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Employee Offboarding Guide

Version Date : 07.12.2022 (short version for supervisors’ reference)


Employee Resignation / Termination





Resignation Acceptance Letter by SM





Offboarding Checklist by HR





Exit Interview by HR / SM





Exit Release Form by HR & CA





If there is a shortfall in notice period, staff is required to pay penalty.

If there is a training bond, it is payable in 3 equal instalments within 3 months of last working day.







Employee Offboarding Checklist

	Employee Name
	

	Supervisor
	

	Resignation / Termination Letter Date
	

	Last Employment Date
	











Employee Responsibilities
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	Submit letter of resignation to your supervisor
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	Termination Letter Sent (if Involuntary)
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	Await confirmation / acknowledgement that the letter was received by supervisor
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	Confirm the last day of employment with your supervisor and HR
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	To settle the outstanding claims
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	To check the balance leave
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	Communicate all necessary work-related information and knowledge to the appropriate supervisor / therapist 
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	Forward any necessary emails or other communication and delete the remainder
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	Return all SEED’s property (Toys / Books / Laptop / Access card) 
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	Exit Interview 





	Employee Signature
	Date








	HR Signature
	Date
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