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EMPLOYEE SEPARATION PROCESS


1. PURPOSE
This procedure covers professional conduct of a voluntary or involuntary termination of service of an employee to comply with statuary requirements in a manner to uphold the VBHC brand.
2. PROCESS TRIGGER
This process triggers when any of the following occurs:
· On receiving resignation letter from any of the employee by HR 
· On receiving information about any employee termination from Sr. HR Manager, who in turn receives it from HR Director
3. SCOPE AND APPLICATION
This process applies to all the employees at VBHC
4. PROCESS OWNER
Head, HR
5. PREDECESSOR AND SUCCESSOR PROCESSES
Predecessor Process: None
Successor Process:  None
6. RESPONSIBILITY AND AUTHORITY
To conduct Exit Interview		:	Head, HR
Approval of Termination letter	:	AVP, HR

7. DEFINITIONS & ABBREVIATIONS
1. HOD		: Head of Department. 
2. HR		: Human Resource.
3. IT		: Information Technology.
4. SF		: Sales Force
5. F & F		: Full and Final Payment.
6. 
8. PROCESS FLOW CHART
[image: ]

9. PROCESS DESCRIPTION
9.1. Upon receipt of Employee’s Resignation Letter, the HOD accepts and forwards the same to HR team. The relieving date is communicated to employee through email in response to the resignation email by HR team.
9.2. HR receives the employee termination from AVP, HR.
9.3. On the last day of his/her service exit format is given to employee by HR Executive
9.4. Employee Clearance Form is rolled out for clearances from the following departments on the last working day of employee:
· Dept. Head 
· IT dept.
· Finance dept.
· Admin dept.
· HR dept.
9.5. On the last working day of employee by evening intimation is given to SF, Quadra & HDFC about employee separation through email by HR team.
9.6. Exit form is given to employee by HR, Executive on the last working day of employee and Exit interview is conducted by AVP, HR
9.7. Within 60 days from the last working day Full and Final Payment settlement is done (including Leave adjustments, phone bill etc.,) by HR team.
9.8. The Details of the same are send to Payroll Consultant, on receiving output from consultant internal auditing takes place and intimation given to Finance dept. for Full and Final cheque. 
9.9. F & F amount is released 
9.10. Within 60 days (Because of phone bills mostly.  It is generated on 24th of every month. 60 days is the maximum limit) from the last day of his/her service F & F cheque is released and Relieving/termination letter is approved by AVP, HR, intimation is given to employee. (The relieving letter is issued only when all the dues pending are cleared, else termination will not provide relieving letter)
9.11. The termination letter is sent in absconding cases by registered post to the employee’s permanent address provided. Receipt no. of the mail is kept as proof of intimation to the employee in case he/she does not send the signed copy.
9.12. The resigned employee sign on the photo copy of relieving letter, the copy of the cheque is filed in the records and acknowledgement is received from the employee.  


10. EFFECIENCY MEASURES AND EFFECTIVENESS MEASURES
Efficiency Measures: Average time taken to complete F & F (Maximum 60 days or minimum30-40 days)
Effectiveness Measures:
11. RISK ASSOCIATED WITH THE PROCESS
Existing employees my damage VBHC brand name if they are dissatisfied with the separation process
12.  FORMATS FOR MAINTAINING RECORDS GENERATED IN THE PROCESS
Employee Clearance Form 
Exit Form
13. RECORDS









ANNEXURE I
	Name of Format
	Code

	
Employee Clearance Form 

	VBHC/HR/F/11

	
Exit Form

	VBHC/HR/F/12
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 VBHC/HR/F/11 


Employee Clearance Form 


Name:  Relieving Date: 


Designation: Notice Period (As per offer letter): 


Department: Name as per Bank account (In block letters): 


Joining Date: 


Resignation Date:   Personal email ID: 


Entity:            Work Location: 


CLEARANCE FROM DEPT HEAD 


Sr. No. List of activities Status (Pending/ Completed) 


Handing Over done to: 


Name: 


Designation:  


Signature:  


Name of Functional Head: 


Signature of Functional Head:  __________________________________  


E – Mail forwarding: 


Name of the employee to whom the email id to be forwarded: 


E-mail id:


Time period for email forwarding: 







 VBHC/HR/F/11 


CLEARANCE FROM IT 


Sr. No List of items Status (Yes/ No) Signature 


1. 
Mail Deactivation 


2. 
Internet Deactivation 


3. 
Quadra Deactivation 


4. 
Sales force Deactivation 


5. 
Laptop & other Accessories (Laptop Bag/ Power Cord/ Mouse) 


6. 
Deactivation in Website 


7. 
If others (please specify) 


Name :  ______________________ Signature :  ______________________ 


CLEARANCE FROM ADMIN/ SAFETY 


Sr. No. List of items Status (Returned/ Not returned) Signature 


1. 
Storage Keys 


2. 
Access/Identity Cards 


3. 
Mobile Hand Set/SIM Card 


4. 
Office Seal 


5. 
Data Card 


6. 
Shoes(if any) 


7. 
Kit (If any) 


8. 
Helmets 


9. 
Dues (Mobile Usage/ Others) Unbilled amount 
attach mail copy received from service provider 


10. 
If others (please specify) 


11. 
Mobile Allowance limit 


Name :  ______________________ Signature :  ______________________ 
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CLEARANCE FROM FINANCE 
 


Sr. No Item Name Remarks Signature 


1. Loans/Salary Advance   


2. Travel Advance   


3. Reimbursement and other payable    


4. If others (please specify)   


 


 


Name :  ______________________  Signature :  ______________________ 
 
 
 


CLEARANCE FROM HR 
 


Sr. No. List of items Status (Done/ Not Done) Signature  


1. 
Mediclaim Cards 


  


2. 
Deactivation in HRMS (Adrenalin) 


  


3. 
Biometric Access/Deletion from Facial Machine 


  


4. 
Email to Group ID – (Resigned Employee) 


  


5. 
Reportees has to be Changed in HRMS Software 


  


6. 
Mail to HDFC to close the bank A/C 


  


7 
Resignation letter submitted 


  


8 
Attendance regularization completed 


  


9 
Investment proofs submitted 


  


10 
If others (please specify) 


  


 
CLEARANCE FROM HR (to be given only after obtaining all the above clearances and completion of exit interview) 
 
 
 
Name :  ______________________  Signature :  ______________________ 
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VBHC/HR/F/12 


 


EXIT INTERVIEW FORM 
 
 
Employee Name  :  ______________________________ Employee Code: _____________ 
 
Department  :  ___________________________________________________________ 
 
Immediate Superior :  ___________________________________________________________ 
 
Forwarding Address :  ___________________________________________________________ 
 
Contact No.   :  ___________________________________________________________ 
 
Exit Date  :  ___________________________________________________________ 
 
 
Please tick/circle the relevant option for the following questions.   
 
1) Factors that attracted you to VBHC? 
 


 
a. Interesting position     


     
 b. Learning environment     


 
d. Compensation 


 
c. Opportunities for training, advancement and career growth            


 
e. Others, Specify_______________ 


          
2) What did you enjoy most about your job at VBHC ? (Circle/Tick all applicable) 
 


     
a. Compensation & Benefits 


 
b. Opportunities for advancement 


          
c. Recognition of work 


 
d. Work Environment  


 
e. Interaction with Coworkers 


 
f. Quality of supervision                      


 
g. Campus 


 
h. Training /educational opportunities 


 
I. Others, Specify ____________ 


       
3) What were your area(s) of concerns? 
 


     
a. Compensation & Benefits 


 
b. Opportunities for advancement 


          
c. Recognition of work 


 
d. Work Pressure  


 
e. Interaction with Coworkers 


 
f. Quality of supervision                      


 
g. Location 


 
h. Training /educational opportunities 


 
i. Others, Specify ____________ 


 
4) Reason(s) for leaving company (Circle/Tick all applicable) 
 


 
a. Better career opportunities 


 
b. Family or personal needs 


 
c. Retirement 


 
d. Health Issues                           


 
e. Change in location 


 
f. Compensation dissatisfaction 


 
g. Lack of recognition for work    


 
h. Work environment 


 
i. Quality of Supervision 


 
j. Further education 


 
k. Work Pressure 


 
l. Other, Specify _____________ 







VBHC/HR/F/12 


 
Please explain WHY, to understand it better 


 


 


 
 
  
5) What circumstances would have prevented your departure? 


 


 


 
 
 
6) Did the job and company live up to your expectations ? Were you treated fairly by the company  
     and your colleagues ? 


 


 


 
 
 
7) In which areas do you think the organization need to improve? 


 


 


 
 
 
 
6) Future employer 
 


 
a. Private employment (e.g. business, industry) 


 
b. Government 


 
c. Self employment  


 
d. Others, Specify ________________________ 


 
 
 
 
 
 







VBHC/HR/F/12 


 
7) Complete the following table: 
 


PARAMETERS 
STRONGLY 


AGREE 
AGREE DISAGREE 


 
STRONGLY 
DISAGREE 


 


 
I had a good working relationship with  
co workers 


    


 
Work assignments were distributed  
evenly 
 


    


 
I had a good working relationship with  
my immediate supervisor 


    


 
Training or Job development met my 
expectations 


    


 
I had clear understanding of my job  
Duties 


    


 
The compensation was fair for the  
amount of work required 


    


 
The benefits were competitive 


    


 
My work schedule met my needs 


    


 
Overall, I was satisfied with my job 


    


 
 
 
 
Date: _____________________     Signature: _________________________ 


 
 


Thank you for your employment at Company and for completing the survey. 
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