	 FORMCHECKBOX 
 Different Supervisor 
	 FORMCHECKBOX 
 Opportunity For Training/Development

	
	 FORMCHECKBOX 
 Greater Recognition For Work Performed
	 FORMCHECKBOX 
 None

	

	4. Please rate the following as they applied to your job.

	

	
	
	Very Satisfied
	Somewhat Satisfied
	Somewhat Dissatisfied
	Dissatisfied
	No Opinion
	

	
	· Advancement Opportunity
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Benefits
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Communication
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Co-worker Interaction
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Fairness
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Feedback/PASE
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Job Input/Empowerment
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Job Training
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Leave Policy
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Morale
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Overtime
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Safety/Security
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Salary
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Skill Utilization
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Supervision
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Work Hours
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Working Conditions
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Workload
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	 FORMCHECKBOX 

	


	5. Please answer the following as they applied to your job.

	

	
	
	Yes
	No
	

	
	· Do you feel you were properly placed in your job considering your interest, education and ability?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Did you like your job?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Was the work you were doing approximately what you expected it would be?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Do you feel you received adequate training on your job?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Do you feel the amount of work you were asked to perform was fair?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Do you believe you received fair pay for the work you were doing?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Do you feel the working conditions were good?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Do you feel your fellow employees were cooperative?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Do you feel you received effective and fair supervision while you were here?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Do you feel you were kept properly informed about policies and developments?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Do you feel the promotional opportunities would have been good had you stayed?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· Were you satisfied with employee benefits such as vacations, retirement, medical plan, etc.?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	· If a friend of yours were looking for a job, would you recommend that he/she apply for work here?
	 FORMCHECKBOX 

	 FORMCHECKBOX 

	

	
	
	
	

	6. What were your most important reasons for leaving?

	
	

	
	

	

	7. What did you like most about your job?

	
	

	
	

	

	8. What did you like least about your job?

	
	

	
	

	

	9. What suggestions can you provide for improving the position you held or the department you are leaving?

	
	

	
	

	

	

	

	Signature of Employee
	
	Print Name
	
	Date
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