
Voluntary Quit

Yes No

Did the employee give proper notice?

Did the employee provide a resignation letter?

Was an exit interview given by employer?

Did employee provide reason for quitting?

Where there any changes in the original hiring agreement, i.e. job responsibilities, hours, salary?  

Did the employee give any indication of potential discontent?  

Does the employer have an "open door policy" if the employee had complaints?

Was the voluntary quit due to job abandonment?  

If yes, make sure to have dates of the missed shifts and how the employee is made aware of work schedule. 

Separation Checklist

Attention: Refer to the operative collective bargaining agreement for guidelines on disciplinary and discharge 

procedures, which may impose additional requirements for discipline of union members.


