Please complete section "A" of the Employee Termination Form. Do not sign or date the first page. Take a few moments to answer the Exit Interview Questionnaire. You may call the Human Resources Department at (766-4220) to schedule an appointment, near your last working day, to complete the termination process.

UNIVERSITY OF WYOMING


EMPLOYMENT TERMINATION FORM


A. Employee Identification

	Employee ID #
	
	
	
	
	
	
	Date:
	
	
	
	
	
	
	
	
	
	

	Name:
	
	
	
	
	
	
	Department:
	
	
	
	
	
	
	
	
	
	

	Address:
	
	
	
	
	
	
	City, State, Zip:
	
	
	
	
	
	
	
	
	
	

	Job Title:
	
	
	
	
	
	
	Last Day Worked:
	Mo
	
	
	Da
	
	Yr
	
	

	Anniversary Date:
	Mo
	
	Da
	
	Yr
	
	Length of Service:
	Yrs
	
	
	
	
	Mos
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	B. Human Resources Department Information
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	

	Life Insurance
	COBRA
	Disability Insurance
	
	Retirement

	The above named employee is officially terminated on :
	
	
	
	
	
	

	
	Mo
	
	Da
	
	Yr
	



This employee is fully aware of the fact the all University property (including keys) must be turned in and all other charges must be settled prior to final salary payment being granted.

Fringe Benefits Reviewed By:
Date:


C. Clearance Routing (Human Resources last)

Initial
Date

1. Keys (Return to Supervisor)

2. Parking Sticker (Return to Human Resources or Transportation & Parking)


I certify that I have no unpaid University bills, that I have returned all checked out books to the University Libraries and that I have returned the campus parking permit from my vehicle(s).

Signature of Employee:
Date:


Name:


UNIVERSITY OF WYOMING


HUMAN RESOURCES DEPARTMENT

Exit Interview Questionnaire

Confidential Information

As a terminating employee of the University of Wyoming, you can be a valuable source of information regarding various working conditions observed during your period of employment. We hope that you will be candid with your answers to the attached questions so we may gain from your experience within the University's employment system.

Please be assured that your questionnaire will not become part of your permanent personnel file, and your comments will in no way affect your re-employment possibilities should you desire to seek employment again with the University of Wyoming.

We are striving to maintain a positive working environment with the University's employment system, and hope that your suggestions, comments and observations will aid us in accomplishing this goal.

We have set aside an area for your comments regarding specific questions.


1. Was your decision to leave the University influenced by any of the following? Please indicate those applicable by "X" and rank 1st, 2nd, 3rd.

	Continuing my education
	
	Lack of funds

	Moving from the area
	
	Type of work

	Health reasons
	
	Working conditions

	Retirement
	
	Supervision received

	Family circumstances
	
	Fringe benefits

	Secured a better job
	
	Salary

	Spouse no longer UW student
	
	Discharged



Before making your decision to leave, did you investigate the possibility of a transfer? ____Yes ____No

COMMENTS:

	2.
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	What is your opinion of the following:
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	Excellent
	Good
	
	
	
	Fair
	Poor

	
	
	Retirement
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Your Salary
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Fringe Benefit Package
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	Performance Appraisal System
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	



Physical Working Conditions


Opportunity for Advancement


Communication to/from Management


Supervision Provided


Are there any other benefits you feel should have been offered? ____Yes ____No

If yes what? ___________________________________________________________________________[image: image1][image: image2]

COMMENTS:


3.
How would you rate the following in your department?

Excellent
Good
Fair
Poor

Cooperation with other departments


Cooperation within HR department


Adequacy of training for your job


Orientation:

a) to your job

b) to the University Communication:


a) Within your department

b) With other departments


COMMENTS:


4. How would you rate your immediate supervisor on the following topics? Supervisor's Name:


Excellent
Good
Fair
Poor

Gives fair and equal treatment


Gives positive feedback and recognition


Resolves complaints and grievances


Welcomes suggestions


Develops cooperation


Gives clear instructions


Knows accomplishments of staff


Follows consistent application of policies


COMMENTS:


Name:


UNIVERSITY OF WYOMING


HUMAN RESOURCES DEPARTMENT

Exit Interview Questionnaire

Confidential Information

1. If you are going to a different job, what does it offer that the one here did not?

2. What were the factors that contributed to your accepting a job at the University?

a) Were your expectations realized?

b) Has the job changed?

3. What constructive comments would you have for management in regard to making this a better place to work?

4. What are some of the factors that have contributed to making your employment enjoyable?

5. Would you recommend the University to a friend as a good place to work? Why or why not?

6. Was the work load usually: ____Too great ____Varied but all right ____About right ____Too light

7. Additional Comments:

Employee Signature:
Date:


