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I. STATEMENT 

Pima County is committed to providing a healthy and constructive work environment for 
all employees. This procedure allows terminating or transferring employees the 
opportunity to discuss frankly and openly the positive and negative aspects of their 
employment. Information gathered may be used to improve working conditions, identify 
training needs and implement positive change in the work place. 

Personnel Policy 8-123- Terminations sets forth the obligations of employees and Pima 
County upon termination of employment. The purpose of this administrative procedure 
is to: 

• implement Personnel Policy 8-123; 

• provide a County-wide procedure for the processing of terminations or moves 
from one department to another; 

• assure uniformity in the processing of terminations from Pima County 
employment or moves from one department to another; 

• create an exit interview process that enables Pima County to obtain comments 
and suggestions for the overall improvement of the quality of work in Pima 
County; and 

• set forth specific procedures and forms to be utilized in the termination process 
or when an employee moves from one department to another. 

II. APPLICATION 

This procedure applies to any employee who terminates (separates his or her 
employment from Pima County) or transfers (moves from one department to another). 
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Ill. PROCEDURE 

Pima County, through the Department Personnel Representative and Human 
Resources, will contact each terminating employee or each employee who moves from 
one department to another to provide information and receive comments and 
suggestions regarding employment with Pima County. The Department Personnel 
Representative shall complete the Pima County Check-out Checklist (Attachment 1 ). 
This checklist shall be maintained by the department in the employee's department 
personnel file. 

The Department Personnel Representative will give each terminating employee, or each 
employee who transfers from one department to another, a Confidential Employee Exit 
Interview Survey (Attachment 2). This survey is to be submitted to Human Resources­
Employment Rights by the terminating employee or the employee who is transferring 
from one department to another. The employee may deliver this survey directly or may 
contact Employment Rights to schedule an appointment. 

When applicable, the Department Personnel Representative will give the terminating 
employee a Right to Appeal form (Attachment 3). The last day to file an appeal will be 
identified by the Department Personnel Representative in accordance with the Merit 
System/Law Enforcement Merit System Rules. (Note: The Right to Appeal form 
provides specific instructions for filing and handling an appeal and related forms. If an 
employee elects to file an appeal, the employee must submit a Merit System/Law 
Enforcement Merit System Appeal form to Employment Rights by the required 
deadline.) 

IV. RESPONSIBILITIES 

Department Personnel Representative: disseminates applicable forms (samples 
attached hereto) to the terminating employee or the employee who transfers to another 
department, and meets with the employee. 

Human Resources-Employment Rights staff: meets with the terminating employee or 
the employee who transfers to another department, when applicable; receives survey 
information and disseminates that information to the County Administrator or designee; 
and receives and processes the Merit System/Law Enforcement Merit System Appeal 
form, when applicable. 

Employee who terminates or transfers: meets with the Department Personnel 
Representative and completes checkout procedures; completes exit interview survey 
either in writing or in a meeting with the Employment Rights staff; timely files appeal 
form with the Employment Rights staff, when applicable. 

References: Pima County Merit System Rules 11, 12 and 14 
Law Enforcement Merit System Rules XI, XII, and XIII 
Personnel Policy 8-123 
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Attachment 1 

PIMA COUNTY CHECKOUT CHECKLIST 

Department personnel representatives complete this form when an employee leaves the department 
nd/or Pima County. Upon completion, file this form in the employee's department personnel file. 

Employee's Name: Employee ID No.: __________ _ 

DepartmenVDiv: Effective Date: 

D Resign D Retire D Dismissal D Term. during initial probation 

Leaving Leaving 
County Dept. 

D 
D 
D 
D 
D 
D D 
D D 
D D 
D D 

D 
D 

Payment for accrued leave 

Educational 

D lTD Employee Separation of Access Form 

I certify that I have discussed the above options with the employee and processed the appropriate paper work as 
required. 

Personnel Representative Signature Date 

Revised: Februa 2013 
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CONFIDENTIAL EMPLOYEE EXIT INTERVIEW SURVEY 
Pima County is committed to providing a healthy and constructive work environment for all employees. 
Your participation in completing this survey will be helpful in providing information needed to ensure that 
our commitment is being met and to assist us in making improvements where they are needed. 

It is the intent of Pima County to treat your responses confidentially. If this information is shared with the 
County Administrator and/or appropriate staff members, your identity will not be disclosed. However, in 
some instances Pima County may be obligated by law to take further action including disclosure of the 
identity of the individual giving the information. Within these constraints your responses will be treated 
with the utmost confidentiality. The completed survey will not be placed in your file, given to your 
department, nor in any way affect your future employment with Pima County. 

After you have completed the questionnaire, please deliver (in person or 
150 W. Congress Street, Tucson, Arizona 85701. If you wish to 
issues related to your experiences as an employee with the 
Resources at 724-2728 to schedule an appointment. 

This form will be maintained by Human 
schedules. 

Name: 

Date of Hire: 

mail) to Human Resources, 
the questionnaire or other 

, please contact Human 

records retention 

1. Was your decision to leave the depa ced by any of the following? 
o Return to School o Relocation 
o Better job opportunity o Compensation 
D Other: ______ _ 

3. How would you rate your job in the following areas? 

EXCELLENT GOOD FAIR POOR 
Supervision 
Tvoe of work 
Work load 
WorkinQ conditions 
Interaction with others 
Public service 
COMMENTS: 
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Exit Interview Survey 
Page Two 

4. How would you rate your immediate supervisor? 

5. Were you given enough information in the early stages 
compensation, department/County policies and nrr,,...,,n, 
etc.? 
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Attachment 2 
Page 2 of 2 

your employment or related issues? 

Date 

to complete this survey. May we contact you should we want to follow up? 

DYes D No If yes, please provide an address and telephone number below. 

Address Zip Code Phone Number 

Revised 2013 
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Attachment 3 

EMPLOYEE'S RIGHT TO AN APPEAL 

P1ma County Merit System Rule 14 and Puna County Law Enforcement Merit System Rule Xlll-4 give 
pem1anent County employees {those ,..flo have passed irntial probation} the r~ght to appeal a 
suspensiOn. involuntary demotion for dtsciplmary reasons. reductiOn in pay for d;sciphnary reasons. 
d1smssa!. or termmatlon as set forth 1n Ment System Rule 11 5 B through D and Law Enforcement 
Merrt System Rule Xl-1 O.A through D An alleged coerced res~gnat1on ·w1ll be treated as a dtsm1ssal 
If you beheve one of the above applies. you may file an appeal to the Ment System ComrrusslOnfL:r"" 
Enforcement Merrt System Council Thrs appeal must be tn writing and filed 'Mth the Human 
Resources Department (!50 W Congress Street) Pvlent Systen1 Appeal fom1s are available from 
Human Resources or the Human Resources ....ebpage 

Last day to ftle an appeal is ------~ 

2 A heanng Mll be scheduled ·Mthin 
Gonlfniss•oniGouncil heanng, you have 

3 

4 

5 

6 

a. 
b 
c 

You may 
heanng. 

Represent yourself. 
Be represented by a 
Be represented 
Lawyer Referral 

. you may contact the 

Any request for subpoenas 
.,.,,,""",,., days prior to the scheduled 

etc. ) in support of your case to the 

ans.ver any questiOns you may hJve regardtng the 
· You may request a copy of the 'Appellants 

the appeJl process or vtSlt the Human Resources 

notify Human Resources of any change tn your mailing address and 
~.,.,;·, -v1 nottce will be sent to the address pro,1ded on the Merit 

ali of tne abo>'e statements 

Name· (Pnnt) __________ _ Department ----------

Signature ------------ Date -------------


